









Website self-assessment

A self-assessment tool for agencies to audit 
their online practice and 
the extent to which their website complies with 
the requirements of the Right to Information Act 2009.
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	FULL ASSESSMENT

	Date assessment commenced
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	Name of assessor
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	Sign off on assessment
(for example name and position of supervisor or manager)
	




	Recommendations and Action Approved

	Recommendation
	Agency response 
(for example, accepted, alternative action to be taken, not accepted)

	
	

	
	

	
	










	Online evidence of leadership and commitment to the Right to Information

	Information flow is the lifeblood of public services. Agency leaders who champion ready access to government information drive effective and efficient service delivery. Trustworthiness in information handling builds public confidence in government.
Agency leaders need visible commitment to right to information and information privacy across their organisation and all functions, for example in strategic and operational plans, performance reports, information governance structure and project management framework. Agency websites and online presences are gateways to government information and services.
Culture, and a tone set from the top, is critical to giving effect to the spirit of the legislation.[footnoteRef:1] [1:  	Review of culture and accountability in the Queensland public sector, Final Report, Professor Peter Coaldrake AO, 28 June 2022, page 27.] 

Agency leaders can improve service delivery by actively: 
· facilitating customer focussed service delivery for people seeking access to information 
· implementing fit-for-purpose systems and tools 
· training and empowering people to release information when appropriate to do so 
· providing leadership and embracing a culture of transparency, with adequate resources for business as usual and to address spikes in demand.



	Online evidence of leadership and commitment to right to information

	Criteria
	More information
	Assessment

	Does the agency website explain right to information?
	For example, the Right to Information webpage has a section called ‘What is the right to information?’
	Yes

	No


	Is there standard text explaining the Right to Information displayed, similar to the detailed example (as good practice)
	EXAMPLE OF STANDARD TEXT
<Agency name> is committed to transparency, accountability and an open flow of government information to the community.
<Agency> will release information administratively as a matter of course, unless there is a good reason not to, with applications under the Right to Information Act 2009 being necessary only as a last resort.
Under the Right to Information Act 2009, the public has a right of access to information in <agency>’s possession or under agency>’s control unless, on balance, it is contrary to the public interest to provide the information.
The relevant legislation is:
· The Right to Information Act 2009 
· The Information Privacy Act 2009
The legislation aims to make more information available, provide equal access to information across all sectors of the community, and provide appropriate protection for individuals' privacy.
	Yes

	No


	
	The names of the Acts hyperlink to the legislation.
	Yes

	No


	When was the information about the Right to Information last reviewed and updated?
	An agency committed to the right to information will maintain its information resources, ensuring the information is accurate and up-to-date.
	Date webpage last reviewed:

 Up to date
 Out of date

	Does the agency have a statement of commitment to the right to information?
	The Office of the Information Commissioner’s past audits have found that agencies expressing commitment to the right to information also report good practice.
	Yes

	No


	Is the agency’s statement of commitment strong?
(Skip this question if there is no online statement of commitment)
	Factors to consider are:
	
	

	
	· the agency expresses its own commitment to the right to information rather than acknowledging the Queensland Government’s commitment
	Yes

	No


	
	· the statement is current and up-to-date
	Yes

	No


	
	· it is in plain English
	Yes

	No


	
	· it reflects internalised adoption of the principles rather than expressing the commitment as a compliance obligation.
	Yes

	No


	
	Overall assessment of statement of commitment.
	Strong


	Could improve


	Does the agency express a commitment to right to information, openness or transparency in another online platform?
	For example:
	
	

	
	· Does the agency mention openness, transparency or right to information in its social media?
	Yes

	No


	
	· Does agency leadership mention right to information, openness or transparency at any point in the agency’s most recent annual report?
	Yes

	No


	
	· Does agency leadership mention right to information, openness or transparency in the leader’s introductory letter to the agency’s most recent annual report?
	Yes

	No


	
	· Other – describe

	Yes

	No


	
	Overall assessment of statement of commitment on an online platform or in annual report.
	Strong


	Could improve


	Does the Right to Information webpage demonstrate agency commitment and leadership?
	Refer to the assessment of the Right to Information webpage in the relevant section of this self-assessment.
	Yes

	No


	Do the agency’s administrative access arrangements demonstrate agency commitment and leadership?
	Refer to the assessment of the administrative access arrangements in the relevant section of this self-assessment.
	Yes

	No


	Does the Publication Scheme demonstrate agency commitment and leadership?
	Refer to the assessment of the Publication Scheme in the relevant section of this self-assessment.
	Yes

