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ITEM DISTRIBUTION OF INFORMATION TO NORTHERN 
TERRITORY GOVERNMENT SCHOOLS AND OTHER 
DEET BUSINESS AREAS 

POLICY Records Management Unit, People and Learning 
Division, is responsible for the multiple distribution of 
information to Government schools and other 
Department of Employment, Education and Training 
(DEET) business areas. This includes information 
distributed by email and in hardcopy. 

Restricted user access applies to some group email 
lists. A full listing of group emails and user access is 
available on the DEET staff website. The site also 
outlines group email protocols and processes. 

A summary of the process for internal requests for 
distribution is as follows: 

(a) Distribution to more than two group emails, or group 
email lists with restricted administration access (e.g. 
‘DEET Corporate’ and ‘Principals’ lists) require 
completion of a Distribution Request form and must 
include director or principal approval. The form is 
then emailed, with the document or web link 
attached, to Records Management Unit for action.  

Please ensure that all official documents are 
‘TRIM’ed. 

 Where possible, information should be distributed 
via a DEET staff website link, rather than as a 
document attachment. 

(b) Multiple distributions of hard copy documents require 
completion of a Distribution Request form and must 
include director or principal approval. The form and 
appropriate quantity of printed documents should be 
forwarded to Record Management Unit for action. 

Exceptions to above are detailed on the DEET staff 
website.  
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The process for external requests (originating from 
other government agencies, private companies and 
community organisations) for distribution to schools is as 
follows: 

(a) Refer request to Records Management Unit. 

(b) Records Management Unit will supply the requesting 
organisation or company (including other government 
agencies) a list of postal and/or email addresses for 
schools.  

(c) Records Management Unit will not distribute 
externally generated materials to schools. It is the 
responsibility of the requesting external organisation 
to distribute their materials. 

Exception: Records Management Unit will distribute 
materials to schools where the materials are a part of a 
joint project between another organisation and DEET or 
where DEET has explicitly endorsed materials for 
distribution. In this instance, approval is required from 
the General Manager Schools. 

External requests (originating from other government 
agencies, private companies and community 
organisations) for distribution of information to office-
based staff are generally not supported. 

Contact Officer Manager 
  Business Support 
 People and Learning Division 

Telephone    8999 5966 

 

Contact Officer Director 
Internal Communications, Media 
and Marketing 

Telephone  8901 4916 


