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Omganisations exist to serve

the reeds o their members.

They will grov and develg or
wither and die accordirg to the
percasptions & those members as
to how well their reeds are

beimg met.

Why did you join the Records

Managemernt Association of
Australia?
Is it  Tbecause it is a

prcfessional association where
you can associate with yaar
fellow prcfessionals?

Is it because cf the image of a
prcfessional association which
may erhanoce your pramctiomal or
appointment prospects?

Is it Dbecause yau desire
prcfessional develrent - to
learn better skills?

Or did you simply join to fill
in your spare time?

Locking back over the two years
I have been Branch President o
Western Australia, I take
pleasure framn same thirgs and

disappoitment fram cthers.

In my first year we Thad
considerable dfficulty in
mairtainirg, in the Branc
Cauncil, the &gree of

ernthusiasm and dedication which
is nrecessary to make an
Association work well.

Our rumbers were low in the

Branch and in the Cauncil.
Much work for a few hands. The
pragrammes for our morthly

meeting were nct well omanised
and accourted, to my mind, for
relatively lov attendances.

The last year has shown a
marked improvemernt in
prog rammes. In (nhristine
Shervirgton we havwe had an
efficient and enthusiastic
Programme Director who has
arrarged a whole series of
interestimgy tooics and geod

spekers and has dore so, well

QuUO VADTIS??

Richard Leggo
President WA Branch RMAA

in advance, so that merbers are
well irfommed. why then has
- aur attendance been relatively
worse than the previaus year?

No member of the Brand Council
has expressed the thaght that
prajrammes are unattractive.
No orme has suggested that we
shauld ergage in different
activities, althaugh there has
been same suggestion that we
meet too cften.

In the first half o the
financial vyear a«our Branc
Secretary Maggie Exon gave us a
great deal o drive with well
prepared meetirngy agendas and
attertion to the affairs of the
Assodiation. We knov how
essertial that kind of service
is because unfortunately, with
Maggie urwell darimg the last
few morths the Branc Cauncil
has lost a great deal o drive.
This was further exacerbated by
the absence overseas o Graham
Dudley, our Vice President and
Treasurer.

The Secretary and the Treasurer
do an enormcaus. amcaurt o work
for the Association. Withaut
their volurtary support the
system wauld nct work at all.

These are particularly oreraus
tasks and it is. becanimng
increasimly d&ifficilt to find
volurteers to £ill the job.

Editor o INFORMAA is ancther
task which requires morthly
dedication. We hawe nct been
able to recruit an Editor
durirg the last year and it has
been up to Marita Hoo and
Graham Dudley to keep the show
rollirg.

This item might be a bit like
washirg cur own dirty- liren in
the national wash tub, but I
suspect that <her brandes
might have similar diffiailty.
It is therefore worthwhile to
say sare truths abaut aurselves
in case this might help cthers.

The Western Australian Branch
noaw posts ait 100 INFORMAA'S
every morth (86 to its own
members) and yet we get less
than 12 to a Branc meetirg.

Membership o the Association

is a twoway-street. It brimgs
us berefits by its
prcfessionalism and by
prcfessional association. We

have to comtribute not only aur
subs. but aur efforts, to mke
it work.

It seems. to me that the time
has. been reached when all < us
shauld consider carefully why
we hawve joired. If it 1is
sinply to get the berefit of
prcfessional association then I
for one will be stromly in

favaar cf greater
prcfessionalism imvolvirg
increased subscriptions. and

erploymernt of cfficers to carry

aut the recessary tasks o
running the Association. It is
hardly fair to consider that a
few erthusiasts shauld carry
the hurden when the membership
is payirg a remarkably low
subscription and puttimg in a
remarkably lov effort.

Our monthly projrammes are
interestingy in that they oen
yp a vista o experiences in
visiting different places and
seeirg different systems.
While they Thave broadened
everyore's experience it is
very unlikely that they have
deeperned it.

Chris Caggin and his Camnittee
imvestigating prcafessional
qualifications and caurses have
made remarkable pragress durirng
the year and we are hgeful
that rew oaurses will be
available throxgh WAIT and TAFE
but we haven't mun ary short
caurses or seminars nor do aur
members seem to be lodkirg for
that .

What do the Members warnt?

Quo vVadis?



In his article "The Records
Mangement Feasibility Study
and the Role < the Records
Mangement Consultart" in
Informaa Quarterly, v. 1, (2)
1985, Tan Lovett makes mary
pertirert poirts. concernirg the
role that a prdessiomal
records. manager has. to play in
the imtrodiction o a records
management programme irko an
omanization.

As. he so rightly poirnts it

"senior managers. tend to
underestimate the scoe o the
inrplementation task, the

staffing and the time required
to inplement an effective
system." I am sure that Tam
will agree that senior managers
also fail to understand the
reed to stabilize the staff
workirg in records @ areas,
whether there be a new system
or nct. They also lack
appreciation o the amourt of
time that is required to
mairtain a system and
subsequertly pull records staff

Letters to the Editor

away framn records. drities to
“plug-in* cother holes in the
omyanization. They tend to let
trainirg o post-implementation
staff and mairtenance cf
procedire mamals lapse.

An effective, efficiert system
if nct prcdfessionally managed
can easily fall into disarray
regardless o  whether the
organization is large or small.

In instances where a records
management system is
established by a consiltart and
later crumbles or is corrupted
by urtrained staff and managers
a lat o hard wok goes to
waste and the reputation f the
consultarnt may cane into
question thraxgh no fault of
his awn. It 1is essertial that
consuiltarts endeavaiur to get a
fim cammitmert fran their
clierts. for an on-goirg
mairtemance by dedicated staff,
ongoirg trainirg programes
and prcfessional management of
the svstem, BEFORE camrencim

imrplerertation. Othermwise the
consultarnt shauld give seriaus
consideration to even
caurencirg the project.

Organizations whidh have
irvested in a new
prcfessionally  designed and
inplemerted system shauld
either employ experienced

records technicians and records
managjers or cortract campanies

that now ccffer mairtenance
services. A listirg of
infomation managjene
cort ractors and consultant

offering such services can be
obtained fram the Information
Consultarts, Freelancers and
Brckers Directory published by
the Information Manxjement and
Consulting Grawp, GPO  Box
2128T, Melbaurne, Vic. 3001

Marita Hoo (RMAA, WA Branch)
Abtec Information Services

Why Attend a Conference

Graham Dudley

Vice President WA Branch

Vice President Federal Council

There's an old adage that
"we're never too old to learn."
And in today's high technolagy
econawy, this sayirgy was never
more trie. The need to keep wp
with new developments and
ottain answers to prdblems is
the prime reason why successful
men and waren sign up in record
nubers year after year for
seminars, evenimg cairses,
suppliers' traininy sessions,
wokshgps and conferences.

The Search for Knowledye

In the records manajement
indastry, the Anmal Conference
of the Records Managemert
Association of Australia is the
main forum for the
dissemination o information on
this subject. ‘This year the
Sydrey Brandi is hostirg the
Second National Records
Managemert. Corference to be
held fram the 16th September to
the 18h September, 1985 1in

There are record managers fram
legal, medical, and govermment
and private omanisations. who
are thirstingy for aplications:
in their specialities. There
are educators collectirg
infomation on data management
and information managemert to
improve the effectiveness o
their goerations.

Sydrey, to which records
managers and exhibitors alike
will came in search cE

education abart their field of
woxK .

There are consultants and
records managers who wark more
advanced infommation abaut new
dewelopmerts in video, laser
discs and micrcfilm system
plannirg and office aut anat ion.

There are technical experts and
technicians. who are d&lvimg
into hi-tedh trends regardirg
video and gtical discs as well
as other sphisticated
innovations.

Seminars. Provide Information

All o these "studernts”
that the workshgps, seminars
and special conferences at
corvertions provide a veritable
treasure of useful information.
And these peple are gereratimg
their mental storage batteries

realise

with this knowledge so that
they will return to their
departments - with a fresh

gpproach to old proolems and
situations.

