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Copyright Statement

© State of Victoria 2026

[OMOm

Except for any logos, emblems, and trade marks, this work (PROS 26/02 the Public
Health Function) is licensed under a Creative Commons Attribution 4.0 International
license, to the extent that it is protected by copyright. Authorship of this work must be
attributed to the Public Record Office Victoria. To view a copy of this license, visit
http://creativecommons.org/licenses/by/4.0/

Disclaimer

The State of Victoria gives no warranty that the information in this version is correct or
complete, error free or contains no omissions. The State of Victoria shall not be liable for
any loss howsoever caused whether due to negligence or otherwise arising from the use
of this Standard.
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Retention and
Disposal
Authority No

PROS 26/02

Scope

This Retention and Disposal Authority covers public health
functions performed by the Department of Health, public health
functions performed by the Department of Justice and Community
Safety (Department title as of May 2026) and other departments
as applicable through future administrative change. The function
of Environmental Health Management can be used by the
Environment Protection Authority Victoria (EPA Victoria).

This RDA does not apply to operational cemetery trust records.
These records must be sentenced under PROS 15/01 RDA for
Cemetery and Crematoria Records.

Status

Issued by Keeper

Issue Date

7 May 2026
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Introduction

Purpose of this Authority

The purpose of this Authority is to provide a mechanism for the disposal of public records
in accordance with the Public Records Act 1973.
The Authority:

o identifies records which are worth preserving permanently as part of Victoria’'s
archival heritage
o prevents the premature destruction of records which need to be retained for a

specified period to satisfy legal, financial and other requirements of public administration,
and
o authorises the destruction of those records not required permanently.

Context of this Authority

Public Record Office Victoria Standards

This Authority should be used in conjunction with the Standards issued by the Keeper of
Public Records under Section 12 of the Public Records Act 1973. Copies of all relevant
PROV standards, specifications and regulatory advice can be downloaded from
www.prov.vic.gov.au. These documents set out the procedures that must be followed by
Victorian public offices.

Disposal of records identified in the Authority
Disposal of public records identified in this Authority must be undertaken in accordance
with the requirements of Public Record Office Standard - Disposal.

It is a criminal offence to unlawfully destroy a public record under s 19(1) of the Public
Records Act 1973.

The destruction of a public record is not unlawful if done in accordance with a Standard
established under s 12 of the Public Records Act 1973.

This Standard (also known as an Authority) authorises the disposal of public records as

described within its provisions. However, disposal is not authorised under this Standard
if it is reasonably likely that the public record will be required in evidence in a current or
future legal proceeding.
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For the purposes of this Retention and Disposal Authority, a ‘legal proceeding’ has the
same meaning as the Evidence (Miscellaneous Provisions) Act 1958, and includes any
civil, criminal or mixed proceeding and any inquiry in which evidence is or may be given
before any court or person acting judicially, including a Royal Commission or Board of
Inquiry under the Inquiries Act 2014.

Under PROS 22/04 Disposal Standard, authorisation to destroy public records is
WITHDRAWN and NOT GIVEN (even if specified in an RDA or other authorised disposal
instrument) if:

e it is reasonably likely that they will be needed in a current or future legal
proceeding. This includes any civil or criminal proceeding or an inquiry where
evidence may be given before a court or person acting judicially such as a Royal
Commission or Board of Inquiry

e they are required for meeting any Freedom of Information (FOI) applications which
are not finalised

e they are required for audits or investigations which are not yet finalised; and/or

e they are subject to disposal freezes applied by government or by the organisation.
If the public office identifies that public records must be retained under other applicable
legislation for a period that exceeds the retention period specified under the Standards,
then the longer retention period must apply.
Normal Administrative Practice
PROS 22/04 Disposal Standard authorises the destruction of some public records under
Normal Administrative Practice (NAP) principles. Low value facilitative records described

below are authorised for destruction by PROS 22/04 under NAP principles:

e working documents, such as notes or calculations, used to assist in the preparation
of other records

e minor drafts and transitory documents, where the content is reproduced elsewhere,
and the information will not be needed to show how the work has progressed or
actions approved

e minor updates of content, such as those in databases, which will not be needed to
show actions, decisions, or approvals

e communications for the purpose of making minor arrangements
e duplicate copies
e periodic backups of records, information, data, software and settings for recovery in

case of technical failure and/or catastrophe and are duplicate copies of official
business records/data that is held elsewhere on a managed system.
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Transfer of records to Public Record Office Victoria
Contact Public Record Office Victoria for further information on procedures for
transferring permanent records to archival custody.

Use of Other Authorities

In applying the disposal sentences set out in this Authority, reference should be made to
other current Authorities where applicable. Where there is a conflict between two
Authorities (for instance this Authority and the General Retention and Disposal Authority
for Records of Common Administrative Functions), consult the Public Record Office
Victoria for advice.

Explanation of Authority Headings

Class Number
The class number or entry reference number provides citation and ease of reference.

Description

The description of each record class is specified in this entry. A record class is a group of
records that relate to the same activity, function or subject and require the same
disposal action.

Status
This entry provides the archival status of each class - either permanent or temporary.

Custody

This entry specifies whether the records are to be retained by the public office or
transferred to the Public Record Office Victoria. Permanent records must be managed and
transferred in accordance with PROV Standards.
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Establishment of Standard

Pursuant to Section 12 of the Public Records Act 1973, 1 hereby establish these
provisions as a Standard (also known as a Retention and Disposal Authority) applying to
Department of Health. This standard as varied or amended from time to time, shall have
effect from the date of issue unless revoked.

[Approved]

Rowan Enright, Acting Keeper of Public Records
Date of Issue: 07/05/2026
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| No |

Function/Description

Status

Disposal Action

1.0

CEMETERIES AND CREMATORIA GOVERNANCE

The regulation of cemeteries and crematoria in
accordance with legislation.

Includes:
Cemetery Trust Governance

Governance of the management of cemetery trusts,
including:

e notifications received of trust member
appointments, retirement or resignations

e notifications to the Secretary of the legislated
Department of fees and charges proposed to be
set by the cemetery trust

e submission of annual accounts and annual
reports on the powers and duties exercised by
the cemetery trust under the legislation

e audits of cemetery trust accounts, activities and
services

e receipt of complaints, subsequent investigations,
decisions and actions taken (including cases
where the complaint is not upheld and no further
action is taken)

e directions given by the Secretary to a cemetery
trust with regard to its powers and duties

e the development and submission of notices for
publication in the Government Gazette by the
Secretary in relation to decisions made or
directions given to a cemetery trust.

Exhumation Regulation

The regulation of the removal of human remains from a
place of interment, generally at the request of a
surviving relative for the purposes of re-interment at
another location. Includes the issue of exhumation
licences.

Excludes exhumations authorised by a Coroner under
relevant legislation (i.e. those usually connected with a
formal investigation).
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| No |

Function/Description

Status

Disposal Action

CEMETERIES AND CREMATORIA GOVERNANCE

Also excludes the lifting and re-positioning of remains
within a place of interment undertaken by a cemetery
trust under legislation e.g. in association with preparing
a place of interment for a further burial.

Closure of Cemeteries

The function of determining that a cemetery has
reached capacity, resulting in its formal closure to
further burials and interments. The cemetery grounds
are maintained and remain open for visitors.

Purchase of Cemetery Land

The function of purchasing land to establish a new
cemetery or extend an existing one, thereby ensuring
there is enough land available for burials and interments
to continue.

See PROS 15/01 RDA for Cemetery and Crematoria
Records for operational records kept by cemetery trusts
including operational records of the conduct of
exhumations at a cemetery. See also for records
documenting the lifting and re-positioning of remains
within a place of interment undertaken by a cemetery
trust under legislation e.g. in association with preparing
a place of interment for a further burial.

