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 Archives Policy v2.0 
Body adopting 
policy: 

Diocesan Council Date of adoption or last 
review: 

11 March 2026 

Related 
Documents: 

Archives – Collection Management 
Procedures 

Review schedule: March 2029 

 
1 Purpose 
 

The Synod of the Diocese of Adelaide of the Anglican Church of Australia Incorporated is 
responsible for ensuring preservation of records of Diocesan entities and activities.  The Synod is 
committed to preserving, organising and protecting the records of the Diocese. 
 
The Diocesan Archive held at the Archives Office is the central repository for archival records of 
the Anglican Church in the Diocese of Adelaide.  
 
The purpose of this policy is to outline the functions of the Archives Office and to provide a 
framework of principles and practice. 
 

2 Objectives 
 

The objective of archives is to ensure that records which have value as authentic evidence of 
administrative, corporate, cultural and intellectual activity can be made, kept and used. With this 
in mind, the principle objective of the Archives Policy is to promote good record keeping for the 
benefit of the Diocese of Adelaide as a whole.  
 
The Archives Policy seeks to ensure that:  

• Records of permanent value are identified and preserved as archives and housed 
according to archival standards and principles; 

• Records not of permanent value can be disposed of in keeping with an approved Disposal 
Schedule; and  

• Information within the Diocesan Archive is adequately described and indexed to facilitate 
effective and timely retrieval of information. 
 

3 Scope 
 

 This policy covers all records of permanent archival value which are created, received, used 
and/or stored because of the Synod’s operations and activities. This policy applies to all parish 
and non-parish ministries of the Anglican Diocese of Adelaide. 
 

4 Definitions 
 

Diocesan Office refers to the operations of the Synod of the Diocese of Adelaide of the Anglican 
Church of Australia Incorporated, and includes the operations of the following: 
a. The Office of the Archbishop; 
b. Anglican Diocese of Adelaide Registry and Office; 
c. Anglican Funds Management; 
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d. St Barnabas College; 
e. North Road Cemetery; 
f. The Guardian (Diocesan Media Officer) 
g. Anglican Schools Liaison 

 
5 Principles 
 

a. The Synod is committed to best practice record keeping and archival standards 
b. The Diocesan Archives Office, supported by the Synod, will develop systems consistent with 

the most recent Australian Standard for Records Management – currently AS ISO 15489 – and 
international best practice archival standards. 

c. The Archives Office operates within the legislative framework of the following laws pertaining 
to records and information; 
• Privacy Act 1988  
• Copyright Act 1968. 
• Any applicable policies of the University of Divinity 

d. The Archives Office operates within the framework of all relevant ordinances of the Synod. 
 

6 Responsibilities 
 

6.1 Diocesan Council 
 

Diocesan Council is responsible for 
a. Ensuring appropriate practices, procedures and systems relating to the Diocesan functions or 

activities are in place to facilitate best practice record keeping, 
b. Reviewing this policy every 3 years, and  
c. Approving this policy. 

 
6.2 The Secretary of Synod 

 
The Secretary of Synod is responsible for 
a. Reporting to Diocesan Council concerning issues relating to this Policy, 
b. Performing a review of this policy every 3 years and submitting it to Diocesan Council for 

consideration, 
c. From time to time creating and managing appropriate practices, procedures and systems of 

the Diocese that ensure compliance with this Policy, 
d. Communicating this policy to employees, officers, committees and sub committees of the 

Synod. 
 

6.3 Diocesan Risk and Audit Committee (DRAC) 
 
DRAC shall provide oversight, advise on policy, and from time to time review archival practice. 
 

6.4 The Diocesan Archivist 
 

The Diocesan Archivist is responsible for the day to day running of the Archives Office. The Diocesan 
Archivist will formulate and implement archival policies and procedures in accordance with the overall 
role and objectives of the Diocesan Archives as endorsed by the Diocese of Adelaide. The Diocesan 
Archivist will be a professionally qualified archivist as defined by the Australian Society of Archivists. 
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7 Collections Policy 
 

7.1 Diocesan Office 
In keeping with the Synod’s stated responsibility for the records of its entities and activities, 
the Archives Office will collect records associated with the operations and activities of 
Diocesan Office. 

 
7.2 Records of Parish and non-Parish ministry 
In keeping with the Synod’s stated responsibility for the records of its entities and activities, 
the Archives Office will collect records associated with the operations and activities of all such 
ministries. 

