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OAIC Self-Assessment Tool

Overview

The OAIC's self-assessment tool aims to assist agencies understand the effectiveness of their information access systems and the extent to
which these comply with the FOI Act. The self-assessment tool helps agencies to identify gaps or areas where attention is needed and helps
agencies identify where they are doing well.

A further benefit of the self-assessment tool is that it captures an overview of agencies’ FOI compliance and practice that can be used to track
improvements over time.

The OAIC has developed the self-assessment tool in accordance with our regulatory powers set out in the Australian Information Commissioner
Act 2010 (AIC Act):

» promoting awareness and understanding of the FOI Act and its objects (s 8(a))

= providing information, advice, assistance and training relevant to the operation of the FOI Act (s 8(d)).

Using the self-assessment tool

The self-assessment tool is an interactive document created in Excel. It is structured in 8 areas, each presented on a different tab.
Culture and Leadership

Governance arrangements

Proactive release

Access requests

Disclosure log publication

FOI statistics

Supporting tools and systems

Education, training and engagement
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For each area, agencies answer a series of questions using drop-down menus. In completing the tool, every question should be answered —
please note that unanswered questions will receive a zero score. Agencies can also enter their reflections about areas they are doing well in,
and where they can improve, in the free-text spaces provided.

After all questions are completed, the tool will generate a summary report. The tool calculates scores for each of the 8 areas and these are
presented on the Results page. In order to obtain accurate results, all questions for each of the 8 areas should be answered. The Results page
will automatically list items where your agency is doing well, is currently progressing, or needs improvement.

The self-assessment tool is complemented by a table providing short strategies, including links to OAIC guidance. Each strategy aligns to a
question in the tool. We encourage agencies to refer to this resource in planning actions to remediate the gaps identified in completing the self-
assessment tool. Agencies can consider and plan these actions in the Results tab's free-text fields.
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OAIC Self-Assessment Tool

Progress
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
Area 1: Culture and Leadership
Does your agency have an information access strategy that brings together how information can be made available or
Q1 requested through the Information Publication Scheme, administrative access arrangements or through an access request
under the FOI Act?
Response | |
Q2 Does your agency consider Open by Design principles in making decisions, including in the creation or publication of
documents?
Response | |
Q3 Does your agency have a nominated Information Champion and/or nominated escalation contact point at SES level?
Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?
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OAIC Self-Assessment Tool

Progress

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Area 2: Governance Arrangements

Q1 Does your agency record its authorisations, under s 23 of the FOI Act, of officers to make decisions about FOI requests?

Response | |

Does your agency have a process for ensuring that staff who make decisions under the FOI Act are able to do so

Q2 independently?

Response | |

Does your agency have a process in place to ensure that contractual arrangements with parties delivering a service on behalf
Q3 of the agency allow for the agency to receive documents held by these contractors or subcontractors, if a person requests
access to those documents under the FOI Act? Does your agency use the model clause as provided by the OAIC?

Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?
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OAIC Self-Assessment Tool

Progress

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Area 3: Proactive Release

Q1 Does your agency have an administrative access scheme?
Response | |
Does your agency include information on how to seek access to doc ts under administrative access, APP 12 and the FOI
Q2 Act? Does it include an explanation on how each of these systems may work with each other, the limitations of each scheme

and the review rights, if any?

Response | |

Does your agency have a process in place to identify information routinely requested that can be released administratively

a3 (for example, staff seeking their own information from Human Resources, parties seeking access to their case files)?

Response | |

Q4 Does your agency have a process for identifying updates to the IPS entries on your website?

Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?
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OAIC Self-Assessment Tool

Progress
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
Area 4: Access Requests
Q1 Does your agency engage with applicants over the phone or in writing to clarify the scope of an FOI access request prior to
requesting business areas to conduct search and retrieval of the documents?
Response | |
Q2 Does your agency's internal process for requesting search and retrieval of documents include specific timeframes?
Response | |
Y Does your agency have a process manual setting out how FOI requests are triaged, processed and decided? Is it broadly
available to staff across the agency?
Response | |
Q4 Does your agency use templates for statements of reasons to provide adequate reasons for refusing access?
Response I |
Does your agency seek an extension of time by agreement with the applicant under s 15AA prior to seeking an extension of
Q5 . .
time with the OAIC?
Response | |

Does your agency have information on their website that explains how to make an access request under the FOI Act? Is this
Q6 information clearly accessible from the home page? Does the page include links to the disclosure log, Information
Publication Scheme and (if applicable) other information regularly updated?

Response | |

Does your agency have internal policies which support the FOI processing manual? How often are the relevant policies
Q7 reviewed and updated? Do these policies reflect the principles set out in the FOI Guidelines issued by the Information
Commissioner under s 93A of the FOI Act?

Response | |

Q8 How frequently are FOI matters referred to legal advice/management by your agency?

Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?