See PROS 23/04 RDA for Records of the Coroners Court
of Victoria Research for registers recording
exhumations authorised by the Coroner.

1.1

Records of continuing value documenting the regulation
of cemetery trusts, including:

Cemetery Trust Governance

e notifications of the appointment of trust
members by the Governor in Council,

¢ notifications of the retirement, resignation or
death of trust members

¢ annual statement of the accounts of cemetery
trust, including income, expenditure, bank and
investment balances

e annual reports on the powers or duties exercised
by the cemetery trust, including delegations of
powers made; works carried out; land acquisition

Permanent

Retain as
State
Archives,
Transfer to
PROV
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| No |

Function/Description

Status

Disposal Action

CEMETERIES AND CREMATORIA GOVERNANCE

or disposal; investment and/or borrowing;
establishment or decommissioning of places for
ceremonies, crematoria or mausolea; etc.

e cemetery trust rules approved by the Governor in
Council.

Exhumation Regulation

Records that document the receipt and assessment of
applications for the exhumation of human remains from
a place of interment and re-interment at another
location.

Includes records of correspondence with other affected
parties (e.g. other surviving relatives), objections
received, decisions, details of licences issued and any
terms and conditions placed on the exhumation process.

Also includes any records of appeal against a decision
and the outcome of that appeal.

Closure of Cemeteries

Records documenting the receipt of a nomination of a
cemetery site for closure to further burials and
interments, the assessment of that nomination, and the
decision to either approve the closure or not. Includes
correspondence with the cemetery trust regarding its
nomination and the submission of evidence to support
its case for closure. Also includes reports made by the
cemetery trust concerning the management of the
closure process.

Purchase of Cemetery Land

Records of the preparation of submissions to the
Minister for the approval of the purchase or acquisition
of land for cemetery and crematoria purposes.

Includes records regarding:

e the need for land (e.g. information about use of
land currently held by the trust and dates by
which it is predicted to be fully utilised)

e the amount of new land required, together with
forecasts about its use (ie how long it will provide
for new burials and interments once purchased)
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‘ No | Function/Description Status Disposal Action

CEMETERIES AND CREMATORIA GOVERNANCE

e suggested location of land - this may be plots of
vacant land currently available for purchase on
the open market, or land currently under private
ownership that may be compulsorily acquired.

e plans and maps of suggested land including
details of proposed layout of infrastructure and
facilities, and proposed breakdown of
allocation/use etc.

e evidence of suitability for use as a cemetery e.g.
not a floodplain or located in close proximity to
waterways etc.

Also includes correspondence between relevant parties
regarding the submission, the purchase or acquisition of
land, and the Minister's decision.

1.2 Records of temporary value documenting the regulation | Temporary | Destroy 10
of cemetery trusts, including: years after

action
e correspondence and decisions regarding fees and completed.

charges to be set by a cemetery trust

e correspondence and decisions regarding
cemetery trust rules under development by a
cemetery trust, prior to submission to the
Governor in Council for approval

e records of audits undertaken on cemetery trust
accounts, activities and services

e complaints lodged regarding the operations of a
cemetery trust, their investigation and outcomes

e notice of directions given by the Secretary to the
cemetery trust with regard to the management
and maintenance of the cemetery/cemeteries for
which the cemetery trust is responsible; the
records to be kept by the cemetery trust; the
expenditure of funds by the cemetery trust;
and/or the carrying out of any other function,
power or duty

e the development and submission of notices for
publication in the Government Gazette by the
Secretary in relation to decisions made or
directions given regarding the functions, powers
or duties of a cemetery trust.
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‘ No | Function/Description Status Disposal Action

CHRONIC DISEASE PREVENTION

2.0 CHRONIC DISEASE PREVENTION

The function of preventing or reducing the impact of
chronic disease within the community through research
undertaken to inform the development of policy and
programs, and the establishment of health promotion
programs. Chronic diseases are common, widespread
and may have long term effects, such as tobacco and
alcohol related diseases and diseases associated with
lifestyle and obesity (e.g. heart disease, diabetes etc.).

Chronic Disease Research

Research undertaken to assist in the prevention of
chronic diseases. Research may take the form of:

e literature surveys to ascertain the latest thinking
on the prevention of chronic disease

e clinical data reviews to look at current statistics
and therefore the priority for policy or programs,
or to take baseline and post-implementation
readings to gauge the impact of a policy or
program

e surveys or disease monitoring of individuals as
part of a research program to gain more
information/insight into patient
experience/impact of chronic disease.

Health Promotion
Campaigns to increase community awareness about

healthy living and proactive management of existing
health conditions.

2.1 Records of continuing value documenting research Permanent | Retain as
findings on chronic disease prevention which are of high State
interest to the community or lead to changes in Archives,
legislation or agency policies, programs and procedures. Transfer to
Includes reports and publications. PROV

Also includes final reports relating to campaign
management, including pilot campaigns, which
summarise:

e identification of campaign partners and
stakeholders such as health promotion
organisations, advocacy groups, community
organisations within targeted demographics e.g.
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‘ No | Function/Description Status Disposal Action
CHRONIC DISEASE PREVENTION
women's or men's groups, senior citizen
organisations, organisations for young families
etc.; and establishment of relationships and role
of the partner/stakeholder e.g. distribute
information, collect responses and feedback,
observe and comment etc.
e key messaging to be delivered by the campaign
e performance measures and targets
e campaign performance (including detailed annual
reports not captured/summarised in the
Department's Annual Report).
Also includes final reports on pilot campaigns assessing
impact and making any recommendations for future
rollout (including decisions to not progress the
campaign).

2.2 Records of research findings on chronic disease Temporary | Destroy 15
prevention that are routine in nature and do not result years after
in legislative change or changes in agency policies, action
programs and procedures. Includes reports and completed.
publications.

Also includes research data, data analysis, preliminary
findings and surveys collected for research into the
prevention of chronic disease.
Also includes records of campaign operations which
document:
e liaison with campaign partners and stakeholders
e risk management and issue resolution
e survey results, feedback and other data collected
to assess campaign performance
e campaign analysis and evaluations which are
captured/summarised in the Department's
Annual Report or other strategic reports to a
governing body e.g. internal strategic committee,
inter-departmental committee or working group,
advisory body composed of internal and external
representatives across the public health industry
etc.
2.3 Short-term records of campaign operations including: Temporary | Destroy 7

years after
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| No |

Function/Description

Status

Disposal Action

CHRONIC DISEASE PREVENTION

routine reporting on progress

media and other communication channel
arrangements to deliver messaging (including
information stalls at events and maintenance of
social media presence).

action
completed.
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‘ No | Function/Description Status Disposal Action

COMMUNICABLE DISEASE CONTROL

3.0 COMMUNICABLE DISEASE CONTROL

The control and prevention of the spread of
communicable infectious diseases in the community.

Includes:
Notifiable Disease Surveillance

The surveillance of infectious diseases in the community
via compulsory notification and reporting as required by
the regulations.

Notifiable diseases are categorised into reporting groups
which are:

¢ Urgent diseases which must be reported
immediately

e Routine diseases which must be reported in 5
days.

Communicable Disease Prevention The function of
setting standards; and developing and publishing
guidelines on the identification, treatment and
prevention of communicable diseases. Includes
guidance for case managers, support service providers,
and cohorts of service personnel (e.g. police officers,
paramedics etc.) who may come into contact with
carriers of a communicable disease.

HIV Notification and Counselling (including
Partners)

The management of people living with HIV who
allegedly continue to practice unsafe behaviours and
place others in the community at risk. Includes
identification of sexual partners of the person who need
to be notified that they have potentially been exposed to
HIV.

