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INTRODUCTION TO THIS GUIDE

CLANN PROJECT & ARTICLE EIGHT ADVOCACY: INTERIM GUIDE TO ACCESSING RECORDS UNDER THE BIRTH (INFORMATION & TRACING) ACT



What Can | Learn From This Guide?

This is an interim guide compiled by Article Eight
Advocacy and the Clann Project for people who wish
to obtain records under the Birth (Information and
Tracing) Act

This guide will also help you find information on
how to obtain your records under the GDPR

The guide will be updated in the future with further

details on:
° How to use the tracing service
° How to make a complaint
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What Services Are Available Under The New Legislation?

BiRTH Eligible people can:
INFORMATION
8TRACING e apply for records under a numlber of categories

e apply for a tracing service

e reqgister or update their preferences on the
Contact Preference Register.

All services are provided by the Adoption
Authority of Ireland and Tusla.
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Who Can Join The Contact Preference Register?

° An adopted person

° A person who was nursed or boarded out

® ° A person who spent time in a Mother & Baby Home or County Home
BIRTH listed in the schedule to the legislation

INFORMATION ° A person who was illegally adopted
H'TRACING ° Genetic family members:

o A mother or father of an adopted person
o  Asister or brother of an adopted person

o A grandparent, aunt, uncle or first cousin of an adopted person

Contact Preference Register (CPR)

° Adoptive family members:

o  An adoptive parent of an adopted child under 18

o  An adoptive parent of an adopted person/child who is deceased

° A family friend of an adopted person or mother/father who is
deceased
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How Do | Join The Contact Preference Register?

. To join the Contact Preference Register click
BIRTH 7

INFORMATION the link below where you will find
H.TRAC|NG Instructions on how to proceed:

https://www.birthinfo.ie/what-options-do-i-

have/reqgister-or-update-my-contact-prefer
ences

Contact Preference Register (CPR)
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Who Can Apply For A Tracing Service? [1/2]

Apply for a tracing service A ‘relevant person), i.e,

If you are actively seeking to locate and make contact with a birth relative, a tracing service is available to you. The Tracing
Service can assist with sharing information while supporting a level of contact (if any) that both you and the person you are
seeking are comfortable with.

You can apply for a tracing service if you are a person in one of the following three categories: ([ if yO U We re a d O pted i ﬂ | re | a n d a ﬂ d a re OV@ r -l 8
1. "relevant person*” yea rS Of a g e

- if you were adopted in Ireland and are over 18 years of age

- if you were born in Ireland but adopted outside of the state () if you We re born in I reland but adopted Outside
- if you were in a mother and baby home, county home or institution Of t h e Sta te

- if you were illegally registered
- if you suspect that you were illegally registered

S e if you were in a mother and baby home, county
A R home or institution

3 Arelatve e if you were illegally adopted

ik pesors e usedin i gl oo ool Wi consely o omtion e if you suspect that you were illegally adopted

To apply for a tracing service, click on the button below. This will bring you to a Tusla portal. Tusla will initially assess your

tracing request and then either Tusla or the Adoption Authority of Ireland will carry out the trace, dependant on where your . I f yo u We re bo a rd e d O u t O r n u rsed O u t

records are held.

Apply for tracing service
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Who Can Apply For A Tracing Service? [2/2]

Apply for a tracing service A genetic relative of a ‘relevant person’.

If you are actively seeking to locate and make contact with a birth relative, a tracing service is available to you. The Tracing
Service can assist with sharing information while supporting a level of contact (if any) that both you and the person you are
seeking are comfortable with.

You can apply for a tracing service if you are a person in one of the following three categories: A n a d O pt ive re | a t ive Of a ‘ re | eva n t pe rSO n ’.

1. "relevant person*”
- if you were adopted in Ireland and are over 18 years of age
- if you were born in Ireland but adopted outside of the state

e An adoptive parent of an adopted child under
- if you were in a mother and baby home, county home or institution . . .
:;::Z::z:etleia;iyyltlei;c;egaIlyrcgistered the age Of -|8 may make a traCIng appllcatlon
“HR N O i ST on their behalf for the purposes of requesting
SRS information only (the views of the child or
young person must be taken into

consideration).

3. Arelative
*A relevant personis the term used in the legislation to describe people who can apply for information.
To apply for a tracing service, click on the button below. This will bring you to a Tusla portal. Tusla will initially assess your

tracing request and then either Tusla or the Adoption Authority of Ireland will carry out the trace, dependant on where your

records are held.

Apply for tracing service
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How Do | Apply For A Tracing Service?

Apply for a tracing service

If you are actively seeking to locate and make contact with a birth relative, a tracing service is available to you. The Tracing
Service can assist with sharing information while supporting a level of contact (if any) that both you and the person you are
seeking are comfortable with.

You can apply for a tracing service if you are a person in one of the following three categories:
1."relevant person*”

- if you were adopted in Ireland and are over 18 years of age

- if you were bornin Ireland but adopted outside of the state

- if you were in a mother and baby home, county home or institution

-if you were illegally registered

- if you suspect that you were illegally registered

- If you were boarded out or nursed out

2. A birth relative of a relevant® person

3. Arelative

*A relevant personis the term used in the legislation to describe people who can apply for information.
To apply for a tracing service, click on the button below. This will bring you to a Tusla portal. Tusla will initially assess your

tracing request and then either Tusla or the Adoption Authority of Ireland will carry out the trace, dependant on where your
records are held.

Apply for tracing service

To apply for a tracing service visit the
following link and click ‘Apply for
tracing service’
https://www.birthinfo.ie/what-options-d

o-i-have/applv-for-a-tracing-service

Further guidance will be provided in a
future version of this guide
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Who Can Apply For Records Under The Legislation?

Relevant persons (see next page)

Mothers whose children died in certain
INnstitutions

Relatives of children who died in certain

INnstitutions

Relevant persons’ next of kin where the
relevant person is deceased
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What is a ‘Relevant Person’?

“relevant person” means a person who is one or more than one of the following—

(a) an adopted person,

(b) a person who is, or who has reasonable grounds for suspecting that he or she is,
the subject of an incorrect birth registration, or

(c) a person who has been, or who has reasonable grounds for suspecting that he or
she has been, at any time in the period following his or her birth and ending on
the date on which he or she attained the age of 18 years—

(1) resident in an institution specified in the Schedule, or

(i1) the subject of a nursed out arrangement or a boarded out arrangement;
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The legislation defines a relevant

pPerson as.

® An adopted person

® A person whose birth was illegally
registered

® A person who was in an institution
listed in the ‘Schedulée’ (i.e, the 14
Mother and Baby Homes
investigated by the Commission of
Investigation plus all county
homes)

® A person who was boarded out or

nursed out
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Who Is Excluded From Applying For Records?

Most mothers

Most relatives

Many people illegally sent overseas for adoption
Many people otherwise illegally adopted

Many people who were in informal ‘care’ settings

People who were in institutions not listed on the
schedule attached to the legislation
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How Can | Obtain My Records If | Am Not Deemed A ‘Relevant Person’?

* If you are unsure whether you are a relevant
* *

e e person you should apply regardless
* GDPR *

e . If you are told that you are not covered under
N & * the legislation you can apply for your records
The General Data Protection Regulation under the General Data Protection Regulation

Guidance is provided at www.adoption.ie/help
and https://datasubject.ie/info-act/
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| AM A RELEVANT PERSON -
WHAT INFORMATION RIGHTS DO | HAVE?



Birth Certificates/Birth Information

Deimhnii Breithe R
Arna h-cisiGiint de bhun na hAchta um Chlarg Sibhialta 2004

Birth Certificate
f the Civ:

The legislation provides access to birth certificates
R and birth information.

B Issued in pursuance of

However, it is important to note that this access is
- conditional:

o If a parent has registered a preference for no contact
the adopted person must attend a mandatory
information session about privacy before their birth
certificate or birth information is released

o If you have been informed you must attend an
iInformation session and do not wish to do so, visit
www.adoption.ie/records to learn how to obtain your
birth certificate via your own research
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Care Information/Early Life Information

Relevant persons can apply for care information and
early life information.

However:

o Because of how information and ‘relevant
records’ are defined under the legislation,
records are being withheld

Therefore we strongly recommend that you also apply
under the GDPR. See: https://datasubject.ie/info-act/
and www.adoption.ie/help and see the next section for
further information.
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Medical Information [1/2]

5¢. PATRICK'S GUILD.

