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Introduction
Early childhood education and care settings require personal information from families to provide appropriate and responsive care. This information will be collected prior to children commencing at the Centre and stored in a secure and confidential manner at all times. Records must be kept in a safe and secure place and will be kept private and confidential according to the National Privacy Principles. (see Section 7, Policy 7.4.3 Privacy Policy).  Records must be kept for the period of time specified in the National Regulations (See Section 7, Policy 7.4.0 Record Keeping). Records may be kept in hard copy or electronic form, provided that they are accessible as required.

Goals – What are we going to do?
The Service will maintain all Centre records according to the National Privacy Principles. The Service will ensure Centres abide by legislative protocol when collecting, storing and disposing of information. The Centre will collect relevant information from families, children and staff to ensure continuing high-quality care. Safe and secure storage for all information will be maintained (See Section 2, Policy 2.9.3 Confidentiality).

National Quality Framework, Quality Area 7: Governance and Leadership
National Quality Framework Standard 7.1 Governance – Governance supports the operation of a quality service
· 7.1.2 Management systems – Systems are in place to manage risk and enable the effective management and operation of a quality service.
Strategies ‐ How will it be done?
· The Nominated Supervisor will collect information in writing from families upon enrolment and update this information annually or as details change. Personal information will only be collected in so far as it relates to the Centre and in line with relevant legislation.
· Ensure that each family, member of staff, any volunteers, students and committee members are provided with a privacy collection notice when collecting any personal information (See Section 7, Appendix 12 Privacy Collection Notice)
· If a child is requiring additional support while at the Centre, supplementary information may be required from families along with further consent. This information will be discussed directly with the family by the Nominated Supervisor and remain confidential. 
· Information on staff members, students, volunteers or unsuccessful applicants will be stored securely. All personal information is kept in a secure place to protect it from unauthorised access, modification or disclosure.
· Information pertaining to staff, children and families stored on computer systems will be password protected, have firewall and anti-virus protection in place. Information held on IT systems will be backed up on a secure server in an off‐site location.
· The Approved Provider and the Nominated Supervisor will ensure personal information is archived in a secure and confidential way either on Centre premises or in a location determined by the Centre. This information will only be accessible to authorised personnel and be destroyed by shredding or incineration when no longer needed or as mandated by law.
· The Centre and staff ensure that all information collected from families, students and volunteers will be considered private and confidential and not disclosed without the prior knowledge or consent from the individual. (See Section 2, Policy 2.9.3 Confidentiality).

 Statutory Legislation & Considerations
· Education & Care Services National Amended Regulations 2018, Regulation 181-184
· Australian Privacy Principles 
· National Quality Standard for Early Childhood Education and Care and School Age Care
  Council of Australian Governments December 2011
· Privacy and Personal Information Protection Act 1998



Sources
· Community Early Learning Australia.
· Department of Education and Communities ‐ www.det.nsw.edu.au
· Australian Taxation Office – www.ato.gov.au
· Office of the Australian Information Commissioner ‐ www.privacy.gov.au
· Australian Privacy Principles http://www.oaic.gov.au/privacy/applying-privacy-law/app-guidelines
· Department of Education, Employment and Workplace Relations ‐ www.deewr.gov.au
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