All these formal sessions are
supplemernted every day at
convertions Yy the endless
cortacts whidh these studerts
make darirmg corversations with
their colleagues fram around

Cort.. p. 11



Operating Keyword Indexing '
at the University of Western Australia's Records Office

INTRODUCTION

This article gives an aitline
of the keyword indexirg method
as it is (erated in the
Certral Records Office at the
University ot Western
Australia. The keyword system
has been peratirg for over a
year and same assessment can
now be macde of its advartages.
The follovimg prcfile attenpts
to examire the advartages in
relation to the practical
problems faced durirg this
first year of eration.

The keyword indexirg method was
introdiced to replace the old
classificaticn system which was
a consecutive runberirg system
tctalling wp to faur digits.

This old system worked
efficierntly when the
correspondence’ flow was
mi. nirmal. The classification

clerks tended to memorise the
mest frequently used file
rurbers and with a relatively
stable staff this was
reasonably effective. In the
severties the nurber of
studerts and staff increased
and the documert flow rose by
ore hundred per cert.
Govermmernt artbadks in  the
eighties braxght a redaction in
resaurces in the field of
education and as a result the

Records Cffice lost staff,
althaxgh its workload was
daibled. Older staff retired

and the juniors who replaced
them were relatively untraired.
The indexdirg system, which
relied heavily on the memory of
the classifier began to show
its mary flaws. The mmerais

staff charges internipted
cortimity o indexirg and
correspondence relatimg to the
same subject was placed on
different files resulting in
lamge gaps in the University's
comporate memory. This braght
severe criticism fram users who
were unable to locate the
correspondence whidh they
required. Records Office staff
were depreciated by users. and
tagether with the strain o an
increased workload, morale in
the ffice sark to its lowest
poirt. It was at this time

Anthea Love

Records Officer, UWA

that senior maragemert began a
review o the records area to
imvestigate alterrative methods
f classifiction and indexirg
ard to consider the appoirtmert
of prcfessional staff to manage
the section.

The Records Review Workirg
Party was established by the
Registrar in 198l to examine
the existirg system to
irnvestigate alternative records
manggemert metheds with a view
to streamlinirg Records Office
procedures. The Workirg Party
ascertained that the least
efficient area in the Records
Office was the classification
and indexiry system. Its
deficiences were destroyirg the
effectiveress o the Records
Office as a whole. Three main
prcblems in the index were
emphasised by the Workimg
Party.

l. There were difficulties. in
locating topics because of the
inconsistencies. and a lak o
extensive crcss~referencing
fran ore subject to ancther.

2. File titles! were not
definitive enaxgh which caused
correspondence on related
topics to be placed on
ifferent files.

The University Ardchivist, a
menrber <o the Workirg Party,
imvestigated alternative
classification and indexirg

methods and reported that the
keyword method seemed a viable

altermative to the system
presertly in oeration. As a
result the Archivist was
requested to const ract a
keyword system for the
classification £ the
University's. administrative
correspondence. The first
Classification Marual for

Gereral Files and its camanion
volume Thesaurus. of Gereral
Adninistrative and Functioml

Keywords and Descriptors.
gppeared 1in July, 1983 to
coincide with the
inplemertaticn o the KWOC
(Keyword  Cut o Cortext )

indexing system.

Keyword Classification and KWCC
Indexim

In the keyword system documents.
are classified by subject, nc
by originator. A ten digit
hierardical system,
correspondimg to the subject of
the correspondence, maintains
the files in subject graps
which wauld nct be possible
with a consecutive mumberirg
system. The Keyword
classification scheme is.
const ructed raund ten gereral

areas. These are as follows:

Categcry no. Category Colaur

ol ACADEMIC BLACK
ACTIVITIES

02 GENERAL LIGT
AI'MIN. GREEN

03 EQUIPMENT SILVER
AND RUNNING GREY
CCSTS

04 FINANCTIAL BLUE

05 LEGISLATIVE MARCON

06 ORGANISATION RED
AND STRUCTURE

07 PHYSICAL BROWN
FACILITIES

08 SERVICES CRANGE

0% STAFFING YELLON

10 STUDENT DARK

GREEN
The ten categories. do nct

appear in the file title: they
are dencted by the nunbers 01
anrd 10 and by the colaired
bindiny on the file spire as
autlired above. These ten
categories are more narrcowly
defired by keywords ard
descriptors. The keywords, or
primary subject areas, can be
subdivided into seconcary,
te{rtiary, and quaternmary or
Quirtenary areas oy the
addition of the descriptors.
Eg. 01/01/001/001.



0l = ACADEMIC ACTIVITIES
Gereral area dencted by
bladk file gpire (des nct
appear in file title).

01 = ACADEMIC DEVELOPMENTS
Keyword
(Apppears in title)

(1) Keywords

The listing o keywords

defires hav the keyword has.

been used and also the
forbidden terms which the
keywerd has replaced.
These are preserted by UF

(3) Forbidden Tems:

Forbidden temms related to
categories which are nct
used in the University of

Western Australia's,
classification systemn.
These are frequently

syroryms. or abbreviations.
Ore keyword only has been
chesen to represert a
subject and these are
listed in the Thesaurus,

ctherwise terms. are written
art in full.

(used for) in the
Thesaurus. Descriptors.
which «can be used to
qualify the keyword are
represented by NI (narrow
temms). The temn RT
(related tems) refers to
subject related keywords/

descriptors. In this way the Thesaurus
(See Pppendix 1 for a sample

cort.rols oca
a sam (2) Descriptors $ the vocabulary of the
page fram the Classification

class?'_fication system by
Marual for Gereral Files.) The descriptors are SOSUring that only approved
included as. "lead in" terms

teminolagy is used in the
to ensure that all aspects.

[

001 CENTRES OF EXCELLENCE
1lst Descriptor

{Appears. in title)

00l = POLICY
2nd Descriptor
(Appears in file title)

Creation of files. (See

The capanion volume to the ’ppendix 2 for a sample page

Classification Mamal, the f a subject are graped fran the ’

Thesaurus, camprises  three tagether in the index. Adninistrat’ni]\e/:augtsi QEf‘u Cétefleral

elemerts. which act as lead in Where two or more Keywords. and Descnptorg) Loral

vocabulary to the system: descriptors are very ot
clcsely related an RD

(1) Keywords (related d&escriptor)

(2) Descriptors. reference appears. in the

(3) Forbidden temms. Thesaurus.

ADD

A COMBINATION OR PRODUCTS AND PRODUCT KNOWLEDGE

TO

35 YEARS PRACTICAL EXPERIENCE IN THE FIELD OF RECORDS MANAGEMENT

PLUS

A FREE CONSULTANCY SERVICE

AND THE ANSWER IS

astledex ﬁi

THE BUSINESS SYSTEMS PEOPLE.

Product range:-
FILING — Kolorkode — colour coded filing (Mfg in W.A)
CHARTING — Movitex, Efficienta, Time Wise, Sasco CARD RECORDING — Rotadex

Also: White Boards, Pin-up Boards, Shredding Machines. File Racks, Document Holders.

Branches and Agents:
Bunbury : Tel: 097 21 9322
Kalgoorlie : Tel: 090 21 1979
Kununurra: Tel: 091 68 1585
Mandurah: Tel: 095 35 4334
Perth : Tel: 09 384 9194

Castledex Business Systems Pty Ltd
345 Stirling Highway,

Claremont W.A. 6010

Tel: 384 9194




Once the new classification
system had been established the
enormmcus. task of convertirg the
old system's gereral
adninistrative files into the
new keyword system began. As
the new files were ered
details o file mmber, volume,

title, aill and creation date
were ertered into the
administ rat ive om-line

caputer, a VAX 11/70, usimg a
Dataretrieve scftware padage
which had been adapted irhause
to a records. manaxgenrent
function by the Western
Australian Regional Camputirg
Cerntre. File details were
adéed in blodks. as eadh area in
the old system was clcsed off.
At the end o six morths c.
10,000 file titles had een
added to the master index and
‘the first camputerised Keyword

Out o Cortext, or KWCC index,

was printed. When loadirg the
file titles on to the VAX an
asterisk was used toO separate
the keywords and descriptors.