	No


	Does the Disclosure Log demonstrate agency commitment and leadership?
	Refer to the assessment of the Disclosure Log in the relevant section of this self-assessment.
	Yes

	No


	OVERALL COMMENT ABOUT ONLINE EVIDENCE OF LEADERSHIP AND COMMITMENT TO THE RIGHT TO INFORMATION AND PROACTIVE DISCLOSURE
	







	Online pathways to information about the Right to Information

	Proactive disclosure increases the flow of government-held information to the community. This approach to information management increases transparency of, and confidence in, government agencies.
A formal application under the Right to Information Act 2009 is a right available to anyone, at any time. Agencies should promote administrative arrangements so that a formal application is necessary only as a last resort.
Agencies should provide direct access, including via hyperlinks, on their website to the: 
· publication scheme 
· disclosure log 
· administrative access arrangements
· formal application processes under the Right to Information Act 2009.
Under the Right to Information Act 2009, government agencies should release information administratively as a matter of course, unless there is a good reason not to. Agencies can benefit significantly from administrative arrangements as these provide information to the community more simply and efficiently than through the formal legislative application process.



	Right to Information Systems – A Right to Information webpage

	Criteria
	More information
	Assessment

	Does the agency website have a Right to Information webpage?
	The Right to Information Act 2009 does not require agencies to have a Right to Information webpage.
However, a Right to Information webpage is a convenient, effective and efficient way for agencies to ensure they meet legislative requirements, and adopt good practice.
	Yes

	No


	Is there a link to Right to Information from the homepage from a menu option?
	For example, in a menu option called ‘About Us’?
	Yes

	No


	Is there a link to Right to Information from the homepage from the global footer?
	Agencies governed by the CUE 3.0 (Consistent User Experience) Standard, Module 2: Checkpoint 26, must have a link to Right to Information in the global website footer. This is good practice for all agencies.
	Yes

	No


	If there are multiple links, do the links land on the same webpage?
(Skip this question if the homepage has only one link to Right to Information)
	The Right to Information Act 2009 provides for right to information tools (like the publication scheme and disclosure log) to be hosted on another agency’s website. 
Some agencies share right to information functions. For example, there might be a shared services agency or a head department for a series of other agencies.
All links on an agency website should guide a member of the public to one, correct set of information, which is appropriately tailored to that individual agency.
	Yes

	No


	Is a search engine required to find the Right to Information webpage?
	For example, if there is not a readily identifiable link called ‘Right to Information’, a person looking for the agency’s Right to Information webpage may need to exit the agency website and conduct an external search, such as a Google search, to find the webpage.
	website is easy to search

	needed a search engine


	Does the Right to Information webpage contain:

	Information about the public’s rights?
	Right to request any information held by agency
	Yes

	No


	
	Right to request documents containing individuals own personal information, which are free (except access charge). 
	Yes

	No


	
	Right to amend personal information if inaccurate, incomplete, out of date or misleading.
	Yes

	No


	
	Rights of internal and external review of agency decision about applications to access information.
	Yes

	No


	Links to the Right to Information Act 2009 and Information Privacy Act 2009?
	https://www.legislation.qld.gov.au/LEGISLTN/CU RRENT/R/RightInfoA09.pdf
https://www.legislation.qld.gov.au/LEGISLTN/CU RRENT/I/InfoPrivA09.pdf
	Yes

	No


	A link to the Queensland Government gateway on Right to information?
	www.qld.gov.au/righttoinformation
	Yes

	No


	A link to the government approved application form (only for applications to Departments and Ministers), noting that use of the form is not mandatory
	https://www.rti.qld.gov.au/__data/assets/pdf_file/0005/133277/RTI-Access-App-form.pdf?v=2
	Yes

	No


	An option to get information through administrative access arrangements
	See section 19 of the Right to Information Act 2009
	Yes

	No


	
	Is the description or mention of administrative access linked to the administrative access arrangement?
	Yes

	No


	An option to get information through a Publication Scheme
	See section 21 of the Right to Information Act 2009
	Yes

	No


	
	Is the description or mention of a Publication Scheme linked to the Publication Scheme?
(If the Publication Scheme is part of the Right to Information webpage, select ‘Yes’)
	Yes

	No


	An option to get information through a Disclosure Log
	See sections 78A and 78B of the Right to Information Act 2009
	Yes

	No


	
	Is the description or mention of a Disclosure Log linked to the Disclosure Log?
	Yes

