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Purpose 
 
This policy provides the framework for the collection development and management of the archival repositories of Invercargill City Council 
Archives (ICCA). 
 
 

Scope 
 
This policy applies, in part or in whole, to all records and collections held in the ICCA, and any person wishing to deposit or donate records of any 
format to the ICCA. This includes: 
1. The internal transfer of Invercargill City Council (Council) local authority records. 
2. Records from community groups, individuals, and private businesses. 
3. Transfers from other collecting institutions such as archives, museums, and libraries. 
4. The purchase, trade, gifting or other acquisition of private records by ICCA staff. 
5. Local authorities other than Council. 
6. Public offices as defined by the Public Records Act 2005 (PRA). 
 
 

Definitions 
 
Acquisition: The sourcing and collection of records for addition to a repository.  This may be done through an array of methods such as purchase, 
trade, deposit or donation. 
 
Access Category: All archives must be classified as open to or restricted from public access.  As access requirements depend upon the 
sensitivity of the archive’s content, different access categories have been established to manage varying restriction periods. 
 
Accession: The transfer of a record or group of records from the same source at the same time.  The formal and documented physical transfer 
and receipt of a record or group of records. 
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Agency: An administrative unit that undertakes business and creates records in relation to this.  This may be an individual, family, group, club, 
organisation or business. 
 
Appraisal: The decision-making process of evaluating the historical, informational and/or evidentiary value of an item or record for permanent 
retention or disposal.  
 
Archives: Storage facilities, physical or electronic, where records are held for safekeeping. Can also refer to the organisation, or department 
whose function is to select, manage and preserve archival records. 
 
Archives (records): Records of an organisation or individual that have been selected for permanent retention because of their continuing value.  
These may be of any media or format. 
 
Archivist: A person professionally responsible for the management of archival records. 
 
Collection(s): A set of archival records. The holdings of a repository. 
 
Council: Invercargill City Council. 
 
Deaccession: The process of permanently removing accessioned items from the Archives holdings. 
 
Deposit: An agreement to place a record or records with the ICCA without giving ICCA full and permanent custody or ownership of the record. 
 
Digital record: Refers to a record held in a digital format. Digital records fall in to two common descriptions.  The term “digitised” specifically refers 
to the creation of a digital reproduction from an analogue (or physical) original.  This is usually through a scanning or photographic process.  The 
term “born-digital” specifically refers to a record that was created digitally and not from an analogue original.  The born-digital record is the 
original record. 
 
Disposal: The process used to physically remove an archive record or records from the Archive. It can take the form of destruction, being returned 
to the donor, or transfer to another appropriate archives, library, museum, or gallery. This can only take place after deaccession. 
 
Donate/donation: Full and permanent control and custody of the record or records is given to ICCA. 
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ICCA: Invercargill City Council Archives, being all repositories of the Invercargill City Council. 
 
IM: Information Management. The department responsible for the management of the ICCA. 
 
Local Authority Archive (LAA): As defined by Section 4 of the Public Records Act 2005 “a local authority record no longer in current use by the 
controlling local authority; or has been in existence for 25 years or more (whether or not in current use)”. 
 
Local Authority Record (LAR): As defined by Section 4 of the Public Records Act 2005 “a record or records in any form, in whole or in part, 
created or received (whether before or after the commencement of this Act) by a local authority in the conduct of its affairs”. 
 
PRA: Public Records Act 2005. 
 
Record: Information created, received and maintained as evidence of events and transactions. For the purposes of this policy, records are not 
format or media specific. 
 
Repositories: Storage facilities, physical or electronic, where records are held for safekeeping. Can also refer to the organisation or department 
whose function is to select, manage and preserve archival records. 
 
Series:  A group of records which result from the same business or recordkeeping activity.  A series has a common system of control or relate to a 
particular subject, function, or has another relationship arising out of their creation, receipt and use.  Often a series consists of records of a similar 
format. 
 
