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Retention and Access to Documents Regulations of the  

Monash Postgraduate Association Inc.  
 

 

1. Short Title  

 

These Regulations may be cited as the Retention and Access to Documents Regulations.  

 

2. Authorising Provision  

 

These regulations are made pursuant to the Associations Incorporation Reform Act  2012 

(Vic) and subject to the MPA Constitution.  

 

3. Objective  

 

The objective of these regulations is to provide guidelines for the governance of access, 

retention and destruction of documents whether in hard copy, electronic or other, balancing 

information privacy principles with the right to obtain access to documents by members of 

the MPA Executive Committee, MPA staff, MPA constituents, MPA clients and the general 

public.  

 

4. Right of Access  

 

Subject to applicable legislation, common law rights, the MPA Constitution and 

regulations, every person has a legally enforceable right to obtain access to documents and 

in accordance with these regulations;  

 

(i) a person may request access to his or her personal information in a manner 

complying with these regulations;  

(ii) a person is not entitled to obtain access to an exempt document;  

(iii) subject to these regulations a person’s right of access to documents is not affected 

by any reasons the person gives for seeking access or MPA’s belief as to the person’s reasons 

for seeking access.  

 

5. Interpretation 

  

“Applicant” is a natural person or a legal entity seeking access to a document pursuant to 

these regulations.  

 

“Document” is a document or documents in the custody, power or control of MPA 

whether created by MPA or not, other than exempt documents which are in existence at 

the time of the request for access, and includes a document in writing, information in the 

form of a book, map, plan, drawing, photograph, label, disc, film, or negative, whether 

created by or for the MPA.  
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“Exempt Document” includes a document:  

(i) which discloses personal information about a person other than the applicant; or  

(ii) prepared for the dominant purpose of providing a person with advocacy relating to 

a matter within the MPA, the University, court proceedings or anticipated proceedings in 

which the person may be a party; or came into existence in confidence or in camera 

proceedings;  

(iii) provided to MPA by any person, group or corporation not being a member of the 

MPA Executive committee or MPA staff if the maker of the document does not provide his 

or her consent to release the document; or  

(iv) which would disclose trade secrets, information about a person in his or her business 

or professional capacity or where access to the document would prejudice a person named 

in that document; or  

(v) a disclosure of which would found an action for breach of confidence;  

(vi) a disclosure of which would be a breach of legal professional privilege.; 

(vii) which is open to public access or available to purchase as part of a register elsewhere.  

 

“In camera” means privately or subject to secrecy provision of MPAEC meetings.  

 

“Legal professional privilege” means the lawful resistance of giving of information or 

production of documents which would reveal communications between a person and his or 

her lawyer made for the dominant purpose of giving or obtaining legal advice or the 

provision of legal services, including advocacy or representation in legal or anticipated 

legal proceedings.  

 

“Person” means a natural person or legal entity, who may also be an applicant including a 

postgraduate constituent, MPA Executive Committee member, MPA staff member, or 

member of the general public.  

 

“Personal information” means information or an opinion or personnel record that is recorded 

in any form whether true or not about an individual whose identity is apparent or can 

reasonably be ascertained from the information, record or opinion.  

 

“Sensitive information” includes information relating to a person’s religious belief, ethnic 

background, sexual preference, political opinion, membership of political or trade 

associations or philosophical beliefs . 

 

6. Certain documents to be available for inspection and purchase  

 

These regulations apply to documents created in the course of making decisions or 

recommendations with respect to rights, privileges, benefits, obligations or benefits or 

detriments to which persons are or may be entitled or subject, including:  

 

(i) manuals or other documents containing interpretations, rules, guidelines, practices 

including but not limited to letters providing information or advice to persons outside MPA, 

or received by MPA on behalf of any person;  
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(ii) documents containing particulars of any policies or statements of the manner of 

administering the policies and describing procedures to be followed in relation to those 

policies;  

(iii) rules of MPA in the form of the MPA Constitution or Regulations or Policies.  

