	


Additional Published Information

Requirements for the 2011-2012 annual reporting period 

May 2012

Published by the Performance and Delivery Office

Department of the Premier and Cabinet

Document Details

	Security Classification
	UNCLASSIFIED – FINAL VERSION

	Date of Review of Security Classification
	May  2012

	Authority
	Deputy Director-General, Department of the Premier and Cabinet

	Author
	Performance and Delivery Office, Department of the Premier and Cabinet 

	Document Status
	( Working draft
	  (  Consultation Release 
	(  Final Version 


Contact for enquiries and proposed changes

The Performance and Delivery Office in the Department of the Premier and Cabinet (DPC) is the custodian of this document.  All enquiries regarding this document should be directed in the first instance to:

Performance and Delivery Office  
pm@premiers.qld.gov.au  
Tel:  07 303 30654
Acknowledgements

This version of the document, Additional Published Information Requirements for the 2011-2012 reporting period was developed and updated by the Performance and Delivery Office, Department of the Premier and Cabinet.

Copyright

Additional Published Information Requirements for the 2011-2012 reporting period
© The State of Queensland (Department of the Premier and Cabinet) 2012
Licence



The Additional Published Information Requirements for the 2011-2012 reporting period is licensed under a Creative Commons Attribution 3.0 Australia licence. To view a copy of this licence, visit http://creativecommons.org/licenses/by/3.0/au/deed.en. See www.qgcio.qld.gov.au.

Information security

This document has been classified using the Queensland Government Information Security Classification Framework (QGISCF) as UNCLASSIFIED – FINAL VERSION and will be managed according to the requirements of the QGISCF.
	Additional Published Information


4Mandatory


4Information systems and recordkeeping


5Consultancies


6Overseas travel


7Waste management


7Recycling Policy for Buildings and Civil Infrastructure


8Carbon emissions


9Initiatives for women


10Carers (Recognition) Act 2008


11Aboriginal and Torres Strait Islander matters (The Queensland Government Reconciliation Action Plan 2009-2012)


12Queensland Multicultural Policy – Queensland Multicultural Action Plan: 2011-14


13Optional


13Right to Information


13Information Privacy


13Native title


14Complaints Management


14Shared services




Mandatory

Information systems and recordkeeping

Sound recordkeeping practices underpin good corporate governance. Public authorities in Queensland are required to report on their recordkeeping improvement.

Under the Public Records Act 2002 (PRA) public authorities are defined as a department or an entity established by the State.

The PRA requires public authorities to make and keep full and accurate records of their activities and have regard to recordkeeping policies, standards and guidelines issued by the State Archivist. Chief Executive Officers are responsible for ensuring compliance with these provisions. 

Public authorities are required to report on their compliance with the provisions of the Public Records Act 2002, Information Standard 40: Recordkeeping and Information Standard 31: Retention and Disposal of Public Records in the annual report.

The recordkeeping compliance information required to be published annually may be informed by:

· the public authority’s response to the Queensland State Archives: Recordkeeping Survey of Queensland Public Authorities issued by the State Archivist

· other internal or external recordkeeping monitoring and assessment activities (for example, assessments against Queensland State Archives’ Recordkeeping Maturity Model), or

· the development or review of the public authority’s strategic approach to recordkeeping.
More information:

· Queensland State Archives

http://www.archives.qld.gov.au

· Contact:
Queensland State Archives, Department of Science, Information Technology, Innovation 
and the Arts



info@archives.qld.gov.au

Tel: 3131 7777

Consultancies

For departments and statutory bodies, the following information about consultancies must be disclosed:

· consultancies expenditure broken down into categories relevant to the agency

· the total cost of consultancies.

Many individuals, partnerships and corporations provide services to agencies under contracts for services. However, not all such contractors should be categorised as consultants for the purposes of reporting. Consultants are distinguished from other contractors by the nature of the work they perform. 