High-Prevalence Communicable Disease (including
Pandemic) Testing and Support Services

The mobilisation of an extensive testing and contact
tracing response to identify cases of a communicable
disease that has become highly prevalent in the
community, including those that are in pandemic or
epidemic proportion, and to provide support to those in
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‘ No | Function/Description Status Disposal Action

COMMUNICABLE DISEASE CONTROL

the community impacted by measures taken to contain
its spread.

See PROS 11/06 RDA for Patient Information for patient
case records, records of pathology testing and results of
samples collected at testing stations.

See PROS 24/03 Human Resources Management
Function Health, Wellbeing and Safety for records of
attendees at premises for the purposes of contact
tracing

See PROS 09/05 GDA for Records of Local Government
Authorities Community Services for records of
immunisations given to members of the public

3.1 Records of continuing value including the summary Permanent | Retain as
records of notified cases of infectious diseases. Includes State
summary details of: Archives,

Transfer to
e disease type PROV

e |ocation of case
e origin of case (if known)
e date of discovery.

Summary does not include identifiable information about
the person with the disease.

Records of communicable disease response
management which document:

e interstate arrangements to share data or
resources to implement a joint response,
including those concerning border closures,
permit systems, contract tracing data exchange
or sharing, court orders/warrants for people
whose unauthorised movements across a border
put the community at risk etc. Also includes
arrangements with federal agencies and
organisations such as the Armed Forces

e approved project briefs for new or renewed
systems established to track, trace, or otherwise
monitor the movement/location of people who
pose an infection risk, including location code
schemes, contact tracing schemes, test result
tracking and analysis, and visitor tracking
schemes. Includes briefs which assess privacy
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Function/Description

Status

Disposal Action

COMMUNICABLE DISEASE CONTROL

principles and data security risks of new or
renewed systems

final approved lists, maps or charts prepared for
communication across agencies and/or to the
public of the location of border checkpoints,
patrolled regions and road closures, including
zones where local residents with essential
business on both sides of a border are eligible for
crossing permits e.g. Albury-Wodonga zone

final approved lists, maps or charts prepared for
communication to the public of the location of
temporary testing stations established for the
purpose of testing for the relevant communicable
disease

approved project briefs for new or renewed
systems which allow the public to determine the
extent of restrictions e.g location based mapping
of a 5km restriction on travel from home
address, or which keep the public informed about
infection rates and other key data e.g. data
dashboard style communication of current case
numbers etc. via apps, social media accounts and
other digital communication channels

approved project briefs to establish dedicated
telehealth, counselling and/or support services to
support those people in isolation or quarantine,
those working in essential services (such as
police or health workers) who believe they may
have been exposed to infection, and/or those
whose underlying health status prevents them
from accessing standard services under the
prevailing conditions. Includes the establishment
of services to deliver food, medication and
essentials to those under a public health order to
stay home or in a nominated place of
isolation/quarantine. Does not include
operational records or case records arising for or
collated during the delivery of the service

approved project briefs to establish systems and
processes that manage payments to assist those
on a low income who are required to take time
off work in order to be tested, or to isolate etc.

approved designs and parameters for models to
utilise case incidence, contact tracing and/or
other relevant data sources to predict/track
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‘ No | Function/Description Status Disposal Action

COMMUNICABLE DISEASE CONTROL

disease progression (e.g. levels of infection
across the community) and spread (geographic
location of new and arising infections), and/or
any other aspect of the disease for program
design, response planning and/or reporting
purposes. Includes records of the identification
of data collections which may be utilised as
datasets to be fed into the model/s, but does not
include the datasets themselves or any
information sharing agreements enacted to gain
access to data.

Final versions of publications, guidelines, notices and
references regarding the identification, risks, treatment,
history, containment and prevention of communicable

diseases

3.2 Records of investigations into notifications for which Temporary | Destroy 50
additional information and long-term follow- years after
up/monitoring is required for cases where the person case closure.

may remain a carrier of the disease capable of infecting
others for a period longer than 2 years after the date of
initial infection.

Includes monitoring of patients living with tuberculosis
or HIV.

Includes monitoring briefs, case notes, detailed reports
and questionnaires.

3.3 Case management records of people living with HIV Temporary | Destroy 25
practising unsafe behaviours with a high risk of years after
transmission to others. case closure.
Includes:

e initial reports and notifications
e warning notices served on the person

e reports to the HIV Case Advisory Panel (or
equivalent)

e records of counselling provided.
Also includes associated case records of notifications

made to known partners of the person, counselling
provided and any other related correspondence.

3.4 Records of investigations into notifications for which Temporary | Destroy 15
additional information and follow-up has been required years after
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| No |

Function/Description

Status

Disposal Action

COMMUNICABLE DISEASE CONTROL

and delivered on a case by case basis, but where the
person does not remain a carrier of the disease or
capable of infecting others for a period longer than 2
years after the date of initial infection.

Includes early cases of a communicable disease e.g.
arising during a pandemic or epidemic where the
Department is taking a specific interest in
monitoring individual cases for the purposes of
identifying:

e relevant symptoms,

e periods during which the person is infectious to
others,

e efficacy of treatments and care protocols,

e patterns of transmission to contacts

e isolation requirements, and

e any other element of disease case management
that may assist in devising an overall
management approach to

eliminate/reduce/contain severity and spread
within the community.

case closure
provided the
person has
reached 33
years of age.

3.5

Records of reported cases of a communicable disease
where the Department does not follow up or monitor the
case on an individual basis, but may include the case in
a standard monitoring program utilising pro-forma
survey tools and generic communication of information.

May include cases where a person has registered a
positive test result for the disease and has notified in
accordance with requirements.

Case management in this class is characterised by:

e issuing standard messages to the person about
isolation requirements, suggested self care
instructions, signs and symptoms that may
indicate further expert medical treatment and
care should be sought, and/or any other
information deemed necessary for the person to
manage their case appropriately

e issuing standard surveys/questionnaires to the
person to glean information about the type,
severity and duration of symptoms being

Temporary

Destroy 5
years after
Case closure.
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| No |

Function/Description

Status

Disposal Action

COMMUNICABLE DISEASE CONTROL

experienced. More than one survey may be
issued during the course of the case e.g. at
weeks one, three and six to map changes in
symptoms etc. over time

e issuing more targeted pre-prepared messages or
information to a person if a survey response
indicates additional information is required e.q. if
the person has not kept relevant vaccinations up
to date, or needs to vary their vaccination
schedule from the standard due to the timing of
the infection, or is living with another chronic
disease which may be exacerbate or complicate
symptoms experienced etc.

e issuing programmed messages to the person
confirming the commencement or end of isolation
periods

e providing instructions to the person in regard to
whether they should notify any contacts they
made during an infectious period and any
information to be provided to those contacts
regarding suggested testing or monitoring for
symptoms

Case management in this class does not comprise
tailored monitoring or advice to meet an individual's
specific treatment and care needs - see class 3.2 or 3.4
for retention of records focusing on case management
dependent on patient age.

3.6

Records of response management which document:

e operational records of border monitoring or
closures including applications for crossing
permits, their assessment and outcome,
checkpoint collection of permit details of those
permitted to cross (if applicable), surveillance
records of unmanned stretches of border (e.g.
patrol records, CCTV or drone footage etc.).

e operational records of temporary testing stations
including distribution of duty between staff; site
layout and sighage; arrangements for the
collection of collected samples and associated
documentation by pathology services; collection
of service delivery statistics, including waiting
times, and reporting for a site; liaison with
resources assigned from other agencies etc.