 

Strategic Objectives 
 
The strategic intent of this policy is to:  
1. Strengthen the cultural wellbeing of our community through the preservation of, and connection to, records of our region and its people.  
2. Provide specialised and professional management to records that have enduring historical, evidential, and/or informational value. 
3. Uphold the principles of partnership embodied in Te Tiriti o Waitangi, engaging with Papatipu Rūnaka, iwi/hapu/whanau in order to provide 

responsible kaitiakitanga for the taoka in our care. 
4. Support the research needs of all users and provide an educational resource that encourages learning. 
5. Encourage open access to all records, and to restrict only with good cause. 
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6. Preserve and maintain repositories for records that meet national standards and align with industry best practice for physical and digital 
archives. 

7. Achieve compliance with legislative responsibilities and acknowledge government guidelines and instructions that direct archival records. 
 
 

Collection Content 
 
ICCA collects records relevant to the history, development, and people of Waihōpai Invercargill and wider Murihiku Southland. These include but 
are not limited to: 
 
1. Council records that require permanent retention under the PRA. 
2. Private and community created materials from: 

a. Voluntary groups 
b. Sport and recreational groups 
c. Ethnic and cultural organisations 
d. Religious organisations 
e. Individuals or families 
f. Businesses 

3. Public records as defined by the PRA, primarily those from the Ministry of Education which fall under the jurisdiction of Archives New Zealand 
Te Rua Mahara o te Kāwanatanga. 

4. Transfers, gifts and purchases from other collecting institutes such as archives, museums, libraries, and local authorities other than Council, 
as well as private individuals or groups. 

 
 

Appraisal and Acquisition 
 
Donors and depositors, being the legal owner or nominated representative, must have the inherent authority to make a donation or deposit with 
ICCA. Every effort will be made to establish the legal provenance of records offered for acquisition. 
 
Irrespective of their source, only those donations and deposits that fit within the scope of this policy may be accepted by the ICCA. 
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Appraisal assessments will be conducted by ICCA staff using established criteria (Appendix 1), with final appraisal and acquisition decisions resting 
with the Archivist and/or Manager - Information Management. Queries regarding these decisions, and any departure from these guidelines, can 
be directed to the Manager – Information Management. 
 
 

Deaccession and Disposal 
 
ICCA retains the right to re-appraise collections and remove items previously accepted into the collection. Where possible, the original donor will 
be contacted regarding any retrospective deaccessions.   
 
Re-appraisal, deaccession, and disposal will be undertaken in accordance with the criteria of this policy and any applicable acts, agreements 
and schedules. Deviations from this policy are at the discretion of the Archivist in consultation with the Manager – Information Management. 
 
 

Public Access 
 
In keeping with the principle that access to archives should be as open as possible: 
1. There must be good reason for restricting access to a record. Restrictions should therefore be applied in moderation. 
2. Restrictions should always be for a limited time span as sensitivity reduces with time. 
3. It is preferable that small restriction periods accompanied by a review date are assigned to records rather than longer restriction periods. 
4. Material without a fixed end date for privacy restrictions will not be accepted into the collections. 
5. Consistency is required when determining access status. Where possible, series of records should be considered as a whole rather than as 

individual records. 
6. Administration of restrictions should be easy to implement through the use of clear restriction statements. Contact details for those 

responsible for managing special access requests should be clearly stated. 
 
It is the aim of ICCA to provide open public access to its archival collections, with any restrictions to be agreed upon at the point of donation or 
transfer and Access Categories applied as soon as reasonable.  
 
Access restrictions for school records are determined by the school or the Ministry of Education at the time of transfer and outlined on the Access 
Authority. 
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Procedures for requesting special permission to access restricted records are available from ICCA staff and will vary depending on the type of 
record requested. 
 
 

Storage and Preservation 
 
Physical and digital storage of all archives is to be maintained in accordance with relevant legislation and guidelines to ensure their enduring 
accessibility and usability. 
 
Access to physical records may be restricted by the Archivist due to preservation concerns.   
 