This. detemines the access
poirts in the KWCC index. For
exarple, 09/04/002/087 =

DEPARTMENTAL ~ STAFFING*ACADEMIC
*BOTANY . Each keyword and
descriptor has. an ertry in the
incex, that is. under
"Departmental Staffirmg",
"Academic" and "Boctary". Thus
three access poirts for this
file appear in the index in
strict alphabetical oréer.

Close corkrol is exercised in
the use of descriptors.
Abbreviations are standardised
to ensure consistency of
access. If inconsistencies.
creep in the whole index is
faulty and ertries are ait of
aligmmerr.  with each cther,
meking access to infommation
diffiault.

A baind KWOC index is prodiced
anmually and is distributed to
users, with updates prodiced
every morth. Certral Records
updates the whole index every
three months. btut nt in baund
form. Ideally, the user coies
shauld be updated every three
morth s, but the cost of
printirng irhibits this.

It is ore thimg to inplemernt a
keyword classification system
with camputerised retrieval and
it is ancther to cperate it. In
the remainder of this article

the advartages o d the
University o Western
Australia's. system will be

examired in relaticn to same o

the practical prcblems faced
durimg  the first year <
peration.

1. The Numberirg System

The meanirgful  Thierarchical
nubering system was. adgoted
because o its advartxes to
users. and to Records Office
staff. Subject related files
are graped together in file
bays. When a user requires the
files relatimg to his area they
can be retrieved quidkly and
replaced efficierntly. Initially
there were camplaints fram
users who were concerned abait

the size of the ten digit file

rnbers. Users were familiar
with the old faur digit (or
less) corseartive rurbe rirg

system and mary had memorised
the numbers o the files which
they had used most frequertly.
Understandably, they faund it
inrpossible to memorise the nrew
ten digit file munbers. The
only solution to this prdblem
was. user familiarity with the
system. When users understood
that there was. no reed for them
to memorise the file rumbers,
but merely a keyword, or
descriptor, they began to see
the advantages ot the
hierarchical nurberirg system.
The old Index to Gereral Files
was full o inconsistencies,
eg. the ertries for Department
of Geagraphy were faund under
"Departmerts and ot
"Geay raphy". In ore case the
ertry for the "Second Chair in

Philosoohy" was, faund under
reither "Philosphy” nor
"Chair", hut under "Second".

Once users. began usimg the KWOC
Index to General Files, in

conjunction with the
Classification Marual and
Thesaurus, they rapidly began
to preciate the clearly
é&fined access poirts which
appeared in carplete
alphabetical order. After a

period o abaut three months.
carplaints abait the mmberimg
system ceased.

2. Keyword Cortrol

The Classification Mamal for
Gereral Files 1is capable of
eypansion o either addiny to
the ten main categories, to the
keywords. within these ten
areas, or to the descriptors
within keyword areas.
Additions to the keywords. and
descriptors. are rigidly
cont rolled. Ary assumred

5

additions. to the Classification
Mamial are checked against the
Thesaurus. If no areas exist
to accamodate a subject then a

new area is created ard
amendrerts, are made to the
Classification Marual ard
Thesaurus. It is: an penended

system which is! as efficiert as
the staff who administer it.
The decision to qen files lies
with the Records Officer and it
is cnly she who can authorise
ary alterations to the
Classification Marnial and
Thesaurus. Duplication of
areas, and thus o files, is.
avoided by efficiert indexing
and a staff who are trained in
the camplexities. of the system.

The keyword indexirg method has
perated effectively at the
University of Western Australia
for the past year. However, no
classification system is.
perfect and sare criticisms. can
be made o keyword indexing.
The main prcblem is  in
determinig hov far the method
shauld go in nparrovimg the
descriptor field. In the
initial stages of eration the
users. expressed concern at the
discreteness o the new file
titles. For example two files.
had been @ered usimg the
unbers 06/05/005/001 and
06/05/005/002.

06

ORGANISATION AND STRUCTURE

05 = CCMPANIES

005 = UNISCAN
001 = CABR
ard

06/05/005/002 = CABR
FINANCIAL

Users carplaired that these two
files overlapped to the extert
that a great deal o cross-

referencing was. recessary. It
had been intended to use ome
file for adninistrative
correspondence  {06/05/001/001)
and the cher for fimancial
matters. {06/05/005/002). It
soon became gpparert that the
correspondence was. diffiault to

separate into two definite
gramps. The classification
cleks, classifyimy correctly

accordirg to their guidelires,
were miximg financial and
administrative matters! as it

was. unclear fram the
correspondence which type
belomged to which file. Users.
were further frustrated by

requestimg one file and findim



that they reeded bcath files to
see the camplete documrentation
cn the sublect. The prdblem
was. resolved by amalgamatirmg
bcth files and eliminatirg the
06/05/005/002 "Financal" file.
This was dore after discussions
with senior administrative
staff and the Certral Records
classification @eratcrs. It
is an extreme case and nct one
which is dften repeated, but it

does 1illustrate  ore < the
major .proolems o  keyword
classification, that is that

the discreteress < areas has.
to e carefully ccrtrolled, nct
only in relation to the rules
cf the system, but in relation
to user reeds. When the
keyword method was. examined
discreteness  1indexirg was!
seen as a definite advartage as
cpposed to the gereralities
whicd proliferated in the old
conseartive rmumberirg system
resultirg in “catch all" files.
On balance discreteress in a
classification system is to be
preferred to gererality.

3. Archival Cecntrol

The discreteress ot the
classification system ensures.
archival cortrol at file
creation. A all nber is

allocated when the file is
ened. This runber relates to
the number o years the file is
to be retaired in the system.
Under the keyword indexirg
system, it is' pcssible to
determire the cull period when
the file 1is created, to the
time of file closure by
ensurirg that all material of
policy mature, for instance, is
separated fran hoausekeeping or
procediral material. Policy
files are retained pemarertly
and the procedural files are
orly Xkept for the naminated
period o perhaps three years.
The creation date o a file is
ertered into the caputerised
master index and as a result a
hard copy disposal listirg can
be prodiced each year.

4. Staff Training and
Develgpment

Unlike scre classification
systems which are diffiault to
understand (usually because of
the inconsistert additions
thraxh the years), bat very
sinple to gerate (eg. title a
file “"Fimance, Gereral" and
place all financial
correspondence, whidch cannct be
classified in the cther finance
areas in the classification
scheme, on that file) the

keyword system is easy to
understand and to erate. To
train staff on the principles
would take a little more than
an haur; to train an
experienced classifier may take
abart a year, because o the
specialised nature o @ the
correspondence. Edacation
institutions, like marny
ormganisations, tend to receive
cyclical correspondence, with
certain types arrivirg at
certain times of the year, eg.
enrolment material, research
grart &pplications, conference

requests, etc. For classifiers.
to experience the variaus. types.
of correspondence which arrive
at an educational institution
they shauld spend a year
classifyirg doaunernts. Once a
person is traired in the system
abait 98% acauracy in document
retrieval is assured and that
means ottt <o ewvery Thundred
pieces. ot correspondence,
Central Records  staff can
guarartee to find 98 of them
given only the subject o the
documert. This eliminates the
reed for a "mak in" register
for corresgpondence as the
classification system is so
discrete that it acts as this
cortrol.