Temporary

Destroy 7
years after
action
completed.
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Status

Disposal Action

COMMUNICABLE DISEASE CONTROL

e delegations of authority for a nominated officer
to run a test site or conduct a support service
under a public health order

e operational records for delivery and collection of
door-to-door test packs and support service
information for locations where residents have
been ordered to stay in place

e operational records of visits or contact made
(e.g. phone calls) to residences to ensure
positive cases and close contacts are
quarantining in line with prevailing public
health/pandemic orders, do not require additional
medical attention for their illness, and/or to
provide other support such as arrangements for
delivery of medication, groceries etc. for those
without local family or community support.
Includes arrangements for translation and other
communication services if required.

e operational records of tele-health, counselling
and/or other support services offered to those
who have tested positive for the disease and who
require information about what symptoms to
monitor, when to request assistance,
management of household interactions with
negative members, restrictions that must be
observed etc. Includes arrangements for
referrals to specialists to manage existing health
conditions which have been/may be exacerbated
by infection with a communicable disease

e assessing and determining applications for one-
off payments, including applications, supporting
documentation such as medical certificates
and/or test station attendance records/test
results, records of decision, appeals and final
outcome.

e vaccination program management, including
notification to eligible members of the public;
management of bookings; staff allocation and
rostering; vaccine supply, equipment and
consumables allocation and delivery operations;
and program statistics.

3.7

Records which facilitate response management,
including:

Temporary

Destroy 1
month after
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COMMUNICABLE DISEASE CONTROL

action

e data/contact details received for contact tracing completed

purposes from any internal or external source
which do not end up being verified/used for
contact tracing

e copies of work site signage and instructions
which have been tailored for a particular site or
service e.g. relevant address, work site contacts
etc. added to assist in managing the movement
and safety of people onsite.
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ENVIRONMENTAL HEALTH MANAGEMENT

4.0 ENVIRONMENTAL HEALTH MANAGEMENT

The function of managing community health risks and
issues that are dependent on or related to environment
factors or causes such as climate, weather, location, air,
land, water, radiation, hazardous substances etc.
Includes the licencing and regulation of officers and sites
to promote legionella prevention, radiation safety, and
drinking water safety.

Includes:
Legionella Prevention

The prevention of Legionella diseases. Includes the
regulation of all cooling tower systems in operation in
Victoria and water delivery systems in high-risk facilities
such as shopping centres, aged care, hospitals, car
washes and prisons.

Includes the certification of auditors of risk management
plans for cooling tower systems.

Radiation Safety Regulation

The regulation of users and sources of radiation for
medical, industrial, mining and research activities, to
protect the health and safety of all persons and the
environment from harmful effects of unnecessary
radiation exposure and usage.

Includes management of the radiation licensing
program, and notifications of acquisition and disposal of
radiation sources and equipment.

Also includes notification and investigation of radiation
safety incidents.

Drinking Water Regulation

The regulation of drinking water to ensure its safety and
quality is in accordance with relevant legislation.
Includes the regulation of water fluoridisation treatment
systems, monitoring of water sampling and notifications
of non-compliance with standards.

Human Health Impact Monitoring

The research, reporting, and management of programs
related to monitoring and addressing the human health

24 of 55



Retention and Disposal Authority for Records of the Public Health
Function

Authority number: PROS 26/02

‘ No | Function/Description Status Disposal Action

ENVIRONMENTAL HEALTH MANAGEMENT

impacts of significant environmental hazards and

events.
4.1 Radiation Safety Regulation Permanent | Retain as
State
Records of continuing value of radiation safety Archives,
regulation which document: Transfer to
PROV

e licences issued for a particular site where activity
at that site may lead to a concentration in
radioactivity in the immediate vicinity e.g. sites
where mineral sands are mined

e licences issued that authorise the construction of
a radiation facility

e a summary of notifications of prescribed
incidents and outcomes (includes breaches of
licence, operating without a current licence,
spills, accidents or errors leading to unplanned
exposure, or the unauthorised use, theft, loss or
abandonment of radiation sources)

e the seizure of a radiation source under an Act

e storage of legacy radioactive sources/material
abandoned or surrendered by past users,
including hospitals, university research
programs, and industry

e notifications of prescribed incidents made to the
Australian Radiation Protection and Nuclear
Safety Agency (ARPANSA) (or
predecessor/successor agency).

Drinking Water Regulation

Records of continuing value which document the
regulation of drinking water, including:

e summary records of drinking water compliance
investigations. Includes notifications,
investigations and outcomes

e aggregated water quality data collected from
water suppliers and resulting reports on water
quality across the state
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e audit results for risk management plans that do
not comply with safe drinking water legislative
requirements
e annual reports produced by water supplier and
water storage manager agencies, which report on
compliance with the requirements outlined in the
relevant Act, in relation to issues including water
supply systems, drinking water treatment
processes, emergency and incident management,
and compliance with drinking water quality
standards.
Non-compliance with safe drinking water legislative
requirements includes instances where there is known
or suspected contamination of drinking water that may
lead to illness, cause public complaint, or contain
pathogens that pose a risk to public health.
Human Health Impact Monitoring
Final published studies of research and reports into
human health impact and department response to major
environmental adverse events which are of high public
interest or which lead to changes in legislation or
agency policies, programs or procedures.
4.2 Records of radiation safety regulatory activity Temporary | Destroy 75
documenting: years after
action
e the investigation of non-compliant practice, completed.
spills, accidents and/or errors (e.g. X-ray of the
wrong patient or wrong body part of the correct
patient) leading to unplanned/prolonged
exposure of a person/people, and the outcomes
of the investigation. Includes data collected from
dose badges and other monitoring equipment
that may indicate the level of radiation a person
involved in an incident arising from non-
compliant practice was exposed to.
e the investigation of corporate organisations
operating without a current licence or permitting
the unauthorised use of a radiation source.
4.3 Detailed records of the investigation of compliance with | Temporary | Destroy 25
drinking water legislation and regulations. years after
action
Includes records of investigations, decisions and actions completed.

taken.
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4.4 Records of the regulation of cooling towers and other Temporary | Destroy 10
water delivery and circulation systems in high-risk years after
facilities. Includes: date of last

registration.

e summary registration records of sites, including
site location, registration dates, summary of
inspections and visits, and de-commissioning
details

e detailed records of the registration of sites,
including inspection and site visit notes, and
correspondence with facility managers

e correspondence and other records received from
managers of cooling tower systems

e audits of risk management plans for cooling
tower systems and resulting recommendations
(includes both audits performed directly by the
Department or by a certified auditor for
submission of results and recommendations to
the Department)

e records of case investigation into cooling tower
sites and/or sites where a case of legionnaires
disease has been linked

e records of the regulation of water delivery
systems

Also includes records of the certification of auditors to
undertake audits of risk management plans for cooling
tower systems.

4.5 Records documenting the radiation safety regulation and | Temporary | Destroy 10
licencing function, including: years after

action
e the investigation of individuals operating without completed.

a current licence, unauthorised or non-compliant
possession or processes for use, theft, loss or
abandonment of radiation sources, and the
outcomes of the investigation

e unsuccessful applications to construct a radiation
facility

e applications (whether successful or unsuccessful)
for a licence to conduct a radiation practice, use
a radiation source, or to be approved as a person

27 of 55



Retention and Disposal Authority for Records of the Public Health

Function

Authority number: PROS 26/02

| No |

Function/Description

Status

Disposal Action

ENVIRONMENTAL HEALTH MANAGEMENT

who test the compliance of radiation sources
(known as a tester)

e preparation for an appearance at VCAT in relation
to decisions to decline or reject an application for
a licence

e certificates of compliance issued by approved
testers of radiation sources to a licence holder

e data collected from staff dose badges and other
safety monitoring equipment where no incident
(i.e. non-compliant exposure to a source) is
known to have occurred.

