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DAMAGE TO OR LOSS OF STATE RECORDS
REPORT FORM
Instructions for use
· Use this form to report instances of damage to or loss of State records, in any format, to the State Archivist and Executive Director State Records Office. For State organisations (organisations) reporting matters of non-compliance with the State Records Act 2000 refer to https://www.wa.gov.au/government/publications/reporting-matters-of-non-compliance-the-state-records-act-2000 
· Complete and return to the State Records Office (SRO) via sro@sro.wa.gov.au.
· Attach supporting information as necessary with this form.
· Ensure it is certified by the CEO (Principal Officer), or their authorised delegate. 
· For enquiries contact the SRO via sro@sro.wa.gov.au. 
· Further information or clarification may be requested by SRO as a part of its evaluation of the report.

Document version
This is a controlled document: January 2026 


Remove the instruction page from your form before submission
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Contact details
	Organisation
	

	Address
	

	Primary Contact Officer
	

	Email
	

	Phone
	

	Business Unit responsible for the records
	



Nature of the damage or loss
Please tick all that apply and add rows if not covered.  Details can be explained in the table below.
Physical Records
	Damaged (due to flood, fire, storm, other disaster)
	☐
	Contaminated (e.g., pests, mould, hazardous substance)
	☐
	Deterioration (e.g., heat damage, vinegar syndrome)
	☐
	Structural failure at storage location (e.g., broken shelving)
	☐
	Missing / Lost / Stolen
	☐
	Other (please specify)

	☐


Digital records and information
	Migration failure (e.g., loss of metadata when transferring records to a new system)
	☐
	Cyber Security Incident (where a loss of records has occurred)
	☐
	Loss of external hard drive
	☐
	Obsolescence of hardware/software
	☐
	Other (please specify)
	☐




Details of the damage to or loss of records
	Description 
Describe the damage to / loss of records
	



	Date
Provide the date the damage to / loss of records was identified, and the period over which the damage occurred (if it can be ascertained).
	




	Location
Describe where the records were located, and if they have been moved since identifying the damage to / loss of records.
	





	Health and Safety
Does the current state of the records pose a health and safety risk?  If so, provide details
	




	Do the records relate to Children?
The SRO issued a disposal freeze in April 2018 which still stands.
	





	Are any of the records State archives? 
i.e., they are to be kept permanently because of continuing value
	




	Actions taken to recover records or prevent further loss of records
i.e., are any records salvageable, have improvements to storage areas been addressed
	


Supporting information
Include detailed information of the damage to records, such as photographs, an assessor’s report, or other documentary evidence if available. This can be provided as a separate attachment when submitting this form.
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Listing of records affected

	Record / File Identifier
	Description and format of records damaged or lost
	Date range of records
(e.g., 2005 – 2015)

	Approved retention and disposal authority and relevant reference no.

Indicate whether the record is a State archive
(e.g., DA 2023-004, 18.1 Archive)

	Quantity
(e.g., 12 boxes) 
	Are the records duplicated elsewhere?
Y/N and where
(e.g. Y - EDRMS)
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Certification
Report prepared by:
	Name
	

	Position
	

	Date
	



CEO/Authorised delegate
	 

	Signature Chief Executive Officer or Principal Officer, or authorised delegate 

	 
	 
	 

	Name 
	 
	Position 

	 
	 
	 

	Name of Organisation 
	 
	Date 
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