
 

  
                                                                                                                                                                                

    

                             
 

 

 
 1. Rationale:  

 

All staff of Greenvale Primary School are required by law to protect the personal information the 

school collects and holds. In Victorian government schools the management of 'personal 

information' and 'health information' is governed by the Privacy and Data Protection Act 2014 (Vic) 

and Health Records Act 2001 (Vic) (collectively, Victorian privacy law). 

The privacy laws do not replace any existing obligations Greenvale Primary School has under other 

laws. Essentially this policy will apply when other laws do not regulate the use of personal 

information. 
 

2. Aims:  
 

 To ensure that confidential information is managed in a manner consistent with community 

expectations, professional standards and legal obligations. 
 

3. Implementation:  
 

     3.1  Definition 

Personal information is information or opinion about an individual whose identity is apparent, or can 

reasonably be determined. This includes all paper and electronic records, photographs and video 

recordings. It also includes information about a person’s physical, mental or psychological health, or 

medical history. Information relating to a person’s racial or ethnic origin, political opinions, religion, 

trade union, or other professional, or trade association membership, sexual preferences, or criminal 

record is also classified as personal information. 
 

   3.2  Primary purposes of collecting information about students and their families 
Our school collects information about students and their families when necessary to: 

 educate students  

 support students’ social and emotional wellbeing, and health  

 fulfil legal requirements, including to:  

- take reasonable steps to reduce the risk of reasonably foreseeable harm to students, staff  

                              and visitors (duty of care)  

- make reasonable adjustments for students with disabilities (anti discrimination law)  

- provide a safe and secure workplace (occupational health and safety law) 

 enable our school to:  

- communicate with parents about students’ schooling matters and celebrate the efforts and 

achievements of students  

- maintain the good order and management of our school   

 enable the Department to:  

- ensure the effective management, resourcing and administration of our school  

- fulfil statutory functions and duties  

- plan, fund, monitor, regulate and evaluate the Department’s policies, services and functions  

- comply with reporting requirements 

- investigate incidents in schools and/or respond to any legal claims against the Department,  

     including any of its schools. 
 

    3.3  Primary purposes of collecting information about others 

Our school collects information about staff, volunteers and job applicants:  

 to assess applicants’ suitability for employment or volunteering 

 to administer employment or volunteer placement 

 for insurance purposes, including public liability and WorkCover 

 to fulfil various legal obligations, including employment and contractual obligations, occupational 

health and safety law and to investigate incidents  
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 to respond to legal claims against our school/the Department. 
 

3.4  Privacy Principles in the Victorian Privacy Laws 
            In line with DET, Greenvale Primary School has adopted the Privacy Principles in the Victorian Privacy  
            laws as minimum standards in relation to handling personal and health information. In broad terms, this  
            means that the school will: 

 collect only information that is required for a specified primary purpose 

 ensure that the person supplying the information knows why the information is collected and how it 

will be handled 

 use and disclose it only for the primary or a directly related purpose, or for another purpose with 

the person's consent (unless otherwise required, permitted or authorised by law) 

 store it securely, protecting it from unauthorised access retain it for the period authorised by the 

Public Records Act 1973, and take reasonable steps to permanently de-identify personal or health 

information when it is no longer needed 

 provide people with access to their own personal information and permit people to seek corrections 

if necessary. This will usually be handled under the Freedom of Information Act 1982. For 

departmental services not covered by this Act, access will be available as prescribed by the 

Victorian privacy laws. 

3.5 Use or disclosure of personal and health information  

 School staff are entrusted with a large amount of important information about students. Staff will treat 

all such personal and health information sensitively and respectfully, and not share it other than on a 

‘need to know’ basis. 