Records Office staff require
extensive experience in the
classification of
corresponcdence and for this

reason staff turncver shauld be
lov to maximise the rescurces
spert on trainirg personrel.
Staff morale mast be
established and mairtained at a
high level in order to ensure
that staff will remain in the
records. area. Traditionally,
records. offices. have been the
durpirg graind for staff which
were nct wanted by ary cther
section in the omganisation or
for yaurg trairees. Aryore who
displayed an  ability was.
quidkly poadced by cther
departmerts. Staff within the
records. area were nct slow to
realise this and it reinforced
the attitude that they were the

lavest in the administrative
pedkirgy order. These prcblems.
were prevalert at the

University of Western Australia
and they were xygravated by
archaic indexirg and filirg
procedires. Staff morale was.
uncderstandably low when the rew
system was irtrodiced and it
was a traumatic experience for
staff to ope with the rew

procedires and an increase in
user emuiries  abait the
system. Training sessions were

established for Records Office
staff and when these ceased
weekly meetimgs replaced them.
These meetimgs provide an
pportunity for staff to talk
informally abait the advantages
and disadvantages. of the system
and to suggest way's ot
inprovirg it. The Records.
Office «clerkks and clerical
assistarts erate procedures
at base level and they are an

invaluable saurce of
infomation and inspiration.
The keyword system at the

University of Western Australia
is. only effective because the
staff feel responsible for the
siiccess, £ the system which
they cperate. It 1is a
tremendaus team effort and the
meetirgs, which are
unst ructured ard informal,
encaurage everyore to see nct
only their part in the team,
but the part played by cther
staff members. and morale has

~scared as a result o holdim

them. The more corfidert the
Records. Office staff becare in
peratirg the system the
greater their job satisfaction.
Users. are reassured o the
success of the system and have
care to see the records area as
a vital and irterestirg part of
the omanisation. The poachirmg
cf staff fran the Records
Office has nct ceased, but the
staff themselves ncw turn down
cffers to work in cther
departmerts and a stable team
spirited staff who can erate

the Keyword system with
confidence and skill 1is the
result.

5. User Education

User education 1is < prime
inmportance in records

mangemert as ary user system
is only as good as its users.
If they fail to erate the
correct procedires. a breakdown
in the flow o information is.
the result. Brea&k daowns are
usualily caused by lak of
understandiry ot records:
managemert procedires. At the
University of Western Australia
trainirg sessions were held for
administrative staff, at all
levels, well in advance < the
system goirg "live". At these
sessions. users. were instructed
on the keyword indexirg method
and how they caild access
irfomation usimg their own VDU
screens.

Since the system was
implemented scme erhancemerts
have been mace to the
camputerised procedires.




Updated trainirg sessions will -

be held for users over the rext

few morths. Careful
monitoring, by Certral Records
staff, <o users' use and abuse

cf the system soon show vwhere
the problem areas lie. The
Records Officer then approaches
the users to assist in solvirg
these procblems. At o time
have users ever showvn ary
resertmert at beimg told o
their misuse < the system as

they realise that the
information flow can be
stremghtened if all users

follow correct procedures. It
is. now Records. Office policy
that  all new mernbers. of
aduinistrative staff receive a
trainirg session fram the
Records Officer at the autset
f their period < employment.
This has preverted a great deal
o misuse of the system which
otherwise may have ocairred.

Conclusion

In conclusion, the keyword
method has mary advantages, but
it is not without its prcblems.
These prcblems can be solved if
strict cortrols are established
at the aitset. The method is
nct dependert on memory, but on

a logical sdceme whidh is
perated by well trained
personrel. The above aitline

of the University o Western
Australia's (peration may be of
sare value to ary omanisation
which is considerirg usimg the
keyword system and it may
assist them in avoidimg sare of
the pitfalls in the initial
stages o its inplementation.

Ppperdix 1

THE UNIVERSITY OF WESTERN
AUSTRALIA
1.
1 ACADEMIC ACTIVITIES
Des. = Descriptor
1st Des. 2nd Des. 3rd Des.
Certres. 001l Policy
of Submi ssions.
Excellence Projects.
Specific
Ervironrerntal
Fluid Dynamics.
Centre for
Senate 002 List Specific
Special Projects.
Projects.  Water (Civil Emg/
Researc Bctary)
Certre for
Fire Arts
NCRRE (EQucation)
National
Certre for
Research on
Rural Education
University
Archivist
Triennial

Submission 003

UDF 004 Gifted and
(University Talerted
Development  Childrens
Fund) Programme
Prehistory Certre
for Zoolagy
Prcfessor in
Marine Science
Botarny Organic
Chemistry Civil
Ergineering,
Geolagy Zoalagy -~
Shark Bay Marine
Science Programme

1.2 COURSES
lst Des.

2nd Des. 3rd Des.

Assumed 001

Bachelor 002 Specific
By Degree

Fran the Classification Marnmal
for Gereral Files

Appendix 2.
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PRIVATE VEHICLES, PARKING OF

PRIZES*

Rewards. in the fom o morey,
bodks or the like to students
on the basis o results in
anrual examinations; also for
essays, capositions, etc.

It shauld be ncted that the
narenclature of certain prizes
and scholarships. is confusing.
Where a 'prize" is really a
scholarship index it accordimg
to its cofficial title as shawn
in Calendar but clarify by
addirg in bradkets! the -
descriptor "scholarship". (And
vice versa.)

NT POLICY
VALUE
SPECIFIC PRIZE
RT AWARDS
BURSARIES

SCHOLARSHIPS
STUDENTSHIPS

PROCEDURE
UF ARRANGEMENTS

Stardard method < oeratim

laid dowvn accordirg to
established policy.
Use as a descriptor after

subject.

PROCEDURES MANUAL

Step by step guide to policies
of a department or quidelires
& hov to epply policies
established.

Use PUBLICATIONS -
MANUALS

PROCEDURES

PROCEEDINGS

Use as a descriptor after
subject, usually organisations,
faindations, etc. to cdlassify
record o everts at regular
meetirgs. The Marrover
descriptor AGENDAS/MINUTES or
MINUTES can be added as

required.



{ A . \
& ANNOUNC};MENT/

Brambles Holdings Ltd.
1S pleased to announce
the amalgamation of Australias
two largest Records Management Operations —

Transurety Records Management Services
Grace Bros Office Recovds Management

BRAMBLES RECORDS MANAGEMENT

OFFSITE COMPUTER
MEDIA STORAGE

m 24-hour, 7 days per week
service

m Scheduled or demand
collection or delivery

m Climate-controlled halon
gas fire protection vault
storage

m Security cleared staff

m Air-conditioned fully
alarmed delivery vehicles

m Unique security storage
coding system

From 1st July 1985

DOCUMENT STORAGE

SECURITY

m Modern warehouse
facilities

m Fire and theft security

m Fast retrieval service

m Coded security system

m Storage boxes/containers
for office use

DESTRUCTION

m Collection of confident]
material

m Sealed bags/containers fo
transport

m Fully enclosed security
vehicles |

m Selection of destruction |
method |

m Supervised destruction
under security conditions

Sydney 519 3877; Melbourne 544 4299; Brisbane 52 7816; Adelaide 46 7365;

Perth 328 9533: Canberra 80 6926.




Records Management at the Crossroads:
professional education in Western Australia

Christopher Coggin

Education Sub-Committee Convenor

Records rmanagemert in Western
Australia has seen same
significart develpmernts over
the last three years or so.
The production o this issue of
Informaa Quarterly in Western
Australia is testimory to ore
& them, namely the formation
af the Branch o the RMAA in

"'Missuxe.

But cther develomernts have
ccaurred aitside the direct
intervertion f the Branch. So
far they Thave manifested
themselves in the public sector
in particular.

What are these develmmernts,
and what has caused them?

Briefly, they can be summed up
as technolagical ard
attitudinal. The latter has
been a response to the fonrer.
This is admittedly a sinplistic
amlysis o the situation, and
no doabk there are cher
inportart factors that caild be

identified and dsaissed.
Nevertheless, it is hard to
Qvoid the conclusion that
echnolagy, as in mary cher

aspects < society today, has
forced the pace.

Technological

Abait two-and-a-half years xo,
the Public Service Board
introdiced middle and senior
State civil servarts to RMS, an
irtegrated records maragemert
system designed to ratiomalize

arnd autcmate traditional
Govermert registry
procedures.l More recertly, at
ancther public-funded
institution, the University of
Western Australia, an equally
sphisticated camputerised
system has been 'mple.nent:ed.2
Several cther Govermmert

departmerts have since taken up
autanated records mangjemert
systems, and it is logical to
acoept the proposition that the
private sector will be
follaovimg hard on the hneels of
those initiatives.

Records manxgers, librarians
or camputer specialists?

Attitudinal factors can best be
examined against the amalagaus
packgraind o the library
prcfession. The proliferation
of camputerised library systems
has led to the ememence of
personrel qualified to
administer them. These pecple
are qualified either bty fommal
education of specialized
trainirg; often bcth.

