REQUEST FOR ACCESS TO PERSONAL INFORMATION FORM vAcceSSE

About this Form

You have a right to request access to your own personal information under the Privacy Act. For further
information about your access rights please see our Privacy Policy at www.access4u.org.au

This Form is provided to assist you in accessing personal information that Access4u may hold about you.

We ask that you use this Form to help us identify the correct document(s) relating to your request. Please
attach additional pages if you require more space for your responses.

For the protection of everyone’s privacy, Access4u only accepts requests made by the relevant individual or
an authorised representative. As such, if you wish to request another person’s information, you will need to

provide proof of authority to do so.

Your Details

Full Name:
Address:
Post Code:
Home Phone: Mobile Number:
Email Address:
If you are a Accessdu Employee, please provide your Access4u Employee ID:
Are you requesting document(s) and/or information about another person? Yes O No O
If yes, please provide this person’s details:
Full Name:
Address:
Post Code:
If this person is currently receiving services from Access4u, please provide their Date of / /
Birth:
What is your relationship to this person (e.g. mother / father)?
Is this person a minor (e.g. under the age of 18)? Yes O No O
Is there a guardianship order in place? Yes No O
If yes, please outline the details of this order?
Is this person unable to make this request by him/herself? Yes 1 No I
If yes, please outline the reason why the person cannot make
the request independently?
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Reason for this Request

Please outline the reasons for your request. This information may assist us in correctly identifying the information /
documents quickly.

Information Requested

Please provide as much detail as you can to help us quickly identify your document(s) or the information you seek,
including any reference numbers, date of birth, previous names etc. Please attach more pages if you cannot fit all of the
information in this box.

Proof of Identity

Before we can release any information, we must be satisfied of your identify. Please provide evidence of your
identity, such as a driver’s licence or passport. If you are lodging this request on behalf of someone else, please
provide written evidence that you are authorised to lodge the request on their behalf. You will also need to provide
evidence of the identity of the individual who has authorised you to lodge the request as well as proof of your own
identity.

Fees

In some circumstances, we may need to charge a fee. We will tell you in advance if there is going to be any cost to
you for retrieving and providing the information, so you can decide if you want to go ahead.

Response

It is anticipated that in most cases, the duration of responding to the request will not exceed 30 working days. If the
request is likely to take longer than 30 days, we will notify you.

Access4u: Request for Access to Personal Information Form Date reviewed: May 2024
Document Code: REQAPIF V1 Next Review Date: May 2027
Document Owner: CEO Page 2 of 3

Uncontrolled when printed. Current version can be obtained from Access4u O drive




REQUEST FOR ACCESS TO PERSONAL INFORMATION FORM : 'ACCGSS 4_U

Documents

Please attach copies (not the original) of any documents that may assist us to respond to your request along with
your proof of identity as outlined above.

ACKNOWLEDGEMENT & CONFIRMATION

In signing and submitting this form, | declare that | am the individual named in the form or | am their authorised
representative (and | have attached a copy of the authority).

Signature: Date:

Lodgement

Please post the completed form marked “Private and confidential” to:

Attention: Privacy Officer
Access4u

Suite 3 / 250 Glen Osmond Road
Fullarton SA 5063

Or scan and submit by email with attachments to: privacy@access4u.org.au

Office Use Only

Date Form Received: All relevant information required to process included: () Yes ( )No
Date Acknowledgement sent: Additional Information required from applicant: ( ) Yes ( ) No

Date processed and finalised and response to Applicant: ( ) Yes ( ) No
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