Relevant persons can apply for medical information

FUSETY S
ERPIFICATE
Neme of Child

Date of Birth
te of Baptiem " ol

However, summary information is provided and not
complete records (like the example provided here), so
there is a danger of information being held back

Duration of pregnency
Any illness or abmnommality during pr y?
Any hietory of Pre-eclampeia & /or Hypertension &n enatelly -

Aany Bheus & Antibodies in pregnancy?
4iny family history of liental disease?_

iiother's 1/,R, + Khen test: Date

' liumber of hours duration
{ YNormel or abtnormel 2
iIf ebnormal, give details

o

DABY'S DETAILS

Birth \;'eight—%a‘ Pressnt Veight —-'&8‘*“‘5
Any evidence of Heart or onary disease !

Relevant persons can also apply for family medical
history

Any Birth marks - stete size and site

Any bone deformities? I E
4ny history of convulsions, twitchinge or Jaundice? i
Any other abnomality?J

B. Coli?

22578 + INJECTIONS RECEIVED
P.K.U. Date: Result:

B.C.G. Dete: Result:

i m!,,- (All redactions in the image to the left have been
you know of any physical defect or mentel defect vhich wo make Carried Out by US)

this child unsuitable for Adoption.

Doctor's signature ;
Address:
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Medical Information [2/2]

5¢. PATRICK'S GUILD.

Although the information is heavily redacted, nonetheless
it is only provided through a medical practitioner. This is
problematic for people with no GPs, people who live
outside Ireland and people who do not want their local
GP’s office to have this information about them (below we
provide further guidance on this issue)

Duration of pregnency
Any illness or abnormality during pr y?
Any hietory of Pre-eclampeia & /or Hypertension an enatelly -

Any Rheus & Antibodies in pregnancy?
4iny femily history of liental disease? __

iiother's 1/,R, + Khen test: Date

” Humber of hours duration g
{ TFormel or abnormal
iIf ebnormal, give details

—

We are also concerned that the legislation stipulates that
only information that is deemed ‘relevant’ to the person’s
health will be released.

DABY'S DETAILS

e vetort G orvoen veice [
Any evidence of Heart or jonary disease !

Any Birth marks - stete size and site

Any bone deformities? ‘
4ny history of convulsions, twitchinge or Jaundice? __i_;
iny other atnomelsty? [N

B. Coli?

22578 + INJECTIONS RECEIVED
P.K.U. Date: Result:

B.C.G. Dete: Result:

e i !ﬁ,- If you have a medical condition and you are concerned
o s s o bt s about information being held back, we suggest that
you ask your doctor to write a letter on your behalf.

Doctor's signature ;
Address:
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What Are Provided ltems?

“provided item” means an item, including a letter, photograph, memento or other
document or object held by a relevant body that was provided, whether to the Agency,
Authority or any other person, by or on behalf of a parent or genetic relative of a
relevant person, or another person involved in the provision of care of the relevant
person, for the purpose of its being made available to the relevant person in the event
that it were to be sought by or on behalf of him or her, whether the items have been so
provided before, on or after the date on which—

Relevant persons can apply for ‘provided items/, e.g., a letter, photograph, memento or other
document or object which was provided by a parent or relative

We are concerned that the legislation defines provided items as those items which were left
‘for the purpose of its being made available to the relevant person in the event that it were
to be sought by or on behalf of him or her’, because a mother may not have explicitly stated
her intentions at the time, but the item may nonetheless have been left for the adopted
person.
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RELEVANT PERSONS:
HOW TO USE THE NEW SYSTEM
TO ACCESS YOUR RECORDS



The New System vs GDPR?

If you are a person seeking information, the Birth Information and
Tracing Act does not restrict in any way your GDPR right of access

gy We strongly recommend that you apply using the Birth Information and

life information has
changed from 3rd

o 207 s Tracing Act 2022 and make Subject Access Requests to any bodies which
‘ you think may have been involved in your situation

Under GDPR you will be given a schedule of all records on the file
which will help you ascertain whether records have been withheld
from you in your application under the new system

To learn more visit: https:/datasubject.ie/info-act/ and
www.adoption.ie/help

* X % .
* * If you have already applied under GDPR and have a schedule of your
* GDPR * records, you do not need to do so again.
* *
* ox X Also, you don't have to apply under the GDPR at precisely the same time
flie Cetrsrat Databrotaction egulation as making an application under the legislation.
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The New System vs GDPR?

We also recommend applying under the GDPR in
addition to the new system because:

Access to birth and early

life information has
changed from 3rd
October 2022

e Some records will be released under GDPR but not
the new system.

e Some records will be released under the new system
but not GDPR.

e Some records will be released under both the GDPR
and the new system.

e Some records will not be released at all under either

el system.
* *

* GDPR *

* *
* 4 K

The General Data Protection Regulation
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How To Use The New System

Information and Tracing services are now open =

BIRTH
INFORMATION Home Whatoptionsdolhave?  About the legislation FAQ Updates ContactUs

GTRACING

Access to birth and early
life information has

changed from 3rd
October 2022

What options do | have?

View or download Information Booklet

Access my birth information

You now have the right to your birth, care and
early life information where it exists on afile,
record or database.

Access my birth information /

®

Apply for a tracing service

A statutory Tracing Service now allows people to
trace family members, seek a reunion, or simply
share or seek information - such as vital medical

information.

Apply for a tracing service

English v

Visit www.birthinfo.ie

Click on ‘Access my birth information’
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Where To Apply?

RN L ; ; If you were legally adopted (or if you believe your
7\ UDARAS UCHTALA na hEIREANN . . _

' adoption may have been retrospectively legalised)

we recommend that you apply to both Tusla and

the Adoption Authority of Ireland.

" Ji] THE ADOPTION AUTHORITY of IRELAND

If you are unsure, apply to both Tusla and the
Adoption Authority of Ireland.

An Ghniomhaireacht um
Leanai agus an Teaghlach
Child and Family Agenc

PAGE 25
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Records Held By The Adoption Authority

The Adoption Authority holds the following records:

/s/ THE ADOPTION AUTHORITY of IRELAND

UDARAS UCHTALA na hEIREANN . Adoption Authority, formerly An Bord Uchtéla/the Adoption Board
Cunambh, formerly known as the Child Protection and Rescue Society

of Ireland (CPRSI)
PACT, formerly known as the Protestant Adoption Society, which

includes the following records:

Denny House

Fairfield Children’s House
Bethany House

The Magdalen Home

The Nursery Rescue Society
Here2Help

St. Brigid’s Adoption Society
St. Thérése Adoption Society
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Records Held By Tusla [1/2]

Bethany House, Orwell Road, Rathgar, Dublin 6

Castle, Newtowncunningham, Co Donegal

Castlepollard Mother & Baby Home, County Westmeath.

Cavan Boarded Out

Challenge/Ossory Adoption Society, Sion house, Kilkenny

Cork Health Authority, Institutions & Assistance Section, City Hall,
Cork

Cuanamh (Formerly The Catholic Protection and Rescue Society of
Ireland)

Denny House

Dublin Health Authority / Dublin Board of Assistance, 1 James’ St,,
Dublin 8

Fairfield Children's Home

Good Shepherd Home, Dunboyne, Co Meath

Kerry Health Authority

Leitrim County Council Records.

Longford Boarded Out Records.

Mayo County Council

Mayo Health Authority

Meath County Council

Midlands/Portlaoise Boarded Out Records.

National Maternity Hospital, Holles St, Dublin 2

Offaly Boarded Out Records

Ossory/Challenge Adoption Society, Sion House, Kilkenny
PACT, Arabella House, Rathfarnham, Dublin 14

Rotunda Girls Aid Society, RCAS, Procathedral, Dublin 1
Sacred Heart Adoption Society, Blackrock, Cork

Sacred Heart Convent, Castlepollard, County Westmeath

Sean Ross Abbey, Roscrea, Co Tipperary

Sisters of the Sacred Hearts of Jesus and Mary, Bessborough,
Blackrock, Cork City

Sligo Boarded Out

St. Anne’s Adoption Society, Cork & Ross Family Centre, 34 Paul St.,
Cork.
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Records Held By Tusla [2/2]

St

St. Catherine’s Adoption Society, Clarecare, Harmony Row,

. Attracta’s Adoption Society, St Mary's, Sligo

Ennis, Co Clare

St
St
St
St
St
St
- St

. Clare’s Adoption Society, Stamullen, Co Meath

. John's Adoption Society, Waterford

. Joseph’s Babies’ Home, Stamullen, Co Meath

. Joseph's Hospital, Stranorlar, Lifford, Co Donegal

. Jude’s Nursing Home, Howth Rd, Dublin 3

. Kevin's Adoption Society, Dungarvan, Co Waterford
. Louise Adoption Society

St. Mary’s Adoption Society, Killarney, Co Kerry

St. Mary’s Children’'s Home, Dublin Road, Tuam, Co Galway
St. Mura'’s Adoption Society, Pastoral Centre, Monastery Ave,
Letterkenny, Co Donegal

St. Nicholas Adoption Society

St. Patrick’s Guild, 203 Merrion Road, Dublin 4

St. Patrick’s Home, Navan Road, Dublin 7

St. Peter's Maternity Hospital, County Westmeath.

