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1 About business.gov.au 
The business.gov.au website is a single point of access in providing up-to-date quality information from all levels of government for the Australian business community. The website was established to reduce the compliance overheads on Australian business through simplifying the way businesses locate and interact with government at the Australian, state or territory and local government levels.

This website also fosters relationships between small business operators and industry associations by providing links to selected organisations. This information attempts to provide small business operators with the ability to establish or improve networks and keep up-to-date with industry trends.

It provides simple tools and resources that assist small businesses in using government information. The business.gov.au website also displays information and facilitates a growing number of online business transactions with government agencies.

2 Why we have a policy
This content policy defines the scope and nature of the process of collecting, evaluating and publishing information on business.gov.au, with a view to providing our clients with information on:

· our reasons for inclusion of content 

· our procedures for changes

· our linking policy

· our assessment criteria for collecting content

· our maintenance policy for data storage and archival issues

· a description of our current content and structure
· reasons for removal of content
3 What are our reasons for including content

3.1 Our content level

The business.gov.au website is effectively a portal. We aggregate resources and provide contextual information to help our audience determine its relevance before they are directed to an agency website. Its function is not to provide policy or business expertise. For these reasons we only provide advice of a general nature in the forms of guides, checklists and templates and do not provide advice or information about legislation or policy in any great detail. We only provide a short summary with context to direct our audience to the correct agency. 

3.2 Our content types

Information found on business.gov.au is divided into five main content types:

1. Business topics

2. How-to guides

3. Checklists
4. Planning templates
5. News and features.
Information found in any of these content types must meet the assessment criteria in Section 6 of this document.
3.3 Our target audience

All information collected and presented on the website should reflect the interests of the target audience. In order of importance, the target audience for business.gov.au can be categorised into four groups:

1. Business operators and staff responsible for business administration and related tasks in small to medium enterprises

2. People thinking about or planning to start a business

3. Accountants and tax agents, and other business intermediaries primarily dealing with small business on a day-to-day basis

4. Business advisors and educators.
3.4 Where we obtain our information

Information collected for business.gov.au is sourced from Australian, state, territory and local government agencies and organisations with whole or at least partial government funding or affiliation. We also collect non-government contact details related to industry and business associations for the Directory of government and business associations.

It is important that all the material selected and linked to originates from a reputable and reliable source. The following checklists are used:

· Government information:

· Coat of Arms or department logo should be displayed, or

· valid information is found in the “About” section of a website to link its affiliation to a government agency.

· Industry or business association:

· the organisation is reputable, well known (i.e. found in reputable directories), and
· the text clearly states the purpose of the association and membership requirements.

4 What are our procedures for changes
In the interest of our target audience and preserving our content policy, any suggested additions to the content will fall subject to our change control procedures below.

a. Suggested content will be assessed to determine where it best fits within the structure of the website and whether it meets the assessment criteria in Section 6 of this document.

b. The decision of if and/or where the content will appear on the website will be made by the business.gov.au Content & Service Delivery team and communicated to the originator of the content request. 

5 What is our linking policy

5.1 Why we link to these resources

business.gov.au provides links to sites of substantial relevance to businesses operating in Australia, and primarily those which provide:

· information which helps business deal with government in Australia, or

· resources to help business in Australia to set up and grow, and

· have whole or partial government affiliation, or are not-for-profit organisations.
It should be noted that:

· we do not publish the logos of other agencies or initiatives on the website
· links to not-for-profit websites are only provided if the website does not have excessive paid advertising, and only at the discretion of the Manager of the Content & Services Delivery team. 

· links are provided for reference and the convenience of users only

· we do not attempt to maintain the accuracy and completeness of information at linked sites 

· we do not provide any guarantee that information available or accessed from linked sites is accurate, up-to-date or complete

· linking to any associated goods or services does not represent endorsement by business.gov.au
More information can be found in the business.gov.au Disclaimer.

5.2 Why we provide deep-links
business.gov.au aims to route users quickly to relevant information. Where possible, it generally directs users to a specific resource or resources by deep-linking below the homepage. This offers users many advantages including reducing the number of clicks to get to resources and providing effective relevant navigation.

Where possible, business.gov.au links directly to resources that are in one of the following preferred formats:

· html

· Portable Document Format (PDF)
· Microsoft Office Word (Word)
· online transactions
· databases
· multimedia files.

This website will only link directly to another site’s homepage when the information is relevant or the item is a listing in the Directory of government and business associations.

5.3 How can you link to business.gov.au

Organisations or individuals may put links on their websites pointing to business.gov.au, provided their intent is consistent with the aims and objectives of the Business Entry Point Initiative.

We advise that all the material on business.gov.au, including the business.gov.au logo and its variants is subject to copyright. Users must not unlawfully use any of our copyright material, or pass off as their own, any content from business.gov.au, including the logo and any variants.

If people wish to republish any material from our website they must obtain our written permission, unless the material is marked otherwise.

6 What assessment criteria do we apply to content
The following criteria must be met for a resource to be catalogued onto the website. The following questions are asked of each resource.

