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	Privacy Policy



Policy Statement:

The Privacy Amendment (Private Sector) Act 2000 established a national scheme for the handling of personal information by private sector organisations. The Act sets out ten (10) National Privacy Principles governing the collection, use, storage and disclosure of personal information.

Personal information held by Burnett Respite Service Inc must be responsibly and transparently collected and managed.

This policy applies to the collection and handling of both electronic and printed personal information relating to staff (including temporary, casual and staff on leave), service users and service providers, as well as agents, contractors and employees engaged to work under contracts, students and volunteers.

This policy aims to:

· protect personal information from being lost, misused or inappropriately modified or disclosed;

· balance the individual’s right to privacy against the organisation’s need to access personal information in order to deliver efficient and effective services; and

· ensure all persons are aware of their rights and responsibilities associated with the collection, storage and handling of personal information.

Responsibilities:

The Board of Management is responsible for:
· monitoring and reviewing all organisational policies and procedures; and

· auditing compliance with policy provisions, record keeping and training.

The General Manager is responsible for:

· the development and review of an appropriate “Privacy Brochure”;

· providing advice to staff when access or disclosure of personal information is requested; and

· investigating and responding to complaints about the organisation’s handling of personal information.

All employees are responsible for:

· adhering to all policies and security measures implemented for the collection, use, disclosure and maintenance of personal information;

· ensuring all individuals are made aware of, and receive a privacy brochure prior to the collection of any personal information; and

· referring all requests for access to personal information to the General Manager.

National Privacy Principles:
A. Data Collection

A. the organisation must not collect any personal information from any person unless the information is necessary for one or more of the organisation’s functions or activities;

B. the organisation will only collect information by lawful and fair means and in a reasonable least intrusive manner;

C. the organisation will, at all times, ensure the person giving the personal information and/or their caregiver is given all relevant information regarding the collection, storage and handling of that information; and

D. where practicable, the organisation will only collect personal information about an individual, from that individual or their caregiver.

B. Use and Disclosure

The organisation will not use or disclose any personal information about an individual for any purpose other than the primary purpose for which the information was collected except where permitted or required under the National Privacy Principles contained in the Privacy Amendment (Private Sector) Act 2000.
C. Data Quality

The organisation will take all reasonable steps to ensure that any and all personal information collected, used or disclosed is accurate, complete and up-to-date.

D. Data Security

A. The organisation will take all reasonable steps to protect the personal information collected from misuse and loss and from unauthorised access, modification or disclosure.

B. The organisation will destroy or permanently de-identify any personal information if it is no longer needed for any purpose for which the information was collected.

     E.  Openness

A. The organisation will set out in a clearly explained format all information relating to the collection, management, disclosure and destruction of personal information.

B. This information will be made available and promoted to all service users, carers, staff and community agencies.

     F Access and Correction

A. Where the organisation holds personal information about any individual, the organisation will provide that individual with access to that information except where prevented under the National Privacy Principles contained in the Privacy Amendment (Private Sector) Act 2000;
B. Where an individual whose personal information the organisation holds, reasonably establishes that the information is not accurate, up-to-date or complete, the organisation will take all reasonable steps to correct the information so that it is accurate, up-to-date and complete; and

C. The organisation will provide written reasons for denial of access to personal information or refusal to correct personal information.
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