 Our school uses or discloses information consistent with Victorian privacy law, as follows: 

- for a primary purpose – as defined above 

- for a related secondary purpose that is reasonably to be expected – for example, to enable the 

school council to fulfil its objectives, functions and powers 

- with notice and/or consent – including consent provided on enrolment and other forms 

- when necessary to lessen or prevent a serious threat to:  

a. a person’s life, health, safety or welfare 

b. the public’s health, safety or welfare 

- when required or authorised by law – including as a result of our duty of care, anti-discrimination 

law, occupational health and safety law, reporting obligations to agencies such as Department of 

Health and Human Services and complying with tribunal or court orders, subpoenas or Victoria 

Police warrants 

- to investigate or report unlawful activity, or when reasonably necessary for a specified law 

enforcement purpose, including the prevention or investigation of a criminal offence or seriously 

improper conduct, by or on behalf of a law enforcement agency 

- for Departmental research or school statistics purposes  

- to establish or respond to a legal claim. 

 Personal and health information will only be used or disclosed 

- for the primary purpose for which it was collected 

- for a related secondary purpose (which must be a directly related purpose in the case of health 

or sensitive information) that the person would reasonably expect 

- with the consent of the person if required 

- unless otherwise required, permitted or authorised by law. 

 When a student has been accepted at another Victorian Government school, the current school can 

provide personal and health information to that next school. This can occur in any, or all, of the following 

ways: 

  -   verbally; principal to principal (or authorised representatives)  

  -   on paper; by providing copies of the student’s records (including any health records) to that next   

      School 

   -  electronically: including through the CASES21 transfer function; the Student online Case 

       System (SOCS) and / or via email 

   Principals (or authorised representatives) determine what information to provide to that next 



 

  
                                                                                                                                                                                

       Victorian Government School. 

3.7   Accessing personal information  
   All school staff can, and must, share information about a student with other staff ‘who need to know’ 

that information to educate, support and fulfil legal obligations for that student. 

   Subject to the Principal’s direction, each staff member decides who needs to know specific, relevant 

information about a student based on the ‘need to know’ framework. 

   Where consent for the use and disclosure of personal information is required, the school will seek 

consent from the appropriate person. In the case of a student’s personal information, the school will 

seek the consent from the student and/ or parent/carers, depending on the circumstances. This may 

depend on the student’s mental ability and maturity to understand the consequences of the proposed 

use and disclosure. The school will generally seek the consent of the student’s parents/carers as 

consent given on behalf of the student.  

   A parent/carers or staff member may seek access to their personal information, provided by them, that 

is held by the school.  

   Access to other information may be restricted according to the requirements of laws that cover the 

management of school records. These include the Public Records Act and the Freedom of Information 

Act.  

3.8   Updating personal information  
 The school aims to keep personal information it holds accurate, complete and up to date. A person may 

update their personal information by contacting the Business Manager or office staff and classroom 

teachers will ask parents/carers to review personal information as part of the Term 1 ‘Meet and Greet’ 

process.  

3.9  Security  

 The school will take reasonable steps to protect personal and health information from misuse, loss, 

unauthorised access, modification and disclosure. 

 School staff and students will adhere to the DET Information Privacy Policy. 

 School staff will protect individual’s privacy as outlined in Greenvale Primary’s Digital Technologies and 

Acceptable Use Contract when using Digital Technologies provided by the school.  

 
3.10  Complaints and Breaches  

     Any complaints or breaches the school may receive about privacy issues will be investigated by the 

Principal or delegate and in accordance with DET Privacy Complaints Handling Policy and ensure 

that it is managed in a manner consistent with community expectations, professional standards and 

legal obligations. 
 

4. Evaluation:  
 

This policy will be reviewed as part of the school’s ongoing policy and process review cycle. 
 

References and Related Documents: 
 

The full exceptions qualifying many of the principles are not included here, but can be found at the Privacy Victoria website. 

Further information is available at:  

 DET Privacy Unit Email: privacy.enquiries@edumail.vic.gov.au  

 DET Freedom of Information Unit Email:     FOI@edumail.vic.gov.au  

 DET website     https://www.education.vic.gov.au/pages/schoolsprivacypolicy.aspx#link10 

 DET – Schools’ Privacy Policy – FAQ for Parents  

https://www.education.vic.gov.au/Pages/Schools-Privacy-Policy-information-for-parents.aspx 

 Office of the Victorian Information Commissioner website:     http://www.privacy.vic.gov.au 

 Office of the Victorian Health Services Commissioner Website:    http://www.health.vic.gov.au/hsc 

 

 
This policy was ratified by School Council in May 2019 
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