St. Rita’s Nursing Home, Sandford Road, Ranelagh, Dublin 6
St. Therese Adoption Society, Whitefriar Street, Dublin 8
The Catholic Women'’s Aid Society, 14 Browne St, Cork

The Dept of Education & Science ‘Special Education Section’
The Limerick Catholic Adoption Society

The Magdalen Home

The Nursery Rescue Society

The Protestant Adoption Society (PAS)

Westmeath Boarded Out Records

Wexford County Council
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Can | Apply To The Adoption Authority Offline?

Yes. You can download a paper copy of the Adoption

77°\) UDARAS UCHTALAmanEREANN [ AUthority application form here:
“\ W& Jof THE ADOPTION AUTHORITY of IRELAND . . .
https://cdn.sanity.io/files/n9nwhkbk/october/770cbedea399

c9dbd39e7407fcalffe53a2bd0Obd.pdf

If you don't have a printer send an email to
records@aal.gov.ie or call 01 2309 300 and ask the AAI to
send one out to you.

When you have completed the form send it to: PO Box
9957, Dublin 4, Ireland
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Can | Apply To Tusla Offline?

Yes. You can download a paper copy of the application form at:
) JM https://cdn.sanity.io/files/n9nwhkbk/october/ed5b2cla7c567bd09
AnChniombaireadht um 61aa9f53d7ddf506b44fedb.pdf

Leanai agus an Teaghlach
Child and Family Agenc

If you don't have a printer email birthinfo@tusla.ie or call
0818 44 55 00 and ask Tusla to send a copy to you.

When you have completed the form send it to Tusla at PO BOX
13018, Dublin 15, Ireland

If you're based in Ireland and would like in-person support from your local
Tusla Birth Information and Tracing Office, you can contact the Contact and
Support Centre on 0818 44 55 00 and a staff member from the local Birth
Information and Tracing Team will contact you.
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Using The Online Application Systems

N To make an online application visit
www.birthinfo.ie and select which agency you

wish to apply to. Again, we strongly

Birth and early life information recommend you apply to both.

If you were adopted, boarded out, subject to an illegal birth registration (or suspect you were) or spent time in a
Mother and Baby or County Home Institution as a child, the Birth Information & Tracing Act provides you with
clear and guaranteed access to information and records about your birth and early life, where this information is

What options do | have? » Access my Birth Information

available.

Where are my records held?

Many societies, institutions, or agencies that held records in the past on people who were adopted, boarded or
nursed out, had their birth illegally registered, or who resided in a mother and baby home as a child, have since

closed.

At the time of closing, available rgcords were transferred either to the Adgption Authority or Tusla for safekeeping.
Please review the list of societie§, institutions and agencies below. If youlalready know who holds your/

information you can follow on oth of the links below to apply.
View list of agencies and institutions Apply to the Adoption Authority Apply to Tusla
LD
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Using The Online Application Systems

BIRTH
INFORMATION English v =
STRACING

What options do | have? » Access my Birth Information

Birth and early life information

If you were adopted, boarded out, subject to an illegal birth registration (or suspect you were) or spent time ina
Mother and Baby or County Home Institution as a child, the Birth Information & Tracing Act provides you with
clear and guaranteed access to information and records about your birth and early life, where this information is

available.

Where are my records held?

Many societies, institutions, or agencies that held records in the past on people who were adopted, boarded or
nursed out, had their birth illegally registered, or who resided in a mother and baby home as a child, have since

closed.

information you can follow on oth of the links below to apply.

View list of agencies and institutions Apply to the Adoption Authority Apply to Tusla

At the time of closing, available rlords were transferred either to the Ai)tion Authority or Tusla for safekeeping.

Please review the list of societie}, institutions and agencies below. If youlalready know who holds your/
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Important information regarding your online
application:

If you are experiencing difficulties
uploading identification/proof of address,
try converting images to PDF (you can
convert JPEGs to PDFs online free here:
https:/Mmww.adobe.com/ie/acrobat/onlin
e/convert-pdf.html)

INn the Tusla system, if you've been
clicking '"Next Step' your application has
been saving. If you accidentally leave the
page you should be able to find your
draft application in ‘My Applications'.
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How To Apply To Tusla

When you click on ‘Apply to Tusla’ you will
be brought to this page.

a .

d An Ghniomhaireacht um Search Tusla.ie... E STAFF n

J Leanai agus an Teaghlach
N Child and Family Agency

ABOUT US OUR SERVICES NEWS PUBLICATIONS GET IN TOUCH UKRAINE RESPONSE

Birth Information and Tracing

Click on ‘Apply for my information’
and Adoption Assessment and Placement

If you are seeking a tracing service,
we strongly recommend applying
for information as well as tracing.

Home / Services / Birth Information and Tracing and Adoption / Birth Information and Tracing / Seeking your personal and birth

Seeking your personal and birth Information
The Birth Information and Tracing Act 2022 provides eligible persons access to the full release of their birth
certificate, birth, early life, care and medical information.

Eligibility What information Apply for

can | apply for? my information
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How To Apply To Tusla

JSLA In order to apply under Tusla’s system you
crste apora sccoun > | Qg must first create a Portal account.

Portal Login

Start this process by clicking the ‘Create a
Portal account’ button.

Email address o

Password ()

Forgot password? m

Welcome to the Tusla Portal

The Tusla Portal allows you to make secure online submissions.

If you have questions or require any help with the portal application
process, or any other aspect of the Birth Information and Tracing
Act, you may contact us by

phoning: 0818 44 55 00 / email: birthinfo@tusla.ie and we will be
happy to provide you with further assistance and support.

Login instructions @

Birth Information and Tracing Services
The Birth Information and Tracing Act 2022 recognises the
importance of a person knowing their origins and will give people

CLANN PROJECT & ARTICLE EIGHT ADVOCACY: INTERIM GUIDE TO ACCESSING RECORDS UNDER THE BIRTH (INFORMATION & TRACING) ACT PAGE 35



How To Apply To Tusla

JSLA

Create a Portal account

Step 1 - Consent Step 2 - Personal Step 3 - Application Type

Step 4 - Verification

Please confirm by ticking the box below that you consent to Tusla processing your personal information (data) to
comply with current data protection legislation in the Tusla web portal data privacy statement.

—’ [ 1consent

Click ‘I consent’, then click the ‘Next’ button.

CLANN PROJECT & ARTICLE EIGHT ADVOCACY: INTERIM GUIDE TO ACCESSING RECORDS UNDER THE BIRTH (INFORMATION & TRACING) ACT PAGE 36



How To Apply To Tusla

Email address*

Password*

Name and Address ©

First name*
Address line 1*
Town / City*

Eircode

JSLA

Create a Portal account
Step 1 - Consent } Step 3 - Application Type Step 4 - Verification

Email Address and Password

Confirm email address K]

Confirm password ]

Last name* K

Address line 2

<

Select County*

Landline telephone K]

‘ Next ‘

On the next page, input your details.

Required fields are marked with an
asterisk.
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How To Apply To Tusla

JSI.A Click the ‘Next’ button.

Create a Portal account
Step 1 - Consent Step 2 - Personal } Step 4 - Verification

Application Type
Once you complete this registration process, you will be able to make the following application:

Birth Information and Tracing Application

=
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How To Apply To Tusla

On the next page, input your phone number
J >|.A and click ‘Send’.

Create a Portal account

1
Step 1 - Consent Step 2 - Personal Step 3 - Application Type |fyou don t Want your phone number to
appear in your submissions, tick the box

Moblia vertfication ( beneath the phone number.

Just like online banking, Tusla use mobile phone verification to ensure your information is
secure.

We will send a code to your mobile phone each time you log into the portal.

o B B m Important: Tusla may still contact you by
phone either to clarify details or to let you

know your records are ready. If you do not

Previous wish to be contacted by phone, email Tusla at
birthinfo@tusla.ie and tell them you want all
communications to be conducted in writing
only.

[C] Do not show my mobile number in my submissions.
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How To Apply To Tusla

JSLA Once you receive the 6-digit verification
Create a Portal account code on your phone, input it on the
R AR A portal in the field indicated and click
MotiisiVedficatton [ the 'Validate' button.

Just like online banking, Tusla use mobile phone verification to ensure your information is
secure.

We will send a code to your mobile phone each time you log into the portal.
Mobile number

IE +353 v

0 We've sent you a 6-digit

code.

Do not show my mobil ber in my submissi

=

6-digit code
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o 1 H |
JSLA Once you \{e vallda.ted you I.I be'
s A PaTAT S asked to click 'Register' to finalise
oo 1-Comert | Sup2-rerd  Sep-soskcstenToe creating the Portal account.

Mobile Verification (]

Just like online banking, Tusla use mobile phone verification to ensure your information is
secure.

