NORTHERN TERRITORY ARCHIVES SERVICE
FORM 5

Application for Exemption from Compulsory Transfer of Permanent Records


	This form should be completed by Northern Territory public sector organisations seeking an exemption from the compulsory transfer of permanent records over 30 years old to the NT Archives Service. This form should be completed while referring to Archives Management Standard: Exemption from Compulsory Transfer of Permanent Records to the NT Archives Service, and Archives Advice 6: Applying for Exemption from Compulsory Transfer of Permanent Records to the NT Archives Service.
NB. Where a question requires further supporting documentation please attach the documents to the rear of the form.

Form should be submitted to the NT Archives Service, GPO Box 874, Darwin NT 0801, or fax to (08) 8924 7660.

	Agency Information

	1. Name of Division, Branch, Section and Organisation controlling the records:

Name of the Agency (including Division, Branch and Section) which has custody of the records 
	

	2. 
Organisation Contact Officer:

Name, position and contact details of the officer within the organisation who is coordinating the disposal/retention of the permanent records.
	Name:
	

	
	Position:
	

	
	Phone:
	

	
	Email:
	

	Description of Records

	3. Description of records

A description of the issues/events/actions detailed in the records i.e. their purpose, reason for creation and capture, what they document and how they are used (please provide as much detail as possible). 

	

	4. Date Range:
	5. Quantity (shelf metres)

	
	

	6. What is the format of the records?

Eg. Paper, files, volumes, photographs, magnetic media. See Appendices A, B and C of Archives Standard 3

	

	7. What is the physical condition of the records?

Describe any damage to the records such as tears, mould (live or dead), stains, water damage, insect damage etc

	

	8. What is the location of the records?

Specify the building, address, and room location of the records

	

	9. Are these permanent records included in an authorised disposal schedule or an appraisal decision? Provide details
NB. All records must be appraised by the NT Archives Service as permanent prior to an exemption application being lodged. See also Archives Management Standard: Disposal of Government Records Created Prior to 1 July 1978.

	

	10. Please describe how and why the organisation’s operations require the original permanent records to be retained?
Organisations must show that there is a consistent, regular demand for the original records, (that a copy will not suffice) for the business operations of the organisation. Include details of the frequency of access and update by the organisation. 

	

	11.
Are these records duplicated and stored in any other format within your organisation?

State if the permanent records are duplicated within your agency, eg. CD-ROM, microfilm, etc., and the reason for this. (Only if the duplicate is an exact copy such as a backup) 

	

	12.
Does any other organisation or section within your organisation create similar records?



	

	13.
Is there a legal requirement for these records to be retained in the custody of the organisation? 

State any legislation which requires these records to be retained in the custody of the organisation.

	


	Storage Requirements

	Requirement
	Compliant
Yes/No
	Comments/Details

	1. Storage area located away from environmental risks, such as flood zone.
	
	

	2. Storage area accessible for staff retrieval of records
	
	

	3. Storage facility is well maintained and repairs conducted promptly
	
	

	4. Storage area is clean, and free of dust and debris
	
	

	5. Storage area is free of insects, vermin, mould and pollutants.
	
	

	6.
24-hour air conditioning which meets the temperature and humidity levels within the range specified for the record format. 
See Appendices A-C  Storage Requirements for Permanent Records Over 30 Years Old of the Archives Management Standard Exemption for Compulsory Transfer of Permanent Records to the NT Archives Service.

NB Include temperature and humidity levels in comments. Attach reports for 1 month period from datalogger or thermohygrograph if available.
	
	

	6. Air conditioning system is well maintained and faults repaired promptly.
	
	

	7. Storage area is well ventilated and air is filtered to exclude dust and other particles, acidic and oxidising gases.

Include type of filters used and frequency of replacement
	
	

	8. The storage area is exposed to no natural light (i.e. no windows or any windows are fitted with 100% ultraviolet block-out tinting and/or curtains). There are separate lighting controls.
	
	

	9. Heat/smoke detectors, fire alarms, extinguishers and sprinkler systems are installed, maintained and tested regularly.

Include type of detectors, testing frequency and type of extinguishers
	
	

	10. Security alarm system is installed, maintained and tested regularly.

Include whether alarm system is monitored, and by whom, and if facility is patrolled after hours.
	
	

	11. Access to storage areas is restricted to only essential staff, and access is controlled.

Provide copy of access procedures
	
	

	12. Permanent records are shelved/housed on/in shelving/cabinets appropriate to the record format.

Include type of shelving/cabinets used.
	
	

	13. Permanent records are stored on shelving, not on the floor, and boxes are not stored on top of one another.
	
	

	14. Storage areas have sufficient weight loading for the shelving and records.
	
	

	15. Shelving/housing is configured to comply with occupational health and safety guidelines, including aisles, fire exists and height, and is above floor level.