Archives staff retain the right to refuse the photocopying of any items that may be harmed in the process of doing so. At the discretion of the 
Archivist, digital or alternative hard-copies may be created to enable public access. 
 
 

Loans 
 
With the exception of public office records, once material has been transferred to the custody of ICCA it will not be loaned out of the ICCA 
building without the express permission of the Archivist.  At the discretion of the Archivist material may be loaned back to the donor or to an 
approved archive, library, museum or gallery. 
 

Public Records Loans 
 
Under section 24 of the PRA, public archives may be returned to the public office for an agreed period of time. 
 
The procedures for the loaning of public archives by approved repositories are as stipulated in the Archives New Zealand Government Loans 
Service National Policy. 
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Copyright 
 
The copying and subsequent use of the archives held by ICCA are subject to the regulations of the Copyright Act 1994 (“Copyright Act”) and 
copyright remains with the rights holder until it is no longer applicable, or as the copyright holder has authorised in writing. 
 
Reproductions of archives may be obtained for the purposes of research, private study, criticism, review or any other fair dealing uses as described 
in the Copyright Act. It is the responsibility of the person wishing to publish, display, communicate or otherwise commit an act exclusive to the 
copyright holder, as described by the Copyright Act, to obtain the correct permissions. 
 
The Copyright Act should be consulted directly for copyright durations on specific types of work. Steps on how to request permission and citation 
guidelines are available from ICCA staff. 
 
 

Relevant Legislation 
 
ICCA has obligations under the following key legislation, standards and instructions: 
 Public Records Act 2005 
 Privacy Act 2020 
 Local Government Official Information and Meetings Act 1987 
 Archives New Zealand Government Loans Policy  
 Information and records management standard (16/S1) 
 Maintenance of public archives (16/Sp2) 
 Physical storage and preservation of protected information and records (16/Sp3) 
 List of protected records for local authorities (16/Sp4) 
 Best practice guidance on digital storage and preservation (20/G17) 
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Roles and Responsibilities 
 
The Information Management team, as guided by the Archivist, are responsible for the management of the ICCA. Ownership and responsibility 
for this policy’s implementation and monitoring rests with the Manager – Information Management. 
 
The PRA Executive Sponsor for ICC is to ensure adequate provision of resources for PRA compliance. 
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Revision History: n/a 

Effective Date: 24 February 2026 

Review Period: This Policy will be reviewed every six (6) years, unless earlier review is required 
due to legislative changes, or is warranted by another reason requested by 
Council. 

New Review Date: February 2026 

Associated Documents / References: Community Archives Donation Agreement (A170951), Memorandum of 
Understanding with Archives New Zealand (A1561389), ICC Retention and 
Disposal Schedule (A69398), Community Archives Retention and Disposal 
Schedule (A4138779), Local Authority Archives Access Categories, 
Community Archives Access Categories 

Supersedes: Archives Collection Development Policy, Community Archives Access 
Policy, Archives Copying Policy, Community Archives Appraisal Policy, 
Local Authority Archives Access Policy, Access Policy for Public Office 
Archives, Government Loans Procedures for Public Office Archives, Policy 
on Disposal of Pre 1946 items and other Protected Records 

Reference Number: A6308924 

Policy Owner: Manager – Information Management 

Policy Training: Archivist 
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Appendix 1 – Appraisal and Acquisition Criteria 
 
Acquisitions will be appraised for their long-term historical, evidential and/or informational value, in conjunction with the following criteria: 
 
 

Geographic Scope 
 
The geographic collecting scope of interest is Waihōpai Invercargill and the surrounding Southland Murihiku District and Sub Antarctic Islands.   
 