 
7.3 Other Records  
In keeping with the Synod’s stated responsibility for the records of its entities and activities, 
the Archives Office will collect other records in limited circumstances. 
7.3.1 The Diocesan Archives Office may collect records of bishops and clergy which 
substantiate the breadth and depth of their work for the Diocese of Adelaide and the broader 
church, beyond their work specifically under the aegis of the Synod Office. 
7.3.2 The Diocesan Archives Office may collect records which substantiate or illuminate 
aspects of the history of the Diocese of Adelaide, its role within the broader church and the 
broader Australian society. 
7.3.3 The Diocesan Archives Office may, by mutual agreement, collect records associated with 
a range of agencies and groups affiliated to the Diocese, including but not limited to:  
1. The Anglican Province of South Australia 

2. Agencies affiliated with the Diocese of Adelaide such as the Girls’ Friendly Society, 
the Church of England Boys’ Society, the Mothers’ Union and the Anglican Board of 
Missions. 

 
7.4 What we don’t collect 
This Policy distinguishes clearly between permanent archival records and routine or 
negligible‑value records. The Archives Office will not collect the following:  
A. Documents Not of Permanent or Archival Value 
• Routine administrative papers: drafts, duplicates, casual notes. 
• Ephemeral material such as general promotional flyers (unless historically significant). 

 
B. Records with Legal Retention Periods but not Permanent 
• Financial records that can lawfully be destroyed after the retention period (e.g., bank 

statements after 7 years). 
• Routine HR documents that do not meet long‑term historical or legal criteria. 

 
C. Material Outside the Diocesan Mandate 
• Items unrelated to the mission, governance, or historical activity of the diocese. 
• Dioceses may decline items outside their mandate due to capacity or relevance. 

  
D.  Records Improper for Archives Due to Privacy Constraints 

Certain categories must not be archived—or must be heavily restricted—due to privacy 
laws: 

• Sensitive personal information without legal basis for long‑term retention. 
• Confidential clergy personnel material when retention schedules specify destruction. 

 
E. No “collecting everything” 
Archives are not dumping grounds; they rely on: 
• Retention & disposal authorities 
• Appraisal of permanent value 
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• If a record does not meet legal, administrative, historical, or pastoral significance criteria, 
it is not collected. 
 

8 Management of collections 
 
Records designated for permanent retention will be actively managed according to the purpose, 
objectives and principles outlined elsewhere in this policy. Records will either be housed either in the 
Diocesan Archives Office repository or, in certain circumstances, be transferred to other agencies in 
South Australia for permanent preservation as set out in the relevant heads of agreement. 
 
For further details on collections management please refer to the Archives – Collections Management 
procedures. 
 
9 Access 

 
9.1 Internal  
The Archives Office is created to serve the purposes of the Diocese of Adelaide and of the 
Anglican Church in general. Information held in the Archives Office will be made available to 
officers and members of the Diocese on an appropriate as-needs basis. The Archives Office 
will adhere to the standard of AS ISO 15489.1, which states “Records may contain personal, 
commercial or operationally sensitive information. In some cases, access to the records, or 
information about them, should not be permitted.” The formal determination of access to the 
collection shall be made by the Secretary of Synod in consultation with the Diocesan Archivist. 

 
9.2 External  
9.2.1 In limited circumstances and where resources permit, records may be made available to 
members of the public.  
 
9.2.2 Access to certificate records (baptism, marriage, burial, confirmation) or other 
information of a family history nature may attract a fee as determined by the Diocesan 
Archivist in association with the Secretary of Synod and Finance Manager of the Synod Office.  
 
9.2.3 Subject to clause 9.2.1 of this policy, records of former residents of children’s homes 
which previously were managed by entities related to the Synod may be made available to 
former residents of such homes and to their lineal descendants at no cost. The same shall be 
true of the former child recipients of services provided by the Social Welfare Bureau and 
former residents of the House of Mercy. In circumstances where it is not reasonably 
practicable, as determined by the Diocesan Archivist, to share copies of original records, 
information derived from records may be shared in extracted form. 
 
9.2.4 The final determination of access shall be made by the Secretary of Synod in consultation 
with the Diocesan Archivist in accordance with relevant archival policies and procedures. 

