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NOTES 

 CQID policies and procedures are to be made in alignment with the set template as 

implemented by the Quality Management Team. All policies and procedures are to contain 

the same formatting including font styles and sizing. 
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1 PURPOSE 

The aim of this policy is to establish a framework for the responsible collection, storage, use 

and disclosure of personal information of both CQID employees and clients.  

2 SCOPE 

This policy applies to all current employees of CQID with access to client and employee 

information.  

3 CONTENT 

 3.1 Collection and sharing of information 

Each program will collect client information as required by the funding agreement. 

Clients will be informed of the reasons why the information is being collected and 

how it will be used. Information can only be collected with written client consent 

and can only be used or given to another organisation when permission has been 

obtained by the client or unless required by law. It is important that consent remain 

valid and signed by appropriate parties. Internal audits on files are to be done 

regularly to ensure that the consent date is within the last 12 months and that 

consent is for a current CQID employee. 

CQID employees are to be respectful of other people and their privacy and feelings 

when talking to others. Negative and vicious gossip may result in disciplinary action. 

Feelings of unhappiness or frustration must be resolved by dealing with the issues 

responsibly and appropriately by talking to a supervisor or senior manager. Each 

person is responsible for not passing on or contributing to negative gossip. 

 3.2 Storage of and access to information 

Records are kept in filing cabinets which are to be locked at the end of every day, 

there is to be no leaving of client files or confidential CQID documents left in CQID 

vehicles or visible on work desks. Electronic information stored on computers can 

only be accessed by staff with the authority to do so. This information must be 

protected by a password which must be kept confidential at all times. Staff must 

change their password to something other than the default password given to them 

upon commencement of employment. Once a non-generic password is chosen, staff 

members must inform their program manager in the event of absence or 

emergencies.  

 3.3 De-identification of information 

 All information (notes, reports, files) will be de-identified for all reporting purposes. 
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 3.4 Employee information 

Employee personal information is collected and used for Human Resource 

Management purposes. This information includes a resume, application for 

employment, contract of employment, pay records and performance management 

and development. This information is retained both in hard copy and in the 

computerised form. This information is only available to the employee, their 

supervisor and manager, the CEO and Human Resource and payroll staff.  

CQID employees are able to view their files to access information contained in their 

file and to ensure that the information is accurate, complete, current and not 

misleading. Files can be viewed in the presence of a CQID manager or their delegate 

and the file must remain in the office. The manager can organise to copy the 

contents of the file if requested.  

CQID is committed to protecting the privacy of current and former employees. To 

assist employees who want the organisation to provide personal information on 

their behalf management or their nominated representative will coordinate the 

response. Employees must submit a written request to management with a 

minimum of one week’s notice authorising management to release the required 

details to a nominated person or institution. Employees may authorise their 

supervisor or manager to provide a reference. Such authorisation must be done in 

writing and should include the position applied for and the duties.  

If the request is accompanied by a subpoena or if the release of information is 

required by the law, the organisation may release information concerning current or 

former employees.  

The accuracy of personnel details is essential to CQID for a number of reasons 

including:  

 Compliance with industrial legislation 

 In the case of an accident or emergency to notify family or next of kin 

 For income tax deductions 

 To ensure prompt receipt of organisational and taxation correspondence.  

Accuracy of personnel details is the responsibility of each CQID staff member. 

Following a change of details, the Employee Personal Information Form must be 

completed and handed to the manager as soon as possible.  

 3.5 Consumer information 

Under current legislation, clients may apply to access information contained in their 

file and to ensure that the information is accurate, complete, current and not 

misleading. A client wishing to access their file must write to the CEO, stating the 

information they wish to access.   



 
 

Privacy and Personal Information Policy  Version 4 

4 

 3.6 Records disposal 

Records are disposed on in accordance with the document retention and disposal 

schedule as determined by each program manager. Each manager is to record when 

records must be kept until and include such information in the program document 

register. Confidential information shall be disposed on in the locked confidential 

documents bin or shredded.  

