Neighbourhood House

Privacy

Policy

1.1 Mordialloc Neighbourhood House (MNH) respects the privacy of all clients and is
committed to protecting personal information provided to us.

1.2 This policy outlines how we handle personal information including —

a) collection and safeguarding of personal information,
b) use and disclosure of personal information,

c) client rights to access their personal information,

d) data breach response plan.

1.3 MNH complies with the Australian Privacy Principles (APPs) contained in the Privacy
Amendment (Enhancing Privacy Protection) Act 2012, and the Information Privacy
Principles (IPPs) contained in the Victorian Privacy and Data Protection Act (2014).

1.4 This policy is implemented in compliance with the requirements of the AQTF Essentials
Conditions and Standards for Continuing Registration. 1.5

1.5 The MNH Manager is responsible for the implementation of this policy and procedure.

Procedure Collection of Personal Information (IPPs 1, 7, 10)

2.1 For many services provided, MNH is required to collect personal information including the
client’s name, address, contact details and information specific to the service being delivered.

2.2 Personalinformation held by MNH can only be used and disclosed for the primary purpose
for which it was collected, or for a secondary purpose that would be reasonably expected. It
can also be used and disclosed in other limited circumstances, such as with the individual’s
consent, for a law enforcement purpose, or to protect the safety of an individual or the
public.

2.3 MNH will only assign unique identifiers to individuals where it is necessary to carry out one
or more of its functions or activities.

2.4 MNH will not make this unique identifier available to others and will not adopt, as its own, a
unique identifier that has been assigned by another agency.

2.5 Some services require collection of sensitive information such as criminal convictions.
Collection is by lawful and fair means and is not unreasonably intrusive.

2.6 MNH collects sensitive information only when necessary and the client have given written
consent.

2.7 When collecting personal and sensitive information, MNH ensures that clients are made
aware of:

a) MNH’s identity and how to contact us

b) their right to access their personal information

c) the purpose for collection

d) the organisation/s we disclose their personal information to

e) any law that requires the information to be collected

f) the consequences, if any, for the client if they do not provide the information required.

2.8 MNH makes every effort to collect personal information directly from the individual client.
Where this is not possible, such as when a client is referred by a third party or when taking
group enrolments, the third party is expected (under government funding arrangements) to
maintain privacy policies in compliance with the relevant privacy act/s