	No


	How to contact the agency for further information?
	The Right to Information webpage might provide contact details, or the agency might rely on a generic ‘contact us’ option on all its webpages. Either would be assessed as ‘yes’.
	Yes

	No


	Making a formal application for information under the Right to Information Act 2009?
	After legislative amendments taking effect from 1 July 2025, all applications for access to personal and non-personal information or amendment of personal information are made under the Right to Information Act 2009.
	Yes

	No


	There is a reasonable amount of information about making a formal application?
	Check that accurate information is provided about the application handling process – describing

	
	the process
	Yes

	No

	Accurate

	Inaccurate


	
	costs
	Yes

	No

	Accurate

	Inaccurate


	
	timeframes
	Yes

	No

	Accurate

	Inaccurate


	
	review rights
	Yes

	No

	Accurate

	Inaccurate


	Is the webpage easy to use?
	Factors to consider are 

	
	information provided is well organised
	Yes

	No


	
	reviewed quarterly / up to date
	Yes

	No


	
	information rich
	Yes

	No


	
	accessible (for example is offered in other languages or with facilities for people who need assistance)
	Yes

	No


	Overall rating

	(Well-managed, Compliant, In progress, Limited progress, Not compliant)
	

	OVERALL COMMENT
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	Administrative Access

	The Right to Information Act 2009 provides that documents may be accessed under administrative arrangements. (section 19)
The Right to Information Act 2009 also provides that government information will be released administratively as a matter of course, unless there is a good reason not to, with applications being necessary only as a last resort. (Preamble)
Administrative access arrangements should be:
· well-designed
· supported by a toolkit that maximises efficiency and effectiveness, for example automated procedures
· an efficient alternative to formal access applications
· part of everyday business operations.
An online assessment focusses on how easy administrative access arrangements are to find and use.




	Right to Information Systems - Administrative Access

	Criteria
	More information
	Assessment

	Does the website mention administrative access arrangements and the types available?
	
	Yes

	No


	Does the website promote administrative access ahead of making a formal application?
	Administrative access should be easy to find and use, cost effective and efficient.
However, administrative access does not displace the right to make an application for information under the Right to Information Act 2009 at any time.
Agencies should promote administrative access ahead of an application whilst maintaining clarity and providing information about the public’s right to apply for information at any time.
	Yes

	No


	Are formal administrative access schemes listed?
	
	Yes

	No


	Are there links to formal administrative access schemes?
	
	Yes

	No


	Are there details about how a person can access information administratively?
	
	Yes

	No


	Do the administrative access arrangements use interactive forms or a portal?
	
	Yes

	No


	Overall, is it easy to find information about the administrative arrangements?
	
	Yes

	No


	Overall, are the administrative arrangements easy to use?
	
	Yes

	No


	Overall rating

	(Well-managed, Visible and functional, Partly visible and functional, Limited visibility and functionality, Not visible or functional)
	

	OVERALL COMMENT
	




	Publication Scheme

	All agencies must have a Publication Scheme. As far as practicable, an agency must publish its Publication Scheme on an accessible agency website.
A Publication Scheme must set out specific types of information, for example, the agency’s structure and functions.
Section 21 of the Right to Information Act 2009 prescribes requirements for agency Publication Schemes. 
Other useful features of a Publication Scheme are that it is easy to find and use, is up to date, and is well-populated with meaningful information.



	Right to Information Systems – Publication Scheme

	Criteria
	More information
	Assessment

	Does the Agency maintain a Publication Scheme on an accessible agency website?
	Section 21 Right to Information Act 2009 - s21(2)
	Yes

	No


	Is the Publication Scheme easily accessed?
	Number of clicks to Publication Scheme from Agency Home Page
1 = looking at home page with no mouse movement, can click on 'Publication Scheme' button or selection from home page
2 = from home page, mouse hovering over or mouse click on a tab or menu option brings up a menu with 'Publication Scheme' as an option  
3 = from selected menu at Step 2, mouse hovering over or mouse click on a tab or menu option brings up a menu with 'Publication Scheme' as an option  
	Number of clicks



	
	Is a search engine required to find the Publication Scheme?
For example, if there is not a readily identifiable link called ‘Publication Scheme’, a person looking for the agency’s Publication Scheme may need to exit the agency website and conduct an external search, such as a Google search, to find it.
	website is easy to search

	needed a search engine


	
	Overall assessment - is the Publication Scheme easily accessed?
	Yes

	No


	If part of the publication scheme is not on an accessible agency website
(Skip this question if the publication scheme is entirely on an accessible agency website)

	Does the accessible agency website publish information on the accessible agency website about - how a person may access the part of the agency’s Publication Scheme not published on the accessible agency website
	Section 21 Right to Information Act 2009 - s21(3)
Example for subsection (3)— If a part of an agency’s publication scheme can only be accessed in person, the agency must publish information on an accessible agency website stating how the part of the agency’s publication scheme can be accessed in person.
This could also include a direct link to where the publication scheme is maintained elsewhere online
	Yes

	No


	Does the agency maintaining the Publication Scheme clearly indicate the unpublished content?
	
