Privacy Request Form
Request to access Richmind WA records
Please forward to privacy@rw.org.au
	[bookmark: _Hlk188951038]Consumer Details

	Name
	     
	[bookmark: _Hlk207030827]Contact number
	     	Date of birth
	     
	Address
	     


Details of authorised person
Complete this section if the request is made on behalf of anyone other than the consumer.
*An authorised person is a parent or guardian or a minor; a person appointed by Power of Attorney; Advanced Health Directive; another person authorised by law; a person authorised in writing by the consumer.
Basis of authorisation if not the consumer:
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· Parent
· Guardian of minor
· Power of attorney
· Advanced Health Directive
· • Other, specify:      as

[bookmark: _Hlk189138688]
	Authorised person details

	Name
	     
	Contact number
	     
	Address
	     


*If you are seeking to access documents about a person other than yourself, please provide their name, date of birth and their relationship to you in the space below. You will need to provide certified copies of documents linking you to that person to enable you to access the documents, such as birth certificates, death certificates or guardianship / administration orders.
	Document details

	I hereby request a copy of the documents listed below. 

	1. Please list documents / information required
     

	2. Please explain the reason(s) why the documents are required.
     



Proof of identity requirements
Richmind WA require one primary identification and two secondary identification documents to process a Privacy Request. ID provided must be certified copies.
List of who can certify ID is listed at commerce.wa.gov.au/consumer-protection/authorised-witnesses. Alternatively, please email privacy@rw.org.au to request an appointment to have documentation sighted by the Quality, Governance and Risk Team at Cannington office.
Please see below for proof of identity list. If unable to provide a primary identification document with your request, please contact privacy@rw.org.au for assistance. 

	Primary identification documents

	Australian Birth Certificate or Birth Card

	Australian Passport

	Australian Citizenship Certificate

	International Passport* (must have a current valid Australian visa)

	Registration of Descent 



	Secondary identification documents

	Licence or Permit issued under Australian law 

	State of Federal Government Employee Identity 

	Tertiary Education Institution Identity 

	Australian Learner’s Permit 

	Department of Veteran Affairs Card 

	Centrelink Card 

	WA Photo Card

	ImmiCard

	Dangerous Goods Security Card

	Working with Children Card 

	Consular Photo Identity Card 

	Maritime Security Identification Card

	Proof of Age Card 

	Medicare Card

	Council Rates Notice 

	Property Lease / Rental Agreement 



Request Process
1. Gather all required information for the request.
2. Certify identification documents.
3. Provide completed Privacy Request Form and identification via email to privacy@rw.org.au
4. Quality, Governance and Risk team will confirm they have received the request.
5. Request update will be provided within 14 days of submission.
6. Information will be released to the appropriate person via email.
7. RWA will record the request documentation and documentation released upon request. 
Acknowledgement
I am not aware of any legal or other reason which prevents me from making this request nor any other person that I must consult with before I make this request. There are no court orders in existence which limit my rights to access this information. 
	Name
	     
	Signature
	     	Date
	     


Checklist
☐ Attached certified identification?
☐ Given clear explanation of the documents you are requesting.
☐ Attached documents to support your application to access information about other people (for example birth certificate or guardianship / administration order)
image1.jpg




image2.jpg
Ric:hminwdA




