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PURPOSE


To outline a framework WCHM to responsibly manage the privacy and confidentiality of information provided to it by individuals and organisations in accordance with the National Privacy Principles contained in the Commonwealth Privacy Act 1998.  
DEFINITIONS

Confidentiality: Prevention of disclosure of any person’s proprietary information or identity to other than authorised individuals. 
Privacy: The right to fair personal information practices or the right of an individual to be secure from unauthorised disclosure of information about oneself that is contained in any document. 

Personal Information: Information about an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion, which is maintained electronically, on video or in written/printed form and/or verbal information given to an employee about an individual.

Individuals: As defined by WCHM are Board members, staff, and members of the public accessing WCHM groups, information and/or website, suppliers/contractors, job applicants and referees. Although the Privacy Act solely pertains to individuals, WCHM applies the same principles to the collection of information about organisations. Where this policy refers only to individuals it applies equally to organisations.

POLICY

WCHM acknowledges and respects the privacy of individuals and organisations and supports the National Privacy Principles contained in the Act. Accordingly WCHM will:

· Only collect information with prior knowledge and consent

· Only use the information provided for the purposes for which it is collected

· Not disclose information to a third party without consent

· Not disclose information to other authorities except if required by law or other regulation

· Remove information when it is no longer needed (except where archiving is required), and
· Ensure that information held is up-to-date, relevant, non-obtrusive and objective and take all reasonable steps to correct inaccurate, incomplete or out-of-date information on a regular basis

Use and Disclosure
WCHM only uses/discloses information for the primary purpose for which it was collected. Should any other use be required consent will be obtained directly from the person so affected.
Data Quality

WCHM takes all reasonable steps to ensure the information collected is accurate, complete, up-to-date and relevant to WCHM functions.

Data Security and Retention

WCHM safeguards the information collected and stores it securely in order to prevent misuse, loss, unauthorised access and modification.  WCHM only destroys records in accordance with established WCHM record management policy.

Openness

WCHM ensures that stakeholders are aware of WCHM’s Privacy and Confidentiality Policy and its purposes and make this information freely available in relevant publications and on the WCHM website.

Access and Correction

WCHM ensures individuals that they have a right to seek access to information held about them and to correct it if it is inaccurate, incomplete, misleading or not current.
Anonymity

WCHM gives stakeholders the option of not identifying themselves when completing evaluation forms or opinion surveys.

Making Information Available to Other Service Providers
WCHM can only release personal information about a person with that person’s expressed permission.  
Responsibility

The WCHM Board is responsible for adopting this policy. The Board, Executive Director and all staff members, contractors and volunteers are responsible for the implementation of this policy. The Executive Director is responsible for monitoring changes in Privacy legislation and for compliance to this policy. 

REFERENCES

Commonwealth Privacy Act 1988

ACT Government. Freedom of Information Act 1989

WCHM Complaints Management Policy

WCHM Codes of Conduct

WCHM Records Management Policy
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