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Personal details (student details):  

(Please provide your full name as used on official 
documentation)

OUA ID Number (if known):  

Family Name :  	

Given name(s):  

Date of birth:             

Details of authorised person  
(My Representative):   

Family Name :  	

Given name(s): 	

 

Relationship to the student:	
 

 
Contact number:	   

 
 
Email Address:   
 

Postal Address:
Correctional Facility:
	

Address line 1: 

Address line 2: 

Suburb/Town:  

Postcode:        State:  

Country:     

Signature: 	  
 
	           

(Of authorised person)

Date:                  

(This form must be completed by the student and the nominated representative) 

Instructions - How to complete this form

1. Fill all sections in BLOCK letters with a black or blue pen 
 
2. Please refer to the privacy policy attached 
 
3.	 This letter of Authority does not authorize the 		
	 Representative to complete government DEEWR           	
     questions or the FEE-Help loan form. If you wish           
	 to authorize your Representative to complete the            	
	 government DEEWR questions and FEE-Help loan form       	
	 you must submit a copy of the Power of Attorney (POA). 
 
4.	 Please return this form to the Specialist Liaison Team 
	 Colour scan and email this completed document to  
 
      ouaeo@open.edu.au 
 
      OR Post to:  
 
      Open Universities Australia 
      Specialist Liaison Team 
      GPO BOX 5387 
      Melbourne VIC 3001  
 
Should you wish to contact the specialist Liaison Team  
by phone you can call: 
 
Phone:  61 (3) 8628 2941 or 1300 787 049
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Student declaration 

I authorise the person whose name and signature appear 
above (My Representative) to act on my behalf until this 
Authority is revoked. 

I authorise My Representative to:

1.	 Register my student details with OUA;

2.	 Seek and exchange Personal Information (refer 		
	 Privacy Policy) about me and my account with 		
	 OUA (including, but not limited to my unit 		
	 enrolments, results and study plans); and

3.	 Negotiate with OUA and enter arrangements  
	 that are binding on me related to the account(s).
 
I accept responsibility for all actions carried out on my 
behalf by My Representative. I acknowledge that while 
I am an enrolled student I am subject to OUA’s and 
respective provider universities Terms & Conditions, and 
the Privacy Policy of OUA.

 
 
I acknowledge that this Authority will remain in force 
until revoked. This Authority will be revoked when OUA 
receives notice from me or My Representative/s that the 
Authority is revoked, or when I appoint a subsequent 
person to act on my behalf after the date of this Authority.

I agree that, I have read.	

Signature: 	
 

 

	  (Student signature) 

Date:                  
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1. Background
 
Open Universities Australia Pty Ltd ABN 97 053 431 888  
(we, us, our) provides open access to online tertiary education 
and related services. In providing these services, we collect, 
use and disclose personal information. Personal information 
means information or an opinion, whether true or not and 
whether recorded in a material form or not, about an individual 
who is either identified or reasonably identifiable. 

We are committed to protecting the privacy of your personal 
information. This Privacy Policy explains how we collect, use, 
disclose and otherwise handle personal information. It also 
tells you how you can ask to access and correct the personal 
Information we hold about you or complain about a suspected 
privacy breach.

We are required to comply with the Australian Privacy 
Principles (APPs) in the Privacy Act 1988 (eth) (Privacy Act). 
The APPs regulate the manner in which personal information 
is handled. We are also required to comply with more specific 
privacy legislation in some circumstances, such as applicable 
State and Territory health privacy legislation, the Spam Act 
2003 (Cth) and the Do Not Cali Register Act 2006 (Cth).

2.	What types of information do we 		
	 collect? 
 
2.1 Personal Information 

“The type of personal information that we collect and hold 
about you depends on the type of dealings that you have with 
us. If we need to identify you or verify your identity, we may 
collect your name, gender, date of birth, driver’s licence and/
or passport details, student 10 number, username, password, 
security question and answer.

If we need to communicate with you, we may collect your 
email, residential and postal addresses and telephone numbers. 
If you apply to enrol in a unit of study or otherwise access 
our services, we may collect details of your educational 
qualifications, enrolment details, academic results, banking
and payment details, tax file number (TFN) and 
Commonwealth Higher Education Student Support Number 
(CHESSN). To help us improve our services, we may collect 
your responses to surveys and details about how, when and 
why you access our services. If you apply for a job with us, we 
will collect the information you include in your application. 

2.2 Sensitive Information

Sensitive information is personal information such as health 
information and information about racial or ethnic origin that is 
generally afforded a higher level of privacy protection.

In order to comply with our obligations under Australian 
law, we may collect sensitive information on behalf of the 
Australian Government, including your language background,  
citizenship status, status as an indigenous Australian, disability 
status and health information. 
 
