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COUNTRY EDUCATION PARTNERSHIP
PRIVACY POLICY
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Country Education Partnership (CEP) believes the responsible handling of personal and health information is a key aspect of governance and is strongly committed to protecting an individual's right to privacy. 
Accordingly, CEP is committed to full compliance with its obligations under the Information Privacy Act at a commonwealth and state level.  In particular, CEP will comply with the Information Privacy Principles and the Health Privacy Principles contained in these Acts.  
This Policy applies to both personal and health information held by CEP.
Definition of Personal and Health Information  
Personal Information means information or an opinion, whether true or not, and however recorded in any form, about an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion. It may also request personal information in order to provide services, e.g. superannuation.
Health Information is broadly defined to include information or an opinion about the physical, mental or psychological health of an individual, a disability, an individual's expressed wishes for future provision of health services or any health service provided to an individual, or other information collected to provide or in providing a health service.  For example, CEP holds health information on its staff for personnel administration purposes.
Some personal information may also be ‘sensitive information’ as defined in the Privacy Act.  Sensitive information includes information like an individual's racial or ethnic origin, political views, religious beliefs, sexual preferences, and membership of groups or criminal record.
Information Collected by Country Education Partnership (CEP)
CEP will only collect personal and health information that is necessary for its functions and activities, and in doing so will use lawful and fair means.  It will only collect sensitive information where consent has been given or otherwise as permitted by law.  If it is reasonable and practicable to do so, it will collect personal and health information directly from the individual.  When doing so, it will inform the individual of the purpose/s for which the information is collected.  
CEP will only collect information on young people under the age of 18 years for those programs that the organisation is responsible for facilitating and coordinating. The personal and health information collected from young people under the age of 18 years will be deleted at the end of the program.
Information collected on young people under the age of 18 years will only be provided to a third party if the parent/guardian provides permission to do so.
If CEP collects personal and health information about an individual from someone else, it will take reasonable steps to make the individual aware of these matters. Individuals will have the option of not identifying themselves when supplying information or entering into transactions with it wherever it is lawful and practicable.
A police check and a Working with Children check are required for all CEP staff or volunteers working with young people under 18 years of age in line with requirements under the Children and Young Persons Act 1989. If a police check is required, a clear explanation, including the context of the requirement, will be given. Where police checks are part of an individual’s occupation or registration (teacher, emergency services, etc), police checks or WCC are not required. 
All police checks undertaken will be sighted and stored as per the Department of Education (DE) Policy Standard.  All police records will be destroyed when employment with the organisation ceases. 
Use of Information Collected
CEP will only use or disclose personal and health information for the purpose for which it was collected. Staff will treat personal and health information confidentially.  
CEP will not disclose any personal or health information on any web-based or social media platforms it owns unless written permission is obtained from the individual.  Personal and Health information of children under 18 years of age involved in CEP activities will not be used on any web-based or social media platform owned by the organisation.
If CEP needs to share information for any other purpose than for which it was collected, agreement will be sought before doing so (unless otherwise required by law).
Keeping Information Secure
CEP will maintain secure systems for storing personal and health information.  It will destroy or de-identify personal and health information if it is no longer needed for any purpose or as required by law.
CEP will ensure that such personnel and health information is maintained on a password-protected database or locked cabinet.
Accessing Information
Individuals have a right to seek access to their personal and health information and make corrections.  Access and correction will be handled under the relevant Freedom of Information Act. 
If personal and health information is inaccurate, incomplete, misleading or out of date, the individual may request CEP to correct this information. Personal and health information cannot be removed from records, but a correcting statement may be added.  Requests for access and/or correction of personal and health information should be made to the CEP’s CEO.
Third-Party Contractors
CEP can contract out some of its functions to third-party contractors. All third-party contractors, including volunteers, will be required to comply with the Acts in all respects.
Any contractors engaged by CEP will be required to sign a Memorandum of Understanding, which will detail the work required to be undertaken, time schedule of MoU and the resources to support the contract.
Procedure for Handling Complaints
The Country Education Project’s  CEO will handle complaints in relation to privacy and confidentiality.  Complaints will be investigated, and a written response will be provided as soon as possible (but no later than 45 days).  If an individual is not satisfied with the way in which Country Education Project Inc handles information or deals with a complaint, a formal complaint can be made to the relevant Commissioner.
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