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Your Right To Also Know!
Members’ step-by-step guide to access
information, documents, evidence and 
more that the NSW Regulatory Authority 
has on your service(s)

“Information is not power. Power is power. 
But what turns information into power is action.” ― Rinku Sen



Why the need for full transparency?
• Due to child safety concerns, the NSW Minister for Education 

and Early Learning can legally compel Approved Providers to 
share enforcement actions and compliance history with 
parents/families under new Ministerial Guidelines.

• However, as the NQAITS portal does not hold all
compliance history information and, according to the 
NSW Regulatory Authority, the NSW sector has
53.6%-65.3% of the national total of breaches.

• To ensure fairness of reporting, Approved Providers
may want to receive a copy of all information, 
documents and evidence that the NSW Regulatory 
Authority (including from their Authorised Officers) 
would have recorded/used to substantiate their service’s 
apparent non-compliances.

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/regulation-and-compliance/Ministerial_Guideline_Compliance_History_Publication_Responsibilities_for_Services_and_Approved_Providers.pdf
https://nsw.childcarealliance.org.au/nsw-s-breaches-are-unbelieveable
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Prepare the text of your freedom of information request

STEP 1

In NSW, you are entitled to your own information and documents that 
relate to you under the Government Information Public Access (GIPA) 
Act 2009.

1.1 Download the template text (click image on the right or use 
https://nsw.childcarealliance.org.au/images/Documents/GIPA/template-
text-for-nsw-doe-gipas.doc)
1.2 Insert the appropriate text highlighted in yellow
1.3 Save this document until needed in STEP 3
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Pay $30 for the application fee and keep the receipt number

STEP 2
In the NSW Department of Education’s website 
(https://education.nsw.gov.au/rights-and-accountability/information-
access/gipa-application-and-payment-details), you will see a 
“GIPA/FOI payments here” portal 
(https://www.payway.com.au/MakePayment?BillerCode=301333).

2.1 Insert your Approved Provider name as the Applicant Name
2.2 Use your credit card to pay the $30 fee
2.3 Record the receipt number for use in STEP 3
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Pay $30 for the application fee and keep the receipt number

STEP 2

A. Use your Approved Provider 
name as the applicant name

B. Record the receipt number once 
payment has been processed

https://www.payway.com.au/MakePayment?BillerCode=301333


Copy-and-paste request and receipt number to the official form

STEP 3
NOTE: You will need the text from STEP 1 and the receipt number from STEP 2.

3.1 Go to the official NSW Department of Education’s portal 
(https://nswdepartmentofeducationrta.snapforms.com.au/form/gipaform). 

3.2 In the next slide, please follow STEP 3’s A, B, C, D and E.

https://nswdepartmentofeducationrta.snapforms.com.au/form/gipaform


Copy and paste and complete the application form

STEP 3 (A-E)
B. Copy-and-paste your finalised 
text into the GIPA form including 
the period (ie start + end dates)

D. These are optional

A. Fill these in

E. Sign using your mouse, 
click to confirm the 
declaration, and then hit 
submit to send

C. Insert the receipt number 
from STEP 2

https://nswdepartmentofeducationrta.snapforms.com.au/form/gipaform
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What next?
• All NSW Government departments are legally required to 

process freedom of information requests is usually 20 
workings days. But it can be extended due to the
complexity of the request and subject to the consent of 
the applicant (ie you).

• Such information that relates to your service is likely
to be not published publicly by the NSW Government.

• As such, you must comply with the Ministerial Guidelines. 
That said, the use of the additional information under
GIPA that you receive is technically your decision 
whether to share them with others, including your 
parents/etc.

• Please seek legal advice or ACA NSW should you need
further information/advice/assistance.

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/regulation-and-compliance/Ministerial_Guideline_Compliance_History_Publication_Responsibilities_for_Services_and_Approved_Providers.pdf


you can contact the ACA NSW team via
For ACA NSW members:

1300 556 330 or nsw@childcarealliance.org.au
or visit https://nsw.childcarealliance.org.au/news-
current/full-transparency-with-nsw-ministerial-
direction 

“Information is not power. 
Power is power. But what 

turns information into 
power is action.”

Rinku Sen
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