We will send a code to your mobile phone each time you log into the portal.

Mobile number

0 We've sent you a 6-digit

code.
6-digit code
Do not show my mobil ber in my submissi

Your phone was successfully validated.
Please click the Register button below to finialse creating your Portal account.
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How To Apply To Tusla

A confirmation email will be sent
to the email address you used to
create your account.

Portal account successfully registered

Check your email to confirm the
A confirmation emall has been sent to

_Please allow & few minutes for address.
elivery.

Please click the link in the emall In order to confirm your email

address. NB: Remember to check your

Please note you will be unable to access the Portal until you Spam folder.
have confirmed your email address. If you have not received

your email or if you require any assistance, please contact us at
birthinfo@tusla.ie

Back to Home
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When you receive the confirmation

Tusla Portal registration - Account Confirmed 2 B A . .
s email click the link to login.
Q) T e Once your account is verified you
Dear Portal User, Can |Og|n at this link:
https:/bitportal.tusla.ie/Account/Log
Thank you for registering on Birth Information and Tracing Portal. | n

Your Tusla Portal account is now confirmed. Please login at the link below.

https://bitportal.tusla.ie/

Kind Regards ,
Tusla Portal Team
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How To Apply To Tusla

JSLA

Create a Portal account 2

Enter your code

number ending in

~ Enter code

We have sent a 6-digit code to your mobile

0|

= Resend

When you log in a text message will be sent to
the mobile number you provided.

Enter the code in the text message and click the
‘Continue’ button.

Please note, each time you access the system
you Wwill be required to login using a code sent
to your mobile.
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How To Apply To Tusla

Welcome to the Tusla Birth Information and Tracing Portal

About the Portal: This portal provides you with a secure space to make an application for a Birth Information and Tracing Service.
It further provides you with a messaging service you can use through My Messages to contact us about your application, should you wish to do so. You will find the My Messages mail box in the menu bar to the lefthand side of the screen.

Please see useful instructions below.

Making an application for a Birth Information and Tracing Service:

Before you start: Before you start an application for our Service, please read the Birth Information and Tracing application User guide here (7', —

Start your application: On the left-hand side of the screen, you will see a link called Birth Information and Tracing Application; you can click on this link to create a new application.
As you work through your application it will automatically save in the My Applications folder. This folder is located in the menu bar, to the lefthand side of your screen.
You may start your application and return to it at any point before completing and submitting it to Tusla. Once you have submitted your application it will be saved for future reference in the My Applications folder.

Do not worry if you accidently close your application it will automatically save in the My Applications folder and you will not lose the information inputted.

Help: If you have any queries about your online application, please contact us at Tel: 0818 44 55 00 or by Email: birthinfo@tusla.ie.

We kindly ask that you do not include very sensitive personal information (data) in an email.

If you wish to contact Tusla using the online portal, please see My Messages guide here (7.

Tusla is aware of the very sensitive and personal nature of the information you are providing us, and we assure you that we will treat this information confidentially.

Please click here [ to view the portal's data privacy statement.

When you log in you'll be asked to consult the Tusla user guide:
https://docs.tusla.ie/userguides/Tusla_Adoption_UserGuide.pdf
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®
L] An Ghnsomhaireacht um
I u Leanaf agus an Teaghlach
Child and Family Agency

How To Apply To Tusla

My Messages

My Account

>4 Contactus

# Home
My Applications
i~ Birth Information and Tracing /
Application

Welcome to the Tusla Birth Information and Tracing Portal

This portal provides you with a secure space to make an application for a Birth Information and Tracing Service.

It further provides you with a messaging service you can use through My Messages' to contact us about your application, should you wish to do so. You will find the ‘My Messages’ mail box in
the menu bar to the lefthand side of the screen.

Please see useful instructions below.

Making an application for a Birth Information and Tracing Service:

Before you make an application for our Service, please read the Birth Information and Tracing application User guide here (",

On the left-hand side of the screen, you will see a link called “Birth Information and Tracing Application®; you can click on this link to create a new application.

As you work through your application it will automatically save in the ‘My Applications'’ folder. This folder is located in the menu bar, to the lefthand side of your screen.

You may start your application and return to it at any point before completing and submitting it to Tusla. Once you have submitted your application it will be saved for future reference in the ‘My
Applications’ folder.

If you have any queries about your online application, please contact us at Tel: 0818 44 55 00 or by Email: birthinfo@tusla.ie.

We kindly ask that you do not include any sensitive personal information (data) in an email.

If you wish to contact Tusla using the online portal, please see My Messages guide here (7.
Tusla is aware of the very sensitive and personal nature of the information you are providing us, and we assure you that we will treat this information confidentially.

Please click here 7 to view the portal's data privacy statement.

To make an application click on ‘Birth Information and Tracing Application’
In the menu on the left.
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How To Apply To Tusla

TUSLA sxsms

The next page
explains who may
apply for information.

m Your Details Information Service Tracing Service Previous Enquiries Identification Finish

PLEASE READ CAREFULLY BEFORE STARTING

My Applications The Birth Information and Tracing Application

Who may apply for information?
N Birth Information and Tracing
Application A relevant person. To see who a relevant person is please click here

Click on the ‘Next
Step’ button at the
bottom right to get to
the next step.

A son/daughter of a deceased relevant person (known as a qualifying person) click here to see restrictions

My Messages - The next of kin of a relevant person of a child who died while resident in a mother and baby home institution (known as a qualifying relative) click here to see restrictions

&) New Message Who may apply for a tracing service?
Categories 2-3 below may trace a relevant person only

B 'nbox

1. Arelevant person from one of the categories listed above can trace any birth relative

- Sent 2. A birth relative of a relevant person (If you are a parent, grandparent, aunt, uncle, sibling or first cousin)
3. Arelative of a relevant person (by way of the relevant persons adoptive family, parent, grandparent, aunt, uncle, sibling or first cousin)
4. An adoptive parent of an adopted child under 18 years old

z My Account +

To apply, you will be asked to upload your photographic identification, such as your driver’s licence or passport, to make sure we have the correct person.
Contact us y i e i
You will also need to provide proof of your address, such as a household/utility bill.
We understand that your information is personal and very sensitive, so we will deal with your application in complete confidentiality.

The reason why we ask you for identification is to ensure that your information is released only to you.

If you have any other questions about the application form/application process, or any other aspect of the Birth Information and Tracing Act,
please phone 0818 44 55 00 / email: birthinfo@tusla.ie where we will be happy to provide you with more assistance and support.

You are about to start: Please note you are about to start your information and/or tracing application.

Acknowledgement: We will acknowledge receipt of your application form within five working days.
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How To Apply To Tusla

3
® An Ghnjomhaireacht wmn
Leanaf agus an Teaghlach
Child and Family Agency
e

Your Details Information Service Tracing Service Previous Enquiries Identification Finish S e | e Ct t h e

Home t t h t
o s option a
(O 1am a relevant person (click to expand for more options)

£y Anons s applies to you.

"i' Birth Information and Tracing O lamarelative
Application (O 1am an adoptive parent of a child aged under 18 years

(O 1 am a son or daughter of a relevant person who is now deceased
My Messages +

(O 1am next of kin of a relevant person who died as a child in an institution
- My Account +

P44 Contactus
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L]
L] An Ghniombaireacht um
u Leanaf agus an Teaghlach
Child and Pamily Agency
[

Tracing Service Previous Enquiries Identification Finish

Options under

Home
° il ‘relevant person’.
B My Appl @ | am a relevant person (click to expand for more options)
ications
" You can tick more than one box.
T Birth Information and Tracing [T] 1was adopted in Ireland
Application
[T My birth was illegally / unlawfully / incorrectly registered
My Messages +
D 1 was born in Ireland and placed for adoption in another country
°
a My Account * E] I was in a nursed out / boarded out / in a mother and baby home / county
home institution
B contactus (O 1am a parent

(O I am a relative
(O 1 am an adoptive parent of a child aged under 18 years
(O 1 am a son or daughter of a relevant person who is now deceased

(O 1am next of kin of a relevant person who died as a child in an institution

Are you acting on behalf of someone else? *

O Yes O No

Applicant Details

First Name * Surname *
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H An Ghnlomhaireacht um
TUSLA s
Childand Pamily Agency

4 Home
(£) my Applications

]" Birth Information and Tracing
Application

My Messages

My Account

Contact us

How To

Are you acting on behalf of someone else? *

O Yes O No

Apply To Tusla

Input your details.

If you're not acting on

!
et m behalf, most
someones pbenalr, oS

First Name * Surname * . .

: -1 details will be
If you have used any other name(s) in the past please write them here . . .