Records documenting the drinking water regulation
function, including:

e assessment of water treatment plans and
systems for the fluoridisation of drinking water
for approval

e certification of Water Quality Analysts in
accordance with the Act. Includes all
applications regardless of outcomes and
renewals.

e audit results for risk management plans that do
comply with safe drinking water legislative
requirements

e applications (successful and unsuccessful) for
variations of aesthetic standards of drinking
water (i.e. taste, colour or odour) under the Act.
Includes the assessment of applications,
decisions and any conditions imposed.

e applications (successful and unsuccessful) for
exemptions from water quality standards.
Includes the assessment of the applications,
decisions and any conditions imposed.

e undertakings by water suppliers or water storage
managers to address contravention of the Act.

4.6

Implementation of recommendations from formal
reports and enquiries into significant environmental
hazards and events. Development and delivery of
programs to monitor and address community
psychological and physical human health impacts arising
from environmental hazards and events. (see class 4.1

Temporary

Destroy 7
years after
action
completed.
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for final published studies of research and reports into
human health impact and department response to major
environmental adverse events).
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FOOD SAFETY MANAGEMENT

5.0 FOOD SAFETY MANAGEMENT

The function of ensuring that the labelling, production,
transportation, storage and sale of food products meets
regulatory, safety and hygiene standards so that it is fit
for human consumption.

Food Safety Incident Management

The management of food safety incidents which are
widespread, cross local government or state boundaries
or are systemic in nature. The term 'food' includes all
food and drink products grown, produced, made, or
imported for sale in Victoria for human consumption.

Includes:

e the receipt of reports of an incident or suspected
incident. Includes compulsory reports of the
discovery of notifiable pathogens in food, reports
received from hospitals or health services
regarding cases of illness that are suspected of
being related to food safety issues, and/or
reports of deliberate food contamination
incidents e.g. foreign objects or substances
inserted into food products with malicious intent

e investigations, inspections, arrangements for test
samples and test results

e correspondence with manufacturers and/or
retailers, including correspondence with those
that are a party to an incident, and more broadly
across the food and beverage sector for
education and awareness purposes

e correspondence and liaison with police on
matters of deliberate food contamination.
Includes copies of police investigation reports
received

e food recall notifications issued to manufacturers
and/or retailers

e public notices issued by the Department to
provide advice to the general public in relation to
a food safety incident. Includes notices to alert
the public of possible symptoms of illness arising,
treatment and care to be sought/undertaken,
signs indicating contamination e.g. packaging
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FOOD SAFETY MANAGEMENT

that has been tampered with, and/or date
ranges/identifying marks of affected products

Premises Closures

The regulatory oversight of the closure of food premises
due to non-compliance with food safety requirements.

Advice, Data Collection and Research

Data collection and research undertaken to inform the
development of guidelines and advice for industry
participants and the broader public on food preparation,
safety, handling and storage requirements and
recommendations.

Includes information provided online or via social media
to increase awareness of potential risks and issues and
how to avoid or address them.

Includes information targeted at food businesses,
community groups providing or selling food to raise
funds, consumers e.g. how to make a complaint, and
particular cohorts of the community e.g. those with an
allergy.

Includes research which:

e collects and reviews at industry knowledge or
scientific research papers, surveys of industry
participants, and/or data collected during service
delivery/regulatory activity

e conducts statistical and/or trend analysis

e conducts historical analysis to evaluate the
impact of legislation/policy/advice changes

e uses modelling to predict future circumstances or
scenario outcomes

Food and Food Labelling Standards Development

Contributions (comments and proposals) made to the
development and maintenance of food standards and
food labelling standards which are issued and managed
jointly by the governments of Australia, Australian
states and territories, and New Zealand (via a statutory
authority Food Standards Australia New Zealand
(FSANZ).)
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FOOD SAFETY MANAGEMENT

5.1 Records of continuing value documenting the food safety | Permanent | Retain as
incident management function, including: State
Archives,

e summary records of all food safety incidents Transfer to
managed by the Department i.e. those that are PROV
widespread, cross local government or state
boundaries or are systemic in nature. Includes
date reports received, description of the type of
incident e.g. detection of a pathogen in food,
type of food product affected, key results of
investigation including summary details of the
known or likely cause/s, summary details of
notices issued (if any), names of
manufacturers/retailers that are a party to the
incident, key outcomes etc.

e final approved public notices issued in relation to
food safety incidents

o final reports detailing investigations into,
learnings and outcomes for food safety incidents
where one or more fatalities, or the admission of
10 or more people to acute care services can be
directly attributed to the consumption/use of the
relevant food product. Does not include fatalities
where it has been found that the person had an
underlying/chronic health condition (e.g. kidney
disease or an acute allergy) which was the
primary cause of death, with the food safety
issue being either a contributing cause or ruled
out as a cause.

Final approved advice and guidelines issued to the
relevant industry/industries and/or general public.

Final approved reports documenting research projects,
findings, recommendations and outcomes.

5.2 Records documenting the data collection and research Temporary | Destroy 15
activity, including: years after
action

e survey returns completed.

e data sets

e collected scientific research papers and industry
literature

¢ models and data analysis methodologies
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FOOD SAFETY MANAGEMENT

draft research reports and recommendations
draft advice and guidelines
records of the review and evaluation of existing

advice and guidelines to assess currency/need
for updates.

Includes human health risk assessments for human
health effects from food, fibre and flora. Examples
include livestock testing, including those for livestock
sold overseas or consumed locally.

5.3

Records documenting the management of food safety
incidents, including:

detailed records of incident management e.g.
investigations, inspections, testing undertaken
etc. for all incidents excluding those with one or
more fatalities, or the admission of 10 or more
people to acute care services which can be
directly attributed to the consumption/use of the
relevant food product (see class 5.1)

detailed records of enforcement action taken in
relation to a food safety incident, up to and
including prosecutions

correspondence with affected parties to notify of
investigation activities and outcomes, including
requirements for the relevant party to make
information available, cease production/sales,
implement changes to reduce risk etc.

food recall notifications

correspondence with other agencies involved in
incident management and response e.g. local
government authorities, police, other state
regulatory agencies such as those with
responsibility for agriculture or primary industries
etc.

correspondence with industries or sectors
impacted by the outcomes of a particular food
safety incident e.g. a change of policy or process

copies of reports and other information received
from agencies involved in incident management
and response e.g. police reports concerning

Temporary

Destroy 10
years after
action

completed.
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FOOD SAFETY MANAGEMENT

investigations into the deliberate/malicious
contamination of food.

Also includes notifications of premises closures received
from local government authorities.

Also includes records of the food and food labelling
standards development function, including:

e proposals for new food and food labelling
standards

e proposals for changes to existing food and food
labelling standards

e comments on draft standards and amendments
to existing standards.

