Privacy Policy





Introduction


This policy outlines how Longbeach PLACE Inc. uses and manages personal information provided to or collected by it.  Longbeach Place Inc. is bound by the Information Privacy Act 2000 and the Health Records Act.2001.  In this policy a reference to ‘information’ is a reference to both health information and personal information.


Longbeach Place Inc. may from time to time review and update this Privacy Policy to take account of new laws and technology, changes to the organisation’s operations and practices, and to make sure it remains appropriate to the changing environment of community social support activities and adult learning.





PURPOSE


Longbeach Place Inc. has developed this privacy policy in line with the Victorian Information Privacy Act to ensure that:


personal information is only collected where necessary to fulfill the organizations functions;


those giving personal information are informed of the purpose of collection and how their personal information will be used;


records containing personal information are kept secure and protected from loss or misuse;


individuals are informed of the right to access their own personal information;


permission is obtained from individuals before their image is used on publications or web sites 





SCOPE


This policy and procedures document applies to participants/trainees at Longbeach Place Inc. head office and all Longbeach Place Inc. delivery sites. 





POLICY


Personal information to be collected only if necessary to provide services and programs.


When collecting information we will take reasonable steps to inform the individual of:


reason for collection,


how to contact the organisation,


who the personal information will be disclosed to,


their right to access their own information and how to go about this,


any consequences if all of part of the information is not provided;


Some personal information, such as information about an individual’s ethnicity or religious beliefs, may be regarded as 'sensitive information'. We will only collect sensitive or health information with consent of the individual concerned, or as otherwise allowed by the Acts, or as required or authorised by or under law.


All reasonable steps will be taken to ensure that information collected is accurate, complete and kept up to date;


Individuals to be informed as soon as possible if information has been collected through a third party


Records containing personal information to be kept secure and protected from misuse, loss, unauthorised access, inaccurate modification and unauthorised disclosure;


Records containing personal information to be kept in secure filing cabinets, in locked offices after hours;


Access and correction of your information is handled by LONGBEACH PLACE INC. in accordance with the Freedom of Information Act 1982.


Persons requesting access to their information may only be given access to their own information;


Personal information is only disclosed where necessary to carry out the service and is not to be given out to any other party (without written consent);


During office hours records to be kept out of public view and removed from desks when not in use;


Computer screens kept out of public view;


Access to computer files assigned according to job function;


Only send personal information by fax if it is urgently required and with the persons consent.  Fax machine to be kept in secure area.


Photocopy or print out personal information only when essential;


Sensitive information or highly confidential information should not be sent be email or discussed on a mobile phone;


Information no longer needed, for any legitimate purpose, will be disposed of - those containing personal information must be shredded;


Consent forms to be signed by individuals (and their parents, if under age) before an image of themselves or their work can appear on publications or on web sites;


All staff, volunteers and other workers to be made aware of privacy laws and compliance requirements.


All individuals who have given personal information to Longbeach Place Inc. must be advised of availability and location of Privacy Policy.


Access and correction of your information is handled by LONGBEACH PLACE INC. in accordance with the Freedom of Information Act 1982.





PROCEDURES





Collection practices


Enrolment of annual members in person by phone or fax/email. Information requested name, address, date of birth, country of birth, education level, spoken language disability status, phone, email address, employment status, gender and whether Aboriginal or Torres Strait Islander.


For classes funded through ACFE and Chisholm Institute: Health Care card holders are identified.


Tutors and Office Volunteers provide resumes listing their qualifications with appropriate documentation to the Program Co-ordinator or IT Co-ordinator or the Manager.


Staff resumes and personal information are provided to the Manager and the Finance Manager.


Participants may enrol for a course via the phone and disclose credit card number for payment of courses.


Participants may enrol in person or by mailing an application form and by pay by providing their credit card details. The Finance Manager contacts Central Credit Card Centre/Bank for authorisation of credit card use.


Employment Job Network Agencies enrol their clients into various courses and provide personal information regarding their clients over the phone, by invoice or by fax. 


Student Satisfaction surveys are collected at completion of classes and may be filled in without student being identified.


These details are recorded and filed in security locked filing cabinets.


All offices are locked down after business hours.





EDUCATIONAL, Social Group& Activities Rolls


Whilst it is necessary for tutors to have personal contact details of their students in particular emergency contact numbers and health information each roll has a cover sheet with course or activity title clearly stating:


Due to the Privacy Act access to this information is for tutors and internal office administration only.





CONFIDENTIALITY


Confidentiality is maintained.  No personal details re addresses or phone numbers of students, tutors or staff are given out to the general public.  Information is only collected where necessary to carry our the functions of the organisation and is used for:


Collation of data requirements for funding bodies.


Marketing analysis


Strategic planning and promotion.


Auditing purposes.





Use and Disclosure.


Information will only be used or disclosed for the purpose for which it was collected (the primary purpose) or for a secondary purpose that an individual would reasonable expect.


Information can also be disclosed if required or authorised under law.


Staff, office volunteers and committee have access to and have been trained in, procedures for deciding on the use of information and recording details of information management.


CNH has protocols between agencies relating to relevant information required.


Information for statistical information which is transferred from within Victoria is in line with information privacy principle 9, which deals with transborder data flows eg ACFEB annual data collection.


If you require more specific information about the way in which your information is used or disclosed, please contact the Manager.





Use of Fax, Email and Phone.


Fax numbers are checked prior to sending to ensure that the number is the correct line.


Receivers of faxes containing personal details are notified prior to fax being sent.


Limited sensitive information is given.


Any fax that is sensitive is stamped PRIVATE or CONFIDENTIAL and marked for the recipient only.


Relevant faxes are filed in secured filing cabinets.


Sensitive parts of email messages are not to be sent or forwarded on.


When using the phone, where possible sensitive calls are made in private in the Manager’s Office. To confirm any sensitive conversation brief notes are written and filed in secured cabinet in the General Office and/or in the Manager’s Office, Childcare Office or IT Office.


Personal phone numbers are not given out. A verbal message or written message to the person in question is noted and it is up to that person to contact the caller.





Information GIVEN before collection


The following statement (or similar wording) to be used to inform individuals of their privacy rights:





YOUR PRIVACY


Your privacy is important to us.  Any personal information, collected from you, is kept secure and confidential.  It is important that we have current contact details if you are attending classes and activities.  Please contact  the office if you need to update your details.  All participants have the right to access their personal records.   You may contact the staff listed below, who will assist with a Request Form for Access to Personal Records  We have a responsibility to record and report your details, to the Department of Education and Training (DET), where you attend Government funded courses and/or accredited courses.  This reporting is used for proof of attendance and complies with national standards.  Other than for reporting purposes, your personal information will not be passed onto any third party without your written consent.  It is your right not to give us your full personal details, on the understanding that you may not be entitled to the full services provided with our accredited training.  Your information is kept secure in our archives for reporting purposes and current information is used only by Longbeach Place Inc.in our operations of providing you with appropriate, quality services responsive to community needs.


Manager: ………………


Program Co-ordinator: ……………….


Program Administrator: …………………
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