N,

b automatically filled in.
Date of Birth *
Please type in format 30/11/1960. Note you must use your mouse or arrow keys to move from
day to month to year

day / month / year I G

Address 1* Address 2
Town/City * County *

I - Please select a County from the list below - v
Country Eircode
Mobile * Telephone

Email Address

How would you like to receive an ack ledg: of your application? *
By selecting from the list provided you are ing to us ing you by the option
selected.
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L3 An Ghnfomhaireacht um
d Leanaf agus an Teaghlach
Child and Pamily Agency

n (Continued from previous

Date of Birth * .
Please type in format 30/11/1960. Note you must use your mouse or arrow keys to move from S I e
day to month to year

4 Home day / month / year I
Address 1* Address 2

E My Applications

: T City * c .
4 Birth Information and Tracing OWn/CHty ounty
Application K} - Please select a County from the list below - v

Country Eircode

My Messages + =
Mobile * Telephone

=, My Account + ; -
Email Address

Contact us

How would you like to receive an ack led of your appl hef
By selecting from the list provided you are ing to us ing you by the option
selected.

- Please select an option from the list below - v

Name of adoptive/foster/registered/social parent(s) and their home address at the time you were placed with them.

Please note this information is to assist us in locating your record, we will not make contact with your parent(s)/carer(s).

o= Add parent/carer

[rers
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Anioriamd Farson Detall If you are acting on someone’s
_ Sm_ behalf you will need to fill in your
——— owhn details as well as the details
e 1o e (o oy tomonth oy ey mouseerarow of the person you are assisting.

¢ / month / year

Address 1 Address 2

Town/City County

Eircode/Post Code/Zip Code

o
o
| —
-
3
L

Email Address

Mobile Telephone
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How would you like to receive an acknowledgement of your application? *
By selecting from the list provided you are consenting to us contacting you by the option
selected.

v -~ Please select an option from the list below --
Email
Email and letter by post

Name of adoptive/foster/registered/social parent(s) and their home address at the time you were placed with

Please note this information is to assist us in locating your record, we will not make contact with your parent(

Select how you'd like to receive acknowledgement of your application.
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An Ghnfomhaireacht um

Leanaf agus an Teaghlach
Child and Family Agency
Start Tracing Service Previous Enq
o S % 7
Home
fr Who Are You? *
a My Appl < @ | am a relevant person (click to expand for more options)
You can tick more than one box.
‘ﬁ‘ Birth Information and Tracing /" 1 was adopted in Ireland
Application
Name of adoption agency (if known)
My Messages + |
-, My Account +
Y
S contactus /200
My birth was illegally / unlawfully / incorrectly register
birth llegall lawfull | ed

Input the name of your adoption agency if you know it (don’t worry if you don't).

CLANN PROJECT & ARTICLE EIGHT ADVOCACY: INTERIM GUIDE TO ACCESSING RECORDS UNDER THE BIRTH (INFORMATION & TRACING) ACT

PAGE 54



How To Apply To Tusla

Who Are You? *

@ | am a relevant person (click to expand for more options)

You can tick more than one box. If you select that your birth was
illegally registered, you will be
asked to provide any details you
-/ My birth was illegally / unlawfully / incorrectly registered may have about your p|ace of
birth.

[ ] 1was adopted in Ireland

Any details of place of birth (if known)
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/200 .
-/ Iwas born in Ireland and placed for adoption in another |f yo U were bO rn 1N | re | an d an d

cotiry ‘ adopted to another country,
Name of other country (if known)
3 select the name of the country

you were adopted to.

[ Ireland
Afghanistan
(O lamapare Albania
() lamarela Algeria
American Samoa
O lamanad  poq00en
(D lamason Angola
O lamnext Anguilla

Antarctica
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g , If you were nursed out, boarded
../ I was in a nursed out / boarded out / in a mother and baby )
home / county home institution outorina MOther and Ba by
Name of Institution (if known) Home or a Cou Nty Home, state
the name of the institution if you
know it.
V;
/200
PAGE 57
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Name of adoptive/foster/registered/social parent(s) and their home address at the time you were placed with them.

Please note this information is to assist us in locating your record, we will not make contact with your parent(s)/carer(s). | X

First Name * Surname *

Back

Home address at time you were placed with them

On the same page, you are asked for your adoptive

Country Address 1*
parents' name/address at the time of your placement. v
Address 2 Town/City *
NB: this information is sought only to facilitate the
County * Eircode/Post Code/Zip Code

location of your records. Tusla will not make contact
with your adoptive parent(s).
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Start Your Details Information Service

- When you click Next Step you'll be
Please tell us what information you are applying for. broug ht tO th|S page aSking What
You can tick more than one box. . . .

iInformation you wish to apply for.

[ ] Selectall

Lo Geonte (nfrapplen eim Rt gevacn) Click 'Select all' if you want everything.
["] Birth information only

[ ] Early life information only

[ ] care information only

["] Medical information only

[ ] Provided items only

[ ] Medical information relating to Genetic Relatives only
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If you have selected Medical Information
-— Relating to Genetic Relatives, you will be
Please tel us what information you are applying for. asked to provide your doctor’s details.

You can tick more than one box.

Start Your Details Tracing Service Previous Enquiries

./ Select all

We disagree with this requirement,
however, it is currently part of the legislation
so for the moment it cannot be changed.

/ Birth Certificate (only applies to relevant person)
/ Birth information only
~/" Early life information only

../ Care information only

On the next page we provide information
on what to do if you do not have a GP or if
you do not want your local GP to have this

../~ Medical information only
/" Provided items only
./~ Medical information relating to Genetic Relatives only

If you wish to receive this genetic medical information Tusla can only release this information to your nominated G.P. | n fo r | N a t | O n .
Please provide your doctors details in the box provided.

ey 4¢—
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I e If you cannot provide the name of a doctor
First Name * Sumame * for whatever reason* we suggest that you
| don't have a doctor. N Please advise how | should proceed. [N eXp|a|n thlS Ih the SpaCGS prOV|ded ahd theﬂ
Mobile Telephone

discuss the matter further with Tusla.

Email Address

See the example in the image to the left
(insert ‘n/a’ in any compulsory fields).

Address
Coority AddihE 1 *For example if do not have a GP or if you live
v na outside Ireland and cannot provide the name of a
Address 2 Town/City * medical practitioner.
n/a I
County * Eircode/Post Code/Zip Code
Dublin 1 v I
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Information Service Previous Enquiries

Start Your Details

If you do not require a tracing service you can skip this section.

I am seeking to trace.

Please note that you may only apply to trace one relative per application form.

If you wish to apply to trace another person you must complete another application form.
You can tick only one box.

[] Mother
[] Father
D Brother or sister (if applicable)

D Other relatives: Grandparent, aunt, uncle, first cousin

Details of person | am seeking to trace.
If you have any details about this person please provide them by clicking ‘Add Person | want to trace (e.g. mother)’ button below.
You may add only one person you wish to trace.

A
el
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On the next page you will be asked if you
want to avail of a tracing service (even if
you have selected information only at the
beginning of your application).

(If you have selected that you are a
parent or relative you will be brought
directly to this page.)

If you do not wish to avail of a tracing
service you can skip to the next section.

Further guidance on availing of the
tracing service will follow in a future
version of this guide.
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How To Apply To Tusla

Start Your Details information Service Identification Finish

Have you previously looked for information, traced or had contact with any of the people listed in the previous section (either on your own or through an adoption agency)

(O Yes (O No

When you click Next Step you'll be brought to this page where you're asked if you've
previously looked for information or traced family members.
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How To Apply To Tusla

Start Your Details Information Service Tracing Service Identification Finish

Previous Contact:

If you have previously looked for information, traced and wish to let us know, you may do so by providing some details in the box below.

However, if you do not wish to provide any details, or do not have any, you may simply move to the next page.

Please be assured the reason for seeking details of previous contact with adoption agencies, or those who held records prior to their transfer to Tusla is to
ensure the widest possible search for information can be completed and released to you.

Please feel free to provide some details in this box about your previous contact

4
/500

Any other Information:
If you wish to provide any other information in relation to your application to us please feel free to do so in the box below

When you click yes you are asked to give
details. (‘Previous contact’ means previous
contact with State authorities or adoption
agencies.)

Tusla have informed us that this information
Is sought to ensure that all possible records
are gathered, e.g., if you were dealing with a
health board in the past.

You do not have to share information about
your own research or your private family
relationships and you should only give
information you are comfortable sharing.