	Yes

	No


	Is information provided to describe the purpose and use of the Publication Scheme
	Text that could be used to introduce the publication scheme:

Our publication scheme describes and categorises information routinely available. It has been developed to give the community greater access to information held by government

	Yes

	No


	

	Accessibility of the contents of the Publication Scheme

	Are documents linked or directly attached in Publication Scheme?
	
	Yes

	No


	If documents are not linked directly is the access arrangement or link easily identifiable from the Publication Scheme?
	Check if it is clear how to access the documents.  For example: 
To receive a copy of the document please contact xxx [include information for contact by phone, email or in writing]
	Yes

	No


	Is a summary of the document provided, if a direct link to a document is impractical?
	
	Yes

	No


	When was the Publication Scheme last reviewed and updated?
	
	Date

	Information in the publication scheme – as required by Section 21 Right to Information Act 2009

	The Publication Scheme sets out details of the agency's structure
	Section 21 Right to Information Act 2009 - s21(1)(a)(i)
	Yes

	No


	The Publication Scheme sets out details of the agency's functions
	Section 21 Right to Information Act 2009 - s21(1)(a)(i)
	Yes

	No


	The Publication Scheme sets out details of how the agency's functions affect members of the public
	Section 21 Right to Information Act 2009 - s21(1)(a)(ii)
	Yes

	No


	The Publication Scheme sets out details of any arrangements that enable members of the public to engage with the agency's functions
	Section 21 Right to Information Act 2009 - s21(1)(a)(iii)
	Yes

	No


	The Publication Scheme sets out details of the types of information held by the agency - non-personal
	Section 21 Right to Information Act 2009 - s21(1)(a)(iv)
For example, an Information Asset Register
	Yes

	No


	The Publication Scheme sets out details of the types of information held by the agency - personal
	Section 21 Right to Information Act 2009 - s21(1)(a)(iv)
See past requirements under the former Information Privacy Principle 5
	Yes

	No


	The Publication Scheme sets out details of the types of information the agency makes publicly available
	Section 21 Right to Information Act 2009 - s21(1)(a)(v)
	Yes

	No


	The Publication Scheme sets out details of how publicly available information is made available
	Section 21 Right to Information Act 2009 - s21(1)(a)(v)
	Yes

	No


	The Publication Scheme sets out details of procedures for asking for information
	Section 21 Right to Information Act 2009 - s21(1)(a)(vi)
	Yes

	No


	The Publication Scheme sets out details of any fee or charge that may be payable when asking for information
	Section 21 Right to Information Act 2009 - s21(1)(a)(vi)
	Yes

	No


	Is the Publication Scheme well populated as required by the Right to Information Act 2009
	Overall Assessment as to whether the Publication Scheme is populated in compliance with the Right to Information Act 2009
	Yes

	No


	Is a Complaints Procedure in place and readily identifiable on the Agency website
	
	Yes

	No


	Overall rating

	(Well-managed, Compliant, In progress, Limited progress, Not compliant)
	

	OVERALL COMMENT
	










	Disclosure Log

	Disclosure Logs are an important strategy for proactive disclosure of information.  They list the documents an agency has released under the Right to Information Act 2009.  The rationale for Disclosure Logs is that if one person has requested access to information other than their personal information, the wider community might be interested in that same information.
Sections 78A and 78B of the Right to Information Act 2009 set out requirements for Disclosure Logs.
Other useful features of a Disclosure Log are that it is easy to find and use, is up to date, and is well-populated with meaningful information.



	Right to Information Systems – Disclosure Log

	Criteria
	More information
	Assessment

	Does the Agency maintain a Disclosure Log?
	