Agencies must carefully consider the nature of the task being performed when defining whether the expenditure is in the nature of a consultant or a contractor. Refer to the publication, Revised Definition for Consultants and Contractors (see More Information below).
More information:

· Queensland Government Marketplace – Better Purchasing Guides (in particular; Engaging and Managing Consultants, and Revised Definition for Consultants and Contractors)
http://www.publicworks.qld.gov.au/supplydisposal/GovernmentProcurement/ProcurementPolicyGuidance/ProcurementGuidance/Pages/AllProcurementGuidanceMaterial.aspx 
· State Procurement Policy

http://www.publicworks.qld.gov.au/SiteCollectionDocuments/StateProcurementPolicy2011.pdf 
· Contact:
Queensland Government Chief Procurement Office, Department of Housing and 
Public 
Works


betterpurchasing@qgcpo.qld.gov.au  
Tel: 1800 631 991

Overseas travel 

Departments and statutory bodies must disclose information in relation to overseas travel.
Please note that:

· agencies are to record ‘staff travel’ and 'client or other travel’ in the general ledger under separate account codes

· generally, this can be interpreted as agencies should only disclose ‘travel’ expenses in the notes to and forming part of the financial statements of annual reports if the expenses are material

· if an agency does report ‘travel’ as a separate line item in the Notes to and forming part of the financial statements in the annual report, and the line item reflects ‘staff and client or other travel’ (rather than ‘staff travel’ only), then this needs to be disclosed in a note against the line item

· if agency officers act as travel escorts for clients (such as children in care, patients, witnesses or people in custody), agencies should code escorts and clients separately

· costs of consultant and contractor travel expenditure is to be included in the costs of the project for which they have been engaged.

To ensure overseas travel costs are reported consistently and accurately, the table illustrated below must be used to disclose the following information:
· for

· departments, the name of the officer and their position
· statutory bodies, the name of member and their office or position
· the destination and reason for travel
· the cost of the travel (travel, accommodation and on-costs), including an indication of contribution from other agencies or sources

Note:
- when the same officer travels to the same destination more than two times in a reporting 

period, it is permissible to list the multiple trips as one entry - however a notation must be 

included to indicate that the one entry incorporates multiple trips (state how many trips)

- when many officers travel for a particular purpose on the same trip, it is permissible to list the trip as one entry – however all of the relevant officer’s names and positions must be included in the entry (or as a footnote).

	Overseas travel

	Name of officer/ member and position
	Destination
	Reason for travel
	Agency cost
	Contribution from other agencies or sources

	XX
	XX
	XX
	$ XX
	$ XX (source)


More information:

· Contact:
Performance and Delivery Office, Department of the Premier and Cabinet


pm@premiers.qld.gov.au
             Tel: 303 30654


Queensland Government Chief Procurement Office, Department of Housing and Public 
Works 


tmu@qgcpo.qld.gov.au 

Tel: 322 48298

Waste management 

For departments, the information to be reported will be dependent on the indicators that have been targeted to measure by that department. Officers in each department have responsibility for coordinating their department’s waste management plan. 

Note – the Environmental Protection (Waste Management) Policy 2000 was repealed in 2011.  Reporting requirements in the policy remain in force until December 2012.

More information:

· Queensland Government - waste management 
http://www.derm.qld.gov.au/environmental_management/waste/waste_management/index.html

· Waste Reduction and Recycling Strategy 2010-2020
http://www.derm.qld.gov.au/environmental_management/waste/pdf/waste-strategy.pdf
· Waste Reduction and Recycling Act 2011

http://www.legislation.qld.gov.au/LEGISLTN/ACTS/2011/11AC031.pdf

· Contact:
Director, Policy and Legislation, Department of Environment and Heritage Protection


kylie.hughes@derm.qld.gov.au

Tel: 333 95802 

Recycling Policy for Buildings and Civil Infrastructure 

The whole-of-government Recycling Policy for Buildings and Civil Infrastructure (2009) applies a generic non-mandatory recycling target of 40 per cent for surplus construction materials from applicable projects. Departments are required to disclose recycling achievements on applicable projects against this target.