If you previously left this question blank and
wish to share information you believe may be
helpful in locating your records, email
birthinfo@tusla.ie

CLANN PROJECT & ARTICLE EIGHT ADVOCACY: INTERIM GUIDE TO ACCESSING RECORDS UNDER THE BIRTH (INFORMATION & TRACING) ACT PAGE 64


mailto:birthinfo@tusla.ie

How To Apply To Tusla

Start Your Details Information Service Tracing Service Previous Enquiries Ide'nﬁﬁca'tion Finish

« Please do not post original documents to Tusla.
+ We may need additional documentation to process
your application and we will contact you in this

Upload speeds may vary depending on file size. Generally 10 seconds per 5mb.

event.
Required Drag and drop files here (max 15mb)
« Photo identification, one of the following: or
o Passport
o Driver’s Licence (including learners permit) BROWSE TO SELECT FILES
o Garda Age Card

o Public Service Card
« Add proof of address, one of the following
o Utility bill
o Bank statement
o Revenue letter

On the next page you will be asked to upload identification and proof of address.

If you're having trouble uploading images, try converting them to PDF format.
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If one of your parents is deceased

Start Your Details Information Service Tracing Service Previous Enquiries lde'nﬁﬁca‘tion Finish

« Please do not post original documents to Tusla.
+ We may need additional documentation to process
your application and we will contact you in this

Upload speeds may vary depending on file size. Generally 10 seconds per 5mb.

event.
Required Drag and drop files here (max 15mb)
« Photo identification, one of the following: or
o Passport
o Driver’s Licence (including learners permit) BROWSE TO SELECT FILES
o Garda Age Card

o Public Service Card
« Add proof of address, one of the following
o Utility bill
o Bank statement
o Revenue letter

If your natural mother or father is deceased, you can use this page to upload their death
certificate. We recommend doing this because deceased persons do not have data
protection rights and this may facilitate the release of additional records to you.
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If you changed your name by deed poll

Start Your Details Information Service Tracing Service Previous Enquiries Ide'nﬁﬁca'tion Finish

« Please do not post original documents to Tusla.
+ We may need additional documentation to process
your application and we will contact you in this

Upload speeds may vary depending on file size. Generally 10 seconds per 5mb.

event.
Required Drag and drop files here (max 15mb)
« Photo identification, one of the following: or
o Passport
o Driver’s Licence (including learners permit) BROWSE TO SELECT FILES
o Garda Age Card

o Public Service Card
« Add proof of address, one of the following
o Utility bill
o Bank statement
o Revenue letter

If you changed your name by deed poll, you can use this page to upload evidence of
this. We recommend doing this in order to facilitate the swift processing of your
application.
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How To Apply To Tusla

Start Your Details Information Service Tracing Service Previous Enquiries Identification Finish

+ Please do not post original documents to Tusla.
+ We may need additional documentation to process
your application and we will contact you in this

Upload speeds may vary depending on file size. Generally 10 seconds per Smb.

event.
Required Drag and drop files here (max 15mb)
« Photo identification, one of the following: or
o Passport
o Driver’s Licence (including learners permit) BROWSE TO SELECT FILES
o Garda Age Card

o Public Service Card
« Add proof of address, one of the following - '
o Utility bill l | | | |
o Bank statement

o Revenue letter * 03/10/22 Utility bill ~ a

_ s ’

When you're done uploading, select the classification for each document. You will need to
correctly label the document or the system will not let you proceed (e.g. if the document is a
passport you should not state that it is a bill).

£ 03/10/22
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How To Apply To Tusla

Start Your Details Tracing Service Previous Enquiries Signature and “
identification

Submit Your Application:
Please click the Submit to Tusla button below to submit this Birth Information and Tracing Application to Tusla, please note:

» You will receive an email to the email address you provided confirming your Application has been successfully submitted. You should receive this email very
shortly after you have submitted your application

« If you do not receive this email confirmation within 24 hours you should consider that we have not received your application, so please contact us on: 0818 44
55 00 or email: birthinfo@tusla.ie and we will be happy to assist you further. Please ensure to check your spam folder
» Please note you can click the Preview button below to view a copy of your Application

» You will be able to view and print your application once you have submitted it to us and it will be automatically saved in your My Applications folder, to the
lefthand side in the menu bar

Adding or correctly details after submission of your application:

» Please be assured you may correct or add any additional information to your application after submitting it by contacting us through your My Messages
folder, or by phoning us on: 0818 44 55 00 or emailing us at: birthinfo@tusla.ie

This is the final page. Tusla advises if you don't receive confirmation within 24 hours you should contact
them. Don't worry if this happens; your application will have saved every time you clicked ‘Next Step’ and it is

accessible in the ‘My Applications’ folder (see following pages). Nonetheless, we strongly advise clicking
'Preview’ to allow you to save a copy as shown on the next page.
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How To Apply To Tusla

An Ghniomhaireacht um
3 Leanai agus an Teaghlach
o Child and Family Agency

Birth Information and Tracing Application
( Unsubmitted )

When your preview opens, click 'Save a copy’ and a PDF will save to your
computer.
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How To Apply To Tusla

You are about to submit this Birth Information and Tracing Application to Tusla,
once submitted you can no longer update this Application.

Do you want to proceed?
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When you click ‘Submit’ you
will be told that once you
submit your application you
can no longer update it.

While it is not possible to
amend your application via
the system, if you wish to
provide additional details,
correct an error or otherwise
amend your application,
contact Tusla at
birthinfo@tusla.ie
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How To Apply To Tusla

TUSI.A (e ik

My Applications

I Birth Information and Tracing Application | Submission no- Status: Un-submitted

My Applications

If you are unsure whether your application has been successfully submitted, click on

'ﬁ' Birth Information and Tracing

Application ‘My Applications’ on the left hand side of your screen. This will bring up a page
containing your applications.
My Messages +
oy Account . As shown in the screenshot above, if your application has not been submitted it will

show a status of ‘Un-submitted’.

Contact us
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How To Apply To Tusla

Please note...

Tusla, hereby acknowledges and thanks you for completing the Birth
Information & Tracing Application form.

Your unique tracking reference number is: -

You will receive an emall within 1 day confirming your Application has
been successfully submitted.

If you do not receive this emall, please phone us on 0818 44 55 00.

Once you click submit you will see this message.

= We recommend that you make a note of the
reference number.

= When your records are released to you, you may
receive a different reference number on your
cover letter. We do not know why this is the case

but we recommend that you make a note of
both.
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How To Apply To Tusla

After you have submitted

M Grei I
your application you should

1Br:wret::algr:}formatlon and Tracing Application Reference Number - receive a confirmation email

NoReply Portal1 <noreply.portal1 @tusla.ie> 3 October 2022 at 21:13 | | ke th |S one.
To: *

Thank you for completing and submitting the application form to Tusla.

Your case will now be assigned to an intake officer for review.

We will be in touch with you shortly about the next steps in the application process.

Kind Regards,

Tusla Portal Team
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How do | amend my Tusla application?

Start Your Details Tracing Service Previous Enquiries Signature and “
Identification

Submit Your Application:
Please click the Submit to Tusla button below to submit this Birth Information and Tracing Application to Tusla, please note:

» You will receive an email to the email address you provided confirming your Application has been successfully submitted. You should receive this email very
shortly after you have submitted your application

« If you do not receive this email confirmation within 24 hours you should consider that we have not received your application, so please contact us on: 0818 44
55 00 or email: birthinfo@tusla.ie and we will be happy to assist you further. Please ensure to check your spam folder
» Please note you can click the Preview button below to view a copy of your Application

» You will be able to view and print your application once you have submitted it to us and it will be automatically saved in your My Applications folder, to the
lefthand side in the menu bar

Adding or correctly details after submission of your application:

« Please be assured you may correct or add any additional information to your application after submitting it by contacting us through your My Messages
folder, or by phoning us on: 0818 44 55 00 or emailing us at: birthinfo@tusla.ie

If you wish to provide additional details, correct an error or otherwise amend your application, contact Tusla

at birthinfo@tusla.ie. (You can also phone but we strongly recommend that you keep all communications
in writing.)
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HOW TO APPLY TO THE ADOPTION
AUTHORITY
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How To Apply To The Adoption Authority

Apply to the Adoption Authority of Ireland

If you know the Adoption Authority holds information relating to you, please complete the form below to request your
information.

To apply to the Adoption Authority visit:
https://birthinfo.ie/what-options-do-i-have/apply-t
Bﬁ[ﬁ}&gm@on o-the-adoption-authority-of-ireland

Information Application Form

For people seeking 1o access their birth, care, early life & medical
information

If you are looking to request information from adoption records, please complete this form. This form is for:

o The online application form is contained in a

2. Aperson who was nursed or boarded out . .

3. Aperson who may have spent time in a Mother and Baby Home or other institution fra m e WI t h I n t h e p a g e .
4. Aperson whose birth may have been ilegally registered

5. Ason or daughter of an adopted person where the relevant person Is known to be deceased

6. Arelative of an adopted person where the relevant person died in a Mother & Baby Home or other
institution.

Click Next to move to the next section.

