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1. [bookmark: _Toc328668654]Summary of access application 
On [insert date], we received your access application under the Government Information (Public Access) Act 2009 (GIPA Act). You asked for the following information: 
[insert a summary of the information asked for, or quote from the access application]
2. [bookmark: _Toc245620707][bookmark: _Toc245620750][bookmark: _Toc245628865][bookmark: _Toc328668655]Decision
I am authorised by the principal officer, for the purposes of section 9(3) of the GIPA Act, to decide your access application. 
I have decided, under section [insert] of the GIPA Act, to [insert decision/s]. 
In this Notice of Decision I will explain my reasons. To meet the requirements of section 61 of the GIPA Act, I need to tell you:
(a) the reasons for my decision and the findings on any important questions of fact underlying those reasons; and
(b) the general nature and format of the records containing the information you asked for, with reference to the relevant public interest considerations against disclosure (see the attached Schedule of Documents).
You can ask for a review of this decision. For details about how to do so, see part 9 of this Notice.
3. [bookmark: _Toc328668656]Searches for information 
Under the GIPA Act, we must conduct reasonable searches for the government information you asked for in your application. I have searched our records to find any information that falls within the scope of your application.
[Provide details of search history] 
Details of search history should include:
· where and how you searched
· a list of any records found, with reference to business centre holding the records 
· the key words that you used to search digital records (including alternative spellings used)
· a description of the paper records that you searched
details of any internal consultations
sometimes it may also be relevant to specify searches you have not conducted.	



4. [bookmark: _Toc328668657][bookmark: _Toc245628875][bookmark: _Ref245630023][bookmark: _Toc245609394][bookmark: _Toc245609396][bookmark: _Toc245609398][bookmark: _Toc245620717][bookmark: _Toc245620760]The public interest test
Under section 9(1) of the GIPA Act, you have a legally enforceable right to access the information you asked for, unless there is an overriding public interest against its disclosure. 
Further, under section 5 of the GIPA Act, there is a presumption in favour of disclosing government information unless there is an overriding public interest against its disclosure.
To decide whether or not there is an overriding public interest against disclosure of the information you asked for, I applied the public interest test, which is set out in section 13 of the GIPA Act.  
I applied the public interest test by:
(a) identifying any public interest considerations in favour of disclosure;
(b) identifying any relevant public interest considerations against disclosure; and
(c) deciding where the balance between them lies.
I did this in the way required by section 15 of the GIPA Act, which is:
(a) in a way that promotes the objects of the GIPA Act;
(b) with regard to any relevant guidelines issued by the Information Commissioner;
(c) without taking into account the fact that disclosure of information may cause embarrassment to, or a loss of confidence in, the Government (as that fact is irrelevant);
(d) without taking into account the fact that disclosure of information might be misinterpreted or misunderstood by any person (as that fact is irrelevant); and
(e) with regard to the fact that disclosure cannot be made subject to any conditions on the use or disclosure of information.
4.1 [bookmark: _Toc328668658]Public interest considerations in favour of disclosure 
Under section 12(1) of the GIPA Act, there is a general public interest in favour of disclosing government information.  Section 12(2) of the GIPA Act sets out some examples of other public interest considerations in favour of disclosure. However, I am not limited to those considerations in deciding your application.
I find the following considerations in favour of disclosure are relevant to your application:
[insert consideration and brief explanation as to why it is relevant]
Example:
Disclosure of the information could reasonably be expected to ensure effective oversight of the expenditure of public funds. This is because the information relates to the salary of the agency’s executives, who are paid from the public purse. I consider this to be a strong consideration in favour of disclosure.