An applicable project is one involving construction, refurbishment and/or demolition of buildings or civil infrastructure under the control of departments. An applicable project is also one where practical and cost-effective recycling opportunities exist and policy exemptions do not apply.

Departments with applicable projects completed during the reporting period but which have no quantitative information at the time of preparing the report are encouraged to at least provide a statement of any recycling activity on these projects, including any information on the circumstances limiting recycling opportunities.

Departments are required to use a standard template which can be obtained by contacting Technical Services in DHPW at: technicalservices@publicworks.qld.gov.au. 

More information:

· Recycling Policy for Buildings and Civil Infrastructure

http://www.works.qld.gov.au/downloads/tdd/recycling_pol_070709.pdf
· Contact:
Richard Thomas, Technical Services, Department of Housing and Public Works 

richard.thomas@publicworks.qld.gov.au      
Tel: 322 45975

Carbon emissions

Departments are required to disclose information on their carbon emissions annually. To ensure this reporting is undertaken efficiently and consistently, departments are required to use a standard template provided by the Department of Housing and Public Works (DHPW) to report on carbon emissions. 

The template requires departments to report on greenhouse gas emissions linked to the areas of: i) fuel usage in vehicles, ii) electricity consumption in buildings, and iii) air travel – as these are the key emission-related activities for most departments. There is provision in the template for additional emissions to be reported on if required. The template provides departments with some standard text commentary, and a data table that will need to be populated, together with necessary explanatory notes.

It should be noted that due to data collection limitations in previous years, the reporting period has been the twelve month period from 1 April to 30 March.  The data collection limitations have now been addressed. To enable a transition for the reporting period back to each financial year, the report for the 2011-12 period only, will additionally include the data for the preceding three month period of 1 April 2011 to 30 June 2011.

Data for the three month period of 1 April 2011 to 30 June 2011 should be reported separately from the 12 month data (1 July 2011 to 30 June 2012) to allow for annual comparison of data.

It is the responsibility of individual departments to gather, collate, validate and process the information necessary to enable accurate and meaningful reporting of carbon emissions. DHPW is able to assist departments with the appropriate emissions conversion factors.

DHPW will also make available relevant data records it holds relating to electricity consumption by departments in DHPW-controlled and leased buildings, as well as fuel usage and air travel by departments (purchased through whole-of-government arrangements) to assist them with their reporting obligations.

The template and relevant data can be obtained by contacting Technical Services in DHPW at: technicalservices@publicworks.qld.gov.au. 

More information:

· Contact:
David Harrison, Director, Technical Services, 

Department of Housing and Public Works


david.harrison@publicworks.qld.gov.au

Tel: 3224 4094
Initiatives for women

For departments, the following information must be disclosed:

· an outline of activities which separately benefit women as external clients such as women with disabilities, women from culturally and linguistically diverse backgrounds, younger women and girls, older women and Indigenous women
· some activities may not be limited to women, but might particularly benefit female clients – for example a program to assist carers may be applicable to all carers, but will especially benefit women because the majority of carers are female

· women on boards:

· total number of appointees (include new and re-appointees) in the reporting period and percentage of appointees who are women on department, statutory authority and statutory body boards
· number and percentage of all appointees on department, statutory authority and statutory body boards as at the end of reporting period, who are women.
See also section 13.5 of the Annual Report Requirements for Queensland Government agencies for specific reporting requirements relating to boards and committees.
More information:

· Office for Women, Department of Communities, Child Safety and Disability Services 



http://www.communities.qld.gov.au/women 
· Women on Boards strategy supports women's leadership and aims to increase the number of women appointed to Queensland Government boards

http://www.communities.qld.gov.au/women/leadership-and-community/women-on-boards 
· Contact: 
Belinda Rabe, Senior Policy Officer, Policy, Office for Women, Department of 
Communities, Child Safety and Disability Services


belinda.rabe@communities.qld.gov.au

Tel: 3247 5300

Carers (Recognition) Act 2008

The Carers (Recognition) Act 2008 (the CR Act) formally recognises carers and the important contribution they make to the people they care for and to the community more generally. 

