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Introduction
Following the May 2009, TEAM Canada workshop, the CSO5 Graduate Research Assistant (with the consent of T. Livelton) thought it would be a
good exercise to create a workflow diagram depicting how City Victoria employees use the local area network (LAN). The diagram is based on
interviews conducted with staff in the Legislative Services Division and the Planning, and Finance departments and does not representative of all
the City’s different operational units. This visual representation serves to provide better insight and understanding of where “Legacy Files” fall into
the general workflow processes of City staff and contribute to the ongoing development of policies and procedures for the management of
corporate records.

Source: Donald C. Force, “Case Study 05 — City of Victoria - Policies and Procedures for Scheduling Digital Legacy Files: Workshop 04 Action Item 46
— Examination of a Second City Unit (and Case Study Update),” InterPARES 3 Project, TEAM Canada (v2.0, January 2010).
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Version notes

Discussion draft prepared following e-mail
correspondence with T. Livelton post-TEAM Canada
Plenary Workshop 04.

Revisions based on feedback from T. Livelton and V.
Stefani.

Revisions based on responses to questions sent to LSD
staff.

Revisions based on feedback from T. Livelton.
Revisions based on feedback from J. Suderman.

Revisions made following interviews with City staff.

Revisions based on feedback from T. Livelton.
Revisions based on feedback from T. Livelton.
Minor revisions and copy edits.

Minor content and copy edits.

Revisions based on feedback from J. Suderman and T.
Livelton.

Revisions based on feedback from T. Livelton.
Reformatted in PowerPoint; minor revisions.
Revisions based on feedback from T. Livelton.
Revisions based on feedback from T. Livelton.
Revisions based on feedback from T. Livelton.
Revisions based on discussion with T. Livelton.

Minor content edits for public version.
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printed, are not filed and no
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Tempest is a software package customized by the City -
used by a number of different departments. ,

For more descriptive information about Tempest, see ’
pages 5-6 of “Workshop 04 Action Item 46 — Examination -y
of a Second City Unit (and Case Study Update)” cited in
footnote 1 of this document.
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.................. Even if a new document is
being created using Word or
another application and that
user is able to “Save” or “Save
As..."” at this first instance, both
functions perform the same
action: “Save As...” to a
location on the LAN.
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document; it would be transitory
and destroyed after the edits

have been made to the
electronic file.

Even if the
document is printed,
a copy of it still
remains on the LAN.

For scheduled records, this generally happens
once a year. For “new” or unscheduled materials,
transfer typically occurs as a “matter of
convenience” by the notifying department.

The Archives staff initiates some direct transfers
(unscheduled records), though these are rare.
Any set of records that is requested to be
transferred must be scheduled before the
transfer can take place.
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Agencies do not transfer legal custody of their
records until (1) records are accessioned (direct

Notify Archives of
Intent to Transfer

Ownership of the Custody of the
Records to the Records to the
Archives Archives

A 4

Enter Records’
Information into
Accession Database

A\ 4

Transfer Ownership of
Records to the
Archives

transfer, no retention schedule) or (2) records
reach their “due dates” under a retention
schedule (at which point the Archives is
authorized to keep or destroy them).
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The majority of scheduled records go to
e the records Centre and the majority of
direct transfers are kept at the Archives,
though the reserve is possible, or part of a
consignment can be kept at the Archives
and another part sent to the Records

Centre.
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Currently, schedules are not applied
to the electronic records despite
the schedules calling for such
action.
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There are no mechanisms in place that prevent
users from using Legacy files or any other
electronic record on the LAN for reference or
convenience purposes even after their paper
counterparts have been destroyed (or

permanently retained).

Ideally, if a series has been acted on according to
the disposition schedules, the digital records
would no longer be available. If the records are
permanently retained, then access would be

Read-Only.
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destroyed or preserved per
the retention / disposition
schedules.
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