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         How you can access University information
     





                            

                        

                    

                    
                        
                            
                            




     
         Read about accessing University information, including how to make a right to information (GIPA) application or other statutory request, and the open-access information available on our website. 
     



                            

                            
                            




    
    
    



	
		
		
			There are several ways that you can access University information depending on the type of information that you are seeking. This page provides information regarding the University's processes under NSW's right-to-information and privacy laws, as well as court processes such as subpoenas and warrants.

Right to information at the University

The Government Information (Public Access) Act 2009 (NSW) (GIPA Act) facilitates access to information by public sector agencies in New South Wales, including the University of Sydney. 

It may not be necessary for you to make an application for information under the GIPA Act (also known as a GIPA application). The University makes a great deal of information public, including our policies, annual reports and open-access information. 

If you would like to make an application for access to information, please contact one of our right-to-information officers, who can provide information on the operation of the GIPA Act in the University.


		
		

	






    
    
    

    
    

    
    

        
        
            
            
    
        
            
                
                    How to make a GIPA application
                
            

        


        
            
                Applications must:

	be made in writing – GIPA application form (pdf, 68KB)
	include a postal or email address for correspondence
	include enough detail to help us identify the information requested
	enclose the application fee of $30.


Email the completed form to gipa.enquiries@sydney.edu.au or post it to:

Right to Information

Archives and Records Management Services

The Quadrangle (A14)

Camperdown Campus

University of Sydney

NSW 2006



            

        

    


        
            
            
    
        
            
                
                    Fees payable
                
            

        


        
            
                The GIPA application fee is $30. An application is not considered to have been received by the University until the application fee has been received.



The preferred way of payment is through the University Portal.  Please contact the Right to Information Officer at gipa.enquiries@sydney.edu.au if you wish to pay by another method.

The application fee includes 20 hours of processing time for personal information or two hours processing time for non-personal information. After that, there may be an hourly processing charge of $30 per hour. Processing charges cover time for locating the information, decision-making, consultation where necessary and any copying.



            

        

    


        
            
            
    
        
            
                
                    How the University handles GIPA requests
                
            

        


        
            
                The University has a responsibility to deal with your request as soon as possible. Within five days we will decide if your application is valid and you will be sent an acknowledgement of receipt. If we decide it is not valid, you will be notified.

Our acknowledgement of a valid application will tell you:

	the date by which the application will be decided (subject to any extension or suspension allowed by the GIPA Act)
	that the application will be deemed to have been refused if not decided by that date
	a statement that information about your application may be made public in the University's disclosure log and that you may object to this. This statement is not required if we consider it unlikely that information about the application will be included in the disclosure log
	details of rights of review as directed by the NSW Information Commissioner.


The University must make a decision on your application within 20 working days. This time can be extended by up to 15 working days where consultation with a third party is necessary.

How information is provided

The University will either let you know when and where you can see the information or provide you with an electronic copy. If you have asked for access to information that is not in written form, such as videotapes, sound recordings or photographs, or computerised data, arrangements will be made for copies to be sent to you or for you to hear or view the material.

Where the University refuses to provide requested information

Under the GIPA Act, the University must disclose or release information unless there is an overriding public interest against disclosure. When deciding whether to release information, we must apply the public interest test contained in the GIPA Act. This means we must weigh the factors in favour of disclosure against the public interest factors against disclosure. With the exception of applications where the processing would constitute a significant and unreasonable diversion of our resources, unless there is an overriding public interest against disclosure, we must provide the information.

If we decide that there is an overriding public interest against disclosure, we will tell you:

	the reasons for our decision
	our findings on material questions of fact underlying the decision with references to sources for the finding
	the format of the records held by the agency that contained the information.
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                If you are unhappy with the decision of the University, you may seek a review under "Part 5" of the GIPA Act. There are three review options:

Internal review

If you would like to request an internal review, you must make this request within 20 days of being told our decision. Requests for an internal review must be in writing. See the GIPA internal review application form (pdf, 59KB).

Internal reviews are conducted by an officer other than the one who made the initial decision. They will not report to the initial decision-maker. The University must complete an internal review within 15 days of receiving it, which may be extended by up to 10 working days if further consultation is required.

There is an internal review application fee of $40. An application is not received by the University until the application fee has been received. If the internal review is of a decision which was not decided in time, there is no fee payable.

Review by the NSW Information and Privacy Commissioner

Applications for review by the NSW Information and Privacy Commissioner must be made within 40 working days of receiving the University's decision.

The commissioner can make recommendations, including that the University reconsider the matter. The University can reconsider an application regardless of whether or not it has conducted an internal review.

Further information is available from the NSW Information and Privacy Commission.

If you were consulted regarding the release of information and the University decided to release it contrary to your views, you must seek an internal review of the decision before going to the Information Commissioner.

Review by NSW Civil and Administrative Tribunal (NCAT)

Applications for review by NCAT must be made within 40 working days of the decision by the University, or 20 working days after a review by the Information and Privacy Commissioner. Please note that you do not need to request a review by the Information and Privacy Commissioner prior to making an application to the NCAT.

Further information is available on the NSW Civil and Administrative Tribunal's website.
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                    Accessing and amending personal information
                
            

        


        
            
                Under the Privacy and Personal Information Protection Act 1998 (NSW) you have the right to access your personal information held by the University. If you believe that the information is inaccurate, not relevant to the purpose for which is was collected, not up to date or incomplete or misleading you have the right to apply to have it amended.

