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Coastal Community OT – Privacy & Confidentiality Policy

1) Our Commitment

Coastal Community OT is committed to protecting your privacy and confidentiality at all times. We take the utmost care and responsibility with your personal information. This includes ensuring we only store information that is relevant, we maintain confidentiality and that we store this information securely. 
Coastal Community OT ensures that we comply with our obligations under the following legislation:
· Privacy Act 1988
· Privacy and Data Protection Act 2014 (Vic)
· Australian Privacy Principles (APPs)
· Notifiable Data Breach Scheme 
2) Information We Collect

As part of providing clinical care we may collect the following types of information:
· Personal details
· Contact details
· Next of kin details
· Health information
· Assessment data and reports
· Funding details, such as NDIS, Aged Care, or TAC information
· Digital photos or video, with explicit consent requested beforehand
3) Why We Collect Information

The information we collect is used to provide  direct clinical services, coordinate care, assess clinical and functional needs, inform funding recommendations and to maintain compliance.
4) Consent

We obtain written consent before collecting information this is done in two parts:
· Referral form consent to share. 
· Consent form
5) Information Sharing

Your personal information is stored confidentially at all times. It will not be shared without your consent unless we are required to do so  in order to ensure safe care provision, funding, or for mandatory legal compliance.
6) Data Security

We take responsibility to securely store and protect your information from unauthorized access or misuse including electronic and written forms. In the event of a serious breach of information, we will ensure that we complete a Notifiable Data Breach in line with obligations under the scheme. 
7) Access to Your Information

We are required by law to store information for 7 years. After this time we will take steps to delete personal information. 
You may request access to any of your personal information that we hold at any time. To do so, please complete a request for information form and submit via email to admin@coastalcommunityot.com.au. 
8) Complaints

If you have concerns which you would like to discuss we encourage you to get in touch with a team member as soon as possible. We will endeavor to respond to any concerns promptly to achieve a satisfactory outcome. 
In the event that you would like to raise a formal complaint, this can be done via the following methods:
Post: Complaints Mgr, Coastal Community OT, 185 Liebig Street, Warrnambool VIC
Phone: 0490 448 565
Email: admin@coastalcommunityot.com.au
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