The CR Act defines carers as an individual who provides, in an unpaid capacity, ongoing care or assistance to another person who because of disability, frailty, chronic illness or pain, requires assistance with everyday tasks (but not a volunteer with an organisation). This does not have to be on a full time basis.

Grandparents who care for their grandchildren, irrespective of whether the child has a disability, chronic illness or pain. The child must reside with the grandparent and the grandparent must be the primary care-giver and day-to-day decision maker for the child. (This does not include a grandparent who, for example, undertakes child minding duties because parents are working or a grandparent who simply happens to share a house which the child lives in).

Departments are required to report annually on how it is complying with its obligations. The reporting does not need to be extensive, but should cover what action has been taken, or strategies put in place with respect to:
· informing and educating staff about the carers charter: this could include organising for the Office for Carers to come and address staff or having material on carers as part of any employee induction program

· ensuring staff actively consider and provide for carers when developing policy, programs and services and in the way programs and services are delivered: this could include ensuring carers’ issues are considered in the planning of service delivery where relevant and/or considering if the services delivered by the department need to be more flexible in any regard to accommodate the needs of carers

· having human resources policies which take account of the needs of employees who might be carers: it would be important to review and amend policies to achieve this. Consideration should also be given to how employee carers are made aware of these policies and are able to identify as a carer without being concerned that this may be considered in a negative light

· ways in which the department has, where appropriate, sought the views of carers: this could include during policy development and could include contacting Carers Queensland or the Office for Carers when developing a consultation plan.

If a department does not, for example, deliver services or make strategic policy or planning decisions which would require it to consider the needs of carers, then this should be noted. 

More information:

· Carers (Recognition) Act 2008 (the Schedule to the CR Act details the Queensland carers charter)

http://www.legislation.qld.gov.au/Acts_SLs/Acts_SL_C.htm

· For more information about the obligations of agencies or reporting requirements, including an induction kit for new staff, contact the Office for Carers.

· Contact: 
Office for Carers, Department of Communities, Child Safety and Disability Services

officeforcarers@disability.qld.gov.au 

Tel: 3006 8825
Aboriginal and Torres Strait Islander matters (The Queensland Government Reconciliation Action Plan 2009-2012)

Under The Queensland Government Reconciliation Action Plan 2009-2012 (RAP) all departments including the Public Service Commission (PSC) must disclose information relating to progress with the implementation of the RAP (refer to page 23 of the RAP). 

All departments and the PSC must demonstrate that the RAP is their minimum commitment to reconciliation and report on progress with implementation (refer to page 9 of the RAP). Departments are encouraged to report on other actions that promote reconciliation. 

All departments and the PSC must report on the following two actions using the table below.

	The Queensland Government Reconciliation Action Plan 2009-2012 (RAP) – 

implementation progress 

	Initiative
	National Aboriginal and Torres Strait Islander reforms

	Action
	The Queensland Government will work actively with Aboriginal and Torres Strait Islander peoples to achieve the Council of Australian Governments national Closing the Gap targets and strategies, including in the key areas of early childhood, schooling, housing, health and economic participation.

	[Department’s] Implementation progress in 
2011-2012
	· for departments required to report against Closing the Gap, information may be sourced from departmental reports during the reporting period
· qualitative data such as progress towards any national Aboriginal and Torres Strait Islander reforms
· information relating to any other relevant activities or actions departments have been involved in during the reporting period
· Refer to ARRs section 11.3 – Council of Australian Government (COAG) Initiatives to ensure there is consistency.

