Personal Information Access Request

Complete this form to request access to personal information held about you by Queensland Tertiary Admissions
Centre Ltd (QTAC). Note that a fee may apply to process your request. Fields marked with an asterisk (*) are
mandatory. Providing detailed information will assist us in processing your request.

Title

First name*

Date of Birth*

Middle name/s

Contact phone number*

Surname*

Application/Candidate Number*

Email address*

Address* (Information will be mailed to this address)

Please provide the details of the personal information that you would like to access/obtain*:

Please provide specific details of the reasons you would like to access/obtain the information*

In some circumstances the calls made to and from our organisation are recorded. If you would like to access an
audio copy of the call recordings relating to your policies/claims, please advise which calls you require copies of.
If you are aware of the date that the call was made and the name of the consultant you spoke with, please
provide this information. You will be advised whether recordings of the calls requested have been made. Please
be aware that an additional fee may be charged to access copies of call recordings.

Date of Call
/

/

/

/

Caller local time of call

Consultant name (if known)

Please note that in some circumstances we may decline to release information and reports but we will not do so
unreasonably. Such circumstances are where information is subject to privacy laws, where information is
protected from disclosure by law, or where the release of the information may be prejudicial to us in relation to a
dispute or claim. In circumstances where we decline to release information, we will give you reasons and you
have the right to request a review of our decision through our complaint handling procedures. We will provide
reasons in writing upon request.

Signature*

Date*

Office use Only
/

/

Please provide a photocopy of your driver’s licence or other photo identification as proof of
identity.
Once completed:

Mail to: Privacy Officer, PO Box 1331, Milton QLD 4064

What happens next?

You will be contacted by the person who will be collating your personal
information. They will advise of any fees that may be applicable and the
expected timeframe to provide access to your information.

If you have a query:

To discuss any aspect of your request, please contact the person handling
your request or QTAC on 1300 467 822 or submit an online enquiry at
www.qtac.edu.au/contact/ - please ensure you type ‘Privacy’ as your topic.