We only collect sensitive information where it is reasonably 
necessary for our business functions and you have consented, 
or we are required to do so by law. 
 
2.3 Information other than personal information 
(“non-personal information”)
 
When you visit our website, some of the information that is 
collected about your visit is not personal information, because 
it does not reveal your identity. We use this information to help 
us improve our services and for marketing purposes. We may 
aggregate this information for our own statistical purposes. 
Provided that it remains anonymous, we may disclose that 
aggregated information to third parties or publish it for 
marketing or research purposes.  
 
2.4 Site visit information
 
We may record your server address, the date, time and 
duration of your visit, search terms you used, the pages you 
viewed, any documents you downloaded and the type of 
device, browser and operating system you used. 
 
2.5 Cookies
 
A cookie is a small string of information that a website 
transfers to your browser for identification purposes. 
The cookies we use do not identify individual users. We 
use cookies to hold anonymous session information. This 
information is used to personalise your current visit to the 
website. It may also be used as a basis for targeting online 
advertising. Most internet browsers are set to accept cookies. 
If you prefer not to receive them, you can adjust your internet 
browser to reject cookies, or to notify you when they are being 
used. Rejecting cookies can, however, limit the functionality of 
our websites. 

Read more information about our use of cookies.
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3. How do we collect personal Information? 
 
3.1 Methods of collection 

We will collect personal information by lawful and fair means 
as required by the Privacy Act. We will also collect personal 
information directly from you where this is reasonable and 
practicable. We collect personal information in a number of 
ways, including:

•	 Directly from you in person, over the phone, through 
written communications (either on paper or electronic) or 
by you completing forms or answering questions on our 
websites;

•	 From third parties, including our education providers, 
direct  marketing database providers, government 
agencies, our related companies and your authorised 
representatives;

•	 From our own records of your use of our services.

3.2 Collection notices
 
Where we collect personal information directly from you,  
we will take reasonable steps to notify you of certain matters 
in a collection notice. We will do this at or before the time of 
collection, or as soon as practicable afterwards.

Collection notices provide more specific information than this 
Privacy Policy in relation to particular collections of personal 
information. The terms of this Privacy Policy are subject to 
any specific provisions contained in collection notices and in 
the terms and conditions of particular offers, products and 
services. We encourage you to read those provisions carefully.

Where we collect information about you on behalf of the 
Australian Government, the collection notice may explain how 
the Australian Government will use and disclose your personal 
information. You should note that the Australian Government 
may use and disclose your personal information in ways that 
are different from how we use and disclose your personal 
information. Where we collect Information about you from 
your authorised representative, we will take reasonable steps 
to make sure that you are made aware of the collection.

If you provide to us personal information about someone else 
(as their authorised representative), we rely on you to inform 
them that you are providing their personal information to 
us and to advise them that we can be contacted for further 
information.

4.	Why do we collect, hold, use and 		
	 disclose your personal information? 
 
4.1 General 

The main purposes for which we collect, hold. use and disclose 
personal Information are:

•	 To identify you and verify your identity;

•	 To communicate with you about our services;

•	 To provide our services to you, including:

 -	 Facilitating; your enrolment in units of study 
 	 with provider institutions; 
 
-	 Facilitating your access to online tertiary education;

-	 Facilitating your communications with others via our 	
	 website; and 
 
Obtaining payment for our services;

•	 	For purposes required or authorised by or under law 
(for example, we may be required to collect personal 
information for the Australian Government for the 
purpose of assessing your eligibility for the Higher 
Education Loan Program under the Higher Education 
Support Act 2003 and allocation of a Commonwealth 
Higher Education Student Support Number (CHESSN) 
to you);

•	 to help us improve our services;

•	 for any other purposes that you have consented to.

4.2 Direct marketing

Where we have your express or implied consent, or where we 
are otherwise permitted by law, we may use your personal 
information to send you information about the services 
we offer, as well as other information. We may send this 
information by mail, email, SMS and telephone. 
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4.3 Opting out

You can opt out of receiving these communications at any 
time, in the following ways:

•	 If you have an online account via our website, you can 
update your communications preferences by logging in 
to your account and following the instructions on our 
website;

•	 Contact us (see section 10 below) and tell us;

•	 Use the unsubscribe facility that we include in our 
commercial electronic messages (i.e., email or SMS) to opt 
out of receiving those messages.

5.	 To whom do we disclose your personal 	
	 information? 
 
We may disclose your personal information to any of the 
organisations that we deal with in the ordinary administration 
of our business for the purposes set out in section 4 above, 
including:

•	 The Australian Government;

•	 Financial institutions;

•	 Our contracted service providers, including:

-	 Education providers and tutors; Information 		
	 technology service providers (including cloud  
	 services providers);

-	 Printers and distributors of direct marketing material;

-	 External business advisers (such as recruitment 
	 advisers, auditors and lawyers).

