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Freedom of Information Policy 

Purpose 

This policy outlines the process for individuals to request access to records held by Workways 
Australia Ltd or Envite Environment in accordance with the Freedom of Information Act. Workways 
Australia and Envite Environment is committed to transparency, accountability, and the public’s right 
to access information. 

Scope 

This policy applies to all members of the public seeking to obtain information from Workways 
Australia Ltd or Envite Environment under the Freedom of Information Act. 

Definitions 

Word/Term Definition 

Personal Information Personal information includes a broad range of information, or an opinion, 
whichcould identify an individual such as their name, signature, address, 
phone number or date of birth. 

Sensitive Information Sensitive information is a subset of ‘personal information’ and includes 
information and opinion on racial or ethnic origin, religious beliefs, criminal 
record, membership of professional or trade associations, and health 
information. 

Protected Information Information about a person who is serviced by an employment services 
provider is protected information. Such information could include the 
person’s name, date of birth and contact details. 

Freedom of Information 
(FOI) 

The FOI Act allows individuals access to information stored by the Department 
or its contracted employment service providers should the request meet 
eligibility requirements. 

Policy  

Workways Australia and Envite Environment is committed to transparency and respects individual 
privacy rights as outlined in the Freedom of Information Act 1982, Australia Privacy Act 1988 (Cth) and 
the Australian Privacy Principles (APPs), particularly APP 12. We understand the importance of 
providing individuals with access to their personal information, while ensuring that such disclosure is 
conducted with care and in compliance with relevant laws. This policy ensures that all requests for 
information are handled promptly, consistently and fairly. 
 
We acknowledge the importance of balancing the right to access information with the need to protect 
personal, sensitive and protected data. In processing requests for information, we will ensure that all 
decisions are made in accordance with our values of ethical and respect for privacy. This FOI policy 
underpins our dedication to maintaining public trust by facilitating access to information while 
upholding the privacy and confidentiality rights of all individuals.  

Request and Submission 

Participants and/or a Third Party may submit a request for information by lodging a Workways 
Freedom of Information (FOI) Request Form. An electronic version of the FOI form is available on the 
Workways website, alternatively a staff member can provide a paper-based Freedom of Information 
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Request Form. All paper-based forms and supporting documents may be submitted via: 
• Email: privacy@workways.com.au 
• Post: PO Box 331, Bairnsdale, Victoria 3875 
• Online: Workways Employment Services or Home - Envite Environment 

Information Required 

Individuals requesting information must ensure that all sections of the FOI form are completed and 
provide details of the specific documents or information requested to be released. Workways are 
unable to accept and process FOI forms that contain generic information and/or are incomplete. If the 
request for information is submitted by a third party, the third party must supply written authority 
from the participant to release and disclosure their personal information. This written authority must 
be submitted with the FOI Request Form. At a minimum, the authority must state the participant’s 
name, a description of the documents that they are authorising the release of, who the documents 
can be released to, and the participant’s signature. 

Response Time 

The Privacy Team will acknowledge the FOI request within two (2) business days and endeavor to 
respond to the FOI request within 30 days of lodgment. If additional time is required, the requester 
will be notified.  

Fees 

Workways Australia or Envite Environment are committed to complying with legal obligations, 
however a fee may apply for processing the request and supplying the documents. The provision of 
documents may incur charges, including preparation costs for searching, reviewing, printing, copying 
and compiling the requested documents. These charges will be communicated to the requesting party 
in advance by email, prior to the processing and supply of documents 

Appeal Process 

If a request is denied or if the requestor is dissatisfied with the response, they may appeal the 
decision within 14 business days of receiving the response. Appeals must include: 

• The name and contact details of the person appealing the outcome. 
• A brief explanation of the reason for the appeal. 

 
Appeals should be directed to the Chief Executive Officer (CEO) and sent via: 

• Email: privacy@workways.com.au 
• Post: PO Box 331, Bairnsdale, Victoria 3875 

 
For questions regarding this policy or assistance with the FOI  request; the individual can contact the 
Privacy Team on privacy@workways.com.au or call 1800 631 196. 

Reference Documents 

• Freedom of Information Act 1982 
• Australian Privacy Act 1988 (Cth)  
• Australian Privacy Principles (APPs) 
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