Disposal Authorities are documents that outline the minimum periods of time that different classes of
records must be kept (i.e. retention periods). University records can only be disposed of in accordance
with approved disposal authorities.
At Curtin we use two disposal authorities:


The General Disposal Authority for State Government Information (GDASG).
The GDASGI provides information on general administrative records (e.g. HR, financial and
accounting records), and is used by all WA state government organisations.



The Western Australian University Sector Disposal Authority (WAUSDA).
The WAUSDA provides information on University specific records such as research data,
student files, enrolment and assessment records etc.

Both disposal authorities are periodically reviewed and amended to include any new classes of records,
and are formally approved by the State Records Commission.

The process of using a disposal authority to identify how long information needs to be kept is known as
‘Sentencing’.
Not everyone needs to know the detailed process of how to sentence information. However we all need
a basic understanding of what to do with records that we are no longer using. It is recommended that
you work with staff in your area who have been specifically trained to process information. If there is noone in your area that has received specialised training from RIM, then please contact us for further
assistance.
Additionally, for more detailed information you may wish to review our advice sheet on Sentencing
Information.
It is important to note that once your information has been sentenced, it will need to be stored in your
area temporarily until such time as you have received authorisation that it can be transferred to us for
either long-term storage or destruction. Only RIM staff have the authority to destroy University records.

Disposal authorities are generally organised so that records relating to a particular business function are
grouped together.
The following diagram (overleaf) is an extract taken from the Western Australian University Sector
Disposal Authority (WAUSDA). We have provided a brief explanation for each of the key areas to assist
you with understanding the information that is displayed:





Disposal Authorities Online Search Tool.
Care and Preservation of Paper Records.
Destruction of Information.

Please do not hesitate to contact us via phone on 9266 7050, or by email at: rim@curtin.edu.au, should
you require additional support.
For information management advice of a general nature, you may wish to visit our website at:
rim.curtin.edu.au.
This advice sheet is made under and supports the Information Management Policy and associated
Procedures.