5.4 The Public Register of Food Safety Convictions. The Temporary | Destroy 1
publication of summary information about food safety year after
convictions on the Department's website as required by conviction
the Act. published.
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6.0 HEALTH ALERT AND ADVISORY MANAGEMENT

Preparation and issue of public health alerts or advisory
notices to the health sector and broader community
regarding current or pending incidents or events such
as:

e new cases of infectious diseases in the
community e.g. measles, Japanese encephalitis,
Ross River virus etc.

e health risks arising from natural disasters and
other emergencies e.g. rise in mosquito borne
iliness following floods; potential for smoke
inhalation, respiratory distress and/or illness
during fires, including bushfires, grassfires, or
those on industrial sites such as mines or
factories etc.

e thunderstorm asthma

e heat waves and other seasonal warnings e.g
blue-green algal blooms in recreational
waterways

e potential reactions or illness due to
contamination of food - often (but not always)
associated with a food recall e.g. toxic reaction to
a spinach product contaminated with a weed
growing within the crop

e any public health issue with a risk of impact/s on
the community, or a specific cohort within the
community e.g. children, elderly etc., that has
given sufficient cause for concern to justify the
issue of an alert or advisory notice

Also includes the provision of advice on:

e the identification and management of outbreaks
of infectious disease e.g. the use of respiratory
pathogen testing when there is a high incidence
of influenza, COVID-19 and other respiratory
disease in high risk cohorts such as aged care
residents

e environmental health risk issues of activities
undertaken by other Victorian government
agencies e.g. development licences issued by the
EPA

35 of 55



Retention and Disposal Authority for Records of the Public Health
Function

Authority number: PROS 26/02

‘ No | Function/Description Status Disposal Action

HEALTH ALERT AND ADVISORY MANAGEMENT

e the public health impact of works which cause or
change the nature and quality of wastes
discharged into the environment

e public health components of broader advice to be
issued by another Victorian government agency
to the community following an incident e.g.
chemical warehouse fire

6.1 Records of continuing value documenting formal alerts Permanent | Retain as
and advice issued by the Chief Health Officer direct to State
the community regarding a current or impending risk to Archives,
health that may cause widespread acute illness/health Transfer to
reactions e.g. cases of infectious disease, contamination PROV

of food, thunderstorm asthma, dangerous levels of
contaminants in air or water such as smoke from
chemical fires, chemical or sewage contamination in
waterways etc.

6.2 Records of general health alerts issued direct by the Temporary | Destroy 25
Department to make the public aware of potential health years after
risks that may cause the onset of symptoms of action
discomfort or short-term illness not requiring admission completed.

to hospital or likely to result in a fatality, including:

e routine reporting to the public on current levels
of air or water quality e.g. online information
about daily water quality results at swimming
beaches over summer holidays, or pollen
counts/air quality during periods of the year at
which hayfever and other respiratory reactions
may be triggered

e one-off or short-term reporting in response to an
event casting a potential health risk over a
region/s of the state e.g. smoke from bushfires
or burning off projects.

Also records of health risk management advice provided
to other Victorian government agencies (i.e. not issued
direct to the public by the Department), including:

e final advice

e background information provided by the agency
requesting the advice

e correspondence with the agency and other
parties to clarify/discuss/request further
information
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e internal drafts and working papers.
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MEDICINES AND POISONS REGULATION

7.0 MEDICINES AND POISONS REGULATION

The control and regulation of medicines, poisons and
controlled substances in Victoria in accordance with
relevant legislation. Includes prescription medicines,
pharmacy-only medicines, drugs of dependence and
most household, industrial and agricultural chemicals.

Maintenance of Poisons Code

The Poisons Code formally lists those drugs and poisons
that are to be controlled as part of Victoria's legislation.
It collates and describes all scheduled substances in
categories e.g. those that are not for general sale by
retail.

The code is produced to assist and support relevant
industry organisations (pharmacies, supermarkets,
manufacturers etc.) by providing a single point of
reference covering all scheduled substances. It includes
information about the labelling, storing, packaging, and
advertising of poisons and controlled substances. It also
includes information on any applicable exemptions.

The code is also referred to in directives, policy,
procedures and other governing documentation as a
defining guide to what substances are regulated, and in
what manner.

Manufacture, Supply and Use Regulation

The authorisation and monitoring of the manufacture,
supply and use of medicines and poisons in accordance
with relevant legislation. Includes prescription
medicines, pharmacy-only medicines, drugs of
dependence and most household, industrial and
agricultural chemicals.

Drugs of Addiction Regulation

The regulation of drugs of addiction including
notifications relating to drug dependent patients and
permits issued to medical practitioners and nurse
practitioners to treat a patient with a scheduled poison.

Prohibition of Poisons or Controlled Substances

The prohibition or restriction of the supply, sale or use
of controlled substances or poisons in Victoria.
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Monitored Poisons Management

The monitoring and recording of data relating to the
supply of monitored poisons in accordance with relevant
legislation.

7.1

Records of continuing value documenting the approved
and published versions of the Poisons Code. Includes
notifications issued under the Act notifying the industry
of changes to the Poisons Code (updates, revisions and
removals of substances).

Also includes records of continuing value documenting
the prohibition or restriction of controlled substances or
poisons, including:

e prohibition orders

e extension, alteration or revocation of prohibition
orders

e requests for orders and associated
correspondence.

Permanent

Retain as
State
Archives,
Transfer to
PROV

7.2

Records documenting the regulation of drugs of
addiction, including:

e notifications by a medical or nurse practitioner of
a patient dependence on a drug of addiction
(Schedule 4,8, and 9 Poisons)

e permits issued to a medical or nurse practitioner
to treat a patient with a Schedule 8 or Schedule
9 poison.

Temporary

Destroy 25
years after
action

completed.

7.3

Records documenting the maintenance of the Poisons
Code, including:

e correspondence and information circulated by the
Commonwealth regarding changes to substances
scheduled under Commonwealth legislation

e research and background documentation on
poisons and other scheduled substances.

Records documenting the regulation of the manufacture,
supply and use of medicines and poisons, including:

Temporary

Destroy 15
years after
action

completed.
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e summary records of licences issued to
manufacture or supply poisons or controlled
substances

e permits issued to obtain poisons and controlled
substances

e warrants issued for the use of specified poisons
and controlled substances

e applications and supporting documentation for a
licence to manufacture, sell or supply poisons by
either wholesale or retail sales

e applications for a permit to purchase or obtain
any scheduled poison for industrial, research,
educational or advisory purpose, or for the
provision of a health service

e applications for a warrant to purchase or obtain a
scheduled poison

e applications to renew licences, permits and
warrants

e preparation for appearance at Victorian Civil and
Administrative Tribunal (VCAT) hearings of
appeals against the non-issue or revocation of a
licence, permit or warrant

e monitoring of licence, permit and warrant holders
to ensure compliance with the conditions of the
instrument, including site visits and inspections

e complaints, investigations and outcomes.

Include both successful and unsuccessful applications.

7.4 Records documenting the dispensing or supply of a Temporary | Destroy 3
monitored poison by a registered medical practitioner, years after
nurse practitioner or authorised supplier. action

completed.
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8.0 PEST CONTROL INDUSTRY REGULATION

Regulation of commercial use of pesticides and pest
control products by companies and individuals.

Pest Control Operator Management

The licensing of pest control operators (individuals or
companies) to use prescribed pest control products or
methods, the auditing of licence holders to ensure they
are meeting the conditions of the licence, and the
investigation of alleged breaches of the Act.

Also includes:

e the provision of a public register for members of
the public to search and check the status of the
credentials of a particular pest control operator

e advising pest control operators of changes in the
authorisation status of pesticides and/or
guidelines for their use, storage and disposal.

See MEDICINES AND POISONS REGULATION for
records of decisions to authorise pesticides for use or
withdraw them from use.

See PROS 16/02 RDA for Records of Non-Accredited
Training for records of training program development
and delivery

8.1 Records which document the pest control operator Temporary | Destroy 10
management function, including: years after

action
e summary records of pest control operators completed.

