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POLICY 

PRIVACY STATEMENT
1. PURPOSE
1.1. This policy provides service users and staff with information on the protection of privacy within DisAbility Assist.
2. POLICY
2.1. DisAbility Assist is committed to protecting the privacy of the personal information we deal with in the course of our work with people with disabilities staff and other services.

2.2. We have adopted the Principles contained in the Victorian Privacy Laws as minimum standards and are bound by the Information Privacy Act 2000 and the Health Records Act 2001 as well as other laws imposing obligations in relation to record keeping.
3. LEGISLATION
1.1. Privacy Act 2000
4. COMMENT
4.1. What personal information do we keep?
4.1.1. Personal information is information which directly or indirectly identifies a person.  The information we keep is identifying details such as name, address and phone number as well as other information considered relevant to designing and delivering the best possible service for our clients or staff.  
4.1.2. We only keep the information specifically needed for service provision or for administering personnel processes.  Without this information we could not provide the service.  
4.1.3. We recognise that some of the information kept may be sensitive.  
4.2. How will we use your personal information?
4.2.1. When we collect your personal information we will let you know how we will use it. 
4.2.2. We will only use your information for the purpose it is intended i.e. To design, develop and implement services requested for you, or for our office staff to administer personnel processes.  This may include work to find out how we can improve the services that we provide to you. We will ensure that your information is accurate, complete and up‑to‑date.
4.3. When will we disclose your personal information?
4.3.1. We will only disclose your personal information with your consent or when the law requires. The organisations to which we may be required to disclose your information include the Department of Human Services, the Department of Family and Community Services, and Centrelink.
4.4. How will we protect your personal information?
4.4.1. The only staff with access to your personal information will be those who need it to do their jobs. We will store your paper‑based information and any floppy disks, CD‑ROMs or other electronic media on which we save your information in locked cabinets or similar containers, or in a locked storage facility.
4.4.2. DisAbility Assist has in place extensive systems to safeguard our computer network. All computers are password‑protected and all users are registered and authorisation is only granted through first entering the required passwords.
4.5. What is your right of access?
4.5.1. You have a right of access to your personal information. If you make a written request for access we will respond within 14 days. If you find that our records of your information are not accurate, complete or up‑to‑date we will make corrections.
4.5.2. Please tell us if you believe we are not meeting your privacy needs. You may discuss your concerns with the management at DisAbility Assist.  If you have a complaint please contact:
Corporate Services Manager
Phone: 
(03) 9383 5848
Post: 
PO Box 5078, Brunswick, Vic. 3056
4.6. Where do I go for further information?
4.6.1. Office of the Health Services Commissioner, Level 30, 570 Bourke Street, Melbourne 3000 Web site: www.health.vic.gov.au/hsc, Email: hse@dhs.vic.gov.au Phone: (03) 8601 5200, Toll Free: 1800 136 066, Fax (03) 86015219, TTY: 1300 550 275
4.6.2. Office of the Federal Privacy Commissioner, GPO Box 5218, Sydney NSW 1042 Web site: www.privacy.gov.au, E‑mail: privacy@privacy.gov.au Toll Free: 1300 363 992, Fax (02) 9284 9666, TTY: 1800 620 241
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