CLIENT PERSONAL INFORMATION & IDENTIFICATION FORM
Companies Only

Redmond Hale Simpson Solicitors and Barristers
ABN 50 817 366 811
26 Montgomery Street, Kogarah NSW 2217
Postal Address: PO Box 397, KOGARAH NSW 2217
DX 11104 Kogarah
Phone: 9587 3866 Fax 9588 6008

WE ARE NOW REQUIRED BY LAW TO FORMALLY IDENTIFY YOU AND IN DEALINGS ON YOUR BEHALF WITH SOME GOVERNMENT AGENCIES AND COURTS TO PROVIDE THEM WITH CERTIFIED COPIES OF YOUR IDENTIFICATION DOCUMENTS (refer to Section 2)

Would you please complete this form and post it to our office, include with the form CERTIFIED copies of your identity documents (see Section 5 below) 
If you are coming into the office for an appointment please bring this form with you and also original identity documents (see Section 2) and our lawyer will certify the documents during the appointment.

Note: Information you are supplying will be treated as confidential and will only be divulged if required for the proper handling of your matter or to comply with requirements of the law.
	
Companies - complete section 1, 2 & 3 
Section 4 - Foreign Persons 
Section 5 - Who can certify?

Section 1.  (Companies Only)

COMPANY NAME: 	

ACN: 		 ABN: 	

ARBN: 	


DIRECTOR/OWNER’S FULL NAME/s: 	

	

OTHER NAMES ALSO KNOWN AS: 	

TITLE: MR /  MRS /  MS (please circle)	 	D.O.B.: 	

REGISTERED OFFICE ADDRESS: 	

		POST CODE: 	

POSTAL ADDRESS : 	(if different from above)

		POST CODE: 	

PHONE NO:  HOME: 		WORK: 	

MOBILE: 		OTHER: 	

EMAIL: 		FAX: 	
(If not on email please write No Email)

Country of Citizenship: 		Occupation: 	


PLEASE NOTE THAT WE MAY BE REQUIRED TO VERIFY YOUR COMPANY DETAILS BY A SEARCH AT ASIC



Section 2.    CI Documents - Companies)

What CI document are you providing? 	
(Must be original or certified copy)


What CI document are you providing? 	
(must be original or certified copy)


For companies, evidence of the ABN/CAN/ARBN number is required. One of the following documents will be required:

· Certificate of Incorporation of the company
· ASIC National Names Index Search
· ABN Lookup Search
· Australian Business Register (ABR) Search


Section 3. Signatures  
Company Directors to sign

1. 		DATE: 	

Print your name: 	


2. 	    	DATE: 	

Print your name: 	




For advertising purposes, please advise how did you hear about us? 	



Section 4.    Foreign persons

If a foreign person cannot provide two of the prescribed documents (current Driver licence, Birth certificate or current Passport) you will be referred to Australia Post for Identification.

[bookmark: _GoBack]Note: If the document provided is not in English an approved translation Service version of the documents is required.





Section 5.    Who can certify copies of your original identity documents?

The following acceptable people may sight your original documents and certify photocopies to be true copies of the original documents for the purpose of client identification:

Legal Practitioner			Judge
Justice of the Peace (JP)		Police Officer
Minister of Religion			Medical Practitioner
Magistrate				Sheriff's Officer		                                           	
Public Notary (Notary Public)		

Documents can be certified outside Australia by a Public Notary or Justice of the Peace.

Note: THE CERTIFIER MUST SIGHT THE ORIGINAL DOCUMENT AND WRITE ON THE COPY
 “ I CERTIFY THAT I HAVE SIGHTED THE ORIGINAL DOCUMENT AND THIS IS A TRUE COPY OF IT”
Note: THE CERTIFICATION MUST STATE THE CERTIFIER’S NAME AND REGISTRATION NUMBER AND BE SIGNED AND DATED BY THAT PERSON


THANK YOU FOR COMPLETING THIS FORM


                                                                 Privacy Policy

This is the Privacy Policy of Redmond Hale Simpson (ABN 50 817 366 811) (we, us and when relating to us, our).

We are committed to protecting the privacy of our contacts, customers, suppliers and employees (you and when relating to you, your) and complying with the Australian Privacy Principles set out in the Privacy Act 1988 (Cth) (Privacy Act).

In this policy we describe how we manage your personal information.

1. 	The kinds of personal information we collect
The kinds of personal information that we collect include:
 
(a) contact details such as name, role or position, address, email address, mobile 	number, landline number and fax number;
(b) information relating to your circumstances and affairs relevant to the matter/s in which we are instructed; 
(c) information about your legal interests and requirements and the legal services that you may wish to purchase;
(d) information regarding our communications with you and your attendance at seminars and promotional events held by us;
(e) if you are an employee or prospective employee, information about your 	qualifications, skills and work experience;
(f) if you are a supplier or prospective supplier, information about your business skills, services, products and prices; and
(g) if you visit our website, we may collect the following non-personally identifiable information, including but not limited to browser type, version and language, operating system, pages viewed while browsing the Site, page access times and referring website address.