6.1 Coverage

Does the piece of information fit into one of the subject areas covered in the business topics, how-to guides, checklists, templates or news and features?  

Does this resource contain substantive information?

6.2 Level

Is the subject matter suited to the identified target audience (Sect 3.2)?

Is the information in plain English?

6.3 Accuracy

Is the item free from spelling and grammatical errors?

6.4 Currency

Is the information up-to-date and durable in nature?

Is non-durable material suitable as a news story or promotional item?

6.5 Geographical Coverage

Is the material of interest for Australian businesses? 

6.6 Language

The metadata for the content we currently collect, catalogue and store is in English.
6.7 Source

Is the information provided by a reputable source, such as a government agency or an organisation funded by/affiliated with government, or a not-for-profit organisation? Is the source apolitical – for example, we do not link to specific ministerial websites or media releases.
7 How we maintain discoverability and accuracy
business.gov.au aims to have its content easily discoverable by our users and to be accurate. The following procedures help to ensure this.

7.1 The metadata and cataloguing standards we follow
The metadata found on business.gov.au conforms to the Australian Government Locator Service (AGLS) Standard, which is based on the Dublin Core Standard. When the AGLS Standard is upgraded, business.gov.au metadata is revised and updated as required.
As well as harvesting and creating metadata to the content found on business.gov.au, content postings are catalogued according to the subject topics that have been identified by the business.gov.au team and market focus surveys. 
Material will be assigned to appropriate topics as specified under topics description and will be listed under all relevant topics/subtopics to ensure material has a number of discovery paths.

7.2 How often we update and review our content

A daily link-checking system is in place to identify broken links. 

The business.gov.au content team conducts a major audit of all website content annually.
Content updates and reviews are also conducted based on stakeholder feedback and usage statistics.

8 What is the current structure of business.gov.au

8.1 Business topics and How-to guides 

The Business topics cover all government compliance issues for small business.  Each topic is constructed with an index page, secondary pages, and aggregated state content (where applicable). Topics include:

· Emergency management & recovery

· Employing people

· Environmental management

· Fair trading

· Franchising

· Grants & assistance

· Home-based business

· Importing & exporting

· Independent contractors

· Insurance

· Intellectual property

· Market research & statistics

· Occupational health & safety
· Online business
· Registration & licences

· Taxation

· Tenders & contracts

The How-to guides include non-compliance issues such as planning, insurance and risk management. The guides are:

· Thinking of starting a business

· Starting a business

· Growing a business

· Exiting a business

To assist our users in finding relevant information quickly, we present information under business topics and how-to guides. All material that is collected for this website has a business focus.

We collect information that is not industry specific but is useful across a range of businesses and industries including financial issues, starting and developing a business, employing staff and taxation. 

8.2 Business stage
The Business stage section contains direct links to the How-to guides, the Starting your business checklist and the Growing your business checklist.
The How-to guides provide users with a logical walkthrough of all stages of the business lifecycle, from start to finish. 
The Starting your business checklist contains a series of questions to guide businesses through the various stages of their business including before they start, when they start, when they buy and when they run their business. The guide also includes a summary checklist and a Australian, state and territory government agency index.

The Growing your business checklist contains a series of questions to guide businesses through the various stages of their growing business including increasing staff, diversifying products or services, exporting goods, franchising a business or simply moving to bigger premises.
8.3 Tools & resources 

Tools and resources available on business.gov.au include:
a) Advisor Finder
Advisor Finder helps businesses find their nearest government funded business advisor for expert one-on-one advice. Advisor Finder uses intuitive mapping technology to put businesses in touch with advisors in their locality.
b) Apply for an ABN

This links directly to the Australian Business Register (ABR) on the Australian Taxation Office (ATO) website to register for an Australian Business Number (ABN).
c) business.gov.au planning templates

Business planning templates help businesses start or grow. The templates were developed in conjunction with business and financial advisors. The suite includes a business plan, marketing plan, succession plan and emergency management and recovery plan.
d) business.gov.au website tools
This page provides access to new technologies developed by business.gov.au, including the Desktop business assistant and the Quick search tools.
e) Content syndication

This links to the Content syndication page where users can sign up to have business.gov.au content feed directly onto their website in their own look and feel. 
The information syndicated by business.gov.au covers all three levels of government and is grouped under News and features, Business topics, How-to guides and Business resources.

Content syndication is maintained by the Content and Services Delivery team within Online eBusiness services (OES), in the Department of Innovation, Industry Science and Research (DIISR).
f) For Government

The For Government page provides links specifically for government agencies. These links include VANguard, Business Consultation and SmartForms, all satellite sites of business.gov.au.
g) Free email updates
Users can subscribe to free email updates from this page. They can customise the information they receive by selecting what state or territory they are in and how often they require updates. The subscriptions are verified by the user through email and are maintained by a separate maintenance tool developed in-house.
h) Glossary

The glossary is an alphabetical listing of various terms, including business, tax and basic computer terms that our users may find referenced within our content.
i) Grants & Assistance Finder

Grants and Assistance Finder helps businesses find grants and assistance available from the Australian and all state and territory governments. Businesses can quickly and easily find the grants most relevant to their business.
j) Late payment interest calculator

Where an Australian Government agency has not made full payment within 30 days of receipt of a correctly rendered invoice from a small business, the agency must pay simple interest on the unpaid amount. This tool allows a business to calculate how much interest is payable.
8.4 News & events

a) News and features
The News and features section has been designed to inform small business users about new initiatives, programs, events and any other relevant information. Sourcing news and feature items will follow the same assessment criteria as specified in Section 6 of this policy.

