MHCC Privacy and Confidentiality Policy

	The Board and staff of the Mental Health Co-ordinating Council recognise the importance of protecting the privacy of individuals and are committed to maintaining confidentiality of all records we hold. 


All personal information held by the Mental Health Co-ordinating Council (MHCC) remains confidential and protected, and is only used and disclosed to the extent specified in this policy.  The MHCC will not communicate, publish, release or disclose any personal information held by us to any person external to the MHCC, and we are committed to upholding and abiding by the National Privacy Principles, under the Privacy Act 1988 (Cth). 

Collection of Information – National Privacy Principal 1

In order to deliver training services, it is necessary for the MHCC to obtain information from various individuals including training participants. The MHCC will only collect personal information necessary to provide training services. 

For the purposes of training, it is necessary for the MHCC to collect, use, disclose and store the following personal information: 

· name/s;

· home address/es;

· personal contact phone number/s;

· details about employment;

· employment status, cultural background, disability information if participant is enrolling to complete a traineeship;

· assessment results;

· appeals results;

· education and qualifications; and

· information about training an individual has undertaken.

Use and Disclosure – National Privacy Principal 2

Personal information will only be used or disclosed for the following direct, and directly related secondary purposes: 

· providing training and subsequent assessment;

· provide administrative services relating to training, eg. sending a trainer a list of course participants;

· in accordance with the requirements of Government agencies if participant is undertaking a traineeship; 

· auditing by the Vocational Education and Training Advisory Board (VETAB); 

· an appeals process as it pertains to course assessment;

· contacting the individual within the context of, and regarding their training;

· in an emergency;

· personal information will only be otherwise disclosed with the written consent of the individual or the person’s Parents, Guardian or Attorney acting under Power of Attorney; and

· as authorised or permitted by law.

MHCC will provide the following information with the written consent of the participant to an authorised third party. 

Course attendance

On request MHCC will advise a third party regarding participant attendance or absenteeism where a participant is enrolled to complete a course.

Completion of assessment/s and results

A third party will be provided with a report of participant progress every three to six months. This report will specify the units of competency currently being completed and results of either Competent or Not Yet Competent.

Extra support

If a participant has advised MHCC they require assistance to complete training and or assessment, MHCC may provide this information to a delegated third party to ensure appropriate support is provided in all training and assessment events.

For the purposes of statistics where the MHCC complies with RTO requirements, attendance, grades and other personal information collected as listed above, is disclosed in a de-identified format.

Accuracy of Information – National Privacy Principal 3

MHCC will ensure that the personal information that is collected, used and/or disclosed is accurate, complete and up to date. MHCC will correct personal information upon written request or whenever MHCC becomes aware that personal information is inaccurate.

Security of Information – National Privacy Principal 4

MHCC will take reasonable steps to ensure that the personal information held is protected from misuse, loss, unauthorised access, modification or disclosure. 

The personal information of individuals will be stored in a locked filing cabinet in the Learning and Development Unit office and on the Wisenet database that is password protected. 

Retention of Information

Assessment results for nationally recognised training are required to be kept for a period of 30 years in accordance with VETAB Conditions of Registration.  After this period, records will be destroyed as outlined in the Archiving Policy in the Training and Policy and Procedures Manual. Audit copies of assessment evidence will be kept in accordance with VETAB requirements, after competencies or qualifications have been issued to an individual.  Evidence associated with assessment will be copied and originals will be returned to individuals when the assessment process has been completed. 

Access to Personal Information – National Privacy Principal 6

People who have participated in training at the MHCC, have the right to view their personal information held by the MHCC.   MHCC will allow individuals access to their information upon request and within a reasonable timeframe. 

A complete copy of a participant’s information will be made, unless this is impracticable and in which case, the person can view their original information and file.

Breaches

Breaches of this policy should be immediately brought to the attention of the Executive Officer of the MHCC and/or the Chairperson of the Board of Directors.

Complaints

Complaints about breaches of privacy can be made to the MHCC according to the procedures detailed in the Clients Complaints Policy. Complaints about breaches of privacy can also be made to:

Office of the Federal Privacy Commissioner

GPO Box 5218

Sydney NSW 2001

Ph: 1300 363 992

www.privacy.gov.au  

