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1. INTRODUCTION

1.1 Background
The State Records Act 2000 (the Act) provides for State records to be reproduced in another form.

Technical requirements for digitisation and long-term file formats for digital records are provided in the Western Australian Government -
Specification for Digitisation of State Records.

This General Disposal Authority for Reproduced Records (this Authority) (GDA 2025-013) is the official and continuing Authority that
allows for the lawful destruction of original records that have been authentically reproduced.

1.2 Definitions
Refer to the Glossary of Terms produced by the State Records Office of Western Australia (SRO), available on the SRO website.

Where the Act refers to reproducing a record in another form, this is taken to mean reproducing the information in the record by another
means, for example reproducing a paper record as a microfilm or scanning the information in a record for reproduction by means of a
computer.

Within this Authority, reproduction of records means the reproduction of records and their information by either digitisation, conversion or
migration.

e Digitisation is the process of converting information from a physical medium into a digital format, such as:
o a paper record to a digital document (PDF/A or other)
o exposed original camera negative (film stock) to a digital image

o converting an audio cassette to a digital sound file.
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e Conversion is the process of changing records from one format to another. This may be from one physical media to another
physical media, from a physical media to a digital format (digitisation), or from one digital format to another digital format.

o converting a paper record to a microfiche
o rendering a 3D image of a physical model

o converting a word-processed document to a PDF/A

¢ Migration involves

o moving records from one information system to another

NOTE: The reproduction of a record may involve one or more of these processes.

Additional Terms used in this Authority

e Original record refers to the source from which the reproduction has been made.
e Back-scanning refers to digitising physical records retrospectively or as a project outside of the regular daily business activity.

2. USE OF THIS AUTHORITY

2.1 Scope of this Authority

This Authority applies to the original or source records created or received by a State or local government organisation which have been
reproduced as part of regular business processes, or as part of a back-scanning project where the organisation intends to destroy the
original records.

This Authority supersedes the General Disposal Authority for Source Records RD 2016-002.

Note: All reproductions made under the previous General Disposal Authority for Source Records in accordance with the Specification for
Digitisation of State Records are still regarded as valid for the purpose of lawful destruction.
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2.2 Legislative and Regulatory Requirements

Legislation that affects the creation, retention and disposal of State records includes, but is not limited to, the:
. Criminal Code Act 1913

. Electronic Transactions Act 2011

. Evidence Act 1906

. Freedom of Information Act 1992

. Local Government Act 1995

. Privacy and Responsible Information Sharing Act 2024

. Public Sector Management Act 1994

. State Records Act 2000

3. DISPOSAL REQUIREMENTS

3.1 Destruction of the original records is permitted ONLY IF ALL the following criteria are met:

1. The organisation’s policies and procedures regarding the reproduced records and the destruction of original records are
approved by the organisation’s CEO (or authorised delegate) and included in the organisation’s Record Keeping Plan.

2. The reproductions are registered or captured in an appropriate record business information system at the time of reproduction.

3. The reproductions have the required degree of authenticity, integrity, reliability and usability necessary to replace the original
records.

4. The original records are covered by an approved retention and disposal authority at the time of their reproduction.
5. The reproductions are accessible for as long as required under the relevant approved disposal authority.

6. The records in their original format have been assessed for their intrinsic value and have no value.
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3.2 Destruction of the original records is NOT PERMITTED IF ANY of the following criteria apply:

1. Records in their original format have not been assessed for their intrinsic value (see Appendix).

2. The records are subject to a legislative or policy requirement that the original record format be kept.

3. The records are State archives which are on loan to the organisation from the State archives collection.
4. The records are not covered by an approved retention and disposal authority (consult the SRO).

5. The records are State archives created before 1 January 2000.

3.3 Destruction of Reproduced Source Records

No. Original Record Retention
1 Records described in a current | Retain original records until all quality control and assurance procedures and checks
retention and disposal authority that | are successfully completed; to ensure that the original records have been reproduced
have been to a level which maintains authenticity, integrity, reliability and usability.
e reproduced Note: This includes records created by an App or mobile phone camera where the
e converted to another format | reproduction is transferred into a business information management system.
e migrated to another system | Only then may the original record be destroyed.

The SRO MUST be consulted about the planned reproduction of any State records not covered by an approved retention and disposal
authority and the consequent destruction of original records.
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3.4 Destruction of Records

Organisations MUST contact the SRO if they are unsure if their records meet the criteria for destruction, or if they wish to destroy records
outside of this Authority.

4. AT RISK AND VULNERABLE RECORDS / STATE ARCHIVES

Records, including State archives created before 1 January 2000, that are at high risk of unplanned loss or alteration because of the
inherently unstable nature of the media or technological platform used to record them, such as acetate or thermal paper, may be
reproduced and the originals destroyed once quality control checks completed as it is impossible, impractical or inappropriate to retain
as originals for any length of time.

Organisations MUST contact the State Records Office for advice beforehand.

MORE INFORMATION
This document should be read in conjunction with the:
e Specification for Digitisation of State Records
e SRC Standards
e SRO Guideline Records Retention, Disposal and Destruction

¢ Records Management Advice - Migration of Records
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APPENDIX: GUIDE TO ASSESSING INTRINSIC VALUE

Physical qualities

e Records on rare or obsolete formats. This may include particular types of paper, vellum, objects, volumes with unique form or binding,
punch cards, wax cylinders, glass negatives, etc.

e Rare or original objects such as mint issue stamps or coins, rare books or seals where monetary value may be a factor.

e Unique or curious physical features, such as wax seals, watermarks, cross-written correspondence or scrapbooks with rare and unique
content.

¢ Records where the original medium conveys meaning, where the information cannot be accurately reflected in digital format, such as
overlay drawings.

e Records of artistic or cultural significance, or with aesthetic quality such as art, cultural artefacts, photographs, architectural drawings,
illuminated manuscripts, copyright exhibits, design drawings.

¢ Questionable authenticity, date, author, or other characteristic that is significant and ascertainable by physical examination, or where
controversy around the subject may warrant the original to be retained for later forensic proof (for example, purchase documents for
artworks or other valuable items).

e Value for use in exhibits, where the record itself imparts a sense of historical significance or of the significance of a person or event to
which it relates.

Intellectual qualities

e Original documents of general and substantial public interest due to a direct association with famous or historically significant people,
places, things, issues, or events such as the Premier, a Minister or Governor-General, the State Constitution, or treaties.

¢ Primary establishment documents with significance to the establishment or continuing legal basis of an agency or institution, the functions
or powers of government, or the formulation of the highest levels of legislation.

e Policy documents with significance to the formulation of the highest levels of policy.

¢ Significance or value to individuals as an artefact or evidence of their ancestry or heritage which contain original photographs, handwriting
etc.

This advice is based on guidance from the National Archives of Australia.

For further advice and guidance, please contact the State Records Office.
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