HOBSONVILLE PRIMARY SCHOOL

PRIVACY POLICY

1.
Introduction

The Board of Trustees is required to comply with the Privacy Act 1993 in all aspects for employees.  The purpose of this policy is to promote individual privacy with respect to (a) the collection, use and disclosure of information relating to individuals and (b) access to information held by the school.

2.
Statements
2.1
The school will appoint a Privacy Officer.  

2.2
Statistical data about students, and families of students, will be collected at enrolment, using the school’s enrolment form; and at the beginning of each year, using the school’s own statistical information form.  

2.3
Such information will be strictly confidential to the staff of the school.

2.4
Certain information will only be released to other parents or parent groups (e.g. fundraising committee) following prior approval from the family concerned.

2.5
The purpose of data about students and their families is to provide information that is necessary and useful to the school, e.g. for emergency contacts, for safety reasons, legal obligations, etc.

2.6
In the storing of this information, the Principal will be responsible for ensuring that procedures are put in place to preserve the confidentiality of this information, and to monitor access to it, particularly when the information is sensitive.

2.7
Information on student achievement will be accessible to the teaching staff.  Procedures for recording this information will be determined by the Principal, in consultation with the teaching staff.  These records are to be held securely.

2.8
This information on students is available to their respective parents/caregivers on request.

2.9
This information will be reported to parents in summary form, through written reporting procedures.

2.10
Information about staff will be held securely.  The Principal will be responsible for the security of this information.

2.11
Information relating to performance appraisal will also be held by the Principal.  Access to this information is absolutely restricted to the Principal, senior management, appraiser and appraisee as per the Appraisal Policy.  The Principal’s Secretary is responsible for storage and access to teacher files.
 2.12
Information relating to staff disciplinary actions will be held by the Principal.  Access will be strictly limited to the Principal, and the staff member concerned.  Should the Board have been involved in disciplinary action, then the Chairperson will have access to confidential information specific to the disciplinary action only, through the Principal.

 2.13
Information obtained from Police vetting of prospective employees will be held by the Principal, who will be responsible for this information.
2.14
Records of student achievement will be sent to a child’s succeeding school, on request from that school.  Such records which are sent will be at the discretion of the Principal.  

2.15
The sharing of information with other agencies such as the School Dental Service, Medical Officers of Health, Public Health Nurses, Visiting Teachers, Special Education Service workers, Department of Social Welfare, Education Review Office and the Police will be at the discretion of the Principal and will follow the guidelines of the Privacy Act 1993.

2.16
In gathering information about applicants for the purpose of staff appointments, reference will be made to the Privacy Act 1993 and its guidelines.

2.17
It is the role and responsibility of the Principal to ensure that procedures are developed which will restrict access to information to those who are entitled to it, and to preserve the confidentiality of information held by the school.
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