 
10 Acquisition 
 
The following principles will apply: 

a. The Diocesan Archives may acquire material by transfer through the agencies of the Synod 
and according to the processes outlined in this policy, or by private donation. 

b. Acquisition will be restricted to material pertaining to the role, development, administration, 
social and historical aspects of the Anglican Church across Australia and internationally, with 
particular respect to the church in South Australia 

c. Acquisition will be limited to what can be housed, described and cared for. Items which are 
beyond the capacity of the Diocesan Archives to tend shall not be acquired. 
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d. With the exception of published print material, donated items will have copyright transferred 
to the Anglican Diocese of Adelaide, unless by special arrangement. 

e. The Secretary of Synod in consultation with the Diocesan Archivist may determine periods of 
embargo for specific records or acquired items where appropriate. 
 

11 Retention and Disposal  
 
A diocesan Retention and Disposal Policy shall be determined by the Secretary of Synod in 
consultation with the Diocesan Archivist and in association with relevant staff of the Synod 
Office. The policy shall be maintained by the Synod Office and communicated to all relevant 
stakeholders. All relevant stakeholders shall follow the terms of the policy in making and 
preserving records, and in transferring records to the Diocesan Archives. The determination 
of archival merit shall be made by the Diocesan Archivist. Retention or disposal shall be 
arranged by the Diocesan Archivist in accordance with such determination. 

 
12 Policy review 
 

The Archives Policy will be reviewed every 3 years.  
 

13 Further Information 
 
Anglican Diocese of Adelaide  
Secretary of Synod (secretaryofsynod@adelaideanglicans.com)  
Adelaide Diocesan Archivist (archives@adelaideanglicans.com) 

 

  

mailto:secretaryofsynod@adelaideanglicans.com
mailto:archives@adelaideanglicans.com
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 Archives (Collection Management) Procedures  
Body adopting 
policy: 

Diocesan Council Date of adoption or last 
review: 

 

Related 
Documents: 

Archives Policy Review schedule:  

 

1. Records – Paper and Digital 
 

1.1 – Purpose of the Records Collection 
The purpose of the records collection is to collect, organize, and provide access to primary 
documentation of the activities of the Anglican Church in South Australia and the actions of the 
Synod of the Anglican Diocese of Adelaide, its entities, partners and key personalities over time. 
 
The records collection includes both paper and digital records. 

 
1.2 – Role of the Records Collection 
The records collection exists to preserve and manage documents that illuminate our past, providing 
evidence of our culture, activities and actions. 

 
1.3 – Scope of the Records Collection 
a. The primary audience for this collection comprises the clergy, employees and officers of the Synod 
Office, the committees and sub-committees of the Synod.  
b. The secondary audience comprises the clergy and office-bearers of the parishes of the Diocese of 
Adelaide together with clergy and staff of other Anglican Dioceses in South Australia. 
c. At the discretion of the Diocesan Archivist from time to time researchers or other archives or 
libraries may be granted access to this collection, or parts thereof, for purposes of historical research 
and/or display. 

 
1.4 – Management of the Records Collection 
Records will be appropriately stored according to best practice archival standards. 
 
Records may be digitised to enhance access and preservation, but physical copies will also be 
maintained according to archival standards. 
 
Digitisation will be conducted according to need as determined by the archivist. 
 
Records pertaining to individuals will be held with due regard for privacy principles. 
 
2 Images 
 
2.1 – Purpose of the Audio-Visual Collection 
The purpose of the audio-visual collection is to collect, organize, and provide access to authentic 
primary records of the Synod. 
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a. A limited range of still images is held in the archives office. These include (but are not limited 
to) physical photographs in all formats, artworks, slides and digital images.  

 
b. A collection of sound and moving-image materials is held by the archives. This collection 
includes, but is not necessarily limited to, cassette tapes, videos, DVDs, CDs, reel-to-reel tape and LP 
records. 

 
2.2 – Role of the Audio-Visual Collection 
The audio-visual collection exists to provide evidence of persons, places and events associated with 
the Anglican Diocese of Adelaide, its ministries and activities over time.   

 
The audio-visual collection preserves authentic primary records of Anglican life in South Australia. 
Sounds and images capture a wide range of information that is beyond the range of print records. 
This gives them an immediacy and evidentiary authenticity which makes them indispensable in the 
establishment of fact and the study and communication of history. 

