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COMCARE INFORMATION PUBLICATION SCHEME

INTRODUCTION PURPOSE

New reforms to the Freedom of Information Act 1982 (FOI Act) 
promotes a pro-disclosure culture across government and builds a 
strong foundation for greater openness and transparency.

The reforms introduce a new information publication scheme 
(IPS) for Australian Government agencies. The scheme aims to 
transform the freedom of information framework from one that 
responds to individual requests for access to documents to one 
that requires agencies to take a proactive approach to publishing 
information. The scheme commences on 1 May 2011.

Comcare has prepared this Publication Scheme plan in 
accordance with section 8(1) of the FOI Act

The purpose of the plan is to:

> comply with section 8(1) of the FOI Act

> assist Comcare’s plan to allocate sufficient resources to 
develop and implement appropriate procedures

> to proactively disclose its information holdings, in accordance 
with the objects of the FOI Act

> facilitate public consultation about the Comcare IPS

> show what information Comcare proposes to publish to 
comply with the IPS requirements.
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COMCARE INFORMATION PUBLICATION SCHEME

OBJECTIVES ESTABLISHING THE COMCARE 
INFORMATION PUBLICATION 
SCHEME

Comcare’s objectives in relation to this plan are to:

> proactively identify and publish all information required to be 
published, including this plan (s8(2))

> proactively identify and publish all optional information 
(s8(4))

> effectively manage the IPS information holdings

> ensure that information published under the IPS is easily 
discoverable, understandable, machine readable, re-useable 
and transformable

> ensure the format of online content conforms with the Web 
content accessibility guidelines (version 2) (WCAG 2.0)

> review and ensure on a regular basis that information 
published under the IPS is accurate, up to date and complete

> measure the success of Comcare’s IPS.

The CEO is responsible for leading Comcare’s compliance with the 
FOI Act including the establishment and administration of the IPS.

Comcare will deliver the first phase of the scheme by 1 May 
and will meet the requirements of the publication scheme to a 
minimum standard.

The second phase will implement a more interactive and service-
oriented experience for the user. 

Comcare will meet its legislative obligations by completing a 
number of activities across the organisation with relation to the 
scheme. 

The following teams will be key enablers in the project:

> Community Engagement

> Technology

> Administrative and Corporate Law.

All teams and groups within Comcare will have a level of 
involvement in the project as the IPS involves the entire 
organisation. 

The Comcare website, particularly the FOI page, will be the portal 
through which members of the public can access information 
made available under the IPS.
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COMCARE INFORMATION PUBLICATION SCHEME

PHASE 1—ESTABLISHING 
COMCARE’S IPS BY 1 MAY 2011

The project team has prepared an IPS project plan of tasks to 
complete by 1 May 2011, including:

> a comprehensive review of Comcare documents to identify 
required documents

> preparation of a draft register of required documents

> identify documents that require review or rebranding

> develop and publish IPS plan

> develop policy for administration of IPS

> review and update FOI Act processes and procedures

> design Disclosure Log

> purchase dedicated web server

> upgrade content management system

> develop web page

> populate content

> Q&A testing of draft web page

> go live with IPS.

By 1 May 2011, Comcare will:

1. Publish a link on the Comcare website homepage to the IPS.

2. Publish a comprehensive index of required documents 
including links to existing publications on the Comcare 
website where possible.

3. Publish a Disclosure Log that will list documents requested 
under the FOI Act.

4. Develop and publish an IPS plan outlining how Comcare will 
continue to develop the IPS into an interactive website with 
all documents available for download in various formats 
according to web accessibility guidelines.



7

COMCARE INFORMATION PUBLICATION SCHEME

PHASE 2—AN INTERACTIVE IPS ADMINISTERING THE COMCARE 
IPS

This second phase will focus on improving the quality and content 
of the publication scheme. 

Commencing 1 May 2011 Comcare will:

> establish an information management framework including 
processes and procedures to support the ongoing 
development and administration of the Comcare IPS

> recruit and appoint a dedicated resource to the position 
of Information Accessibility Officer to manage the ongoing 
administration of the IPS

> review all documents required to be published for content, 
corporate style and completeness

> identify and review all additional information to be published

> convert documents where possible to multiple formats.

By 30 June 2012, Comcare expects to have the interactive website 
functional and the majority of documents available electronically. 

Comcare will develop a robust information asset management 
framework that meets the IPS requirements. The framework will 
comprise of information asset policies, plans and procedures—
some may already exist, others are currently under development.

From 1 May 2011, an Information Accessibility Officer will 
coordinate Comcare’s compliance with the IPS. This role will be 
responsible for managing the ongoing administration of the IPS 
information holdings and will be responsible for implementing, 
reviewing and revising the agency plan. 

Each team within Comcare will be responsible as required for day-
to-day tasks associated with complying with the IPS. 

To facilitate efficient ongoing management of the IPS information 
holdings, the Knowledge Management team will develop a guide 
to publishing information under the Comcare IPS. 

It will document the internal process to ensure the accuracy, 
currency and completeness of published information. This guide 
will assist staff to identify any information required to be published 
on an ongoing basis.
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COMCARE INFORMATION PUBLICATION SCHEME

IPS INFORMATION ARCHITECTURE

Comcare will publish all documents required by the reforms and 
under sections 8, 8(A), 8(C) & 8(D) of the FOI Act. This includes 
information about Comcare’s functions, decision-making powers 
and operational information including rules, guidelines, practices 
and precedents that assist the agency to make decisions or 
recommendations affecting members of the public.