There is no fee for requests to access or amend records.

	Application to access personal information (pdf, 109KB).
	Application to amend personal information (pdf, 109KB).




            

        

    


        
            
            
    
        
            
                
                    Subpoenas, statutory releases and other requests
                
            

        


        
            
                [bookmark: subpoena]Court orders

Court orders (such as subpoenas) to produce documents on the University should be addressed to:

The Proper Officer

Archives and Records Management Services

Office of General Counsel

Level 1, Quadrangle (A14)

University of Sydney

NSW 2006

The Proper Officer does not accept service of subpoenas to attend to give evidence as such subpoenas must be served directly on the individual called upon to give evidence.

If a subpoena to give evidence is served on an individual within the University, and is relevant to the University, the individual should immediately contact OGC for advice and assistance in relation to the subpoena.

Release of third party information with consent

Requests for the release of personal information to a third party must be made in writing to the Proper Officer and enclose the consent of the subject of the information. Requests can be emailed to records.online@sydney.edu.au or sent by post to the above address.

The University may not provide the information where consent was given more than 12 months ago.

Statutory release of personal information to government agencies

Personal information may be disclosed to an Australian Commonwealth or state government agency following the receipt of a notice or request under the agency’s legislation. Such notices or requests should be addressed to the Proper Officer and specify the section of the act under which it is issued and clearly identify the information required to be produced. Notices or requests can be emailed to records.online@sydney.edu.au or sent by post to the above address.



            

        

    


        
            
            
    
        
            
                
                    Requests under the State Records Act 1998 (NSW)
                
            

        


        
            
                Inquiries regarding access to University information under Part 6 of the State Records Act 1998 (NSW) are to be directed to the University’s senior archivist on university.archives@sydney.edu.au.



            

        

    


        

        
        

    








    
    
    



	
		
		
			Open-access information at the University

Under the GIPA Act, the University is required to publish open-access information on our website unless to do so would impose unreasonable costs. The following open-access information is available free of charge.


		
		

	






    
    
    

    
    

    
    

        
        
            
            
    
        
            
                
                    The Information Guide
                
            

        


        
            
                The University is required to produce an Information Guide (pdf, 204KB) every 12 months that:

	describes the structure and functions of the University and how its functions affect members of the public
	specifies arrangements that enable members of the public to participate in the formulation of University policy and the exercise of its functions
	identifies the various types of information held by the University and the kinds of information the University makes, or will make, publicly available
	identifies the kinds of information that are, or will be, made publicly available free of charge and those kinds of information for which a charge is, or will be, imposed.


We review the Information Guide at the end of each year.
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                [bookmark: contract-register]The contract register contains details of contracts between the University and private sector entities that have a value of $150,000 or more.





The register is divided into three classes of contracts: class 1 contracts (pdf, 127KB), class 2 contracts (pdf, 453KB), and class 3 contracts (pdf, 194KB). The level of detail to be reported varies with each class of contract and is governed by the GIPA Act. For more information regarding the contract classes and reporting requirements, see "Division 5" of the GIPA Act.





Examples of the contracted activities included in the register are:





	projects such as construction, infrastructure or property development
	the provision of goods or services such as information technology services
	the transfer of real property
	the lease of real property.






Some confidential information is not required to be included in the register, as set out in "Section 32" of the GIPA Act. Contracts of employment are not required to be reported.







            

        

    


        
            
            
    
        
            
                
                    Disclosure log of access applications
                
            

        


        
            
                Where the University considers that information released to an applicant following a formal access application under the GIPA Act would be of interest to other members of the public, we must provide the following details about the application in its disclosure log:

	the date the access application was decided
	a description of the information released
	whether any of the information is available to other members of the public and if so, how this information can be accessed.


Records of disclosure logs are only retained for a five year period as required by the State Records Act 1998 (NSW).

Current disclosure logs available

	Disclosure log 2023 (pdf, 138KB)
	Disclosure log 2022 (pdf, 130KB)
	Disclosure log 2021 (pdf, 718KB)
	Disclosure log 2020 (pdf, 153KB)
	Disclosure log 2019 (pdf, 26KB)
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                The University's policy documents are available in our policy register.



            

        

    


        
            
            
    
        
            
                
                    Information tabled in the NSW Parliament
                
            

        


        
            
                Information about the University contained in any document tabled in the NSW Parliament on, or on behalf of, the University, can be found by searching the NSW Parliamentary website. 

In the last three years, the only documents tabled in the NSW Parliament have been the University's Annual Report.



            

        

    


        
            
            
    
        
            
                
                    Open-access information not publicly available
                
            

        


        
            
                The University is required to keep a record of any open-access information that is not publicly available on the basis of an overriding public interest against disclosure.

We have not made a decision that there is an overriding public interest against disclosure of any of our open-access information. Should such a decision be made it will be recorded here.
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                    Access application under GIPA Act (pdf, 67KB)
                    
                

            
        
	
            
                
                    Internal review application under GIPA Act (pdf, 59KB)
                    
                

            
        
	
            
                
                    Application to access personal information (pdf, 109KB)
                    
                

            
        
	
            
                
                    Application to amend personal information (pdf, 109KB)
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