
 

 

Microsoft Teams is used to facilitate online meetings, chat and collaboration on documents.   
 
It is important for staff to understand their record keeping responsibilities for capturing information 
when using Teams. All government employees and contractors are bound by the State Records Act 
2000, which requires that records are effectively and accountably managed, from receipt/creation 
to disposal.  
 

A record shows who did what, when they did it, how and why it was done 
 

Record keeping • The document storage within Teams is not compliant for record keeping at 
this stage.  An Enterprise Information Management (EIM) Solution is being 
piloted which will address these requirements.  Further updates will be 
provided in due course. 

• All team members of Teams are to maintain records in the DFES Record 
Keeping System, currently Content Manager (CM9). 

• Members should register documents, correspondence or conversations as 
required, on a monthly basis or at key milestones following collaboration in 
Teams. 

• Teams recordings which need to be maintained as records, are currently 
downloaded to the OneDrive owned by the person who initiated the 
recording.  

• Unsure if something’s a record? Speak to our Information Resources team on 
9395 9355 who are happy to provide advice.  

Privacy • Members should be aware that any personal information in Teams is 
discoverable under Freedom of Information Act. This includes recordings, 
conversations, correspondence and documents.   

• Members should always request permission, and/or inform participants, 
when intending to use the recording functionality.   

Usage Policy • Your use of Teams is governed by ICT Acceptable Use Policy.  This is a work 
environment like any other and the things you post here are discoverable via 
Freedom of Information.   

Sharing • Sharing of documents, recordings and links to conversation threads with staff 
who are not members of the Team is strongly discouraged.  This can 
unintentionally expose the content of your Team to others by automatically 
giving them access. 

Membership • Team Owners have the right to approve and add/remove team members. 

• Membership to Teams sites should be regularly monitored by team owners.   

 



 

 


