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Purpose:
The purpose of this guide is for the Department of Communities, Child Safety and Disability Services (the department) to assist and support the Non-Government Organisations and Recognised Entities (funded organisations) meet their recordkeeping obligations for the management of records relating to children and young people who are subject to the Child Protection Act 1999 and to whom the funded organisations have provided services to under a funding arrangement with the department. 

This document also highlights the process the funded organisations must follow to contact the department and arrange for the transfer of departmental records relating to the individual child or young person in the event where:

	the funded organisation ceases to deliver the services 

the service user to whom the records relate to is no longer subject to the Child Protection Act 
the service user to whom the records relate turns eighteen years of age

Authority:
The department is obligated to provide services to Queensland children and families under the provisions of the Child Protection Act 1999 and for evidentiary purposes has to satisfy the requirements of Public Records Act 2002 by creating and managing records in an accessible, authentic, reliable and useable format for as long as required. This requirement includes records that are created on behalf of the department under an outsourcing arrangement. 
Scope:
This guide relates only to the records of individual service users who are subject to the Child Protection Act and are created and managed by the funded organisation during the course of a funding arrangement.  

Out of Scope:
All other records maintained by the funded organisation (for example, carer and general administration files) are out of scope of this guide and must not be transferred to the department. 
Individual Child or Young Person’s Files:
As per the service agreements, the departmental requirement for funded organisations is to create and maintain an individual file/folder for each child or young person. Files may be created as hardcopy files where documents/records are physically attached to a physical file folder, or electronically created using an electronic business system or network including an eDRMS (electronic document and records management system) where digital documents/records are attached to the electronic folder.

Hardcopy physical files

All physical child or young person’s documentation must be attached or bound securely to an individual file cover / manila folder. Any records not received in this format will be returned to the funded organisation. The department will not accept any loose documentation.



Hard copy documents/records include, but are not limited to:
	hand written notes 

memos 
phone messages 
photographs 
medical reports etc. 

Electronic files
The department requires that the following data to be included in the file details:

	Full name of the child or young person (e.g. SMITH John Albert)

Date of birth of the child or young person (e.g. 18/04/1998)
File Number (if applicable)

Hardcopy documents/records (as listed above) may also be scanned onto the child or young person’s electronic folder.

When to transfer the child or young person’s files:
The funded organisation is required to transfer all child or young person’s files that it has maintained during the course of the funding arrangement in the event of one of the following: 

	when it ceases to deliver the services 
	the client to whom the records relate to is no longer subject to the Child Protection Act 

the client to whom the records relate turns eighteen years of age

Process for transferring records to the department:
The funded organisation must progress to transferring the child or young person’s files to the department if one of the events as listed in Section 5 occurs. When the department gains custody of the records, it will process and store them appropriately to ensure the records will remain searchable and retrievable for future use and are retained for the required retention period.

The process to follow to transfer the records is as follows:

	Commence transfer process
	Prepare records for transfer
	Send the records


Commence transfer process
Contact the department by emailing RecordkeepingSupport@communities.qld.gov.au to advise the volume of records that you are preparing for transfer to the department. A suitable timeframe for the dispatch of the records will be discussed and agreed to by both parties. Attach the Box Content List form to your email to provide details of the records to be transferred.
 
Funded organisations that maintain only electronic/digital records must negotiate with the department on the file format the records are to be transferred in. The agreed format must be acceptable to the department for ongoing accessibility of the records.

Prepare records for transfer
Once contact has been made with the department and the record formats and types have been agreed on by both parties, the funded organisation can proceed to preparing the records for transfer to the department.

Hardcopy physical files
Enclose a copy of the completed Box Content List form in each box being transferred detailing the contents of the box.
	Only sturdy boxes must be used to transfer the records. The department recommends the use of removalist or storage provider boxes to avoid a Work Health and Safety incident or injury occurring.

Electronic files
If only digital records are to be transferred then progress to exporting the records to a format that has been agreed with the department. 
The exported data must categorise and identify individual records with the digital documentation relating to the child or young person attached to the child or young person’s identifier.
Ensure that digital records relating to individual clients of the department have been fully exported out of your recordkeeping/business system.
 
When the records are prepared for the transfer, complete and submit the Records Transfer Form for Funded Organisations by emailing RecordkeepingSupport@communities.qld.gov.au. On receipt of the form, the department will send the required number of courier consignment notes as it will cover the logistical costs of the transfer.

Send the records
The department will provide detailed mailing information when it sends the courier consignment notes.  
Contact the department to provide the despatch details and the expected arrival date of the records once the boxes have been despatched.
Upon arrival of the records, the department will acknowledge the receipt of the records and return the completed Records Transfer Form for Funded Organisations to the relevant funded organisation. 
Hints and Tips:
Box and contents must not exceed 16kg. 
	Do not over pack the boxes. 
	Ensure that nothing is protruding from the box (the lid should fit securely).