 
2.3 – Scope of the Audio-Visual Collection 
a. The primary audience for this collection comprises the clergy, employees and officers of the Synod 
Office, the committees and sub-committees of the Synod.  
 
b. The secondary audience comprises the clergy and office-bearers of the parishes of the Diocese of 
Adelaide together with clergy and staff of other Anglican Dioceses in South Australia. 
 
c. At the discretion of the Diocesan Archivist from time to time researchers and other archives or 
libraries may be granted access to this collection, or parts thereof, for purposes of historical research 
and/or display. 
 
2.4 – Management of the Audio-Visual Collection 
The audio-visual records collection will focus on people, places and events associated with 
Anglicanism in SA, particularly the Anglian Diocese of Adelaide and the Province of South Australia.  
 
Audio-visual records will be appropriately stored according to best practice archival standards. 
 
Audio-visual records may be digitised to enhance access and preservation, but physical copies will 
also be maintained according to archival standards. 
 
Digitisation and/or transcription will be conducted according to need as determined by the archivist, 
and will, where resources permit, be a priority for preservation and / or access. 
 
Visual images or auditory records may be digitally edited only to enhance clarity and remove 
damage. Digitally edited records will be clearly labelled as such. Unedited versions of edited digital 
records will also be maintained. 
 
Audio-visual records pertaining to individuals will be held with due regard for privacy principles. 
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3 Printed Materials (Books and Journals) 
 
3.1 – Purpose of the Print Collection 
A limited range of print materials is held in the archives to support the information preparation and 
management of the overall archival collection in keeping with Section 1 (Purpose) and Section 2 
(Objectives) of the Archives Policy. 
 
 
3.2 – Role of the Print Collection 
The print collection exists to supplement the historical and organisational development of the 
archives collection and the evolution of the Anglican Church in South Australia. It provides 
background information on the role of the Anglican Church in the context of South Australia’s history 
and development as it impacts upon the Anglican Church. 
 
3.3 – Scope of the Print Collection 
a. The primary audience for this collection comprises the clergy, employees and officers of the Synod 
Office, the committees and sub-committees of the Synod.  
 
b. The secondary audience comprises the clergy and office-bearers of the parishes of the Diocese of 
Adelaide together with clergy and staff of other Anglican Dioceses in South Australia. 
 
c. At the discretion of the Diocesan Archivist from time to time researchers or other archives or 
libraries may be granted access to this collection, or parts thereof, for purposes of historical 
research. 
 
3.4 Management of the Print Collection 
The following criteria will apply: 

a. Acquisition of items will be restricted to topics pertaining to the role, development, 
administration, social and historical aspects of the Anglican Church across Australia and 
internationally, with particular respect to the church in South Australia 
b. Biographies shall be limited to Anglicans with significant connections to South Australia at 
some stage of their lives and/or careers 
c. General theological works shall be the responsibility of the St Barnabas College Library 
d. Publications in multiple formats authored by South Australian individuals or organisations or 
which focus on South Australian Anglicans and the Church shall be collected and retained 
whenever it is feasible to do so 
e. In works seen as in demand or used steadily for reference purposes, duplicates may be held 
with one copy maintained solely for preservation 
f. Where items have experienced major deterioration in physical condition, consideration shall 
be given either to conservation or to digital scanning, whichever is most appropriate to the 
value and use of such items. 
g. Where items are in bad physical condition, have been superseded or are no longer germane 
to the role of the archives collection, they may where appropriate be disposed of at the 
discretion of the Diocesan Archivist. 
 
Rare and/or early works: 
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The Diocesan Archives shall collect and preserve rare and/or early works that exhibit a combination 
of the following characteristics: 

• Published before 1840 
• Theological works of interest or significance 
• Association copies - material containing marginalia, signatures, bookplates, or evidence of  
significant ownership or provenance (including significant diocesan clergy or laity, or other 
person, family or entity of significance) 
• Contribute to illustrating the history of Anglicanism in Australia, with particular respect to 
the Province of South Australia 
• In good condition 
• ‘Only known copies’ of cultural or historical significance 

 
Historic bibles and prayer books: 
The Diocesan Archives shall collect and preserve selected bibles and prayer books that exhibit a 
combination of the following characteristics: 

• Published before 1840 
• Association copies - material containing marginalia, signatures, bookplates, or evidence of  
significant ownership or provenance (including significant diocesan clergy or laity, or other 
person, family or entity of significance) 
• Contribute to illustrating the history of bibles and prayer books as developed and used 
within the Church of England and the Anglican Communion 
• In good condition 

Determination as to collection and retention shall be made by the Diocesan Archivist. 
 