This form has five sections

Section 1

Section 2

Section 3
Section 4
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How To Apply To The Adoption Authority

Apply to the Adoption Authority of Ireland

I you know the Adoption Authority holds information relating 10 you, please complete the form below to request your

irdormation,

Section 1: General Information

What is this appiication form for?

The Bith information & Tracing Act 2022 allows Pecpio who have been afectod Dy Mo issee of adoption %
request Pat Be AdopSon Authority CONJUGt & Mearch of thar records and. I located, provice coples of
Gocumants Fom the reccrdsls) pertareng 1o the appicant Dy sbming Tus sppicaton fom., the Adopson
Autronty s chRed 10 SINS BIOVOE ANy GOCUMENts Feling 10 D APERCANt of Inform (e AppRcant Tat &
0arTh of AUTOtY's e00nds retermed no relevant flos

What adoption records do the Adoption Authority hold?

The Adoption Aumortty hokis Ses for avery adoption hat was legally recognined in the Repubiic of Insland
Srce e legaination of the process In 1952 In adation, we hoid some Sl whare the adoption process was
wiaried bt never compieses. The Adcpiion Authortty hokds the followng adopton Mes

« Adoption Authaery, lormeny As Bord Uchikie, which includes private and lamily sdcptond befors 2000
« Cunamd, lormaeny known as the Chiks Protecson & Rescue Socsety of keland (CPRSY
« PACT, formaenty snown as he Prosestant ASOpton Socety. whch indudes records fom he lolowng
0Catons and bodkes
« Danny House
« Farbela Chagren's House

Apply to the Adoption Authority of Ireland

If you know the Adoption Authority holds information relating to you, please complete the form below to request your

information.

« PACT, formerly known as the Protestant Adoption Society, which includes records from the following
locations and bodies
« Denny House
« Fairfield Children’s House
« Bethany House
+ The Magdalen Home
« The Nursery Rescue Society
+ Here2Help
+ St. Brigid's Adoption Society
+ St. Thérése Adoption Socisty

Upon recsipt of a completed appécation form the Adoption Authority will conduct searches of the above
records and endeavour to locate all information relevant to the applicant.

How will | receive my information?

This application form aliows the applicant to choose how they receive their information. If requested,
information can be sent via email as long as the applicant gives us permission. The information will be
encrypted and attached to an email and a password will be given to you to access it. All information sent
through the post will be by registered mail and will require your signature before being released. Where you
have requested medical information for a genetic relative, this will be sent directly to your nominated medical
practitioner (e.g. your General Practitioner).

Who can apply for information?

The Adoption Authority can accept applications for information from the following:

Apply to the Adoption Authority of Ireland

If you know the Adoption Authority holds information relating to you, please complete the form below to request your

information.

Who can apply for information?
The Adoption Authority can accept applications for information from the following:

« An adopted person (a legally recognised adoption).

« A person who was nursed or boarded out (a care arrangement that may have been organised by the
State).

« A person who may have spent time in a Mother and Baby Home or other institution. This may have
been before a formal adoption took place or a care arrangement was organised.

« A person whose birth may have been illegally registered (where a birth was illegally registered and no
formal adoption took place).

« Son or daughter of an adopted person where the relevant person is known to be deceased. *

« Relative of an adopted person where the relevant person is known to have died while he or she was a
resident in a Mother and Baby Home or other institution. *

* Please note, if you are applying for information relating to a deceased person, you will have to provide
proof of death with this application form. The Adoption Authority will only accept the following documents as
proof of death:

1. A death certificate or a copy of a death certificate
2. A published obituary

In some cases, proof of your relationship to the deceased will also be required. For example, if your father
was adopted and is now deceased, we will require your birth certificate to prove your relationship to the
adoptee.

The next section is an information page on what records are available and who can

apply.

Click ‘Next' to move on.
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How To Apply To The Adoption Authority

Section 2: Your current personal details

DI e ascomesisyrmnmmayons On this page you input your current

requested.

personal details.

If you have previously used other names (like a maiden name, please add them here):

Don’t worry if you get an error warning
B like the one below, you will still be able to

continue inputting your details.
/

Street Address

Your Postal address * 1mu°mmmm.mmnmmm. m

Stoet Agdress

Section 2: Your current personal details

Plonse provide your email address, postal address of phone number. we will use these details 1o send you the information you have
roquested

Stroet A ne
Your first namel(s): * Your last name: *
0 ]
if you have previously used other names (ke a maiden name, please add them here)
tal | Zip Code ]

Your date of birth (if unsure or not known please provide the date you are most confident of):

exampegenampie com "
Your phone number (landline or mobile):

Please choose the format you would like to receive your information in: *

Electronic coj py (emall) Paper copy (post) jabd phone ausber

Your Postal address *

Back “ 2
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How To Apply To The Adoption Authority

adish <

Please choose the format you would like to receive your information in: *

Electronic copy (email) Paper copy (post)

At the end of the same page you will be asked if you'd like to receive the
records in electronic or paper form.
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How To Apply To The Adoption Authority

Sacton 3 ppheaion et On the next page you fill in details about your status,
T mm— l.e.,, whether you're an adopted person, a relative etc.

For exampile., If you know you were adopied In the Republic of reland, you would choose Adopted Person
Please indcale your status from this iist (you should Sck all ™hose that agply 10 you, for exampile If you were
fostered/boarded out and then adopted later)

S— - . If you're a relative of a deceased adopted/fostered
person you have an option to upload further
e information including a death certificate.

¥ Other (plaase provide your status)

$o0 of 30 3T0PIed PATEn Wh I8 KNoWn 15 56 eceased

If you are applying for Information refating 10 your own adoption, including foster cases and
possibie lllegal registrations, please skip to Section 4

If you are requesting information relating to an adopted person (including foster cases and individuals place Date of Death
in an institution) who is known to be deceased, please complete the following steps:
Please provide the details fo the person whose informaiton you are requesting

Date

Name of the person

B Please remember to attach one of the following documents as proof of death:

Date of birth (if unsure or not known, please provide the date you are most confident of):

A death certificate or a copy of a death certificate
A published obituary

Date

Where proof of death is necessary it is essential that one of the above douments is provided or else the
application will not be processed

You can use the space below to add any information which might help us locate relevant records

Date of Death “
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How To Apply To The Adoption Authority

Section 4: What information are you requesting? On the ﬂeXt page you can Select the records you
are looking for.

You can choose more than one of these options. Please tick the boxes to show what information you are requesting

Original Birth Certificate Birth Information
Early Life Information Care Information (for those who were in a care .

HTngRh If you want all available records, make sure to
Medical Information Medical Information of a Genetic Relative

Incorrect Birth Registration Information Provided Items (If applicable) t i C k e a C h b O X
o

Note: If you are requesting medical information on a genetic relative please provide the name and
address of you medical practioner below

Name and Postal Address of your Medical Practitioner
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How To Apply To The Adoption Authority

If you have selected Medical Information on a
Genetic Relative, you will be asked to provide your

Section 4: What information are you requesting?

oo adonvr o s pose ek e 1 i ity g doctor’s details.
Original Birth Certificate Birth Information . . . . . .
We disagree with this requirement. However, it is
i S currently part of the legislation so for the moment

it cannot be changed.

Note: If you are requesting medical information on a genetic relative please provide the name and
address of you medical practioner below

If you cannot provide the name of a doctor for
whatever reason* we suggest that you explain this
iNn the space provided and then discuss the matter
further with the Adoption Authority.

Name and Postal Address of your Medical Practitioner

Back R *For example if do not have a GP or if you live outside
Ireland and cannot provide the name of a medical
practitioner.
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How To Apply To The Adoption Authority

Section 5: Identification and signature

I, the Applicant, consent to my scanned written signature or my electronic signature or my typed signature
being used by the Adoption Authority of Ireland to authorise my agreement to the information provided on
this form.

On the next page you need to provide proof of
o - identification and provide consent to the use of your
accurate. | aslo confirm that the personal identification provided by me is true and accurate. d a t a )

Acknowledgement options *

Consent options *

What form of identification are you sending? *

S T = |If you're having difficulty uploading images, use
Upload your identification * p D F S'

- = You also need to sign on the screen using your

e mouse or trackpad. Don't worry if you can't manage

to do your usual signature, a mark (i.e., an X) will be
accepted.

Note: This is an extremely serious and sensitive matter for those involved. The adoption authority will

Date of Application *

report any person who misuses the for to An Garda Siochéna

When you're done click ‘Submit’.
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How To Apply To The Adoption Authority

Once you click ‘Submit’ you will be
u brought to this page, indicating that
your submission has been received.

Thank You!

Your submiss
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How To Apply To The Adoption Authority

Application Acknowledgement

1 message

o — 3 Ocober 2022 a1 1650 Once you have submitted your application you
should receive a confirmation email with a

Reference Number-
reference number.

Thank you for submitting your request for the release of your birth information, which was received by
the Adoption Authority on 3™ October 2022.