0000000000

OAIC Self-Assessment Tool

Progress

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Area 5: Disclosure Log Publication

Does your agency have a process or system for ensuring that documents that are released under FOI are published on the

at disclosure log?
Response | |
Q2 Does your agency meet the timeframe of 10 days to publish documents on the disclosure log?
Response | |
Q3 Does your agency publish documents released in response to an FOI request on the disclosure log for direct download?
Response | |
Q4 Does your agency use the OAIC’s sample disclosure log table?
Response | |
Q5 Do your agency's publications conform to current accessibility standards?
Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?
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OAIC Self-Assessment Tool

Progress
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
Area 6: FOI Statistics
Q1 Does your agency have an SES escalation point for feedback regarding the submission of FOI quarterly statistics?
Response [ I
Q2 Does your agency have a quality assurance process for lodgement of quarterly and annual statistics?
Response | |

Does your agency have a process for reviewing statistics to identify trends in non-compliance with timeframes or increases

a3 in access refusals, use of ptions, or issue of practical refusal notices or charges notices?
Response | |
Q4 Does your agency provide their quarterly or annual statistical returns on time?
Response | |
Qs Does your agency routinely identify or analyse any trends on incoming access requests or on original and internal review FOI
decisions?
Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?
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OAIC Self-Assessment Tool

Progress

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Area7: Supporting Tools and Systems

Q1 Does your agency use smartforms to receive FOIl requests?

Response | |

Q2 Does your agency have case management systems which support processing of FOI requests and publication to the
disclosure log within relevant timeframes?

Response | |

Q3 Does your agency have a plan to manage receiving an increased number of FOI requests?

Response | |

Q4 Does your agency have an existing surge team to assist with incoming FOI matters?

Response | |

Does your agency have a process for identifying improvements to be made to FOI processes following relevant IC review

as decisions or FOI complaint investigation recommendations/suggestions?

Response | |

Q6 Does your agency have process documentation to support business areas to conduct search and retrieval?

Response [ |

Does your agency have process documentation to identify documents routinely released in response to an access request

a7 and to address how this information should be made available on the IPS?

Response | |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?
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OAIC Self-Assessment Tool

Progress

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Area 8: Education, Training and Engagement

Do FOI practitioners in your agency attend decision making training? What is included in the training? How often are training

L sessions conducted?

Response | |

Q2 Does your agency have an accreditation or specific training program for its FOI decision makers?

Response [ |

Q3 Does your agency have ongoing training for business areas, for example on general FOI obligations, search and retrieval?
How often are training sessions conducted?

Response | |

Q4 Does your agency have training for new SES staff on general FOI obligations? How often are training sessions conducted?

Response | |

Does your agency have ongoing training for SES staff on general FOI obligations? How often are training sessions

a3 conducted?

Response | |

Q6 Does your agency subscribe to the OAIC’s Information Contact Officer Network (ICON) alert?

Response | |

Q7 Does your agency attend the OAIC’s webinars for FOI practitioners?

Response | |

Qs Does your agency attend other FOl-specific forums?

Response | |

Q9 Does the relevant SES Band 1 in your agency attend the SES Leadership Group Quarterly Forum?

Response | |

Q10 Is your agency up to date on recent IC review decisions?

Response [ |

Q11 Is your agency up to date on recent FOI investigation outcomes?

Response | |

Q12 Is your agency up to date on recent amendments to the FOI Guidelines?

Response [ |

Reflection: What is your agency doing well at in this area? In what ways could your agency improve, in both the short and long term?




OAIC Self-Assessment Tool

Results

Area 1: Culture and Area 2: Governance Area 3: Proactive Release
Leadership Arrangements

Area 4: Access Requests

Area 5: Disclosure Log Area 6: FOI Statistics Area 7: Supporting Tools
Publication and Systems

Area 8: Education, Training
and Engagement

Overall Score:

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Area 1: Culture and Leadership
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Area 2: Governance Arrangements

Area 3: Proactive Release

Area 4: Access Requests

Area 5: Disclosure Log Publication

Area 6: FOI Statistics

Area 7: Supporting Tools and Systems

Area 8: Education, Training and Engagement
Overall

Reflection (4-5 sentences each)

What areas are your agency doing well in? What has enabled your agency to do well in these areas?
Note: in forming your response, you should consider the topics in the automatically-generated list below.

Areas of achievement:

Where could your agency make improvements? What actions will be taken to make improvements in these areas, and by when?
Note: in forming your response, you should consider the topics in the automatically-generated lists below.




Areas for improvement:

= QL1
- Q1.2
- Q1.3
= Q21
= Q22
= Q23:
* Q3.1:
- Q32
- Q33
* Q34:
= Q4.1
- Q42:
= Q43
- Q44
* Q45
* Q46
- Q47
- Q48
- Q5.1:
= Q52:
= Q5.3:
* Q54:
= Q55:
= Q6.1:
= Q6.2
= Q6.3:
« Q6.4:
« Q6.5:
- Q7.1

Overall information access strategy

Regard to Open by Design principles

Nominated Information Champion and/or escalation contact point
Record of authorisations under s 23

Independence of FOI decision-makers

Access to documents held by contractors

Existence of an administrative access scheme

Guidance about accessing documents under various schemes
Administrative access to routinely requested information
Process for identifying updates to IPS entries

Engagement with applicants prior to search and retrieval
Timeframes for intemal search and retrieval processes
Existence and availability of a FOI processing manual
Templates for statements of reasons

Seeking of extensions of time by agreement

Availability and accessibility of information about FOI on website
Policies in support of the FOI processing manual

Reliance on legal advice and management

Process for publishing documents on the disclosure log
Compliance with timeframe for disclosure-log publication
Availability of documents released under FOI for direct download
Use of sample disclosure log table

Compliance with accessibility standards

Officer responsible for feedback regarding quarterly FOI statistics
Quality assurance process for FOI statistics

Review of FOI statistics to identify trends

Timeliness of quarterly and annual FOI statistics

Identification or analysis of trends in FOI processing

Use of smartforms for FOI requests

Areas in progress:
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