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Privacy and Confidentiality Policy

1. Audience
This policy applies to all staff and volunteers of the Links Community Centre (the Centre). `

2. Purpose 
This policy outlines the Centre collects, holds, manages, uses, discloses or transfers personal and confidential information and how individuals may access, and correct personal and confidential information held by the Centre. 

3. Policy Statement 
The Centre collects and handles personal and confidential Information in the exercise of its functions and activities in accordance with state and national legislation The following list broadly describes the functions and activities for which the Centre collects, holds, uses and discloses 
1. Providing services to the public including health and community services.
2. Dealing with enquiries, feedback and complaints from the public.
3. Managing the Centre’s human resources and facilities, including employment and payroll related activities.
4. Other administrative or incidental activities including procuring goods and services and complying with reporting requirements.

5. Collection of Personal and Confidential Health Information
The Centre collects personal and confidential information for the purpose of performing the functions and activities described above.
The types of information the Centre routinely collects includes: name, date of birth, phone number, address, email address, gender, title, employment history, educational and professional qualifications, financial history, tax file number, salary and wage information, credit card and bank account information.
The types of information the Centre routinely collects includes: information such as symptoms or diagnosis and the treatment given, medical reports, specialist reports, test results, pharmaceutical prescriptions, certificates of capacity and clinical notes. The type of information collected will depend on the individual’s interaction with the Centre and the information that may be necessary to assist persons with their health or community needs.




6. Collection of Sensitive Information
The Centre’s functions and activities may also require the collection of sensitive information about an individual. The Centre only collects sensitive Information about an individual when:
1. The collection is required or authorised by or under an Australian law.
2. The individual consents (including impliedly) to the collection and the information is reasonably necessary for, or directly related to, one or more of the Centre’s functions or activities.
3. The collection is required or authorised by or under an Australian court or tribunal order.
4. The collection is necessary to prevent or lessen a serious threat to life, health or safety and the individual is incapable of giving consent to the collection.

7. Use and Disclosure of Personal and Confidential Information
Generally, this means that the Centre will not use or disclose information except for the primary purpose for which the information was collected. However, in some cases it may use or disclose information for a related secondary purpose, if the individual the information is about can reasonably expect the Centre to do so or if the individual consents.
Generally, the Centre uses and discloses personal and confidential information for the following primary purposes:
1. To provide its services, including health and community services.
2. For human resources purposes, including employment and payroll activities.
The Centre may also use and disclose personal and confidential information for secondary purposes related to its processes. 
In some cases, the Centre may disclose an individual’s personal and health information to third parties, including:
1. A medical practitioner or a health services provider.
2. A legal practitioner or a representative.
3. A parent in the case of a child.
4. A family member (if nominated by that person to assist them with the services).
5. Courts or tribunals or police where they are authorised to obtain it.
6. Other persons authorised by that individual or by law to receive it.
The Centre will only disclose information to third parties to the extent it is necessary to carry out our functions. The Centre will only disclose information to external service providers when they will also take reasonable steps to protect personal information.





8. Access To and Correction of Personal and Confidential Information.
The Centre will make any information it holds about an individual reasonably accessible to the individual and will provide the information to the individual on reasonable request. In some circumstances, the Centre may ask that the request be made in writing to assist in identifying the relevant information or documents. 

Following receipt of a request for access or correction, the Centre will take steps to verify the identity of the individual before considering the request. Where appropriate, you may be asked to provide your name and address so that your identity can be verified. The Centre will not release or provide access to information to a third party, unless:
1. It has been authorised to do so by the individual to whom the information relates.
2. It is permitted or required to do so by law.
3. It is appropriate or required in the performance of a function of the Centre.

9. Legislation 
· Privacy Act 1988 (Cwlth) 
· Information Privacy Act 2009 (QLD)
· Right to Information Act 2009 (QLD)
· Human Rights Act 2019 (QLD)

10. Supporting Policies, Procedures and Plans
· Emergency and Crisis Management Policy
· Complaints and Appeal Policy and Procedures
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