 

Material Types 
 
ICCA are principally interested in original records. Examples of materials accepted include, but are not limited to: 
1. Unpublished paper records i.e. minutes, agendas, correspondence, diaries, financial and legal records, manuscripts, ledgers 
2. Photographs 
3. Maps  
4. Architectural plans 
5. Ephemera i.e. tickets, programmes, postcards, posters, catalogues 
 
 

Format 
 
ICCA collects records in paper, digital, and analogue format. The following formats are considered to be normally out of scope: 
1. Artefacts (except for small objects with a strong relationship to other items in the collection) 
2. Film and negative collections 
3. Large photographic collections 
4. Oral Histories 
5. Published works 
6. Any formats that prohibit public access and use 
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Condition 
 
Records will be rejected if their poor physical condition prohibits public access, and if the cost of undertaking conservation treatment is 
disproportionate to their historical value. 
 
 

Digital Records 
 
The acquisition of digital records (both born digital and digitised) will take into consideration the size and quality of the records and our ability to 
maintain these records. In order for ICCA to easily manage digital records they must: 
1. Contain basic descriptive and technical metadata. 
2. Use standard, internationally recognized and widely adopted software and hardware. 
3. Be unencrypted and able to be copied to another format. 
 
 

Out of Scope 
 
If the records being offered do not fall within this policy, ICCA staff may decline the offer without formal documentation. All attempts will be made 
to refer the donor on to the appropriate institution. 
 
ICCA will not knowingly attempt to acquire material that falls within the collecting policy of another archival institution. 
 
In addition to the above criteria, each collecting area of the archive repository has supplementary appraisal and acquisition considerations and 
guidelines that apply to records of any format: 
 
 

Invercargill City Council Records 
 
Local authority records are deemed to be worth permanent retention as local authority archives in accordance with: 
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1. The Public Records Act 2005 
2. Archive New Zealand’s List of Protected Records for Local Authorities 
3. ICC’s Retention and Disposal Schedule for Local Authority Records (guided by the ALGIM IM Toolkit Retention and Disposal Schedule).  
 
ICCA staff may also nominate additional records for permanent retention if they are deemed to be of high historical, informational, or evidentiary 
value. One copy of protected records must be retained unless the permission of the Chief Archivist has been obtained to allow disposal. ICC has 
chosen, where possible and practicable, to permanently retain three copies of some protected records. When more than three copies of a 
protected record are received, excess copies may be disposed of. 
 
Archives New Zealand General Disposal Authority – DA576 class 1.3 states copies or duplicates of records in the same or different format to the 
original can be destroyed.  
 
 

Community and Private Records 
 
The Community Archives Retention and Disposal Schedule will guide Archives staff in appraisal.  Where material is accepted for formal appraisal, 
a Community Archives Donation Agreement must be completed.  
 
If the acquisition is to take the form of a deposit rather than donation, then an individual deposit agreement can be a substitute for the standard 
donation agreement. 
 
 

Public Office Records 
 
The acquisition of public records requires the approval of Archives New Zealand under an Approved Repository Agreement. ICCA accepts records 
for retention and discharge only, not disposal. 
 
The acquisition and appraisal of school records will be done in conjunction with Archives New Zealand and Ministry of Education staff. 
Responsibilities of both parties are recorded in the Memorandum of Understanding between Archives New Zealand and ICCA and are to be 
reviewed or amended by mutual agreement only. 
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Transfers from other collecting institutions such as archives, museums and libraries 
 
It is at the discretion of the Archivist as to whether an ICCA Community Archives Donation Agreement is required or if alternative documentation 
is sufficient. 
 
The transferring party must have the authority or original donor’s permission to transfer, and details of the original donation to be provided where 
possible. 
 
 

The purchase, trade, gifting or other acquisition of private records by ICCA or ICC  
 
Details of acquisition method must be provided (i.e. place of purchase), and an ICCA Community Archives Donation Agreement is required 
where practicable. 
 
 

Local authorities other than ICC 
 
Requires the negotiation of a service level agreement with the Archivist and Manager – Information Management.  Final approval for any such 
agreements rests with the ICC’s nominated executive sponsor for the Public Records Act. 
 
Transfer procedure will be in accordance with the individual service level agreement. 