	Yes

	No


	Is the Disclosure Log easily accessed?
	Number of clicks to Disclosure from Agency Home Page
1 = looking at home page with no mouse movement, can click on ‘Disclosure Log' button or selection from home page
2 = from home page, mouse hovering over or mouse click on a tab or menu option brings up a menu with ‘Disclosure Log' as an option  
3 = from selected menu at Step 2, mouse hovering over or mouse click on a tab or menu option brings up a menu with ‘Disclosure Log' as an option  
	Number of clicks



	
	Is a search engine required to find the Disclosure Log?
For example, if there is not a readily identifiable link called ‘Disclosure Log', a person looking for the agency’s Disclosure Log may need to exit the agency website and conduct an external search, such as a Google search, to find it.
	website is easy to search

	needed a search engine


	
	Overall assessment - is the Disclosure Log easily accessed?
	Yes

	No


	If the disclosure log is maintained by another agency
(Skip the next two questions if the disclosure log is not maintained by another agency)

	Does the agency website provide clear advice as to how to access the disclosure log
	This could include a direct link to where the disclosure log is maintained on the other agency's website.
	Yes

	No


	Does the agency maintaining the disclosure log clearly indicate the content which relates to the reviewed agency
	
	
	

	Is information provided to describe the purpose and use of the disclosure log
	It is best practice to include information describing the purpose and use of a disclosure log.  Sample text to introduce disclosure logs:
'Our disclosure log provides details of information that has been released in response to non-personal Right to Information requests under the Right to Information Act 2009. It contains a description of the information released and, where possible, a link to the relevant documents.'
Further information could be included in this introduction for clarity:
'Documents that contain personal information of the applicant are not included in a disclosure log. Certain information is also required to be deleted from documents.'
	Yes

	No


	The Disclosure Log itself, if empty of documents, has text describing Disclosure Logs
	It is best practice to include text on the disclosure log explaining the process if it is empty.  Such text could state:
'The Right to Information Act 2009 commenced on 1 July 2009. Documents released to applicants under the Act will be progressively published via our disclosure log. Should you have any questions please contact <Agency RTI Office/r>.'
	Yes

	No


	Is the Disclosure Log design on the website easy to use?
	Factors to consider 

	
	· information is well organised
	Yes

	No


	
	· disclosure log is information rich
	Yes

	No


	
	· not a pdf
	Yes

	No


	
	· contains filtering functionality
	Yes

	No


	
	· documents are described so that it is easy to identify what the documents contain
	Yes

	No


	
	· documents are accessible by direct link
	Yes

	No


	
	Overall Assessment – is the Disclosure Log easy to use?
	Yes

	No


	Population of the disclosure log



	Number of non-personal applications received in last full financial year
	If the assessor cannot access information from the right to information business unit about applications received and finalised, an alternative is to access the latest annual Right to Information statistical report.
This report is accessible from this webpage.
https://www.rti.qld.gov.au/accessing-government-information/annual-reports-rti
The assessor can use the relevant statistics from this report to compare to the equivalent year’s publication in the Disclosure Log, for example match 2023-24 statistics to the applications published in the Disclosure Log in 2023-24.
	

	Number of non-personal applications finalised in last full financial year
	
	

	Number of applications published in the Disclosure Log in last full financial year
	
	

	Overall, is the Disclosure Log well populated
	It is not expected that every finalised application for non-personal information can or should be published in the Disclosure Log.
This assessment is a matter for professional judgement, taking into account the business of the agency, and the extent of any difference between finalised applications and applications published.
	Yes

	No


	Accessing documents on the disclosure log – the disclosure log is easy to use

	Documents in the Disclosure Log are accompanied by text summarising the content of the information
	
	Yes

	No


	In Disclosure Log are documents directly attached or available via a direct link
	
	Yes

	No


	The links to documents operate correctly and there are no broken or missing links
	
	Yes

	No


	Where a document is not published electronically are details identifying the document and how to access it provided
	
	Yes

	No


	Where documents are provided in pdf form, are details provided on how to contact the agency to request the information in an alternative format
	
	Yes

	No


	Is it easy to access the documents in the Disclosure Log?
	Overall assessment
	Yes

	No


	Other requirements



	Released documents don't contain any information that should not be included on the Disclosure Log (as detailed)
	
	
	

	Information and documents are published on a disclosure log for a minimum of six months
	
	
	

	If the disclosure log has archived older applications, is information on how to access them available
	
	
	

	Did the audit uncover any non-compliances (information that should not have been included) or other concerns?
	
	
	

	Date the Disclosure Log was last updated
	
	
	

	Overall rating

	(Well-managed, Compliant, In progress, Limited progress, Not compliant)
	

	OVERALL COMMENT
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