	Initiative
	Annual agency planning and reporting 

	Action
	All Queensland Government agencies will incorporate relevant reconciliation actions in their annual business plans and report on the progress of the implementation of The Queensland Government Reconciliation Action Plan 2009-2012 as part of their annual reports.

	[Department’s] Implementation progress in 
2011-2012
	· if relevant, report any quantifiable data available
· report any qualitative data such as progress towards reconciliation actions in the department
· information relating to any other relevant activities or actions the department has been involved in during the reporting period such as specific events or employment initiatives undertaken


· For the remaining 18 actions and associated targets, seven departments have lead department responsibility.
Lead departments must report on actions across government including actions of other departments relating to the lead target. 
Lead departments are encouraged to contact Aboriginal and Torres Strait Islander Services (see details below) for further information on specific reporting requirements.
· A number of actions in the RAP have been assigned to more than one department. For departments with joint delivery responsibility, it is recommended that the relevant departments collaborate to develop consistent information. 
· Departments with joint delivery responsibility are encouraged to contact Aboriginal and Torres Strait Islander Services (see details below) for further information on specific reporting requirements.
More information: 
· The Queensland Government Reconciliation Action Plan 2009-2012

www.reconciliation.qld.gov.au

· Contact:
Eddie Hollingsworth, Director, Community Partnerships, Aboriginal and Torres Strait 
Islander Services, Department of Aboriginal and Torres Strait Islander and Multicultural 
Affairs
eddie.hollingsworth@communities.qld.gov.au
Tel: 3404 8372
Queensland Multicultural Policy – Queensland Multicultural Action Plan: 2011-14

The Queensland Multicultural Action Plan: 2011-14 (QMAP) was developed to implement the Queensland Multicultural Policy. Under the QMAP, all departments must disclose information on the implementation of the Queensland Multicultural Policy and performance against actions and core outcomes (refer to pages 3 to 6 of the QMAP). 

To ensure information is reported consistently by departments, the table below must be used for reporting against the core outcomes.  All departments must report on the following core outcomes:

	Queensland Multicultural Action Plan 2011-14 – Whole-of-Government core outcomes

	Core outcome
	Performance indicators
	Measure

	Improved cultural competence of staff
	Number of staff that have participated in cultural competence training annually
	Quantitative data – number of staff

	
	Number of staff that have participated in cultural competence training as a percent of the total number of department staff for the year
	Quantitative data – percentage of staff

	Improved access to interpreters for clients when accessing services
	Amount spent annually on interpreters engaged by department and government funded non-government organisations
	Quantitative data – amount spent

	
	Number of interpreters engaged annually by the department and government funded non-government organisations 
	Quantitative data – number of interpreters

	Improved communication and engagement with culturally and linguistically diverse (CALD) communities and/or organisations 
	Number of key information publications translated into languages other than English, annually
	Quantitative data – number of complaints

	
	Number of languages in which publications are available
	Quantitative data – number of languages

	
	Number of information sessions or workshops held for people from culturally and linguistically diverse backgrounds
	Quantitative data – number of people

	
	Number of culturally and linguistically diverse groups, peak bodies and other stakeholders consulted or engaged annually on the development or implementation of department projects, services, policies and programs
	Quantitative data – number of groups/peak bodies/ stakeholders

	Improved recruitment and retention strategies for staff from CALD backgrounds
	Number and percentage of staff indicating they are from a non-English speaking background
	Quantitative data – number and percentage of staff

	
	Number of complaints about racial discrimination within the department
	Quantitative data – number of complaints


Departments may choose to provide a brief report on their progress with the implementation of policy and actions for which they have sole or joint lead responsibility and/or to highlight any particular achievements. 

