D
External Relations

11
Community Relations Management

The function of establishing, maintaining and fostering the institution’s relationship with its local community.

Local community covers local government, charities, businesses and other organisations.

For formal dialogue with the local community through the institution’s court or other representative body, use the appropriate section of 16
Governance.
11.1
Community Relations Strategy Development 
	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development and establishment of the institution's community relations strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal



11.2 Community Relations Management Planning 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development of plans for the implementation of the institution's community relations strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal



11.3 Community Relations Management Performance Management 

The activities involved in managing the institution’s performance against the plans for implementing its community relations strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised. 

	Description
	
	Retention Period
	
	Notes

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's community relations strategy.
	
	Current year + 1 year
	
	

	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's community relations strategy.
	
	Current year + 5 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the community relations function, and responses to the results.
	
	Current year + 5 years
	
	Review for archival value

Consult Records Manager before disposal


11.4 Community Relations Management Policy Development 

	Description
	
	Retention Period
	
	Notes

	Records documenting the development and establishment of the institution's community relations management policies.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal


11.5 Community Relations Management Procedures Development 
	Description
	
	Retention Period
	
	Notes

	Records documenting the development of the institution's community relations management procedures.
	
	Superseded + 3 years
	
	



11.6 Community Communication Management 

The activities involved in managing the institution’s communications with its local community.

Activities include: conducting surveys and consultations; handling enquiries, suggestions and complaints from members of the local community about the institution’s policies, activities or conduct in the community, or its impact on the community. 

	Description
	
	Retention Period
	
	Notes

	Records documenting enquiries from members of the local community and the responses provided.
	
	Last action of enquiry + 1 year
	
	

	Records documenting unsolicited feedback from members of the local community, the internal handling of this feedback and the responses provided.
	
	Last action on feedback + 1 year
	
	

	
	
	
	
	

	Records documenting the design and conduct of surveys to assess attitudes towards the institution in the local community.
	
	Completion of survey + 3 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Results of community surveys: individual responses
	
	Completion of analysis of survey responses
	
	

	
	
	
	
	

	Results of community surveys: summaries and analyses of responses
	
	Completion of survey + 3 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting complaints from members of the local community, the internal handling of these complaints and the responses provided.
	
	Last action on complaint + 1 year
	
	



11.7 Community Relations Event Management 

The activities involved in organising or hosting events specifically for the local community, and participating in community events. 

	Description
	
	Retention Period
	
	Notes

	Records documenting the planning and impact/results of local community events.
	
	Completion of event + 3 years
	
	

	
	
	
	
	

	Records documenting the organisation and administration of local community events.
	
	Completion of event + 1 year
	
	


