POLICY FOR THE NATIONAL PRIVACY PRINCIPLES

1. Enhanced Learning & Life Skills will only collect personal information necessary to undertake our program and services.

1.1. Personal information about an individual will only be collected by lawful and fair means and directly from the individual wherever possible

1.2. The name and telephone number of the appropriate member of staff will be provided to every individual who provides personal information

1.3. We will ensure that each individual providing personal information is informed about and understands the purpose of collecting the information, to whom or under what circumstances their personal information may be disclosed to another party and how they can access their information

1.4. We will ensure that individuals providing personal information understand the consequences, if any, of providing incomplete or inaccurate information.

2. Enhanced Learning & Life Skills will ensure that personal information will only be used for the purpose it was collected, or that would reasonably be expected by the individual providing the information.

2.1 If the identified information is to be used for a secondary or unrelated purpose, such as data analysis or research, we will obtain informed consent from the individual

2.1.1 Individuals will be given the opportunity to refuse such use or disclosure

2.1.2 If an individual is physically or legally incapable of providing consent, a responsible person (as described under to Act) may do so

2.2 We will only disclose personal information without consent where such disclosure is required by law, or for law enforcement, or in the interests of the individuals or the public’s health and safety

2.2.1 We will keep records of any such use and disclosure

2.2.2 Information may be disclosed to a responsible person (as described under the Act)

3. Enhanced Learning will take reasonable steps to enure that personal information kept, used or disclosed by Enhanced Learning & Life Skills is accurate, complete and as up to date as practicable. 

4. All personal information held by Enhanced Learning & Life Skills will be

· If in paper form, received and stored in a secure, lockable location

· If in electronic form, password and firewall protected

· Accessible by others only on a “need to know” basis

· Not taken from Enhanced Learning & Life Skills offices unless authorised and for a specific purpose.

4.1. We will destroy or permanently de-identify personal information that is no longer required by Enhanced Learning & Life Skills.

5. This policy will be made available to any person requesting access to it

5.1. A general statement describing our approach to privacy will be on public display at Enhanced Learning & Life Skills.