The advert o increasimgly
camplex records management
systems, alorg with approriate
cawputerised badkup, makes it
irevitable that a similar sort
of expertise will be called for
in the recnitment < pele
reeded tO manage registries.
While this expertise may nct be
a pre-requisite for all levels
of registry mangemert, it will

certainly be an essertial
element o the prcfessional
badkgraind required to
adninister senior mangerial
situations into which these

caputerised systems are beimg
int rodiiced.

Attitudes

This leads to an assertion that
traditional attitudes to the
staffimy o registries in this
State have been questiored at
policy lewvel. The cdarging
tedhnolagy will force that
questionirng process to cortirue

Practisirg records managers at
variaus levels havwe faund
themselves re-examinirg their
roles and career prospects in
the cortext of these charges.
In a serse, these pecple are at
the cressrcads - in the ore
direction prospects are
vertical; in the cther
horizortal. Vertical preospects
in this climate lock rosier for
these with the peauliar
qualifications and/or
experience which hawe emerged
relatively suddenly as
prerequisites. As S. Hill
recertly put it: "Education

supports aur role in the
infomation age; without it,
records managjemert may well
find itself in the bak roam
doirg the washimg up."

The Branch's apprcach

These factors, and cthers, have
all been < cooncern to the WA
Branch, who see the urgert reed
for educatiomal facilities to
te created which will provide

(a) basic records managenment
qualifications (certificated)
for those people nct requirimg
advanced expertise; also for
exsting records manxjenent
practitioners reedirg to gain
formal qualifications.

(b) graduate qualifications for
those wishimgy to move into
middle and senior managemert
positicns either as records
managers = per  se, cr as
manxjers in broader temms
where knowledge < records
managgemernt will erhance their
efficiency.

Actions spesk lauder than words

This theoretical £frameworlk,
havever simply expressed,
still leaves a vacuum in

practical temus. The business
of gettirmg caurses of the
graand has nct been easy 1in
this State. It is still very
much a live issue as gposed to
an accarplished fact.

Education

fomulated
syllabuses to
meet the idertified
requirenerts. In so doirg it
has drawn on the experience and
information c<ffered by cther
RMAA Dbranches in Australia.
AXknowledgemerts and tharks are
extended to those who have
assisted in this way. The
prposals are as follows: -

The Branch's
Caumittee has
several draft

(b) The gradiate cairse
It is hoed to inmtroduce
this at the bachelor level
thragh the Scool of

Mangement of the Division




ot Busiress and
Adwinistration o the
Western Australian
Institute o Technolagy
(WAIT). If the Brand's
bid in this drection
succeeds, pegle will be

able to undert&ke a cairse
whidh cauld result in their

cctainirg a 3Bachelor o
Business degree with a
significart cortert f

reccrcs managerernt.

Because negctiations with
WAIT are still in hanrd, it
wauld not be prudert at
this stage to cutlire the
syllabus beirg procsed.
What can e revealed,
however, are the cbjectives
of the cairse. At the end
& three years gradiates
will be able to

1. understand the function
and rarge o information
anmd records systems;

2. understand and apply the

principles jo.% which
infomation and records are
organised and accessed;

3. design, implemert, ard

evaluate infcrmation and
records systems within an
organisation cortext;

4. retrieve the irfommation
cortained within these systems

for decisionmakirg and
research;

S. understand and Foly
managenernt principles and
practices as they relate to
information and records
systems;

6. develp a conceptual and
practical understandimg o the

Pplication and use of
appropriate technolagy in
informaticn and records
manajemern;

7. cammuni cate effectively

within and across omanisation
st ructures;

8. acguire an understandingy of
the inplications o legal and
firmancial factors impimgirg on
information and
mangemernt systems.

(a) The certificate level.
In this case the Education
Canmittee hopes that it can
muild upon the fact that
there is a ocaurse in
records managerert Efered

oy the Division f
Technical and Further
Education (TAFE) o the

Education Department. The
Branch wauld 1like to be
able to endorse the caurse
(probably in an  adapted

records .

fom so as to ensure that
the syllabus at all times
wauld reflect new
develpments) and thus to
badk it prcfessiomally as
an accredited
qualification.

In this way the reeds of
bcth indistry ard personrel
are likely to be satisfied
in a progressively-erhanced
erployment and  trainimg
cycle

rast forward for Librarians

Earlier in this article,
mertion was made of the records
mangemert/library prcfession
irterface. This aspect has nct
been overlodked, and advartage
has been taken ot the
portunity to hold discissions
with the head o WAIT's
Departmernt & Library ard
Information Studies to explore
poirks of overlappiry interest.
Sudh cortact is essertial, and
will always be so, in the
ambivalent climate of
infomation mangement as it
loamns today.

WAIT's actions in this climate
have been decisive and swift.
As fran 1986, wauld-be
irfomation prcfessions takirg
the Graduate Diplama in
Infomation and Library Studies
at WAIT will have the
pportunity o includirg an
elemert o records managemernt
in their studies. This means
that there will be a growirg
number of librarians traired in
this State with a basic
graundirg in at least ore phase

< the records managemnent
cycle. Added to their
"conventional” library

exertise, this fomal trainimg
will provide a most useful
second strirmg to their
prcfessional bow. The aims and
syllabus of the archives
managemert.  unit  avear on
opendix 1 of this papear.

The cause o records manmemert
can only bternefit fram this. It
is gererally adknavleded that
there hawe been instances in
the past, 1in Australia amnd
overseas, where librarians,

throvn into the deep end
registry management, havwe had
to sirk or swim. With the WAIT
qualification behind  them,
those two «c¢ptions will be
mrroved by half. And in the
right drection.

1O
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APPENDIX 1
IIS-516 ARCHIVES MANAGEMENT

Department o Library and
Information Studies

3 haurs per week

Pre-requisite: capletion
first semester units 20 credit
paints

Pre-requisite: cawpletion of
first semester units.

Tuition pattern

Ore haur lecture,
tutorial and ore
laboratory per week.
Aims

ore haur
haur in

At the cawpletion of this unit
the studernt should:

1. understand the terminolagy
of archives;

2. be aware of the process of
acuisition of different types
af recordcs and legal
considerations;

3. uncéerstand the pplication
of the principle o provenance

and the prcblems of physical
arramgmen:;



4. be aware of how to prodiuce
findirg aids;

5. have considered the access
to, and use o ardcives and
records;

6. &ppreciate the prcblems o
conservation;

7. have reviewed the impact of
irfomation technolayy.

Syllabus

The teminology <o archives,
The process. of

acguisition - legal and

physical prcolems. The

inportance <f appraisal and
evaluation o future use of
and the selection

P rocess. The gplication of
‘ principles. of arrargimng

arcives. Producirg findirg
aids and user services.

|
|
|
|
l manajemernt .
‘ records

Conservation f materials. The
impact < IT upon ardives

managenert . Archives!
collections in W.A. and
Australia.
Textbodks:

Experience

Agents for:

25 Mount Street

ABTEC

INFORMATION SERVICES

Consults and provides maintenance
services for Information Storage
and Retrieval Systems

Records Management Systens
Information Broking
in R.M.S.

Software Support:

Linton Keyword System
Filing requisites

implementation

CAIRS
CARMS
INMAGIC

Jerkinson, H. A mamal of Perth WA 6000 (09) 481-0086
archive administration. 2nd ed.
London: Lund Hunphries, 1965
Scellenterg, T.R. The
management of archives. New Most peple return. fram camparny policy, service,
York: Columbia  University convertions with at least one  delivery, availability of parts
Press, 1965. good idea which they can put to ard rew goplications. It is an
immediate and practical use in pportunity for users to mke
Assessmert their oerations. They also cortacts with ompanies with
. Xree that it only takes. that whan they do busirness: so that
Tutorial exercises.  30% ore new piece f infomation to they will know just who to call
. Assignment 70% more than pay for the time and Wherever there is a prcblem of
effort o attendiy these ary kind. The friends ore
anmal conferences. makes. on the floor o the
Cort. fram p. 2 exosition can be imvaluable
‘ ) . Like cther prcfessiomal pecple  cortacts. throghout the year
‘ Australia. These irfomal ;. ) acpomrn:irg, melzh?;.ne when users are same distance
\ meetlmgs. over cdffee, during and ergineerirg, successful fram  sppliers and reed
brezks. in Woﬂ(sl'l(ps, at lunc menbers od the records um‘ediate attertion.

and at the end o the day

provide cortimaus.
pportunities: to excharge
ideas, to pik ip successful

solutions. fram others, to
absorb the experiences fram
veterans. in the records.

mangemert field, to see and
capare equipmernt on display,
and to question suppliers and
their technical pecple.