Diocesan yearbooks: 
The Diocesan Archives shall collect and preserve copies of Diocesan yearbooks and other annual 
reporting documents such as synod reports and accounts.  
 
Where practicable and desirable, these may be digitised for access (observing any relevant copyright 
restrictions). Physical copies shall be retained and preserved in good condition. 
 
Journals and periodicals of the Anglican Diocese of Adelaide and/or the Province of SA: 
 
The Diocesan Archives shall collect and preserve copies of journals and periodicals produced by or 
for the Anglican Diocese of Adelaide, the Province of South Australia or their constituent entities. 
 
Where practicable and desirable, these may be digitised for access (observing any relevant copyright 
restrictions). Physical copies shall be retained and preserved in good condition. 
 
Online journals and periodicals shall be archived digitally. 
 
Manuscript Works 
The Diocesan Archives shall collect and preserve selected manuscript and unpublished works (for 
example diaries, memoirs, histories, theatrical works, poetry, prose, scholarly works, musical scores, 
etc) that exhibit a combination of the following characteristics: 

• Created before 1900 
• Produced by significant clergy or laity of the Anglican Church in South Australia 
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• About the Anglican church and/or significant South Australian Anglican clergy or laity 
• Reflect some aspect or aspects of Australian Anglican ecclesial, spiritual, political or social 
life, particularly in South Australia) 

 
Indigenous materials 
The Diocesan Archives shall collect and preserve copies of material (published or unpublished) which 
pertains to the history of First Nations people in South Australia and helps to illustrate indigenous 
histories, particularly as connected with or influenced by the Anglican Church and its adherents 
within South Australia. 
 
4 Physical Artefacts 
 
4.1 Purpose of the Artefacts Collection 
A limited collection of artefacts is held in the archives. These artefacts or physical objects pertain to 
the history of liturgical practice, social welfare, parish life, and other material culture of Anglicans in 
South Australia. These are of a wideranging character, including but not limited to: 

a. Artworks in various media (including 2- and 3-dimensional) eg drawings, paintings, 
sculptures 
b. Liturgical vessels and items of practical use and/or church ornament 
c. Ecclesiastical textiles 
d. Material culture of church life such as travelling communion sets; fundraising money-
collection items; Sunday School materials; metal trunks and/or deposit boxes; etc 
e. Indicators of office or affiliation such as parish or GFS badges, lay reader medals, etc 
f. Seal presses and other items pertaining to governance 
g. Plaques and rolls of honour, eg wartime, etc 

There is an unavoidable overlap between the definition of artefacts and of audio-visual images. In 
this policy, “artefact” refers to physical objects other than those defined as audio-visual records in 
Section 2 above.  
 
4.2 Role of the Artefacts Collection 
The artefacts collection provides primary evidence of the material history of the Diocese of Adelaide. 
Artefacts, as material expressions of culture, have information and evidential value which may 
extend to their: 

a. Embodiment of process, practice, culture and/or belief 
b. Relationship to a person, event, organisation or place 
Some artefacts may also have artistic, historical or financial value. 

 
4.3 Scope of the Artefacts Collection 

a. The primary audience for this collection comprises the clergy, employees and officers of the 
Synod Office, the committees and sub-committees of the Synod.  
b. The secondary audience comprises the clergy and office-bearers of the parishes of the 
Diocese of Adelaide together with clergy and staff of other Anglican Dioceses in South Australia. 
c. At the discretion of the Diocesan Archivist from time to time researchers or other archives or 
libraries may be granted access to this collection, or parts thereof, for purposes of historical 
research and/or display. 
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4.4 Management of the Artefacts Collection 
The following criteria will apply: 
a. Acquisition will be restricted to items pertaining to the role, development, administration, 
social, historical, spiritual and liturgical aspects of the Anglican Church across Australia and 
internationally, with particular respect to the church in South Australia 
b. Items created by or for South Australian individuals or organisations or which focus on South 
Australian Anglicans and the Church shall be collected and retained whenever it is feasible to do 
so 
c. Where items have experienced major deterioration in physical condition, consideration shall 
be given to conservation and/or to digital preservation, whichever is most appropriate to the 
value and use of such items. 
d. Where items are in bad physical condition, have been superseded or are no longer germane 
to the role of the archives collection, they may where appropriate be disposed of at the 
discretion of the Diocesan Archivist. 
e. Artefacts may be digitised for display purposes. 
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