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REQUEST FOR ACCESS UNDER THE FREEDOM

OF INFORMATION ACT 1991

DETAILS OF APPLICANT


Family name
DOB: ________________________ 
Given names
Title (Mr/Ms etc)


Other names that you have used previously 

                                                                       Surname                       Given Names    

Australian Postal Address


__________________________ Postcode _______ Phone No: __________________
DETAILS OF REQUEST

I request access to document(s) concerning


FORM OF ACCESS

(Please tick appropriate box)

	I require a copy of the documents
	(  Yes
	· No



	I wish to inspect the documents
	(  Yes
	· No



	I require access in another form
	(  Yes
	· No




Specify


Please turn over

FEES AND CHARGES

The application fee can be paid by cheque, money order, direct debit or cash. Please email the FOI team (DCP.FOI@sa.gov.au) for bank details for payment by direct debit or to arrange payment by cash. Please do not send cash through the mail.

I understand that I may be required to pay processing charges in respect of this request and that I will be supplied with a statement of any charges levied.

In certain cases a reduction of fees and charges may apply.  See the section on fees and charges below.

I am requesting a reduction in fees and charges (place a tick in the appropriate box)

	(  Yes
	(  No


If you tick Yes, please attach copies of supporting documents (including the front and back of any benefit card).

Applicant’s signature


Date   
      /
        /20

Please send your application to:

Freedom of Information
Customer Services Unit

Department for Child Protection
GPO Box 1072
ADELAIDE  SA  5001

or
DCP.FOI@sa.gov.au
* For current fees and charges, please refer to the Freedom of Information (FOI) home page to the heading Application fees and processing charges which links to the 
Freedom of Information (Fees and Charges) Regulations 2003.
AGENCY USE ONLY

Received on          /        /20

Acknowledgement sent on          /       /20   
Freedom of Information Application Checklist 

Application for Individual Information

· Application form 

· Please provide all of these -

· Specific details written on the application form of the information/documents you require (please attach another sheet of paper if there is not enough room on the application form)
· Other names you have been known by

· Alias

· Also Known As (AKA)

· Changes of Name: Photocopies of Marriage Certificates, Change of Name Certificates (formerly called Deed Poll)

· Acquired names that are “unofficial”

· Please provide photocopied identification that has a current address and signature – such as one or more of the following – 
· Drivers Licence

· Health Care card

· Centrelink Card

· Proof of age card

· Passport 
Application for Family Members’ Information 

· All documents as described above plus – 

· Written consent from Family member(s)

· You may wish to request a consent form from our office. The consent form will need to be completed and signed by the relevant family member whose information you are requesting. This form once completed provides your family member’s consent to allow us to release information about them to you. 

· If the family member is deceased – 

· Death Certificate or 

· Death Notice from a newspaper

· Proof of Relationship with the relevant family member

· Family member’s Birth Certificate 

· Marriage Certificates / Change of Name Certificate if family member has changed names

· Proof of Next of Kin

· Birth, Marriage and/or Death Certificates

Please be specific about who you are requesting information about and what kind of information.

Please send your application with ALL supporting documents.

If all supporting documents are not received within 21 days, then your application may be closed. Reminder letters and phone calls will be made to assist you. 

Please contact the Customer Services Unit if you have any queries on: (08) 8226 4399.
Requests for access to an agency’s documents

Applicants need to provide sufficient information to enable the correct document/s to be identified, although agencies are obliged to help you with your application.

If you are seeking documents relating to your personal affairs, the agency may request proof of your identity.

If you are seeking a document(s) on behalf of another person relating to their personal affairs, the agency may ask you to submit a consent form signed by that person and proof of their identity.

A request will be dealt with as soon as practicable (and, in any case, within 30 days) after it is received.

On receiving an FOI application, an agency may assist the applicant to direct the application to another agency or transfer the application to another agency, as appropriate.

Forms of access

Various forms of access are possible depending on the form in which the information is stored.  They include:

· copy of documents (usually the cheapest option)

· inspection of the documents

· hearing and/or viewing audio and/or video tapes

· transcript of recorded document or words recorded in shorthand or encoded form

· document produced from computerised information

Where an agency is unable to grant access in the form you requested, you may be given access in a different form.

Application fees and processing charges

The approved application fee is set in the Regulations.  A cheque/money order/cash for the appropriate amount must be forwarded to the Agency with the request for access.

Processing charges may also apply for dealing with the application.  A schedule of fees and charges is available from the agency’s FOI Officer, or refer to the Regulations.

A reduction/waiver of fees may be applicable if eligibility criteria are met.

Refusal to process requests

Sections 18, 20 and 21 of the Freedom of Information Act explain the circumstances under which an agency may refuse or defer access to information.

For further information

Refer to the Freedom of Information Act, available from State Information or the State Library, or ring the FOI Officer in the agency holding the document you require access to.