In each case, we may disclose personal information to the 
service provider and the service provider may in turn provide 
us with personal information collected from you. We may 
de-identify and aggregate the personal information of you 
and others for our own statistical purposes. Provided that 
it remains permanently de-identified, we may disclose that 
aggregated information to third parties or publish it for 
marketing or research purposes.

If you apply for a job with us, we may discuss your application 
with your nominated referees. If you have an online account 
via our website, you can access and change your privacy 
settings by logging in to your account and following the 
instructions on our website. Depending on the privacy settings 
that you chose, some of the personal information in your user 
profile may be disclosed to other users. 
 
If you post comments or otherwise communicate publicly with 
other users via our website, any information about yourself 
that you include in the communication may be stored on the 
website and accessed by other users. For this reason, we 
encourage you to use discretion when deciding whether to 
post any information that can be used (0 identify you. 
 

6.	Cross border disclosure of personal      	
	 information
 
It is our current policy not to disclose personal information 
to third parties located overseas. If we change our policy at 
some time in the future, we will comply with the requirements 
of the Privacy Act that apply to cross border disclosures of 
personal information and this Privacy Policy will be amended 
accordingly.

7. Data quality and security 
 
7.1 General 

We hold personal information in a number of ways, including in 
electronic databases, email contact lists, and in paper files held 
in secure premises. Paper files may also be archived offsite in 
secure facilities. We lake reasonable steps to:

•	 	Make sure that the personal information that we collect, 
use and disclose is accurate, up to date and complete and 
(in the case of use and disclosure) relevant;

•	 	Protect the personal information that we hold from 
misuse, interference and loss and from unauthorised 
access, modification or disclosure;

•	 	Destroy or permanently de-identify personal information	
that is no longer needed for any purpose that is permitted 
by the APPs.



Privacy Policy

COR05710419 Page 4/4

7.2 Security
 
The steps we take to secure the personal information we hold 
include ICT security (such as encryption, firewalls, anti-virus 
software and login and password protection), secure office 
access, personnel security and training and workplace policies.

Payment security
 
We process payments using EFTPOS and online technologies. 
All transactions processed by us meet industry security 
standards to ensure payment details are protected. 

Website security
 
While we strive to protect the personal information and 
privacy of users of our website, we cannot guarantee the 
security of any information that you disclose online and you 
disclose that information at your own risk. If you are concerned 
about sending your information over the internet, you can 
contact us by telephone or post (see section 10 below). 

You can also help to protect the privacy of your personal 
information by maintaining the confidentiality of your account 
(including your password), and by ensuring that you log out of 
your account on our website when you have finished using it. 
In addition, if you become aware of any security breach, please 
let us know as soon as possible. 
 

8.	How can you access and correct your 	
	 personal information? 
 
You can request access to the personal information that we 
hold about you and request corrections by contacting our 
Privacy Officer (see section 10 below).  

If you have an online account via our website, you can access 
and change some of your personal information by logging in to 
your account and following the instructions on our website. 
 

9. Complaints 
 
If you have a complaint about how we have handled your 
personal information, please contact our Privacy Officer (see 
section 10 below). Our Privacy Officer will endeavour in the 
first instance to deal with your complaint and take any steps 
necessary to resolve the matter within a week.
If your complaint can’t be resolved at first instance, we will ask 
you to complete a Privacy Complaint Form.

Complaints process
 
We will endeavour to acknowledge receipt of the Privacy 
Complaint Form within 5 business days of receiving It and 
to complete our investigation into your complaint in a timely 
manner. We are required to refer complaints about breaches of 
privacy to the Commonwealth Department of Education.

In most cases, we expect that complaints will be investigated 
and a response provided within 30 days of receipt of the 
Privacy Complaint Form.

If our investigation may take longer, we will let you know. 
If you are unhappy with our response, you can refer your 
complaint to the Office of the Australian Information 
Commissioner or, in some instances, other regulatory bodies, 
such as the Victorian Health Services Commissioner or the 
Australian Communications and Media Authority. 
 

10. Further information 
 
Please contact us if you have any queries about the personal 
information that we hold about you or the way we handle that 
personal information. Our contact details for privacy queries 
are set out below. 

Privacy Officer 
Open Universities Australia 
Mail: GPO Box 5387, Melbourne, Victoria, 3001, Australia 
 
Email: privacy@open.edu.au 
Telephone: +61 38628 2555 
Fax: +61 3 8628 2955 
 

11. Changes to this Policy
 
We may amend this Privacy Policy from time to time.  
The current version will be posted on our website and a copy 
may be obtained from our Privacy Officer. 
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