More information:

· Queensland Multicultural Action Plan: 2011-14
http://www.communities.qld.gov.au/resources/multicultural/media/queensland-multicultural-action-plan-2011-14.pdf

· Contact:
Arthur Maudlin, Manager, Multicultural Affairs Queensland, Department of Aboriginal 
and Torres Strait Islander and Multicultural Affairs



arthur.maudlin@communities.qld.gov.au 
Tel: 322 45411

Optional

Right to Information

A separate report detailing information such as the number of applications for access under the Right to Information Act 2009 is tabled each year by agencies.

Agencies may choose to disclose details of their publication schemes and highlight their ‘proactive disclosure’ of information.

More information:

· Right to Information Guidelines, prepared by the Office of the Information Commissioner
http://www.oic.qld.gov.au/right-information-guidelines

· The Office of the Information Commissioner is the independent oversight body for RTI. Departmental contacts are listed:
http://www.rti.qld.gov.au/right-to-information-act/rti-contacts
Information Privacy

A separate report detailing information such as the number of applications for access or amendment under chapter 3 of the Information Privacy Act 2009 is tabled each year by agencies.

Agencies may choose to disclose information on actions taken to comply with the Information Privacy Act 2009. 
More information:

· Information Privacy Guidelines prepared by the Office of the Information Commissioner

http://www.oic.qld.gov.au/information-privacy-guidelines
· Contact:
Alexis Hailstones, A/Director, Whole-of-Government Information Policy, Department of 


Justice and Attorney-General


Alexis.hailstones@justice.qld.gov.au

Tel: 324 75423
Native title

There is no statutory obligation to disclose specific information relating to native title.

However for some agencies, these matters form part of their core business and it is relevant to disclose information annually.

More information:

· Contact:
Jim McNamara, Executive Director, Aboriginal and Torres Strait Islander Land Services, 


Department of Natural Resources and Mines



James.Mcnamara@derm.qld.gov.au

Tel: 3896 3444
Complaints Management

The Public Service Commission Directive 13/06 Complaints Management Systems requires agencies to implement and maintain systems for complaints management incorporating specified elements for an effective complaints handling system.

Agencies may choose to disclose the following information annually:
· the agency’s commitment to effective complaints management and its compliance with mandatory requirements

· an assessment of the agency’s performance in complaints management including complaint statistics 

· the results of any review of the complaints system effectiveness and/or any significant systemic improvements identified and implemented during the reporting period.

More information:

· Effective complaints management

http://www.ombudsman.qld.gov.au/PublicAgencies/EffectiveComplaintsManagement.aspx

· Contact:
Paul Leo, Manager, Training and Projects Administrative Improvement Unit, Office of the 


Queensland Ombudsman



pleo@ombudsman.qld.gov.au

Tel: 3005 7031

Shared services

Shared service reporting requirements are prescribed in the Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines) (FRRs).

The FRRs include the requirement to profile the identity, nature and purpose of each Shared Service Provider (SSP) and Commercial Business Units (CBUs) within a parent entity department.  Although not specified in the FRRs, these would include:

· Department of Housing and Public Works – QBuild, Project Services, QFleet,  Goprint and SDS 

· Queensland Health – Queensland Health Shared Service Provider

· Department of Transport and Main Roads – RoadTek

· Department of Science, Information Technology, Innovation and the Arts –  Queensland Shared Services, CITEC, Corporate Administration Agency

· Department of State Development, Infrastructure and Planning– Property Services Group.

Optional reporting

There is no requirement under the FRRs for other agencies to specifically report on shared services, however, agencies may choose to include the following text:
“During 2011-12, Queensland Shared Services provided <insert functions> to <insert department name>. The activities of Queensland Shared Services are reported in the annual report of the Department of Housing and Public Works.”
Note: In addition, agencies may wish to report on specific business improvement initiatives undertaken in collaboration with the Queensland Shared Services.

More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)

http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml
· Contact:
Financial Management Branch, Queensland Treasury and Trade



fmhelpdesk@treasury.qld.gov.au

· Contact:
Shared Services, Transport, Infrastructure and Government Service,
Queensland Treasury and Trade

Tel: 3405 6059 or 3035 1471
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