In line with business.gov.au’s objective of providing information from a whole-of-government perspective, news items are derived from sources at all levels of government. Every attempt is made to strike a balance between news items from Australian, state, territory and local government sources.

In line with the Australian Public Service (APS) Values and the Australian Government Information Management Office (AGIMO) web publishing guidelines, the news section does not publish any material that is politically sensitive.
In response to user feedback and market research, the Content & Service Delivery team aims to rotate items through the news section every one to two days. This ensures the information published is current and that the website remains dynamic.
b) Events

This is a calendar of business events. Events are selected and maintained following these basic principles:
· Events included in the calendar are derived from all three levels of government. At the Australian Government level, we include information about activities managed by those agencies that have direct dealings with small business. For example, ATO, Austrade, AusIndustry and the Australian Customs and Border Protection Service. State, territory and local government events are also included due to their more hands-on role in terms of advising and assisting small businesses. Naturally a large percentage of events listed are from these levels of government.
· Events included in the calendar are derived from online sources and can only be linked to if the event has a dedicated page on the managing agency’s website, or is part of a list of events on a dedicated page on their website. 
· As data for the calendar is sourced from all levels of government, details included for each event include the date, state, city and name (with hyperlink) for each event. 
· The calendar is published one month in advance as this is the best possible time to include the majority of events published for that month.

8.5 Contacts and directories
a) Directory of government and business associations 

This is a directory of approximately 1,700 postings. For each posting, the directory contains contact details, a hyperlink and a description of the agency or association. Our current policy is to only include government bodies and industry associations or not-for-profits that provide advice and/or services to Australian businesses. Commercial organisations are not included.

b) Contact us
This section provides users with six options:

· Contact the Small Business Support Line (SBSL) – where telephone calls and emails are actioned by a Customer Service Officer from the SBSL.

· Contact business.gov.au – for an enquiry regarding:

· finding business information and services

· GovForms

· Content Syndication

· Business Consultation

· comments and suggestions about the website.
· View our Frequently asked questions – for answers to some of the most commonly asked business queries.

· Contact the SBSL through the Live Chat service – where customers chat online with a Customer Service Officer from the SBSL.

· Contact ABN Lookup – where emails are sent directly to the ABN Lookup team.
· Contact the Australian Taxation Office (ATO) – where customers are directed to the Contact us page on the ATO website.
8.6 Business Consultation
This links directly through to the Business Consultation website where businesses can consult with government agencies on policies and regulations relevant to the Australian business community. The website is maintained by the Content and Services Delivery team within OES and is a satellite site of business.gov.au.
8.7 Forms
This links to the GovForms website that provides access to government forms from all three levels of government. The website is maintained by the GovForms team within OES and is a satellite site of business.gov.au.

8.8 ABN Lookup

Users can access various links from this section leading them to the ABN Lookup website. ABN Lookup provides public information available from the ATO, that is provided by businesses when they register for an ABN. The website is maintained by the ABN Lookup team within OES and is a satellite site of business.gov.au.
8.9 Search 

As well as searching the content of business.gov.au, the search function also searches sites from all three levels of government. business.gov.au utilises the whole-of-government Agency Search service that is offered by the Department of Finance and Deregulation. The software underpinning the Agency Search service is currently the Funnelback search engine.
8.10 About business.gov.au, Legal notices, Other Languages, Freedom of information, Information Publication Scheme and Sitemap
As well as the website, the Business Entry Point Initiative also involves a number programs and activities to assist businesses. These are detailed in the policy section of our website called About business.gov.au. 

The Legal notices section of our website covers our and our user’s legal rights. These include:

· Copyright notice

· Disclaimer notice

· Privacy policy

· Security policy.
These pages are reviewed on a regular basis through the DIISR legal area.

The Other languages page provides information on translation services for 25 languages.

The Freedom of information page provides information on access to information relating to the administration of business.gov.au.
The Information Publication Scheme page provides information on the framework and related guidelines on the publishing of business.gov.au content.
9 Changes to the Content Policy

This policy will be reviewed by the business.gov.au content team following any new or amendment to relevant legislation, and also when there is a new release or redevelopment of the business.gov.au website.

Any requested changes to the Content Policy will need to be reviewed by the business.gov.au content team. The suggested changes will be assessed to determine the purpose of the change and whether it complies with the overall purpose of the policy and website. If an agreement cannot be reached, it will be escalated to the OES General Manager who will provide a final determination.
10 Social media

business.gov.au connects with users through a number of social media channels including Facebook, Twitter, YouTube and an iPhone application. The process for managing the social media channels is documented in the business.gov.au Social Media Policy.
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