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Privacy Policy 

Document No: 110 Issue date: March 2019 

Rationale 

The purpose of this PROLF\�LV�WR�HQVXUH�WKDW�LQ�WKH�FRXUVH�RI�:HQRQD¶V�DFWLYLWLHV��ZH�PDQDJH�DQG�SURWHFW�

personal information in accordance with the Privacy Act 1988 (Cth) (Privacy Act) and the 13 Australian 

Privacy Principles (APPs).  

Scope of policy 

This Policy outlines the circumstances in which :HQRQD� 6FKRRO� �³WKH� 6FKRRO´� obtains personal 

information, how it uses that information and how it manages requests to access and/or change that 

information.  

This Policy applies to all staff, volunteers and contractors of Wenona and its related bodies.  
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Unsolicited information 

The School may be provided with personal information without having sought it through our normal means 

RI�FROOHFWLRQ���7KLV�LV�NQRZQ�DV�³XQVROLFLWHG�LQIRUPDWLRQ´�DQG�LV�RIWHQ�FROOHFWHG�E\� 

 Misdirected postal mail ± Letters, Notes, Documents 

 Misdirected electronic mail ± Emails, electronic messages  

 Employment applications sent to us that are not in response to an advertised vacancy 

 Additional information provided to us which was not requested. 

Unsolicited information obtained by 
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 school administration including for insurance purposes 

 the employment of staff 

 the engagement of volunteers. 

The School 
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 The destruction, deletion or de-identification of personal information we hold that is no longer 

needed, or required to be retained by any other laws.  

Responding to Data Breaches 

The School will take appropriate, prompt action if we have reasonable grounds to believe that a data breach 

may have, or is suspected to have occurred. Depending on the type of data breach, this may include a 

review of our internal security procedures, taking remedial internal action, notifying affected individuals and 

the Office of the Australian Information Commissioner (OAIC). 

If the School is unable to notify individuals, we will publish a statement on our website and take reasonable 

steps to publicise the contents of this statement.  

Disclosure of Personal Information  

Personal information is used for the purposes for which it was given to Wenona, or for purposes which are 

directly related to one or more of our functions or activities. 

Personal information may be disclosed to government agencies, related entities and other recipients from 

time to time, if the individual: 

 Has given consent; or 

 Would reasonably expect the personal information to be disclosed in that manner. 

 

The School may disclose personal information, including sensitive information, held about an individual to:  

 another school 

 government departments  

 medical practitioners 

 
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Quality of Personal Information  

The School takes all reasonable steps to ensure the personal information we hold, use and disclose is 

accurate, complete and up-to-date, including at the time of using or disclosing the information.  

If the School becomes aware that the personal information is incorrect or out of date, we will take reasonable 

steps to rectify the incorrect or out of date information.  

Access and Correction of Personal Information 

Individuals may submit a request to the Principal to access the personal information we hold, or request 

https://forms.business.gov.au/smartforms/landing.htm?formCode=APC_PC
mailto:principal@wenona.nsw.edu.au
http://www.wenona.nsw.edu.au/