Discoverirg New Directions

It is all a process o

education, of stimulatirg one's:

thirking, o discoverirng rew
directions, and < keepirg
abreast of the fast-movirg pace

in the records management
field.

maragemert £ield are aware that
their futures and the futures
o their own cperations depend
upon the infommation which they
are able to acyuire, absorb and
put to good use. And that
contimaus search for
irformation is what keeps them
canirg bak to converntions year
after year.

Exhibitions are Edicatiomal

The exposition  with its
rumeraus. exhibits of the latest
equipment is a veritable scurce
o information for users:. and
suppliers alike. As they walk
thragh the aisles <« records.
equipmernt, users can st@ and
chat with suppliers. abait

Suppliers too, prcfit fram the
face-to-face encounters., with
their dealers and users. It is
an @portunity to learn what
prodicts are most pgpular and
why, who uses their products,
what new urusual epplications

have been develcped by
imaginative wusers, how the
product stands up, what new
features might be added to
inprove the product's

perfomance, whether there is a
geruire demand for new prodicts
still on the drawimgy board, how
prodacts stadk up against the
campetition, what buyirg plans
users. and dealers. alike have
for the oamirg vyear.

I



Ore o Sir Avri Parbo's
favaurite stories abaat
camunication is published here
by permission o the Sunday

Times, Perth.

Halley's Camet 1is abait to
regpear in aur skies and the
gereral manaxger o a lame
factory has sert the followirg
memo to the factory mansger for
dissemination down the line.

"On Friday evenirg at
spproximately 5 pm, Halley's
Camet will be visible in this

area, an ewert whid ocaars
only once every 75 years.
Please hawve the enployees

assemble in the area autside
the factory, in safety helmets,
ard I will explain this rare
phenarenon to them. In case
of rain we will nct be able to
see arythirg, so assenble the
employees in the carteen and I
will show them a £film of it."
Factory Manmgger to Assistart
Manager:

"By order o the Gereral
Manager, on Friday at 5 pm.
Halley's Canmet will 3appear

Communications

above the area autside the
factory. If it rains, please
assemble the employees in

safety helmets and proceed to
the carteen where this rare
pherxmencn will ta&ke place,
samnething whidh ocaurs  only
every 75 years."
Assistart Manager to Personrel
Officer:
"By order o the Gereral
Marnager in safety helmet at 5
pmon Friday the phencamenal
Halley's Caret will appear in
the carteen. In case o rain
in the area autside the factory
the Gereral Manager will give
ancther order, sarethimg which
ocaurs once every 75 years."
Personrel Officer to Foreman"
"On Friday at 5 pm the Gereral
Manmger will apear in the
carteen with Halley's Caret,
sanethirg which happens every
75 years if it rains. The
Gereral Manmer will order the
caret irto the area aitside the
factory."
Foreman to Enployees:
"when it rains on Friday at 5
e nhencreral 75 vear old

e
(U =

Bill Halley, accapanied by the
Gereral Manager, will drive his
Caret thraxgh the area cutSLde
the factory to the carteen."

MANAS MO

REPI G
Se et

~
sorry Mr McCartney, we dCch't

seem to have the Beatles records.

Books and Records Management

Over recert years Fred V.
Diers, CRM, has been writimg
carprehensive bodk reviews for
the ARMA Records Managemert

Ore c«her bok to rate a
special mention fram Diers is
Handodk of Records Storage and
Space Managemert., by p.

Quarterly. In his final
article prior to takimg up the
position of President o the
ARMA he writes o his
frustration at the dearth o
publications that reflect the
role of the records manger as
a prcfessiomal manager in the
corporate st ructure. He
considers that only twe boKs
adequately project the desired
image. They are Productivity
and Records Autanation, by
Kalthcff and Lee and
Information and Records
Mangemert, by Maedke, Robek
and Brawn.

As. I have recently perused a
nuber o  publications in
conrection  with fomatting
caarses in records managemernt 1
can only but agree with him.

Waegemann, which oovers hard
oy systemns, equipment
evaluation, cost management,
micrcfilm, caputerization and
records manxgemert's roles in
it all. It is a worthwhile
little bodk althaugh orientated
o caurse to the North American
scene. Its nearest Australian
caantemart o which I am aware

is the NSW MO's terth
publication on records
mangement erntitled Records

Storage Information Handbodk .

Marita D. Hoo

Bibliaography £ Records
Management

Anthea Love, University of
Western Australia Records
Mangger, has. carpiled a
bibliagraphy o 3 material
available on records

managemert.  through the
State Library Service.

W.A.

Cpies are available fram the
W.A. Branch, RMAA, for a cost
af $3.50 to oover cying and
pcostage.




Librarians and Records Managers -
Birds of a Different Feather?

Maggie Exon
Hon Sec WA Branch RMAA

Library & Information School,

It is fairly camon to see
adwertisements for records
managers or records dficers
which merntion qualifications in
librarianship as either
necessary, or more caumonly,
desirable. The possibility of
beirg passed over for a job in
favaur o a newly graduated
librarian is frustratimg for
the experienced records cfficer

with little or no fommal
trainimg. The immediate
reaction o mary to such a
situation is. to close rarks,
assert forcefully the unique
skills. irnvolved in successful
records. mangemert, and be
fairly unsynpathetic to
requests. fram librarians for
professional menbership o the
RMAA. A discussion <o this
prcblem brimgs. up mary
fundamertal issues. such as the
nature < prcfessionalism, the

place e prcfessioml
associations. in the modern
world and the breskirg down o
barriers between traditiomal
skilled" Jjcbs caused by the
information technolagy
revolution.

Why shoiuld employers oconsider

librarianship qualifications.
worth mentionirg in an
advertiserert for a records
manajement post? The basic
reascn 1is. simple. Such
qualifications at <Jdegree and
postgraduate diplam level

exist, are well-established and
widely accepted. There are a
large munber &£ library schools.
and a system of accreditation
whidh ensures the maintenance

o standards. The feeble
attempts, to emlate  this
situation in the field of

records. mangement have so far
had little targible result.

There hawe thraghait the
twertieth century been intense
argumernts, abart the validity of
vocational dJdegree coarses, in
which a substantial proportion
of the time is spert acquirimg
practical skills with little

intellectual corternt. Learnirg
on the jcb seems, on the
surface, a much more reascrnable

way o acuirirmg such skills.
The increase in vocational
dgree caurses whidh include
periods of practicum wauld seem

to spport this view. However
this is. to misunderstand the

purpose o such degree caurses.

and the practiam element
within them. The major
hjective o 4 librarianship
degree caurses. is to teach the
gereral principles behind
individual systems ot
information management, how to
evaluate user reed and how to
avaluate critically the
perfomance < such systems.
Periods. o practicaum nct only
give the student sane idea
the realities of workirg in the
prcfession but also provide raw
material for such evaluation.
The skills whidh are taught are
above all transportable,
equally useful whatever kimd of
library the gradiuate ends uwp
in. There are, of caarse, all
kinds o oportunities here for
amuing whether the library
schools. actually meet these
Objectives, but this wauld be a
red herrirg. There is plerty

of evidence that in gereral
employers. are reasonably
satisfied.