(individuals and companies) licensed to use
pesticides. Includes contact details, business
identification and details of previous work in pest
control (including any past compliance issues).

e public register details of licensed pest control
operators published online to allow the general
public to search for and confirm the current
status of the license credentials of an operator

e applications for pest control licenses (successful
and unsuccessful). Includes licence renewals.

e audits of operational records, skills, knowledge
and maintenance of vehicles/equipment
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e investigation of alleged breaches. Includes
investigation reports, decisions including the
revocation or imposition of conditions on a
licence, legal briefings and outcomes of court
cases and appeals.

e advice and notification provided to licence
holders e.g. regarding pesticides no longer
authorised for use and instructions for the safe
disposal of leftovers.
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PUBLIC HEALTH AUTHORISATIONS, ORDERS, DIRECTIONS AND RESPONSE
MANAGEMENT

9.0 PUBLIC HEALTH AUTHORISATIONS, ORDERS,
DIRECTIONS AND RESPONSE MANAGEMENT

Establishing regulatory authority and powers to enable
the regulation of public health issues, including those
that are a regular component of managing and
responding to public health issues, as well as those
issued for temporary requirements and/or in emergency
circumstances.

Includes:

e authorisations or appointments of officers to
perform regulatory duties

e the issuing and update of public health orders,
powers and/or directions, and

e the suspension, disallowance and/or revocation
of orders, powers and directions.

Authorisations or appointments may be made to confer
regulatory powers onto officers responsible for the
regulation of:

e the manufacture, supply and use of medicines
and poisons

e environmental health concerns (such as
legionella prevention, radiation safety and
drinking water safety)

e the pest control industry

o food safety matters

e public health responses to pandemics and other
forms of emergency.

Public health orders may be made by the following:
e Chief Health Officer
e a Senior Medical Officer with delegated authority

e the Minister.

Examples of orders and directions that may be issued:
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e examination and testing orders relating to
infectious disease

e public health orders relating to infectious disease
e pandemic orders

e detention orders for the purposes of forced
quarantine

e pandemic management powers

e public health emergency orders made relating to
medicines, poisons and controlled substances.

Circumstances in which a public health order or direction
order may be issued include:

e a pandemic or epidemic
e a bioterrorism incident

e an increase in accidental poisoning or death due
to the incorrect use of medicines and drugs by
members of the public e.g. the use of ivermectin
to treat COVID-19 infection

e anincrease in adverse reactions or health
conditions arising from the use of a medicine or
drug by a vulnerable segment of the population
e.g. pregnant women, children, the elderly or
those susceptible to a complication due to
chronic illness/the use of other prescribed
medications

e any other circumstance in which a preventable
public health threat to the broader community,
or to a particular cohort within the community
can be addressed/mitigated by regulatory action.

Public Health Emergency Regulatory Response
Services

The establishment of temporary entities or agencies,
and implementation of temporary statutory mechanisms
to achieve compliance with public health orders and
directions issued during an emergency such as a
pandemic or wide-scale public health issue.
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PUBLIC HEALTH AUTHORISATIONS, ORDERS, DIRECTIONS AND RESPONSE

MANAGEMENT

Includes the establishment of entities or agencies with
the authority to:

manage mandatory detention services

provide quarantine and associated support
services, both mandatory e.g. in a quarantine
facility, or optional e.g. isolating at home

monitor and inspect industry compliance with
requirements for continued operation during a
public health emergency

perform any other roles or duties as authorised
under the relevant public health order.

Includes:

processes and systems setup to manage
operations and/or interact with the public or
those parts of the community that are subject to
the public health order/s

mechanisms to identify, trace and monitor
individuals, businesses and organisations such as
unique registration, permit or location codes

case management of individuals that are subject
to the public health order/s are taken into the
care of the entity or agency, including the
individual management of quarantine
requirements, treatment and support services
etc.

account management of businesses and
organisations that are subject to the public
health order/s including inspection, compliance
assessment and/or audit processes

compliance management and enforcement
processes.

See PROS 07/01 GDA for Common Administrative
Records for all functional and operational reports not
made to a statutory role e.g. Chief Health Officer
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9.1 Final issued public health orders, directions or powers, Permanent | Retain as
including those issued in response to the outbreak of a State
pandemic or epidemic. Archives,

Transfer to
Includes: PROV

e briefings prepared to support the legitimacy and
need for the order or powers

e details of any criteria met or thresholds crossed
to require the issuing of an order or powers

e any key supporting documentation (e.g. legal
advice) prepared to gain approval

e final approved guidelines, statements of reasons
and other advisory documentation prepared for
public release along with the order

Also includes final documentation prepared to extend,
vary or revoke orders or powers.

Also includes records of continuing value documenting
the public health emergency regulatory response
management function, including:

e key records describing the establishment of an
entity or agency, including the terms of
reference, scope of duties, powers conferred
upon in, reporting lines and responsibilities,
organisational structure and governance
framework.

e strategic records describing or summarising the
implementation approach taken to stand up the
services and implement the processes that the
entity or agency is responsible for. Includes final
reports of strategic evaluation, lessons learned
and recommendations for future similar
programs if and when required

o final approved reports submitted to the Chief
Health Officer, Minister, Secretary (or other
statutory role responsible for the functions of the
entity or agency) that report on sentinel events,
performance, briefings on issues of concern,
and/or any other duty, responsibility, or aspect
of operations conferred by a public health (or
equivalent) order
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Also includes detailed records of incident management
where a person or persons required to be in the care or
custody of the Department as part of a public health
emergency regulatory response (e.g. admitted into a
residential quarantine program) dies, acquires a
permanent disability, or is sexually assaulted. Includes
the submission of information to the Coroner and
participation in any inquest, investigation or inquiry

arising.

9.2 Summary records of incident management which record | Temporary | Destroy 50
high level detail about incidents which involve a person years after
or persons required to be in the care or custody of the action
Department as part of a public health emergency completed.

regulatory response (e.g. admitted into a residential
quarantine program), including:

e who was involved (staff, member/s of the public)
e dates and times

e |ocation

e type of the incident

e high-level description of any injuries or damage
sustained

e key points regarding the investigation and
outcome

e any other summary notes.

9.3 Records documenting the authorisation and/or Temporary | Destroy 10
appointment of officers to carry out regulatory duties years after
under public health or related legislation or regulations. action
Includes records of: completed.

e evidence of the completion of any necessary
qualification/s, registrations, accredited training,
professional experience and/or on-the-job
induction programs in order to meet any criteria
for appointed/authorised officers

e background checks and any other 'fit and proper'
assessments that must be passed in order to
meet any criteria for appointed/authorised
officers
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e the instrument of authority or appointment which
confers regulatory powers, including any
description of those powers, the level of
authority, commencement/expiry dates, and/or
any conditions on the performance of duties e.qg.
probation periods, countersign arrangements etc.

e any register of authorised/appointed officers
maintained for reference under the legislation
including a register of authorised officers made
available on a website or via other
communication channels for public or industry
access

e the renewal of authority/re-appointment of an
officer

e any action which results in a change to the
powers for which an officer is
appointed/authorised e.g. a change in the level
of authority, condition/s placed/removed on the
execution of duties, cancellation of
appointment/authority etc. May include
disciplinary or performance related actions, but
also those arising from staff turnover, promotion,
work role changes, legislation changes and/or
emergency responses e.d. during a pandemic

e the provision of details of
appointment/authorisation status of a particular
officer to parties as part of legal discovery or
other formal enquiry processes i.e. to confirm or
not whether a certain person is currently
appointed or authorised to carry out certain
regulated duties

e liaison with other agencies, including local
government authorities, to expand authorisation
and appointments to classes of authorised
officers employed by those agencies during times
of need or cooperative programs e.g. local
government public health officers were co-opted
by the Department to perform pandemic
management duties during the COVID-19

pandemic.
9.4 Records of short-term value that document the public Temporary | Destroy 7
health emergency regulatory response management years after

function, including detailed records of:
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operational plans covering the assignment of
tasks, updates on priority, current alerts or
restrictions in place, mapping of resources,
allocation of equipment, contractor bookings and
other arrangements to ensure that day to day
duties can be performed

operational intelligence reports, surveillance
plans, or any other form of input used to
formulate operational plans and assign priority to
tasks. Includes raw data from past and current
operations and/or datasets received from
external sources.