4.2 [bookmark: _Toc328668659]Personal factors of the application
I can also take into account any personal factors of your application, under section 55 of the GIPA Act.  I have considered:
· [insert personal factor and brief explanation as to why it is relevant]
4.3 [bookmark: _Toc328668660]Public interest considerations against disclosure
When applying the public interest test, the only public interest considerations against disclosure that I can take into account are those set out in the table to section 14 of the GIPA Act. To show that they are relevant to the information you asked for, I need to consider whether they could reasonably be expected to have the effect outlined in the table.
I have identified the following considerations against disclosure as being relevant to your application:
· [insert relevant consideration(s) from the table to section 14]
·  [Also include any personal factors of the application (under section 55 of the GIPA Act) that support the considerations against release]
Provide an explanation of why each consideration is relevant to the application. Simply identifying considerations is not enough to show that they apply to the information or how strong the considerations are.  For each consideration, provide an overview of how and why it applies to the information. Also identify which information it applies to, as not all considerations will apply to all of the information requested. Also comment on the weight of each consideration and why you consider it to be strong or weak.


4.4 [bookmark: _Toc328668661]Consultation 
The information that you asked for includes information that is [insert the type of information, e.g. personal information of another person/ other people].  I was therefore required, under section 54 of the GIPA Act, to consult with those people before releasing the information. 
There were no objections to the release of the information
OR
There was an objection to the release of the information. 
OR
There were x objections to the release of the information.
[Insert information about the consultation and any objection/s received. In doing so, keep in mind your agency’s privacy obligations with respect to the personal information of the person or people consulted]
The objection/s does/do not mean that I cannot release the information. However, I must take it/them into account when making my decision. I have therefore considered it/them when applying and balancing the public interest test.  
[Insert comment about the weight given to the objection/s and how this contributes to the public interest test]
4.5 [bookmark: _Toc328668662]Balancing the public interest test
I have considered the relevant public interest considerations in favour of and against disclosure of the information you requested. [If relevant: I have also considered the objection raised by the third party and the personal factors of the application.]
This section requires detailed discussion of the weight given to the considerations and the outcome of the public interest test. If you are deciding that there is an overriding public interest against disclosure you need to clearly demonstrate why the considerations against disclosure are stronger than those in favour.

[bookmark: _Toc328668663]Having weighed up the considerations, I have decided that [insert decision eg there is an overriding public interest against disclosure of some of the information]. This is summarised in the attached Schedule of Documents.
 Release of additional information [if applicable]
I have decided to provide you with the following additional information, as it may be of interest to you: 
· [List information].
Section 76 of the GIPA Act allows me to do this.
5. [bookmark: _Toc328668664]Access
5.1 [bookmark: _Toc328668665]Form of access
[Insert discussion about how access will be provided, with reference to sections 72-75 of the GIPA Act where appropriate.  This will vary depending on the decision.]
A common example:
You will be given a copy of the information that I have decided can be released. As discussed, there is an overriding public interest against disclosure of some but not all of the information. You will therefore find that some of the information has been redacted, as allowed by section 74 of the GIPA Act.


5.2 [bookmark: _Toc328668666]Access period
You have six months to access the information, as set out in section 77(1) of the GIPA Act. The access period starts from the date of this Notice of Decision. Therefore, you need to access the information before [insert date].
If you need further time to access the information, please contact me on the details provided below.

5.3 [bookmark: _Toc328668667]Deferral of access [if applicable]
Under section 78 of the GIPA Act, I have decided to defer your access to some of the information.  This is because [insert reason – see section 77].
You will therefore be given that information after [date].