Ancther reason employers.
consicderirg library school
gradiaates. for records
managemert jobs is the
inclusion ot elemerts. of
records. manajemernt in

librarianship oourses. This
may take the form £ a camplete
stream in records manxgement,
or the widespread diffusion
thraxgh all units. of the idea
that all forms £ records, nct
just traditional library
materials, are beirg
considered. Certainly the
prevailim party line at
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library schools, so heavily
prancted to studerts that it
might almost be called
pProgpaganda, 1is that gradiates.
will be capable f a very wide
rarge o jobs in the field of

infomation, includimg records.
management. In part this can
ke seen as an aduirable
attitude. In mary cases

library sihools. have been in
the forefromt <« recaognition
that modern technolagy has
blurred for ever the clear
distinction between the
"record"” and the "bodk/serial".
Busiress. caurses, especially
those such as the Western
Australian Institute of
Technolagy, which teach a
camon first year to all

students, have little time to
consider such prcblems.
Caurses. in "information
management” or "information
technolayy” which are based in
camputer studies! departnrerts

are too concerred with hardware
to give much attention to the
cortents of infomation and the
part the information plays in
the functioning o a livim
organisation. The mctives of
the library school are also
practical. They wart their
graduates to have the widest
possible jcb oportunities, and
they also wart to attract a

differert class. o studerts,
than those «“who have been
traditionally drawn to
librarianship.

A third reason for employimg
librarians in records!

mangemernt posts cames. fran the
influence o certain employimg
omyanisations who have

been
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seen as. forerunrers. in the
field lo 4 infomation
maragement . These enployers.
have seen that the dividimg
line between traditional
library functions ard
traditional records management
functions has been breskim
dowm. In a desire to hawe an
owerall infommation strategy
within the organisation, the
two functions have been merged.
Often it is the librarians who
have retained the <overall
cortrol in such memers, partly
because they tend to be more
highly qualified and have been
sustained by lively develoment
in the last few vyears in the
whole field o special
librarianship. In practice
this. mergimg < functions has.
saretimes. resulted in greater
strains. than may have been
foreseen.

These dvelpments have raised
a runber ot interesting
questions. Can those who have
had same elemerkt o records
mangjenernt in their
prcfessional trainirg claim in
ary real sense to be qualified
in records. managemernt? Whet
skills and knowledge do records.
mansgers reed whid are nct
covered, and are unlikely in
the future to be covered, in a
gereral library studies occurse?
Are there ary elemerts in the
trainirg < librarians uwhich
make then insensitive to the

needs. ct good records.
managemernt ?

Librarians, despite all the
develpmernts in infommation

technolagy, are still basically

beirg tauwght abart bocks and

more modern forms. aof
infomation carrier which still
have the same characteristic of

bok s. These are produced in
editionss. <o a nunber of
idertical copies. They have

relatively fixed titles and
once they have reached the hard
o the librarian can be
described in a standard fomat.
Most o the the thrust of

modern develpmert in
librarianship has. been to
foster coperation locally,

nationally and intermationally
between libraries to <share
there standard records, and
thereby share the infomation
cortained in the documerts
concerred. The documernts are
fixed, unchargirg ard therefore
irheremtly cortrollable. The

reason why serials have always:
prcoblems.

prcduced partiaular
for librarians is that they are
recessarily incamplete and tend

to cdharmge over time. The
provisicn o library retworks
such as the Australian

Bibliographic Network (ABN) and
specialised databases such as
the Enviromert Information
Center's Enemylire has had a
revolutionary effect on the
library profession and , quite
rightly, library schools place
great enphasis on this area of

stucy.

The temptation for a graduate
traired in this aspect
information managemert is to
redice records to a fommat in
which they can be treated as
mich as pcssible like bodcks,
and then proceed to do just

that. When the records, and
more importartly those who
gererate and use them, fail to
fit in with the pattern, all

Kinds of problems can result.

The aspect o good records
mangement whid seems most

lackig in gereral library
school caurses. is an
appreciation that the
organisation cares first, and

that its records merely reflect
the functions. and structure of
the omjanisation. There is no
time to teach gereral busiress
mangement, dofice management
and omanisational structure.

On a more mundare level such
vital matters. as record
storage, schedaling, file
st ructure and so on, presernt

essertially differert prcblems
to the records manager than
those faced by the librarian.
It is nt to demean the
prcfession of librarianship to
say that an organisation's
library is a resaurce of the
vigarmisation, hut its record
system is. irextricably baund up
with the daily functions of the
organisation itself. Any
system inposed fram autside by
an insensitive librarian would
be likely to ignore this
essertial relationship.

Later in this article I hepe to

show that there are thimgs
which records. managers. cauld
prcfitably learn fram
librarians. But I hoe at this

poirnt that I have been able to
show that there are essertial

differences between the two
prcfessions, and that records
manygers mey be losimg ait

because o lak o tertiary
trainim in their area.
However tertiary education is
rerely part o a much wider
prcblem, that e beirg
recagnised as a prcfession at
all.

Y4
It is very difficult to define
a prcofession, although it is
gererally accepted that the
word prcfession implies more
than merely ocampation. The
Macquarie dictiomary uses. the
words. "requirimgy knowledge of
sare departmert of learnirg or
science.” However it is nct
enugh that a grap o vemle
shauld prefess to have such
Knowvledge. It is also
recessary that the gereral
oublic, and in partiaular
pctertial employers. shaild
recagnise that the prcfession
exists. If there is no such
recagnition it is also likely
that the employer does not
recagnise the reed for that
tak to be perfommed in the

omanisation at all. Records
managers. hawe a two-fold
prcolem, to corvinece the
erployers. that they reed

sareore to do a particular job,
and then to corvince them that
there is a special body
pele traired to d it. This
convincirg is part of the job
of a prcfessionmal association,
the fommirg o which Thas
historically proved very
inportant to the establishmernt
of a prcfession. Records
managenert already has  its
prcfessional association. As a
basis for decidim what
policies it should adopt to
establish fimly the prcfession
in Australia it wauld be
helpful to lok at the history
and achievement of the Library
Association of Australia which
has a much lorger history.

The Library Association of .
Australia (LAA) has concermed
itself over the vyears very
closely with the task of
establishirg librarianship as a
recagnised prcfession in this.
caintry. It has established
what knowledge and skills a
librarian should have, and what
tasks. a librarian should be
expected to perfom at work.
In the absence o tertiary
examinations. in librarianship,
the Association ran its: own.
Those who campleted the caurse
successfully were registered

and acquired the right to
letters. after their names. The
individaal librarian only
retains this badge af
recagnition if he or she

cortirues. to pay increasimgly
heavy anrual nembership fees.
There is logic in this, since
it is assumed that members will

take advantage o meetirgs,
conferences ard caarses
organised by the IAA and
therefore contime to keep



their knowledge up to date. Of
cairse, there is. no way o
ensurirg this, and a number of
prcfessional associations have
been considering how campulsory
cortimuimg edication can became

part < their recognition
procedire.

Evertually tertiary caurses
leadimg to non-LAA
qualifications were
established. The LAA retained
the right to accredit sudh

caurses and decide if they
cauld lead to full prcfessional
menbership o the Association.
Such qualifications remained
whether membership corntimed or
nct, and advertisemerts began
to gppear which asked only that
applicarts were eligible for
prcfessional membership < the
LAA. This has led to a crisis
of menbership. There 1is. no
lorger  the campulsion to
belorg, the right to put
letters ALAA after yaur name
has. lost its significance,
membership figures have droped
and inflationmary pressure has
been put on membership fees.
The suggestion has been made
that full membership <o the

Association shauld be @en to’

aryone in ary o the
information prcfessions. who
exypresses an irterest, without

the sheep and gcats. process of
awardirg varicaus grades o
mernbership. Accreditation of
caurses. cauld Dbe left to
govermert accreditation
agencies, avoidimg the costly
and time-consuming diplication
of accreditation which happens.
at present.

Ancther strain on the LAA has
been the dGevelpmert o caurses
in library studies at less than
degree or post-graduate diplama
level. The grade < library
tedhnician has been recognised
by the LAA but there has. been a
cortiming debate over which
tasks. are suitable for
technicians. Durimg the presert
shortage of jobs. mary
prafessiomal librarians have
been taken on for adwertised
tedhnicians jobs. This is
frosmed on ty the Association
and has caused additiomal

strain. The question of "para-
prcfessionals” and the worth of
caurses. at 1less than degree
level is ore which 1is beirg
debated in a nmber of
prcfessions. and will have to be
faced by the RMAA if caurses at
TAFE level are cortimed and
further develoed.