entries or registrations collected in monitoring,
tracking and tracing systems designed to assist
in reducing the spread of an infectious disease,
or managing an element of a public health risk.
E.g. location (site of trading or services)
registrations and codes assigned to businesses
for the purposes of contact tracing during a
pandemic

site visits and liaison with businesses and
organisations to provide advice and support for
the development of relevant safety (or other
nominated) plans; the rollout of site signage, site
access and pedestrian traffic flows, hygiene
processes and/or equipment (including personal
protective equipment); and support for reaching
any other requirement aimed at preventing or
lowering exposure to a public health risk

complaints or reports received of alleged non-
compliance with the provisions of an 'in force'
public health order and records of follow up
inspections, surveillance, and/or investigations.
Includes records of decisions made and
enforcement actions taken e.g. issuing a notice
to comply, issuing an infringement or financial
penalty and/or lodging a case for prosecution.

the issue or service of regulatory orders (arising
or derived from a governing public health order)
on an individual, business or organisation e.g.
copies of detention orders given to international
passengers upon arrival, quarantine and testing
orders for positive cases and close contact etc.
Includes any copies of guidelines and advice

action
completed.
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issued to the recipient in order to communicate
the requirements placed upon them by the order.

case files or account management files e.g.
quarantine program participant case files
compiled for each individual undertaken
quarantine. Includes all elements compiled in a
case or account management file unless specified
elsewhere, including admission and personal
contact details, health histories and surveys,
special needs and requests, arrangements for
medical treatment and care, first aid, meal
requests, applications for leave permits, appeals,
complaints handled internally, discharge details
etc.

internal protocols or processes developed and
implemented on site in the workplace or at
facilities managed by the entity or agency to
protect staff or members of the public from the
spread of an infectious disease, or to manage an
element of a public health risk e.g. infection
prevention and control protocols in quarantine
program facilities. Includes audits, reviews and
evaluations. Includes supply of equipment (such
as personal protective equipment) or stores to
staff.

incident management where a person or persons
required to be in the care or custody of the
Department as part of a public health emergency
regulatory response (e.g. admitted into a
residential quarantine program) is involved an
incident that does not involve a fatality,
acquisition of a permanent disability, or a sexual
assault.
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RESEARCH ETHICS

10.0 | RESEARCH ETHICS

The function of ensuring research undertaken by
individuals and organisations complies with ethics
standards for human research prescribed by legislation.
Includes reviews and approvals of human research
project proposals which involve more than a low risk by
the Human Research Ethics Committee established for
this task.

See Records of Common Administrative Functions
COMMITTEES for records of meetings, membership
administration and establishment of the Human
Research Ethics Committee

10.1 Records of continuing value including the records of Permanent | Retain as
human research projects which require ethical approval State
and oversight by the Human Research Ethics Archives,
Committee. Includes records of: Transfer to
PROV

e summary register of research proposals
presented to the HREC

e proposals which are considered to be
controversial innovative or precedent setting,
their assessment and decisions made, including
recommendations for changes to project design
etc. to achieve ethical clearance, resubmitted
proposals and other supporting documents

e project reporting throughout the duration of the
project, including the final report at the project's
conclusion

e enquiries and complaints received from the
public about a project, its conduct, or the
oversight/approval of the committee for it

e risks, issues, adverse events and other instances
which must be reported to the Committee

e correspondence between the Committee and the
researcher/s throughout the project

e published research.

10.2 Successful and unsuccessful research proposals that are | Temporary | Destroy 15

not controversial, innovative or precedent setting. years after
Publication of
Includes records of: final report.
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proposals, their assessment and decisions made,
including recommendations for changes to
project design etc. to achieve ethical clearance,
resubmitted proposals and other supporting
documents

project dates - start, completion, milestones etc.
project reporting throughout the duration of the
project, including the final report at the project's
conclusion

enquiries and complaints received from the
public about a project, its conduct, or the
oversight/approval of the committee for it

risks, issues, adverse events and other instances
which must be reported to the Committee

correspondence between the Committee and the
researcher/s throughout the project

published research.
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STATE-WIDE HEALTH REPORTING

11.0 | STATE-WIDE HEALTH REPORTING

The function of reporting on the overall state of health
and health issues in Victoria.

Includes the collection and analysis of birth quality data,
and data on morbidity (illness or disease) and mortality
on anaesthesia and surgical cases.

Also includes the use of data for the development of
guidelines, issuing warnings and to improve procedures
and quality of services.

Birth, Mortality and Morbidity Reporting and
Analysis

The collection of data reported by hospitals and health
services, or forwarded by statutory bodies with
responsibility for data collection, on:

e births

e anaesthetic morbidity and mortality

e obstetric morbidity and mortality

e paediatric morbidity and mortality

e surgical morbidity and mortality.

Includes analysis of reported case data and reporting of
statistics, findings and recommendations.

General Public Health Reporting

The function of monitoring and reporting on public
health indicators and issues.

Includes monitoring and reporting on:
e the health status of the Victorian population
e chronic disease (incidence and impact)
e levels of physical activity
e risk factors/determinants of health e.g. lifestyle

choices, housing status, income level,
employment status etc
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e tobacco and alcohol usage (both generally across
the population and specifically by pregnant
women).

Includes data collection and reports on the number of
notifications received (during a year or some other
nominated time period) for:

e sexually transmittable infections
e vaccine preventable diseases

e communicable diseases

e healthcare associated infections.

Includes reports produced regularly to track trends in
public health or efficacy of initiatives, such as the take
up of cancer screening services by at risk segments of
the community, as well as those specifically
commissioned to investigate an aspect of public health
that is of interest/concern e.g. the review of opioid
prescribing in Victoria.

Also includes managing research, surveys and other
data collection initiatives that provide input into
monitoring and reporting projects.

See Records of Statewide Health Services for datasets
compiled by public hospitals and health services relating
to patient treatment, including performance monitoring
and data compiled for determination and auditing of
Casemix funding.

See Records of Common Administrative Functions for
administrative records of consultative councils
established to oversee statewide health reporting.

11.1

Records of continuing value documenting the birth,
mortality and morbidity reporting and analysis function,
including:

e final reports by consultative councils on birth
statistics, birth defects, perinatal deaths,
anaesthesia mortality and morbidity, and surgical
mortality and morbidity

e practice statements, guidelines and warnings
published by consultative councils for use in
hospitals and by health professionals

Permanent

Retain as
State
Archives,
Transfer to
PROV

54 of 55




Retention and Disposal Authority for Records of the Public Health
Function

Authority number: PROS 26/02

‘ No | Function/Description Status Disposal Action

STATE-WIDE HEALTH REPORTING

e records of complete, encoded and classified case
datasets which are compiled and managed for
analysis, reporting and future research

Also includes records of unique survey data collected
and manged for analysis, reporting and future research,
and final reports, on the overall status and key issues
impacting public health in Victoria. Examples include
the Victorian Population Health Survey and the Victorian
Health Monitor.

11.2 Raw identified data submitted to the consultative Temporary | Destroy 15
councils, and follow-up case data (where requested) years after
including questionnaires or surveys, collected for the action
purpose of analysis, which is summarised or extracted completed.

and is not required for ongoing analysis.

Includes population survey data and statistics compiled
for the purposes of making reports on the status of
general public health.
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