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Unformatted WORM (Write Once Read Many) disks are purchased by the
RTA from a reputable supplier.

In order to generate a new disk number, details of the relevant site location,
site number, the unique serial number (which is printed on the disk), camera
brand, disk capacity and database operator initials are entered into the RTA’s
Enforcement Technology Systems (ETS) database.

Once the disk has been allocated a number, the disk is then formatted on the
relevant computer for each specific camera brand.

All formatted disks are then stored in a locked cupboard in the ETS office
together with the current paperwork for each particular site.

The cupboard is unlocked each morning by the Office Co-ordinator and the
Operators obtain the disks and paperwork relating to the sites they are visiting
that day.

The site keys are stored in a locked key cabinet and can only be distributed to
the Operators by the Office Co-ordinator or other authorised ETS employee
as and when required. There are only six ETS employees who are authorised
to hand out keys.

Each time a key is handed to an Operator, the Key Register must be
completed with the date the key is obtained, the Operator's signature, and the
co-signature of the Office Co-ordinator or other authorised ETS employee.
The Key Register must be completed fully and the keys attached to the
Operator's custom-made key board before the keys leave the premises.

The Operators leave the office with disks, paperwork and keys relating to the
sites they are visiting that day.

When on site, the Operators unlock the camera, remove the disk and
complete the current paperwork. The Operators then insert a new disk into
the camera, complete fresh paperwork relating to the insertion of the new disk
then lock the camera.

All disks, paperwork and site keys must be returned to the ETS office before
the end of the working day.

On return to the office, the Operators must complete the Key Register with the
date the keys are returned and his/her signature then the keys are handed to
the Office Co-ordinator or other authorised person for co-signature. The keys
are then retumed to key cabinet and locked away by the Office Co-ordinator
or other authorised person.
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* If the disks are to be electronically transferred to the IPB, the Operators
write their disk entries for each day onto the ETS Daily WORM Electronic
Transfer Log (“Electronic Transfer Log’) and the disks handed to the
Network Support Officer for upload. Once a disk has been uploaded onto
the system, the Network Support Officer writes the date and details of the
images sent and signs the Electronic Transfer Log verifying that all images
have been transferred to the IPB. When the information has been
uploaded, the disks are returned to the locked cupboard by the Network
Support Officer for re-use.

« If the disk data is not to be electronically transferred to the IPB, the disks
are sent to the Infringement Processing Bureau (IPB”) by the Star Track
Safe Hands courier service. The disks are sent to the IPB in a custom-
made aluminum security box with address labels indicating the destination.

If the disks are being sent to the IPB by courier, details are written on the ETS
WORM Disk Movement Record sheet (‘ETS Form®) by the Operators. The
information required on the ETS Form includes the unique security box
number, Star Track seal number, date, disk number, site number, location
name, operator number and it is to be ticked if a log sheet is attached. The
ETS Form is then checked against the disks being sent and signed by an ETS
employee as well as the courier. The ETS Form is then photocopied and
placed in the box with the disks. The security box is then closed, padiocked
and the Star Track security seal is affixed ready for despatch.

A pre-printed Star Track consignment note is also completed with the number
of items being sent (ie one or two aluminum security boxes), unique security
box number, Star Track security tag number and the date of consignment.
The consignment note is then signed by both the courier and an ETS
employee ready for despatch.

Once the Star Track Safe Hands consignment has left ETS, it is handed
person to person until it reaches its final destination such as the IPB. Each
person handling the consignment must show pre-approved identification to
confirm that they are the authorised recipient and then sign an
acknowledgement for receipt.

When the IPB receives the Star Track consignment from ETS, the
consignment note is checked against the seals and box numbers before it is
signed for. The box is then opened, the disks and ETS Form removed and
reconciled. The completed ETS Form is then photocopied and forwarded to
ETS.

The disks are processed by the IPB and returned to ETS using the same Star
Track Safe Hands courier service and procedures used by ETS to transport
the disks to the IPB via Star Track Safe Hands.
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consignment, the consignment note is checked against the security box
number, security seal numbers etc, and once in order, the consignment is
signed for and accepted. The security box is then opened and the disks are
reconciled against the ETS Form, dated and signed by an ETS employee.
The disks are then stored alphabetically in the locked cupboard for re-use
until the disks are full.

When a disk is full and needs to be retired, it is handed to the Data Entry
Operator. The Data Entry Operator records the date the disk was retired,
where the disk is located, and changes the disk status to ‘retired". The disk is
then stored in numerical order in the ETS safe. This safe is only used for
storage of retired disks and is managed and accessed solely by the Data
Entry Operator.

If disks are required from the safe, the Data Entry Operator notes in the
‘comments field’ on the database to ensure accurate tracking of each disk.

NOTE:  The above procedures have been written for the Sydney area and a
similar procedure is used by the country operators ie Star Track
Safe Hands courier services, paperwork efc.