2.	How we collect personal information
2.1	We collect personal information by various means including when:
(a) you contact us with a question or inquiry;
(b) you attend a seminar or event where we are hosting or presenting;
(c) you instruct us to act for you and we open a file and conduct a conflict check;
(d) our clients provide information relating to related and adverse parties relevant to the advice or services we are providing;
(e) we undertake a search or investigation;
(f) you visit our website.  

2.2	Where practicable we collect personal information about you directly from you. 	However, we may have collected information about you from a third party such as a client, a third party information provider, the courts or a person responding to our questions or inquiries.
2.3 	We are required to collect the full name and address of our clients by the Solicitors Rules made under the Legal Profession Act 2004 (NSW). Accurate name and address information must also be collected in order to comply with the trust account 	record keeping requirements in the Legal Profession Regulation 2005 (NSW) and to comply with our duty to the courts.
2.4 	If you are a client and do not provide us with name and address information we 	cannot act for you. 
2.5 	If you do not provide us with accurate personal information we may not be able to carry out our instructions or achieve the purpose for which the information has been sought.
3.	The purposes for which we collect, hold, use and disclose personal information
3.1 [bookmark: _Ref367718670]	We collect, hold, use and personal information in order to:
(a) respond to your enquiries;
(b) provide legal services;
(c) employ competent and diligent personnel;
(d) monitor or improve the use of and satisfaction with our legal services; and
(e) let you know about legal developments, our expertise and legal services that may be of interest to you.
3.2 	We disclose personal information:
(a) in order to carry out the instructions of our clients; and 
(b) subject to our confidentiality obligations, when using services in support of our legal practice. 
4.	The parties to whom your personal information is disclosed 
4.1 	Subject to our confidentiality obligations, we may share some relevant personal 	information with:
(a) parties related to a matter you have with us, government authorities and service providers as reasonably required to carry out your instructions;
(b) our e-mail marketing provider for the purposes of providing you our newsletter, invitations and legal updates; and
(c) third party service providers who assist us with archival, auditing, accounting, legal, business consulting, website or technology services. 
4.2 	We also will disclose your information if required by law to do so or in circumstances permitted by the Privacy Act – for example, where we have reasonable grounds to suspect that unlawful activity, or misconduct of a serious nature, that relates to our functions or activities has been is being or may be engaged in, in response to a subpoena, discovery request or a court order.
5.	Disclosure of information outside the jurisdiction of collection
5.1 	We do not disclose personal information to overseas recipients. 
6.	Opting out of marketing communications 
6.1 	We may, from time to time, send you newsletters, invitations and legal updates about our services. You can opt out of receiving further such communications by notifying us using our contact details below by clicking the "unsubscribe" option at the bottom of any marketing e-mail received from us.
7.	Security 
7.1 	We take reasonable physical, technical and administrative safeguards to protect your personal information from misuse, interference, loss, and unauthorised access, modification and disclosure.  For example, we maintain our files in secure offices and 	limit access to personal information to individuals with a need to know.
8.	Access/correction/updating personal information 
8.1 	You can contact us to access, correct or update your personal information. Unless we are subject to confidentiality obligation or some other restriction on giving access to the information and we are permitted to refuse you access under the Privacy Act, we will endeavour to make your information available to you within 30 days.  	Examples of circumstances where we may refuse to give you access to your personal information include where:
(a) giving access would be unlawful;
(b) we reasonably believe that giving you access would pose a serious threat to the life, health or safety of any individual or to public health or public safety;
(c) giving access would have an unreasonable impact on the privacy of others;
(d) the information could reveal the intentions of a party in negotiations;
(e) giving access could prejudice the taking of appropriate action in relation to unlawful activity;
(f) giving access could reveal evaluative information in a commercially sensitive decision making process.
8.2 	If you request to correct your personal information, we will correct, or, if we consider more appropriate, note your request for amendment of the information on your 	record. 
8.3 	We will not charge you to make a request to access your record but we may charge you to actually provide access depending on the costs associated with obtaining and providing the material.
8.4 	These actions can usually be taken by contacting a customer relations representative using the contact information on the "Contact Us" section below.  
9.	Notification of Changes 
9.1 	If we decide to change our Privacy Policy, we will send you a copy of our revised 	policy or post a copy on our website.
10.	Complaints / Contact us
If a breach of this Privacy Policy occurs, a complaint may be made to us by sending it to:

26 Montgomery Street, Kogarah NSW 2217

Attention: Paula Pereira 

You can also contact us on 02 9587 3866 or by email mail@redhale.com.au 


We will endeavour to respond to any complaint within 30 days. If you are not satisfied with our response to your complaint you may seek a review by contacting the Office of the Australian Information Commissioner using the information available at http://www.oaic.gov.au/privacy/privacy-complaints.
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