| Information POLICY AND PROCEDURES

Disclosure

. PUBFEHEE e The RTI Unit withinltbg Po|1‘c>/ Branch of the
' Strategic Services Division will process and
manage right to information requests in
consultation with the relevant Division.

This policy sets out how the Department of Primary
Industries, Parks, Water and Environment discloses
information in accordance with the Right to Information
Act 2009 (the RTI Act)

2. PRINCIPLES

The State Service Principles and Code of Conduct in the
~ State Service Act 2000 are core to the State Service,
( Jefining expectations of State Service employees.

4, STAFF REQUIREMENTS

4.1 The Department expects all employees to be
committed to fulfilling its obligations under the
RTI Act, particularly with regard to making

information readily available to a broad
DPIPWE will release information in its possession to the

audience.
public when it is relevant, appropriate, in the public 47

_ Employees are expected to comply with
E’(cirest to do so and not exempt pursuant to the RTI specified timeframes when providing the RTI

Unit with Divisional information so that the RTI

3. ACCOUNTABILITIES Unit can comply with statutory timeframes

All employees of the Department are responsible for pursuant to the RTI Act.
adhering to and responding to requests for information 4.3 All employees are responsible and accountable
in accordance with this policy. for appropriate record-keeping and should be
The Secretary, as the Department's principal aware that all official business records may be
officer, is responsible for deciding applications for disclosed under the RTI process. Information
information under the RTI Act and he/she may on the management of information and records
delegate these functions or powers to employees Is available at:
in the Department. https:/intranet.dpipwe.tas.gov.au/strategic-
e Each Division must comply with this policy and sewices/informat,on—ser\{ices/information-
supply information to the Right to Information support/our-services/policy-procedure-and-
( (RTI) Unit in a timely manner and assist applicants advice

who wish to make a request, if needed.
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PROCEDURES
[, INITIATING POLICY

These procedures are made as per the Act and under
the Information Disclosure Policy.

2. SCOPE
These procedures apply to all employees.

There are four types of information that may be
disclosed as defined in s12(2) of the RTI Act:

(1) required;
(2) routine;
(3) active; and
(4) assessed.

3. WORKFLOW AND DIRECTION

Required Disclosure

3.1 The Department is required under a variety of
legislation to disclose certain information. For
example, Departmental annual reports are
required to be published in accordance with the
State Service Act 2000.

Routine Disclosure

3.2 The Department proactively makes available a wide
range of information it considers may be of interest
to the general public. This includes information
about the Department's structure, services,
activities and finances. Examples include: gifts,
benefits or hospitality received; organisational
structure and functions; and Departmental
governance policies.
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3.6

For example, The LIST information.

Online content must be approved by the relevant
branch manager, in consultation with the
Corporate Communications Branch.

Each Division is required to regularly review
information it holds and identify what information
may be routinely disclosed and how and when

that disclosure should occur. Disclosure must be
lawful. For example, there are restrictions on the
disclosure of personal information in line with the ¢
Personal Information Protection Act 2004,
https://intranet.dpipwe.tas.gov.au/policy/policy-
branch/personal-information-protection-act-
guidelines

Information should be considered for routine
disclosure when it is;

e significant, relevant and meaningful to the
community;

e reasonably expected to be able accessible to
key stakeholders and the community;

e requested on a regular basis;

e helpful to the public when dealing with the
Department and/or contributes to the
Department's work or decision-making;

promoting transparency and accountability of the
Department's decisions and operations; C
easily provided at no or low cost. \

Active Disclosure

3.7
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Active Disclosure is a disclosure of information by
the Department in response to a request from a
person. For example, if information is more than
|0 years' old and is not sensitive or confidential,
an active disclosure may occur.

It is the responsibility of Divisions, as information
custodians, to make decisions on active disclosure.

Complex requests for information may need to
be dealt with in writing with management
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clearance for disclosure. It depends on the nature  Relevant legislation

of the information requested. For example, v Right to Information Act 2009

information about third parties; confidential
information and internal communications may Personal Information Protection Act 2004

need clearance. If in doubt, the person should be j Statg Service Act 2000

directed to submit an assessed disclosure (RTI) Archives Act 1983

request. Contact
Assessed Disclosure Program Manager (Right to Information)
3.10 Assessed disclosure occurs after all other avenues Strategic Services Division

have been explored. 63165.3 134 .
3.1 An assessed disclosure is made through the RTI right2info@dpipwe tas gov.au

process.

3.12  The Secretary of the Department is the principal
( officer and in order to make decisions assessing
information pursuant to the RTI Act, his/her
functions can be delegated to departmental
employees. The staff within the RTI Unit are the
Secretary's delegated officers.

3.13  The RTI Unit assesses the information pursuant to
the RTI Act, makes a decision and, if appropriate,
releases information,

3.14 The Department may publish information it
releases on its Disclosure Log, within two working
days. This will occur if it is in the public interest
to do so and supports the Department's
commitment to making information available to a .
wider audience. Statements of reasons; personal
information and commercially sensitive
information will not be published.

|

4. SUPPORTING DOCUMENTS

Making a request

4.1 A person can make a RTI request in a number of
ways:
Mail: DPIPWE — Policy Branch
GPO Box 44
Hobart Tasmania 700 |
Email:  right2info@dpipwe tas.gov.au

42 Further details including the request form and
information about the RTI filing fee is available
at https://intranet.dpipwe.tas.gov.au
[policy/policy-branch/right-to-information
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