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It’s time to
Clear your
Clutter

In preparation for your move into the new department,
now is the time to declutter and clean up your workspaces.

Important:

Some questions to Think before you throw
consider:

Prior to throwing away any of your clutter, please read
the below policies (available on the staff intranet) to

° What do | never use? ensure you are following the right processes under the
NSW State Records Act 1998.

C What dO | Nno IOnger + Employee-Related Documents

ﬂeed? « Physical Corporate and District Records

. e ltems for Disposal Form
 What is broken?

Must be completed and returned by 26 January to
SWSLHD-LHAP@health.nsw.gov.au

* Includes any chairs, desks and clinical equipment
for disposal.

 What are my assets?
* What bins do | need?

» Complete the Asset Disposal Form for any items
are valued over $10,000.

e Disposal of IT equipment including broken unbroken
printers, telephones and computers. Note: All IT
For additional general, recyclable and confidential equipment must come to IT Support for reallocation
waste, please request the appropriate bin from or disposal. For any Liverpool IT support contact
General Services on 8738 6444. 8738 3935.

If you have any questions regarding your clutter, contact the Redevelopment Team on
SWSLHD-LHAP@health.nsw.gov.au


https://swslhd-intranet.sswahs.nsw.gov.au/HRR_SWSLHD/pdf/Employee-Related%20Documents%20(Record%20Keeping)%20FactSheet.pdf#search=record%20keeping
https://swslhd-intranet.sswahs.nsw.gov.au/SWSLHD/Redevelopment/PDF/Disruption-Notices/Liv/Disposing%20and%20Relocating%20of%20Physical%20Records.PDF
https://swslhd-intranet.sswahs.nsw.gov.au/SWSLHD/Redevelopment/PDF/Disruption-Notices/Liv/Book%20a%20Removalist%20Form%20-%20Item%20Disposal.pdf
mailto:SWSLHD-LHAP%40health.nsw.gov.au?subject=
https://swslhd-intranet.sswahs.nsw.gov.au/SWSLHD/pdf/TransferAsset.pdf
https://swslhd-intranet.sswahs.nsw.gov.au/liverpool/it/content/pdf/Disposal_Of_Excess_IT_Equipment_2021.pdf

