Policy # M17

PRIVACY POLICY
BACKGROUND
Every member of the school community at St Albans Primary School has the right to have his or her
privacy and confidentiality protected as afforded through by Victorian Privacy Laws, the Information
Privacy Act 2000 and the Health Records Act 2001, which provide for the protection of personal and
health information.
Information regarding personal and contact details of all members should be retained by the school
for use in supporting the welfare of families and staff. Access to this information should only be
permitted for purposes associated with the education and welfare of students and staff. However,
Department of Education and Training (DET) regulations on privacy information must take
precedence.
Confidential Information refers to:
 Personal Information is information or opinion, whether true or not, about a person whose
identity is apparent, or can reasonably be ascertained, from the information or opinion – that is
recorded in any form. For example, a person’s name, address, phone number and date of birth
(age). De-identified information about students can also be persona information.
 Health Information is information or opinion about a person’s physical, mental or psychological
health or disability, that is also personal information – whether in writing or not. This includes
information or opinion about a person’s health status and medical history, immunisation status
and allergies, as well as counselling records.
 Sensitive Information is information or opinion about a set of specific characteristics, including a
person’s racial or ethnic origin, political opinions or affiliations, religious beliefs or affiliations,
philosophical beliefs, sexual preferences or practices, or criminal record. It also includes health
information.

PURPOSE
To ensure that St Albans Primary School:
 Collects confidential information in the correct manner as required by DET.
 Appropriately keeps confidential information on students, their families and staff.
 Only allows authorised persons have access to confidential information and use it for the correct
purposes.
 Follows DET procedures and protocols with regards to privacy.
 Is compliant with Victorian privacy aw – the Privacy and Data Protection Act 2014 (Vic) and the
Health Records Act 2001 (Vic).
 Implement DET’s Values of Accountability, Human Rights, Impartiality, Integrity, Leadership,
Respect and Responsiveness.
Students who may have experienced or witnessed this type of behaviour are encouraged to speak up
and to let their teachers, parents or carers know about those behaviours to ensure that inappropriate
behaviour can be addressed.
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IMPLEMENTATION
 The Principal has the overall responsibility of implementing this policy, but may delegate certain
roles to suitably qualified staff.
 This policy applies to students, staff (including voluntary staff) and the School Council at St Albans
Primary School.
 The school will use the Primary School Privacy Statement supplied by DET when families enrol at
the school. See https://www.education.vic.gov.au/Pages/schoolsprivacypolicy.aspx.
 Personal information regarding each student shall be retained for use by office and teaching staff
in line with DET requirements.
 Personal files relating to student achievement will be kept in teacher files with access only being
allowed to authorised persons.
 Personal files relating to those being supported by outside support staff shall be kept in locked
filing cabinets, with access only being allowed by authorised persons.
 Personal details regarding each member of staff shall be kept for use by school administrators to
support them.
 Personal files on each member of staff shall be kept in a locked, fireproof safe with access only
being allowed to authorised persons.
 Personal details of any student, their family members or staff members will be revealed only to
authorised persons with relevant documentation (eg. subpoena, DHHS)
 Where Court Orders are relevant the Principal and administration staff will copy, file and
implement these individually as appropriate.
 Access to other information may be restricted according to the requirements of laws that cover
the management of school records. These include the Public Records Act and the Freedom of
Information Act.
 Images, names and personal details will not be used in any media to be distributed without the
prior consent of a student’s parents, family or the staff member concerned.

FURTHER INFORMATION AND RESOURCES
https://www.education.vic.gov.au/Pages/schoolsprivacypolicy.aspx.

REVIEW CYCLE
This policy will be reviewed as part of the school’s four year review cycle
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