Information Comcare will publish includes, but is not limited to:

> agency plan (s8(2)(a))

> organisational chart (s8(2)(b))

> statutory appointments (s8(2)(d))

> what we do (s8(2)(c))

> who we are (s8(2)(c))

> decision making powers (s8(2)(c))

> annual reports (s8(2)(e))

> information released in connection with FOI requests 
—disclosure log (s8(2)(g))

> consultation documentation (s 8(2)(f))

> general operational information (s 8(2)(j))

> contact us page (s 8(2)(i)).

The Office of the Australian Information Commissioner (OAIC) also 
recommends the publication of ‘optional information’ to extend the 
pro-disclosure culture for documents held by agencies.

Comcare currently publishes a range of information, which 
complements a pro-disclosure culture. 

To ensure that the IPS information holdings are easily 
discoverable, understandable and machine readable, Comcare 
will:

> publish the IPS icon on the homepage of the Comcare website 
and will link to the IPS section of the website

> where possible, provide content in a format that can be 
searched, copied and transformed

> seek and respond to community feedback about whether 
the IPS information holdings are easily discoverable 
understandable and machine-readable.

All online information will take into account WCAG 2.0 
requirements. Comcare will as far as possible, publish information 
in HTML, MSWord and PDF formats with an option for printed 
information on request.

If Comcare has deposited or published IPS documents under a 
scheme such as the Commonwealth Library Deposit, the National 
Sound and Film Archive or www.data.gov.au , Comcare will 
publish on its website information about the deposits (including 
links where possible).
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COMCARE INFORMATION PUBLICATION SCHEME

INFORMATION REQUIRED TO BE 
PUBLISHED UNDER THE IPS

ADDITIONAL INFORMATION

Comcare will publish documents required to be published under 
the IPS (s8(2)) in the IPS section of the website.

Comcare will publish these documents under the following 
headings:

1. Agency Plan.

2. Who we are—this will include the organisational structure and 
strategic plan.

3. What we do—this will outline the functions and decision-
making powers of Comcare. Comcare will publish rules, 
guidelines, practices and precedents relating to these functions 
and powers.

4. Reports and responses to Parliament—this will include 
Comcare’s recent annual reports, Harradine reports and 
research reports.

5. Routinely requested information—Comcare will clearly identify 
these documents in its disclosure log, published under 
section 11C of the FOI Act. Comcare will publish information 
contained in documents to which the agency has provided 
access under the FOI Act.

6. Contact us—this will include name, telephone number and 
email address for a contact officer, who you can contact 
regarding access to Comcare’s information or documents 
under the FOI Act.

Comcare will publish under the IPS other information that it holds, 
taking into account the objects of the FOI Act (s8(4)). Comcare 
will publish additional information under the following headings:

> Our priorities—this will include corporate and strategic plans, 
assessments and reviews

> Our finances—this will include budget statements and 
financial information relating to procurement, tendering and 
contracts.

> Our lists—this will include jurisdictional policy advices and 
bulletins, notices of declarations and ‘Working with You’ 
newsletter

> Our policies—this will include CEO directions and instructions.
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COMCARE INFORMATION PUBLICATION SCHEME

ACCURACY AND CURRENCY OF 
PUBLISHED INFORMATION

INDICATIVE TIMETABLE—WCAG 
2.0 CONFORMANCE

Comcare will ensure that all online information it is required to 
publish under the IPS (s8(a)) conforms with the WCAG 2.0 in 
accordance with the indicative timetable below.

In accordance with WCAG 2.0 and the National Accessibility 
Strategy, Comcare is committed to providing the public with 
conformant document formats. Currently Comcare provides the 
public with PDF and RTF versions. To comply with the new WCAG 
2.0 guidelines, these formats and HTML will be available.

Therefore, Comcare will ensure all publications available on 
Comcare’s website before May 2011 have both PDF and RTF 
versions. After May 2011 Comcare will, as part of the National 
Accessibility Strategy, transition to making these available in HTML 
format as well. 

No. Document category Format

Indicative 
WCAG 2.0 
conformance 
date

1. All documents required 
to be published under 
s8(2)

RTF, PDF and  high 
profile publications 
in HTML

May 2011

2. Optional information 
published under s8(4)

RTF, PDF and 
HTML 

1 September 
2011

3. All existing PDF/RTF 
converted to html

html By December 
2012

Comcare will convert the majority of documents listed on the 
IPS section of the website into HTML, to meet accessibility 
requirements after May 2011. A small number of exceptions may 
apply to:

> PDFs made of images of scanned documents

> documents that are out of date, but that are provided for 
historical reference—these will be supplied in the formats in 
which they are currently available

> charts, tables and forms—these can be supplied in accessible 
formats on request.

Comcare will publish documents covered by these exceptions 
in two alternative formats (PDF and RTF). Comcare will use 
an automatic word converter and PDF converter to convert a 
document into HTML. These documents will then be proofread/
formatted and new metadata applied.

Comcare will ensure that all new documents published in the IPS 
section after 1 April 2011 conforms to WCAG 2.0 inline with the 
WCAG 2.0 National Accessibility Strategy timeline.
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COMCARE INFORMATION PUBLICATION SCHEME

CHARGES

Comcare does not currently intend to seek to charge persons for 
receiving copies of published documents. Comcare encourages 
persons to print copies of required documents themselves as 
opposed to requesting Comcare to do so. 

If there is, a request to provide a printed copy of a voluminous 
document, Comcare may charge of 10 cents per page may to 
cover partial costs of resources—in addition to postage.

Situations could also arise where there may be a charge for 
documents subjected to subscription or copyright—these 
situations will be determined on a case-by-case basis.

IPS COMPLIANCE REVIEW 

Comcare will review and revise this agency plan annually. 

Comcare will review the operation of its IPS from time-to-time and 
at least every five years, in accordance with the guidelines issued 
by the Information Commissioner about IPS compliance review.
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