Attach copy of floor plan of storage area showing shelving configuration.
	
	

	16. Shelving is in good repair.
	
	

	17. Permanent records are stored in durable containers which will not cause damage to the records, preferably archival quality.

Include type of containers used, eg, acid free
	
	

	18. Packaging and containers are the correct size for the records and shelving, and weight restrictions.

Include size and style of containers, eg Type 1
	
	

	19. Permanent records are stored in good quality packaging suitable to the record format.

Include type and size of packaging used eg. Acid free document wallets, mylar sleeves etc
	
	


	Management Requirements

	Requirement
	Compliant
Yes/No
	Comments/Details

	20. Procedures are documented and implemented for the maintenance and prompt repair of the storage facility.

Attach copy of procedures.
	
	

	21. Storage areas are monitored on an ongoing basis for fluctuations from the baseline storage environment to ensure compliance with temperature and relative humidity levels required for the record format. (see Storage Requirement Point 6 )

Attach copy of program for monitoring conditions eg. datalogger location, and data downloaded weekly.
	
	

	22. Regular maintenance and repair program is in place for the air conditioning system. Repairs are carried out promptly to ensure minimal disruption to storage conditions.
Include frequency of maintenance and procedures for repair.
	
	

	23. Procedures are documented and implemented for the inspection of the permanent records and storage facilities for signs of insects, mould and pollutants, and treatments carried out if required.

Include copy of procedures, including integrated pest management program, or frequency of fumigation and type of fumigant used.
	
	

	24. Storage areas are cleaned on a regular basis (preferably weekly) to remove dust and debris. Vacuum cleaners fitted with HEPA filters should be used where possible.

Include frequency and type of cleaning carried out, eg. Vacuumed with HEPA filter weekly, mopped and dusted weekly.
	
	

	25. Procedures are documented and implemented for the restriction of exposure to ultraviolet light in the storage area, eg. Lights are left off when area unattended.

Include copy of procedures and/or signage regarding lighting eg. Lights to be switched off when area unattended.
	
	

	26. Procedures are documented and implemented for the maintenance and testing of fire safety and protection equipment.

Include copy of procedures
	
	

	27. Procedures are documented and implemented to ensure security of the permanent records, including identification of authorised staff, and conditions for limiting access by staff to avoid unnecessary handling.

Include copy of security and access procedures.
	
	

	28. Procedures are documented and implemented regarding the restriction of loan of permanent records to other government organisations.

Include copy of loan procedures
	
	

	29. Procedures are documented and implemented for the replacements of damaged packaging.

Include copy of procedures.
	
	

	30. Disaster prevention and recovery plans are implemented and maintained, which include permanent records as a priority for disaster recovery and notification of any disasters to the NT Archives Service.

Include copy of disaster plan.
	
	

	31. Policies and procedures are documented and implemented for the careful handling and transportation of permanent records.

Include copy of procedures.
	
	

	32. Monitoring of the condition of the permanent records is conducted on a regular basis to identify any necessary repairs or treatments, or preservation copying.

Include copy of program for monitoring condition of permanent records.
	
	

	33. Use of permanent records is monitored to identify requirements for preservation copying.

Include copy of usage monitoring program include type of data collected.
	
	

	34. Procedures for the copying of permanent records are documented and implemented to ensure compliance with relevant standards, and the NT Archives Service informed of any copying projects.

Include copy of copying procedures.
	
	

	35. Procedures are documented and implemented for the reporting of fragile permanent records, restriction of access to reduce further damage and prioritisation of preservation copying.

Include copy of procedures regarding fragile records.
	
	

	36. Facsimiles of permanent records are displayed or exhibited and the display of original permanent records is not permitted.
	
	

	37. Standards for the documentation of permanent records are developed in consultation with the NT Archives Service, including location control, shelf lists and box lists.

Include copy of documentation standards, and lists of permanent records.
	
	

	38. Lists of permanent records are submitted to the NT Archives Service for inclusion in the Register of Territory Archives at the time of application and updates are provided to the NT Archives Service when available.
	
	

	39. Public access to permanent records is negotiated with the NT Archives Service consistent with the intent of the Information Act, and an agreement lodged with the NT Archives Service to inform prospective researchers of access arrangements.

Include copy of public access policy
	
	

	40. Procedures for public access to permanent records are implemented (as above) and staff and facilities are provided where necessary, including finding aids, supervised access, and copying services.

Include copy of access procedures and description of facilities available
	
	


	Please list all attachments for this application below

	

	Public Sector Organisation

	Signature:

	Name:

	Position: 
CHIEF EXECUTIVE

	Date:

	NT Archives Service

	APPROVED
/
NOT APPROVED

	Comments:

	Signature:

	Name:

	Position: 
DIRECTOR
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