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	Form Name: Request for Training Information

	
	Form Number: TQTMS-FO-75
Effective Date: 22/07/13

Version: 1.0



	Processing times are currently minimum 15 working days from the receipt of this form if it has been completed correctly (including specific date range and the declaration section fully completed) and a signed letter of consent for release has been provided with the form if you are not the owner of the information being requested. Incompleteness will cause delays.

If your request is urgent and cannot wait for the current processing timelines, you will need to provide a business justification for the urgency in your covering email and the date by which you require the information. Such requests will be reviewed on a case by case basis. 

If your query relates to training (e.g. RISI or Track Safety Awareness course) and TfNSW / RailCorp / SRA was not the provider of that course, you will need to contact the training provider directly for evidence of your training such as a Certificate of Attendance / Statement.


	Please complete all of the following fields: (Incomplete fields may result in processing delays.)

	First name:
	
	Are you the owner of the information / data being requested (e.g. training record history)?

  Yes
  No

If you are requesting information for person(s) other than self, please indicate your relationship to the / those person(s) and/or the reason why you are requesting the information:

Relationship:

Reason for Request:


	Last name:
	
	

	Work Address:

	

	Suburb:
	
	

	State:
	
	Postcode:
	
	Contact Phone no:
	

	Email Address for correspondence:
	


	Please specify the full name of the person you are requesting information about:

	First and middle names:
	
	Last name:
	

	Commonly known as:
	

	Position title:
	
	Business Unit / Division:
	

	Employee No. / RSW Card No. / RISI Card No.:
	
	Date of birth
	


	Training Information required:

	Primary reason for request:
	
	Please specify the person’s position at Transport for NSW, Sydney Trains, NSW Trains or RailCorp at the time of training (note if the person is / was a contractor, state ‘Contractor’ and the name of the contracting organisation if different to your organisation)

Position:

Organisation:

RSW card number (most recent issue) for information owner:


	Type of information requested:
	
	

	Please specify which course outcomes you are seeking information about (DO NOT LEAVE IT BLANK)  

	

	
	Please specify if you were previously employed or contracted by either of the following (tick if applicable)

	Specify the date range of the training period:
	 State Rail
	 RIC

	From:
	
	To:
	
	From:
	
	From:
	

	
	To:
	
	To:
	


	Declaration: (Please tick applicable)
	Forward completed form and, if required, consent letter to: 
Transport for NSW 
Organisational Development
Fax: 02 9752 8951
Email: Compliance Manager  leonie.latimer@transport.nsw.gov.au

	
I declare that I am the owner of the training information being requested. 


I am not the owner however the owner is aware of this request and has consented to its release* (TQTMS TE 61 Release of Training Information Consent Letter). 

*A copy of the signed written consent from the owner of the information consenting to its release must be submitted with this form. 


FOR RISI only: I am the owner of the information and I give my consent to Transport for NSW  to release my RISI training information directly to Australasian Railway Association - Rail Industry Worker Program** 

**If you are not the owner of the information a consent letter from the owner is required to release the information directly to Australasian Railway Association - Rail Industry Worker Program
	

	Signature:
	
	Date:
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