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Longburn Primary School

PRIVACY PROCEDURE – 3.09

Adopted by the Board of Trustees 07/08/06

Rationale

The Board of Trustee’s is required to comply with the Privacy Act 1993 in all aspects for employees and pupils, and in its role as the body with the overall responsibility of running the school.

Purpose


To promote and protect individual privacy with regard to: 

a. The collection, use and disclosure of information relating to individuals

b. Access to information relating to an individual held by the school.

Guidelines 

1. The Board of Trustee’s appoints a Privacy Officer who has the responsibility to ensure that the Privacy Act is being complied with. Procedures which specify the collection, use and disclosure of information are listed, and will be complied with.  

These procedures will apply to: 

· Applications for appointments




· Enrolment Cards and Enrolment information, including record cards.

· Health information, including camp forms.




· Employee records including appraisal information


· Online information and digital media

· Police vetting

2. All forms which collect personal data will contain information about the purpose, use and disclosure of information collected, including how information is stored and how long it should be kept.

3. Rules about storage and access to school data will be kept with the file.

4. All policies and procedure forms will be checked to see that they comply with Privacy Laws as they are reviewed. 

5. Any phone number lists for PTA or Sports Teams will only include numbers the families have given the school permission to release to that group.

6. Parents must complete a permission form for any digital photo’s to be used in any media release – particularly online.

7. When there are any requests for information that are not covered by the Privacy Policy, the Privacy Officer will be asked to make a decision. 

8. The only time information will be released without the individuals permission is in the event of a statutory investigation by the Police and/or CYFS. 

Review Date:
October 2007
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