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1.0 Purpose and Scope

The purpose of this process is to outline Parkerville Children and Youth Care (Inc) practice and ensure a consistent response in using and managing confidential information under the National Privacy Principles and Information Privacy Principles contained in the Commonwealth Privacy Act 1988.

2.0
Responsibility

Responsibility for adherence to this process lies with all Parkerville staff.

Responsibility for process review and updates lies with the Organisational Developmental Manager and Systems Council.

3.0 Process
3.1
What and How Personal Information Is Collected 

The type of information collected and retained by Parkerville includes personal information, including sensitive information about:

· Individuals

· Job Applicants

· Staff Members

· Contractors and

· Other people who come into contact with the organisation

The organisation collects personal information about an individual by way of forms being completed, face to face meetings, interviews, telephone calls, facsimiles, emails and delivery of services.

In some circumstances, the organisation may receive personal information about an individual from a third party, e.g. in the form of a referral.

The Parkerville Privacy Process does not apply in relation to staff records where it is directly related to a current or former employment between the staff member and the organisation.

3.2
Purpose and Use of Personal Information

The purpose for which Parkerville CYC uses personal information include:

· To keep individuals and agencies informed about matters relating to organisation activities through correspondence, emails, facsimiles, newsletters and magazines;

· Day to day activities;

· Looking after the organisation’s interests; and

· Information

In relation to personal information of job applicants and contractors, the organisation’s primary purpose of collection is to assess the application received from a prospective employee or contactor.

The organisation’s marketing functions support the growth and development of the organisation.   Personal information will not be disclosed to an organisation that assists in marketing.

3.3
Disclosure of Information

The organisation may disclose personal information (including sensitive information) held about an individual to:


· Another agency directly responsible for the welfare and safety of a client;

· Government departments; or
· Anyone an individual has authorised the organisation to disclose information to via PQS 120 - Authorisation to Release/Exchange Information.        

The organisation will not send personal information about an individual outside Australia without:

· Obtaining the individual’s consent; or

· Complying with the National Privacy Principles and Information Privacy Principles

Information relating to a person’s racial or ethnic origins, political opinions, religion, trade union or other professional or trade association membership, sexual preferences or criminal record, that is also personal information; and health information about an individual is sensitive and will be used and disclosed only for the purpose for which it was provided or a directly related secondary purpose, unless you agree otherwise, or the use or disclosure of the sensitive information is allowed by law.

3.4
Management and Security of Personal Information

As a condition of employment, Parkerville Children and Youth Care staff will respect the confidentiality of personal information and the privacy of individuals.

The organisation has a system to protect the personal information it retains.

Personal information is to be kept in a locked filing cabinet within a secure area.

The organisation tries to ensure that the personal information it retains is accurate, complete and up to date.  To update their personal information a person may contact the Organisational Development Manager during office hours Monday to Friday.

3.5
Individual Rights

An individual has the right to obtain access to any personal information the organisation retains and to advise of any perceived inaccuracy.

Refer to PQS 95 - 14 Release and Transmission of Confidential Information.

An individual should be made aware that their personal information is being collected and the purpose.  Please contact the Organisational Development Manager if you wish to obtain access.

An individual has the right to raise a grievance or complaint where they believe there is a breach of privacy as outlined in this process, refer to PQS 92 - 11 Consumer Complaints or PQS 87 Staff Grievances for further information.

3.6
Photographs & Videoing of Young People under the Care of the CEO

Photographs for young people under the care of the Chief Executive Officer (CEO), Department for Child Protection (DCP) are to only be taken for the purpose of their life stories and identification purposes in the case of absconding.  Refer to PQS 97 - 16 Client Files.
Photos are kept on a secure database situated in the Administration office.  Once a young person leaves Parkerville their photos are copied on to a disc, given to the young person and/or a copy is stored on the young person’s file.  

Refer to PQS 02 - 02 Computer Use.

4.0
Documentation
PQS 92 - 11 Consumer Complaints

PQS 87 - Staff Grievances 

PQS 95 - 14 Release and Transmission of Confidential Information
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PQS 02 - 02 Computer Use

Privacy Act 1988

National Privacy Principles

Information Privacy Principles

PQS 120 - Authorisation to Release/Exchange Information

5.0
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