 

7. 8. Requests for Access  

 

A person may request access to a document. The request must be:  

 

(i) in writing; and  

(ii) delivered to the office of MPA marked to the attention of the MPA Senior Advocate; 

and  

(iii) provide such information concerning the document as is reasonable for the Senior 

Advocate to identify it; and  

(iv) specify the person’s full name and address so that an acknowledgement of receipt 

of request can be sent to that person; and  

(v) be accompanied by a fee payable for the request being processed in accordance with 

current fee schedules pursuant to the Freedom of Information Act 1982 (Vic).  

 

8. 9. Time Frame  

 

On receiving a request for access to any document the Senior Advocate must notify the 

person seeking access that his, her or its request has been received and will be processed 

no later than one month from the date of the request.  

 

9. Forms of Access  

 

Access to a document may be given to a person in one or more of the following forms:  

(i) a reasonable opportunity to inspect the document;  

(ii) provision by MPA of a copy of the document;  

(iii) where hard copy is not available by allowing the person to hear the sound recording 

or view the image;  

(iv) transcript;  

 

10. Access may or may not be given: 

 

(i) if the giving of access in the form requested by the applicant would result in breach 

in copyright subsisting in a matter contained in the document. In this event  access in that 

form may be denied or given in another form;  

(ii) MPA is not required to provide access to a document if it would substantially and 

unreasonably divert the resources of MPA from other operations;  

(iii) Personal information may be accessed subject to the person to whom the information 

relates giving his or her consent to so release or grant access to that document;  
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(iv) Where a government agency or body lawfully requests original personal information 

in the form of a document which is in the custody or control of the MPA, the Senior 

Advocate must comply with the request and will not be able to grant further access to that 

document if the original is not returned to the MPA; 

(v) MPA shall not disclose personal information about a person for a purpose other than 

the primary purpose unless the secondary purpose relates to the first purpose and the person 

would reasonably expect MPA to so disclose the personal information for the secondary 

purpose and the person consents to the use or disclosure of the personal information and the 

use of disclosure of the information is necessary for the research, analysis of statistics or the 

running of activities or the provision of services of MPA;  

(vi) If MPA holds personal information about a person it must provide the person with 

access on request except if providing the information would have unreasonable impact on 

privacy of another person or persons;  

(vii) access to a document will not be given if the request is vexatious or frivolous;  

(viii) access to a document will not be given if the information is subject to legal 

professional privilege;  

(ix) access to a document will not be given if access to the information would reveal the 

intentions of MPA in relation to negotiations with the person and would prejudice those 

negotiations or the provision of the information would be unlawful or would prejudice an 

investigation by a law enforcement agency; 

(x) access to a document will not be given if the document has been destroyed or no 

longer exists. 

 

11. Sensitive information  

 

MPA shall not be responsible for updating personal information or ensuring that personal 

information provided to MPA is true and accurate. MPA shall accept personal information 

at face value as volunteered by a person even if it may be inaccurate or deemed to be 

sensitive or out of date and will not solicit sensitive information if it is not offered.  

 

12. Deletion of Exempt Matter  

 

(i) Where access to a document is denied on the ground that it is an exempt document 

or where the access to a document would disclose information reasonably regarded as 

irrelevant to that request, MPA may make a copy of the document with such deletions that 

the document can no longer be classified as exempt or no longer discloses irrelevant 

information to the original request.  

 

(ii) Where deletions are made in accordance with this section the applicant shall be 

informed as to the ground for the deletions.  

 

13. Storage of Documents  

 

A document containing personal information shall be stored in such a manner as to protect 

the document against loss of unauthorised access by taking all reasonable steps to secure the 

document in a filing cabinet in the offices of MPA and where in electronic form to be stored 

on the Monash University server with requisite security measures and password access.  

 

14.  Collection of Information  
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MPA may collect personal information so long as the information is necessary for one or 

more of its functions and activities. At or before the time MPA collects personal information 

from a person, MPA must take reasonable steps:  

 

(i) to make the person aware of the entity that is MPA and provide appropriate contact 

details at the MPA; 

  

(ii) the fact that the person can gain access to the personal information. 

 

(iii) the purposes for which the information is collected; 

 

(iv) to whom the information will be disclosed if any; 

  

(v) the regulations that the information is required under if any; 

 

(vi) the main consequences of the person failing to provide the information. 

 

  

15. Duration of document retention 

 

The MPA retains all student files and other documents it deems important for seven (7) years 
 


