ARMIDALE OUT OF SCHOOL HOURS CARE

Confidentiality Procedure

Policies: Code of Ethics, Governance, Child Protection
and Child Safe Policy & Procedure (including
Providing a Child Safe Environment),
Complaints Handling, Enrolment & Orientation,
Privacy

Regulation/s/ Standards: Education and Care Services National
Regulations 182, 183- 89,136,137, 153
National Quality Standards 4.2, 5.1, 6.1, 7.1

Related procedures: Management of Records, Procedure for
Managing a Complaint that Alleges a Child is
Exhibiting Harmful Sexual Behaviours.
References:
Moin & Associates, Lawyers, 2017
Privacy Act, ACECQA.

Date effective November 2025

Date for review November 2028

Purpose Armidale Out of School Hours recognises and
respects the importance of an individual’s
privacy and confidentiality and will use our best
endeavours to protect and preserve the
privacy and confidentiality of all stakeholders.

Responsibility Board of Directors, Management, Nominated
Supervisors, Responsible Persons and
Educators.

Key information:
Confidentiality is a set of rules or a promise that limits access to or places restrictions on certain types
of information.

Confidential Information is information that is not in the public domain. The key partners to whom
this statement relate and who should be bound by this procedure are:

- Directors

- Management,

- Nominated Supervisors and Responsible Persons, and

- Armidale Out of School Hours Care Educators.
Armidale Out of School Hours Care (OSHC) will use our best endeavours to protect an individual’s
confidential information even if there is no contractual relationship between Armidale OSHC and
the stakeholder.

Obligations

It is the obligation of all Armidale Out of School Hours Care partners to maintain the integrity
of confidential information obtained by the service and by any individual in the course of
undertaking their duties
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Responsibilities

The Approved Provider:

>

>

Will only collect information necessary for the effective operation of Armidale OSHC and
which is relevant to the purpose for which the information was obtained.

Will use their best endeavours to ensure that information and records in a secure manner
to prevent accidental or purposeful access by unauthorised persons.

Individual Directors are obligated not to disclose to a third party any information which
comes into their knowledge as a result of their role as a Board Member.

This obligation extends to the non-disclosure of such matters as the financial situation of
AFDC and any information relating to any of the stakeholders.

Nominated Supervisors and Responsible Persons:

>

Have a principal and continuing obligation to ensure that the integrity of all confidential
information obtained from stakeholders remains confidential to the extent required by the
law and this procedure.
Will store information and records in a secure manner to prevent accidental or purposeful
access by unauthorised persons.
Will monitor the issue of confidentiality and non-disclosure of information and when
necessary, will take such action as is deemed necessary to protect the confidential
information of stakeholders where they become aware of actual or potential disclosure.
Will keep personal information obtained by Armidale OSHC secure and confidential, and
must only disclose information obtained in the course of providing education and care
when the disclosure is:

Relevant to the purpose for which the information was obtained,

Necessary to prevent or lessen a threat to life or health,

Consented to in writing by the person providing the information,

Mandatory under the Children and Young Persons (Care and Protection) Act 1998, or

An exchange of information related to Child Protection- sharing information with other

agencies related to the safety, welfare and wellbeing of a child or young person.

Will amend incorrect or misleading information and update records as required e.g.,health

records, court orders etc.

Will inform the Board of Directors of AFDC and relevant partners where confidentialityhas

been breached through theft, loss of data or accidental or deliberate acts.

Will only provide copies of confidential or records to third parties as requested through a

court order or similar legislative instrument.

Must comply with ADFC’s Photo and Camera Procedure, Social Media Policy and Safe Use

of Digital technologies and Online environment policy, in regards to protecting

confidential information.
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Armidale OSHC Educators:

> Must keep the information that they hear and read concerning stakeholders confidential,
whether it relates to that stakeholder’s personal and private matters unless:
- Consented to in writing by the person providing the information,
- Mandatory under the Children and Young Persons (Care and Protection) Act 1998, or
- An exchange of information related to Child Protection- sharing information with
other agencies related to the safety, welfare and wellbeing of a child or young
person.
> Must comply with Armidale OSHC’s Photo and Camera procedure, Social Media
Policy and Safe Use of Digital technologies and Online environment policy, in
regards to protecting confidential information.

Exclusion:

The Crimes Act 1991 excludes privacy protection for unlimited periods where a person
seeking employment or currently employed in early childhood care and education is
convicted for a sexual offence or a serious offence that attracts a prison sentence exceeding
six months.

Acknowledgement:

I acknowledge that | have read, understood and agree to comply with the obligations outlined
in this Confidentiality Agreement.

Signature: Date:

Name: Position:
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