Nore < the above schauld be
taken as. criticism o the part
that the ILAA has played in
establishirg the prcfession of
librarianship in Australia. It
has. worked tirelessly at the
mairtenance e 3 educational
standards. It has monitored
job advertisements to ensure
that pay and conditions: are
apprgpriate. It has prancted
the cause < libraries to
govermert and the private
sector. However it is possible
to amue that the task o the
LAA has been mudh easier that
that which faces the RMAA,
Althaxgh the wusers. o the
public library may thirk that
the librarian is sameore who
stanps bodks, there is a lormg
tradition in academic
institutions <of the librarian
as. an educated man and scholar.
That libraries have worth and
deserve support is. also well
established. No such tradition
underlies, the record keepirg of
most  omganisations. In mary
cases there is still no proper
system and no overall
direction. Records and files
are seen as a provine o
secretaries, and filimg clerks.
Despite these differences there
iss mudh we can learn frau the
eyerience <o bodies like the
LAA in planning the future work
of this assodiation.

It seems. dbviaus that edication
is. the kXey. Unless there is a
body of indertifiably qualified
pecple in the field of records
management there is little we
can do to influence employers.
This is. nt to disparage the
wokk for the prcfession beimg
dore by associates. o the RMAA
who were elected on experience

rather than educatiomal
qualifications, ut paper
qualifications. have,
unfortunately, a
disproportiomate irnfluence in

the world of the eighties. Qur
reed is to ensure that good
cairses.  in  which records
mangemert is. the core are
established. An alternative is
to establish records management
as substartial elective streams,

in tusimess or information
manggemrert caurses. The
position of existirg and

propcsed TAFE cairses also
reeds to be considered. It is
essential that all branches of
the Association cogperate to

ensure that caurses are
reasonably consistert in
cortert, level and standard.

Also there needs to be careful
consideration as to which

grades. < menbership of the
RMAA are gen to those who have
capleted variaus! caurses.
This will imvolve the
Association in a consideration
of the dfinition o3
"prcfessional” and "para-
prfessiomal" in the field of
records. manajemert. In the
establishment ot caurses

brances will reed to work
closely with enployers and
state accreditation bodies.

Althaugh there is no question
of the RMAA settirg itself up
as an examinirg body, it shauld
be heavily involved in the
accreditation process. This
shculd hovever never imvolve a
dial  accreditation

process,
such as. library schools, still
have thraxh the IAA and

govermert agencies.

Coviaisly the Association is
imvolved in active pramction of
its activities to potential
mernbers. at present. Once a
reasonable rmumber o studerts
have passed through qualifying
cairses this pranction may
becare more specific,
particularly the monitoringy of
jcb advertisemerts. This is
the most rewarding way of
cainteriry demands. for
insppropriate qualifications
and the dfferimg & inadequate
conditions. o service. Less
easy to monitor are intermal
apocintmernts which never get
agvertised.

There are baund to be some
prcblems in a transition period
fram experience to papoer
qualification as the major
rarzte to a career as a records
manager or records cofficer.
Same menbers of cur association
may feel that they will be
adversely affected. However it
is surely better to see
preference beirg given to
qualified persons in cre's cwn
field rather than those
qualified in a differert
prafession. To ensure carplete
fairress, provision shauld be
made for part—time or exterml
study in all levels of caurses.
In the presert econam.c
situation +this may be an
uncbtainable goal but it should
at least be kept in mind. Also
in this transition pericod it is
inportant to comtime with the
asscciateship and higher levels
of membership as recagnition of
expertise in records’
manxjemernt. To establish a
prcfession it is recessary to
retain samre exclusiveress. in
prcfessional association

membership. This does nct
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precluce welcamirng all thcse
irterested in becanig
filiates, but we hawe by no

means reached the stage of the
LAA whers it has been quite
sericusly suggested that all

membe rs shauld be equal.
Experience in records
mangement shoauld still be ore
ratte to associateship but the
conditions are in reed o same
revisirg, and this revision
shauld be cortinied as new
qualifications are introduced.

Much of what has been said here
suggests. that the prcfession of
records: managemert shauld
erphasise its special skills,
and remain sarewhat exlusive.
in order to becare established.
In particular the distinction
between librarianship and
records: managemert has been
emphasised. Nore of this is to
suggest that the two
prcfessions. should shun each

cther. Cogeration between all
prafessions caught up in the
so—called information
revolution can only be
prodictive.

Telecamunications, camputers,

micragraphics are all imwolwed
in database management, and it
is the gereral conospt of
catabase managemert which lirks
records. managers. and
librarians. Havirg asserted
earlier that mary <o the
techniques o librarianship are
ingpprepriate to records
managemernt, is there armythirg
which the members o the RMAA
can learn fram librarians?

I believwe that it is in the
field of information retrieval,
partiaularly by subject, that
records managers can learn fram
librarians. The latter have
always appreciated that ary
order imposed on the physical
carriers o information can
only be lirear. In brirgirg
tagether doauments because o
certain cammon factors, yoa are
inevitably ignoring cther
relaticnships which would place
them elsewhere. Library
catalagues. provide a lame
rumber of access points to
documents which are nct braxht
art by the order on the shelf.
The forms of names, used for
persons and comorate bodies
are carefully monitored, and
above all a cont rolled
vocabulary is used for subject
access. There is a huge body
of theory available as a basis

for the const ruction _ ot
specialist subject headirg
lists and thesauri. Same of .

this theory has. been by-passed
by the ability o ocamputers to
do keyword searchirmg, but the
basic concept o a cortrolled
vocabulary with a clear
indication < the semantic
relaticnship between temms in
the vocabulary is still
certral. File titles shauld be
consistently chosen fram the
cortrolled vocabulary. Withait
careful cormtrol of the subject
access to records it is
irevitable that there will be a
low rate o recall o relevart
documents when the records are
searched. To the samewhat
jaundiced eye of a librarian it
seems. that records. dfficers
have always been far more
concerned with the safe and
tidy storage o records than
with the comtert of documerts
and their possible future use.

The develpmernt o integrated
library management scftware has:
enabled libraries to unify
their record keepirg so that
informmation abart the
whereabarts. and status o all
doaumernts 1is always available.
Scftware padkages desigred
specifically for records
cortrol are wery similar and
are cften basically versions. of
library padckages. The
scphisticated retrieval methods
used with such systems shaald
erhance the usability cf
records collections.

Special librarians have been in
the forefromt of all these
devel pmernts. They have
develped an attitude to the
service they provide which sees
information provision as a
positive rather than a reactive
process. It is nct a question
merely of prodicirg a documernt
when it is asked for. Instead
by workirg closely with cthers
in the ormganisation they are
able to amticipate reed.
Wasteful diplication of effort
can result if the records. o
previcus. work are unavailable
and ignored. Clcse cogperation
with special librarians,
particularly thraxgh the
Soecial Libraries Section of
the LAA cauld be wvery fruitful
for the RMAA.

If this comeration is to be
achieved it is desirable that
there is same cross—
fertilisation of the membership
o the LAA and the = RMAA.

Tightenirg up on the conditions
of associateship o the RMAA
may result in fewer librarians
prcfessional
is

joinimg
members.

as
However there

still the grade of affiliate,
and we should ensure that air
menmbership fees remain as low
as possible so as to encairage
plerty of interest fram thcse
in fields closely related to

records. managemert . The LAA
chamges $71 at present for non-
librarians to jain, which is a
pity. The cross—fertilisation
is likely to remain a one-way
affair. This does nct mean
t}}at we should fear takeover by
librarians. A clear policy of
the prcfessionalisn of records
mangement will give records
managers. the strermgth to deal

confidently with cther
information prcfessions. In
the presert state of

devlj:lcpr:ert of the "information
socn.ety" there is no place for
the buildirg of barriers.
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