 3.7 Media consent 

CQID regularly produces photographs of people for teaching purposes, in its 

publications, promotional and marketing material in order to promote the 

organisation and encourage community awareness. The Media Consent Form must 

be completed for both adults and children in order to use a photograph, work 

sample or written comment.  

 3.8 External website links 

CQID provides links to websites outside of its website. These linked sites are not 

under CQID’s control, and CQID cannot accept responsibility for the conduct of 

companies linked to its website.  

4 PROCEDURE 

 

5 RESPONSIBILITIES 

 5.1 Managers and supervisors 

It is the responsibility of all managers and supervisors to adhere to the provisions of 

the relevant legislation and content of this policy; managers and supervisors must 

ensure all their staff members fully understand the requirements of this policy.  

 5.2 Employees 

It is the responsibility of all employees to adhere to the provisions of the relevant 

legislation and content of this policy.  

Employees 

Read And Acknowledge Policy 
Every 12 Months 

Sign Policy Review Forms 

Acknowledge Any Changes 
Made During Review 

Clients 

Employees To Give Clients A 
Copy Of Privacy Brochure 

Employees To Discuss Relevant 
Acts And Policies 

Consent Forms To Be Signed By 
Clients And Updated Annually 
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6 DEFINITIONS 

Personal Information – is information or an opinion, whether true or not, that is recorded in 

a material form, about an individual whose identity is apparent or can reasonably be 

ascertained from the information or opinion.  

Sensitive Information – is information about an individual’s racial or ethnic origin, political 

opinion, membership of a political association, religious beliefs or affiliation, philosophical 

beliefs, membership of a professional or trade association, membership of a trade union, 

sexual preferences or practices, criminal record or health.  

Exceptional Circumstances – Include where the individual has consented or where the 

collection is necessary for the protection of an individual who is physically incapable of 

giving or communicating consent.  

7  RELATED LEGISLATION 

Queensland Information Privacy Act 2009 

8 RELATED DOCUMENTS 

Employee Personal Information Form - G:\ADMIN - Human Resources\New Employee 

Package\Employee Personal Information Form.docx 

Media Consent Form Adult - G:\ADMIN - Forms\Media Consent Form Adult.docx 

Media Consent Form Child - G:\ADMIN - Forms\Media Consent Form Child.docx 

 

  

file://///cqid.local/Global/ADMIN%20-%20Human%20Resources/New%20Employee%20Package/Employee%20Personal%20Information%20Form.docx
file://///cqid.local/Global/ADMIN%20-%20Human%20Resources/New%20Employee%20Package/Employee%20Personal%20Information%20Form.docx
file://///cqid.local/Global/ADMIN%20-%20Forms/Media%20Consent%20Form%20Adult.docx
file://///cqid.local/Global/ADMIN%20-%20Forms/Media%20Consent%20Form%20Child.docx
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9 COMPLIANCE, MONITORING AND REVIEW 

 9.1 Compliance 

All CQID employees are expected as part of their employment to adhere to all 

policies and procedures made by the Board an Executive Team. Any breaches of this 

Privacy and Personal Information Policy may result in disciplinary action up to and 

including: 

 Removal of an employee’s access to files.  

 Formal warning 

 Termination of employment.  

9.2 Monitoring and Review 

This policy will be monitored and reviewed as a part of the Quality Assurance 

process of CQID, through regular team meetings during policy sign off reviews as per 

the policy review schedule.  

Proposed changes will are to be presented at the monthly QA meeting for discussion 

between the Executive and Management Teams before being distributed to staff.  

10 APPROVAL AND REVIEW DETAILS 

 

Approval and Review Details 

Approval Authority Chief Executive Officer 

Advisory Committee  Management and Executive Teams 

Administrator Compliance Officer/Executive Officer Education & 
Quality 

 

Approval and Amendment History Details 

Original Approval Date 16/05/2018 

Lead Reviewer/Policy Creator  Dani Hooper 

Notes / Changes Made Update policy and new template implemented. 
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