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Information gathering flowchart

n Request information under section 152 or section 150

Only an authorised child protection officer can request information under section 152 or section 150
CYPS Act.

1. Contact the person or body by telephone to confirm:

o who the request should be addressed to e what information is needed

e currency and relevancy of information held e reason for urgency (if appropriate)

¢ if afee is required (must be approved by the financial delegate e timeframes

It is not necessary to telephone SAPOL, Department for Correctional Services or SA Housing
Authority(unless urgent).

2. Complete the relevant template

3. Seek supervisor approval

4. Make the request to the specified person or body

Email the completed template to the person or body as soon as possible after receiving supervisor
approval.
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Do not request information

Interstate child protection agency:
Contact the DCP Subpoena and
Information Release Team (SIRT)
at DCPInterstateinformationreques
ts@sa.gov.au.

Service Australia: Refer to
‘Information held by an interstate
or commonwealth person or body’
under the Gather information key
step.

NDIA: Consider if the information
can be obtained from another
source. Contact the DCP Disability
and Development Program

to discuss making a request.

Federal Circuit and Family Court of
Australia: Contact the Courts
Services and Liaison Team to
discuss the process for making a
request by telephone on 8226 2810
or by email at
DCPFamilyLawInterface@sa.gov.au.

For all other interstate or
Commonwealth people or bodies
consult with a supervisor and/or
DCP Legal.
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n Manage the information and document the information gathering outcome

Ensure physical copies of information are stored securely. Section 152 and section 150 information must be

clearly marked. Record/upload the following information in C3MS under the child or young person’s case

Request details:
e What information was requested? .

Consent: Response to the request:

Record supervisor consultation and/
or approval (if relevant)

Copy of written consent or details of
verbal consent (who gave it, when and

e  What purpose was it requested for?
to whom) .

e Details of contact with information Was the information provided?

holder. Who? When (date and time)? |® If consent has not been obtained, why |4

Upload copies of any information
it was unreasonable or impractical to

e  Copy of written request (if obtain received
applicable). Include section 152/150 e  Any follow up actions required
| inf . e If consent was refused, why they . .
etter or information request e Any contact with the child, young

refused and why it is still considered
necessary to request information

v

Consider discussing the information request with the client

person or family to discuss the
information request

To be read in conjunction with the Information gathering and sharing chapter of the Manual of Practice
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