If your application is complete and includes all required information and documents, we will reply to
your request within 30 days from the date of receipt. Please note that if your application is missing
required information or documents, such as one of the accepted forms of photo identification, we will be
unable to process your application, and this will impact the timing of our response.

We would also like to draw your attention to the fact that if your request for information is complex, we
may require longer than 30 days to respond. If an application is deemed to be complex the Birth
Information & Tracing Act 2022 provides for an extension of a further 60 days for the Adoption Authority
to respond. We will endeavour to complete your request within the allotted 30 day period and will
update you should our efforts need to exceed this limit.

If you have any questions regarding the above, or require any assistance with your application please
contact us at following details:

Records Unit
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How do | amend my Adoption Authority application?

If you wish to provide additional details, correct an
error or otherwise amend your Adoption Authority
application, send an email to records@aal.gov.ie.

(You can also phone but we strongly recommend
that you keep all communications in writing.)
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WHAT HAPPENS NEXT?
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What Happens Next?

According to the legislation, once you have
submitted all required information and documents
to the Adoption Authority and/or Tusla, you should
expect a response to your request within 30 days.

However, both Tusla and the Adoption Authority
have stated that they will not be able to comply
with this requirement (see the next page).

If your application is deemed to be ‘complex’ you
will be informed of this within 30 days, but the
statutory timeframe within which you can expect to
receive a response is extended by a further 60 days
(in other words, according to the legislation, you
should receive a response within three months).
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Delays...

On 28th October, Tusla and the AAI began emailing
(many but not all) applicants to inform them that
they will not receive their records within the
statutory 30 days.

e Some Tusla applicants may not receive their
records until 21st December

e Other Tusla applicants may not receive their
records until the end of January

e Some Adoption Authority applicants may not
receive their records until the end of January.

We will update this guide if additional information is
made available.
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How do | check the status of my application?

UDARAS UCHTALA na hEIREANN
THE ADOPTION AUTHORITY of IRELAND

There is no way to check the status of your Adoption Authority application but if you
are concerned, contact the Authority at records@aal.gov.ie
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How do | check the status of my application?

‘_ ‘ My Applications
H Birth Information and Tracing Application | Submission no- Status: Transferred to TCM ‘—
T Birth iformation e Trackng There is no official way to check the status of your Tusla application,
My Messages . however, you may be able to get a sense of where things are by
P . clicking ‘My Applications’ in the portal.
Contact us
‘Transferred to TCM' means the application has moved from the Tusla

Portal to the Tusla Case Management IT System.

If you're having difficulty with the portal, email portalsupport@tusla.ie
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| was legally adopted but the AAI told me they can’t locate an
adoption file for me. What can | do?

We are aware of a number of
NN / L AND , cases where the AAl has written
l i to legally adopted persons
| informing them that they can't
locate a file for them.

%(crli(icd copy of entry in the Adopted Children Register.

If this happens, don't worry. We
suggest that you write to the AAI
and provide them with the entry
number and the date of the
adoption order on your adoption
certificate to assist them in
finding your file.
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How will | get my records?

If you applied using a paper form, your records will arrive
to you by post.

If you applied to the Adoption Authority online, your
records will be emailed to you, or they will be posted if
you selected this option.
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How will | get my records?

If you applied to Tusla online, you will receive your records
via the portal, or they will be posted if you selected this

option.

Important: Tusla have confirmed that not all users are
receiving email notifications when there is a new
message for them in the portal. Therefore you should
keep checking the portal.

Your records will be deleted from the portal after 30
days so you should immediately download them to

your computer.
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How do | access my online records from Tusla?

Tusla Portal - mail notification inbox x 2 @&
® noreply.portal1@tusla.ie <noreply.portall@tusla.ie> 1Nov 2022, 12:15 (21hoursago) Y& €
. tome v

y An Ghniomhaireacht um
) Leanai agus an Teaghlach
y Child and Family Agency

-
oear [

You have an unread MyMessage.

Please login to the Birth Information and Tracing Portal to review your messages.
https://bitportal.tusla.ie

If you have any issues accessing your MyMessages, please contact Portal Support at birthinfo@tusla.ie
Thank you

Kind Regards

Tusla Portal Team

As previously stated, Tusla have confirmed that not all users are getting notifications, but
if your email notification comes, it will look like this.

To access your records, click the link to log into the portal.
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How do | access my online records from Tusla?

ﬁ e | Ref No: .I Date: Nov 1,2022 12:15:10 PM | From: Birth Information Team | Subject: Record Release
My Applications
'ﬁ' Birth Information and Tracing
Application
My Messages
My Messages (1)
= My Account + E NeW Message
E Contact us
B 'nbox
Bp Sent

When you log into the portal, click on ‘My Messages’, then click
on ‘Inbox’ and then click on the green ‘View' button to read your
message.
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How do | access my online records from Tusla?

Date: November 01, 2022 12:15 PM B Release Leue,-

From: Birth Information Team B Feed Back Form-docx
Combined...

Job Title: Information Officer

Message Type: Other

Subject: Record Release

Message: Hi R
Further to your application for your Birth Information | now attached yo
information and cover letter. It is important to note that the do ts
attached in this message will be available to you for 30 days. Therefore,

we recommend that you save them to your own laptop/pc or print them
immediately so that you can access them after the 30 days have lapsed. If
you have any problem and or concerns, please do not hesitate to contact
us at bitinfodne@tusla.ie email address.

Your records can be accessed via the link at the top left hand side of the message.

IMPORTANT: Please ensure to download and save a copy of your records as they will
disappear from the system after 30 days.

IMPORTANT: Make sure to read the release letter as this is how (minimal) information about
siblings will be released to you.
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How do | access my online records from the AAI?

Your Application nbox x a2 @
AAI Info Release <info.release@aai.gov.ie> @ 16:07 (27 minutesago) Yx €
tome ~

Private and Confidential

Thank you for submitting your request for the release of your birth information received on 03/10/2022.

We have conducted a search of the records held by the Adoption Authority and have located the relevant
adoption file. All applicable documents are attached in a password protected document. The password will be
sent as an attachment in a separate email.

The documents held in Adoption Authority files mainly relate to the legal procedure of the adoption process and

When your records are ready, the AAl will send you an email like the one above.

The PDF document will be password protected and the AAI will send you a password in a
separate email.
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How do | access my online records from the AAI?

Further Information inbox x a2 & One attachment - Scanned by Gmail
AAI Info Release <info.release@aai.gov.ie> & 16:07 (31 minutes ago) D x¢ “
tome =

Private and Confidential

Dear -

Further to the previous email, please find attached a Notepad containing the password for opening your
information release document.

Kind regards,

/N
([ {7 ') UDARAS UCHTALA na hEIREANN
\F AJ THE ADOPTION AUTHORITY of IRELAND

Your password will be sent in a separate email like the one above.

You can find the password in a text document attached to the email.
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How do | access my online records from the AAI?

Password

-AAI Release D..." is protected. Please enter a Document Open Password.

Enter Password:

concel | (D

To open your PDF of records, double click the document to open
and when you are prompted for a password, copy and paste it from
the “txt' document.
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What if I’'m not happy with the outcome?

If you are not satisfied with the outcome of your Tusla or
AAl application, you can apply to have your case reviewed
by a different case officer.

IMPORTANT: Tusla have stipulated that requests for
reviews be submitted within four weeks. (We are awaiting
a response from the AAl.)

If you are unhappy with the outcome of the review you
can complain to the Ombudsman.

I We will be publishing a complaints guide in the near
future.
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Quick Links

Online Application Forms To contact the Adoption Authority email:

Tusla _ records@aai.gov.ie
Adoption Authority of Ireland

Offline Application Forms To contact Tusla email: birthinfo@tusla.ie

Tusla
Adoption Authority of Ireland

Useful tools If you're having difficulty with the Tusla
portal, email portalsupport@tusla.ie

File converter (JPEG to PDF)
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https://bitportal.tusla.ie/Account/Login?ReturnUrl=%2F
https://birthinfo.ie/what-options-do-i-have/apply-to-the-adoption-authority-of-ireland
https://cdn.sanity.io/files/n9nwhkbk/october/ed5b2c1a7c567bd0961aa9f53d7ddf506b44fedb.pdf
https://cdn.sanity.io/files/n9nwhkbk/october/770cbedea399c9dbd39e7407fca1ff653a2bd0bd.pdf
https://www.adobe.com/ie/acrobat/online/convert-pdf.html
mailto:records@aai.gov.ie
mailto:birthinfo@tusla.ie
mailto:portalsupport@tusla.ie

Further Information

https://datasubject.ie/info-act/

http://adoption.ie/help

http://adoption.ie/records

http://adoption.ie/my-front-page/peer-support/

http://clannproject.org

http://ifmresearch.com
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