The Heritage Privacy Statement
Heritage recognises its responsibility to uphold the Australian Privacy Principles and Education and Care
National Law and Requlations 2011, including Regulation 181 — Confidentiality of Records, and takes the
privacy of its staff, families and enrolled children seriously. Our Privacy and Confidentiality Policy, details how
we collect, hold, use, disclose and provide access to personal information, including health information. We take
all practicable steps to ensure that the details we retain about our families and educators are accurate, up to
date and held securely. If we collect health information, our procedures are subject to the Health Records
(Privacy and Access) Act 1997.

The reasons for which we collect personal information:

Meet our legal obligations.

Allow us to carry out our duty of care including health and safety considerations.
Provide the best possible education and care for each enrolled child.

Ensure the welfare of educators and all other staff and supervised students.
Manage the service and meet its’ obligations under the service Constitution.
Meet insurance requirements.

Facilitate day-to-day administration and delivery of the service.

Correspond with parents/guardians relating to their child’s day to day activities.
For use in emergencies.

Gain payments from Government agencies such as Child Care Subsidy.

Enable communication between the Committee, employees and enrolled families.

contracts or placements.
Continuously monitor the quality of the service.
Create newsletters, displays in rooms and promotional material including on our website.

Some personal/health information held about an individual may be disclosed to:

Government departments or agencies, as part of our legal and funding obligations.

Local government authorities, for planning purposes.

Organisations providing services related to employee entitlements and employment.

Insurance providers, in relation to specific claims or for obtaining cover.

Law enforcement agencies.

Health organisations and/or families in circumstances where the person requires urgent medical assistance
and is incapable of giving permission.

¢ Anyone to whom the individual authorises us to disclose information.

Laws that require us to collect specific information

The Education and Care Services National Law Act 2010 and the Education and Care Services National
Regulations 2011, Associations Incomporation Act 1991 (ACT) and employment-related laws and agreements
require us to collect specific information about individuals. Failure to provide the required information could
affect a child’s enrolment at the service, a person’s employment with the service or the ability to function as an
Incorporated Association.

Access to information

¢ Individuals about whom we hold personal information, including health information, are able to access this
information promptly in accordance with applicable legislation.

¢ Any member of the Heritage community may seek access to view or update their own or their child’s
personal or health information at any time contacting the Director (or the Secretary of the Management
Committee).

Complaints Procedure

¢ Individuals may make a complaint to the Director if they believe there has been a breach of their privacy.
The breach will be assessed within 14 days. Where the information collected is incorrect, the information
will be corrected. Where a serious breach of privacy is found, appropriate actions will be negotiated with the
individual to resolve the situation, in line with the Complaints and Grievance Management Policy.

e [f you are not satisfied with the response, you are able to lodge a complaint with the Office of the Australian
Information Commissioner.




