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ABOUT THIS GUIDELINE

This guideline is part of the Information and Knowledge Management for Climate Change (IKM4CC)
Guidelines. The purpose of the Guidelines is to help government departments, and other agencies and
organisations that deal with issues related to climate change in the Pacific region, to implement good
practices for managing information. They have been developed in consultation with representatives from
government departments, NGOs and regional organisations based in the Pacific.

While the Guidelines focus on the management of digital data and information and the challenges posed by
the electronic information environment, many of the concepts can also be applied to paper-based
information.

This guideline provides an overview of the “information lifecycle” and gives summary advice on
recommended information and knowledge management practices associated with each step. It directs
readers to more detailed information provided as part of the IKM4CC Guidelines, as well as other relevant
online resources.

USAGE & DEFINITIONS

Throughout this document the following usage applies:

» The term information is used to include data, information, information assets and knowledge. The
terms data, knowledge, and information assets are only used when specific reference is required.

> The term organisation is used to include a variety of organisation types including government
departments, intergovernmental organisations, non-government organisations, regional bodies and
public and private agencies. Individual types of organisations are used only when specific reference
is required.

» The term jitem is used to refer to an individual information resource. Items can include resources
such as books, reports, articles, films, maps, photographs, transcripts, audio or video recordings, and
datasets. Items can come in a variety of formats, such as paper, CD, cassette tape, videotape, DVD,
and online databases.

> The term IKM is used as shorthand for information and knowledge management.



DEFINITIONS

Information
management (IM)

The collection, processing, organisation, storage and dissemination of data and
information for a specific purpose?.

Knowledge
management (KM)

The leveraging of people, resources, processes and information to achieve a strategic
objectivel.

Information and
knowledge
management (IKM)

The dual activities of information management and knowledge management, which
may be undertaken as separate or integrated activities within an organisation.

Data The representation of facts, concepts or instructions in a formalised manner suitable
for communication, interpretation or processing?.
Information Any collection of data that is processed, analysed, interpreted, classified or

communicated in order to serve a useful purpose, present facts or represent
knowledge in any medium or form. This includes presentation in electronic (digital),
print, audio, video, image, graphical, cartographic, physical sample, textual or
numerical form?2,

Information assets

An identifiable collection of data recognised as having value for the purpose of
enabling an agency to perform its business functions?.

Knowledge

A body of understanding that is constructed by analysing information. Knowledge
may be recorded or embedded within people in organisations?.

WHY INFORMATION AND KNOWLEDGE MANAGEMENT IS IMPORTANT

Information is a resource of critical importance to governments and
organisations. It flows through every work process, and impact every

decision.

Information is a valuable asset. The goal of IKM is to enable

organisations to control, administer, use and share these assets
throughout their lifecycle in a secure, efficient and accountable
manner that maximises their impact and return on investment.

@ Organisations need to make
sure that the right information is
available to the right person, in
the right format and medium, at
the right time.

1 Definition from UNISDR 2013, Information and Knowledge Management for Disaster Risk Reduction (IKM4DRR) Framework and Scorecard. Geneva,

UNISDR.

2 Definition from QGCIO 2009, Queensland Government Information Management Policy Framework Definitions. Brisbane, State of Queensland

(Department of Public Works).




THE INFORMATION LIFECYCLE

The movement of information through an organisation is often described as a “lifecycle”. It can be useful to
use the lifecycle model as a way of planning organisational information and knowledge management
processes and activities.

The Information Management Lifecycle in Figure 1 highlights common information management activities.

Dispose
(Archive or Create /
Destroy) Collect /

Receive

Share / Information Authorise /
Distribute Management Quality
: Assure
Lifecycle
Synthesise / Df:geﬂ;isne

Analyse
Y Restrictions

Store and Document / Organise

Describe / File

Back Up

Figure 1. The Information Management Lifecycle

KEY INFORMATION MANAGEMENT ACTIVITIES AND RECOMMENDED PRACTICES

Table 1 lists key issues and recommended practices associated with each step in the information
management lifecycle, and provides links to more detailed information provided as part of the IKM4CC
Guidelines and/or via other authoritative web-based resources.
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