PRIVACY PROCEDURES

Purpose

The purpose of these privacy procedures is to promote and protect individual privacy with regard to:

(a)
the collection, use and disclosure of information relating to individuals

(b)
access by each individual to information relating to that individual held by the school.

In complying with the provisions of the Privacy Act 1993, the Board will appoint at least one Privacy Officer.  The Privacy Officer will be the Associate Principal.

The procedure will be designed to comply with the principles contained in the Privacy Act 1993 which specify requirements in terms of:

· Purpose of collection of personal information

· Source of personal information

· Collection of information from subject

· Manner of collection of personal information

· Storage and security of personal information

· Access to personal information

· Correction of personal information

· Accuracy, etc, of personal information to be checked before use

· Agency not to keep personal information for longer than necessary

· Limits on use of personal information

· Limits on disclosure of personal information

· Unique identifiers

Access to Information on Students
These procedures are based on Principles 6, 10 and 11 of the Privacy Act.

1.
Access to Personal Information


An individual has the right to have access to information about him/her.

2.
Access of Information to Others

(a)
Information can be given to others if the written permission of a student is given.


(b)
Attendance information.  If the request is from a parent/caregiver information can be given.


(c)
Information on academic attainment can be given to other schools.


(d)
Information can be given if it is needed to maintain law or for public breach or safety reasons.  All such requests must be approved by Senior Management Team or the student’s Head of House.


(e)
Information can be given if it is needed to protect life or health of an individual.  All requests must be approved by Senior Management Team or the student’s Head of House.

Commonsense is the key way to approach requests for disclosure of information about students.  Information can be disclosed if that is the reason for collecting it.  If in doubt talk to one of the Senior Management Team.

Access to Students During School Hours

1.
Requests by Parent/Caregiver to see a student during school 
hours

(a)
At all times we must be certain that the person wanting to see a student is the parent/caregiver of the student.  There are times when we have been told that a parent does not have access to a student.  Student Office, SMT and HOH need to know which students these are.  If there is any doubt refer the person wanting access to a Senior Manager or the student’s Head of House.


(b)
If the reason why the parent/caregiver wants to see a student is an obvious one, e.g. need a key to get in to home, or a family problem that has just happened, e.g. accident, bereavement, the student can be sent for.  There could be occasions that you need to find a quiet space for the parent to talk with the student.

2.
Request by a friend or a relation to see a student


We do not allow this.  If this is challenged refer to Senior Management Team or Duty Head of House who will ask the reason for this and contact parents if need be.

3.
Request by Police to see a student


This is to be referred to Senior Management Team or the student’s Head of House.  As a general rule, the Police are not to interview a student unless parent/caregiver’s permission has been obtained.  The exception to this is if the Police have a safety issue for the student which involves the parent/caregiver.  An adult is to be present while the interview takes place.

4.
Request by a Government Agency to see a student


This is to be referred to Counsellors, Senior Management Team or student’s Head of House.  Wherever possible parent/caregiver be notified that this is happening.  At all times an adult must be present at the interview.  Access will be allowed if there is a safety issue for the student.
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