5.4 [bookmark: _Toc328668668]Third party review rights [if applicable]
As set out earlier in this Notice, I consulted with a third party/third parties about your application and they objected to the information being disclosed. Since I have decided to give you access to some of the information, despite the objection/s, they are entitled to ask for a review of the decision to disclose the information (under section 80(d) of the GIPA Act). Please see part [8] for more information about review rights.
The third party/third parties has/have 20 working days to ask for an internal review and I cannot release the information to you while their review rights are pending, or while the decision is under review.
If a third party asks for an internal review of the decision, I will let you know.  
If a third party does not seek an internal review, I will release the information to you on [insert date].
6. [bookmark: _Toc328668669][bookmark: _Toc245628877]Processing charges [if applicable]
Under sections 64(1) and (2) of the GIPA Act, we may require you to pay processing charges, at a rate of $30 per hour, for the time spent dealing with your access application. The application fee of $30 counts as payment of one hour of the processing charges.  
[If applicable, discuss any discount or waiver of charges.]
You are requested to pay processing charges of $[amount]. Please find attached a Table of Processing Charges, which shows how time was spent processing your application and the charges that apply.
[If applicable, advise applicant that access is conditional on payment of processing charges, under section 64(4) of the GIPA Act].
[bookmark: _Ref245638491]You can ask for a review of the decision to impose processing charges. For information about how to do so, see part 9 of this Notice.
7. [bookmark: _Toc328668670]Disclosure log
If information that would be of interest to other members of the public is released in response to a formal access application, an agency must record certain details about the application in its ‘disclosure log’ (under sections 25 and 26 of the GIPA Act).  
In the letter acknowledging receipt of your valid application, sent on [insert date], you were told about the disclosure log. You were also advised of your right to object to the inclusion of details about your access application in the disclosure log, in certain circumstances (for example, if you seek access to your own personal information).
On [date], you objected to details about your application being included in the disclosure log because [specify reason and confirm whether the applicant is entitled to object – section 56(4)(a)]
OR
You did not object to details about your application being included in the disclosure log.  
[Despite your objection], I have decided that the information would be of interest to other members of the public and will therefore record the following details in our disclosure log, which is publicly available on our website:
· the date on which your access application was decided (that is, the date of this notice of decision);
· a description of the information that will be released to you;
· whether that information is or will be available to other members of the public; and 
· if so, how it can be accessed. 
The reason for my decision is [eg that the applicant was not entitled to object or other reasons].
[bookmark: _Ref245639176]This decision is reviewable under section 80(m) of the GIPA Act (see part 9 of this notice for information about your review rights). 
Note: If the applicant is entitled to object, the agency must not include details in the disclosure log while applicant’s review rights are pending: section 56(6) of the GIPA Act.



8. [bookmark: _Toc328668671]Review rights
If you disagree with any of the decisions in this notice that are reviewable, you may seek a review under Part 5 of the GIPA Act. Before you do so, I encourage you to contact me to discuss your concerns.  My contact details are set out below.
You have three review options: 
· internal review by another officer of this agency, who is no less senior than me;
· external review by the Information Commissioner; or 
· external review by the NSW Civil and Administrative Tribunal (NCAT). 
You have 20 working days from the date of this Notice to apply for an internal review. If you would prefer to have the decision reviewed externally, you have 40 working days from the date of this Notice to apply for a review by the Information Commissioner or NCAT.
To assist you, here is a link to a fact sheet published by the Information and Privacy Commission NSW (IPC), entitled Your review rights under the GIPA Act:
https://www.ipc.nsw.gov.au/fact-sheet-your-review-rights-under-gipa-act.
 You will also find some useful information and frequently asked questions on the IPC’s website: www.ipc.nsw.gov.au.  
You can also contact the IPC on freecall 1800 IPC NSW (1800 472 679).
9. [bookmark: _Toc328668672]Further information
If you have any questions about this notice or would like any further information, please contact [name], on [number].
	
[Decision-maker’s name]
Notice of Decision
[Decision-maker’s position]
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[bookmark: _Toc245620450][bookmark: _Toc245620719][bookmark: _Toc245620762][bookmark: _Toc245628879][bookmark: _Toc328668673]Schedule of Documents
	No.
	Description of record that contains the information
	Format of record 
	Location of record in agency
	Released or withheld 
	Relevant public interest consideration(s) against disclosure 
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[bookmark: _Toc328668674]Table of Processing Charges
	Date
	Action
	Time spent 
	Cost
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