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Privacy and Confidentiality 
Our Commitment to Privacy

1. The Hunter Community Legal Centre (the Centre) is subject to Privacy And Personal Information Protection Act 1998 (NSW).  The Centre will follow the guidelines set out in the Australian Privacy Principles (APPs) under the Privacy Act 1988 (Cth) (Privacy Act) in its information management practices.

1.1. The Centre will ensure that:

1.1.1. it meets its legal and ethical obligations as an employer and service provider in relation to protecting the privacy of clients and organisational personnel;

1.1.2. clients are provided with information about their rights regarding privacy;

1.1.3. clients and organisational personnel are provided with privacy when they are being interviewed or discussing matters of a personal or sensitive nature; and

1.1.4. all staff, BOM members and volunteers understand what is required in meeting these obligations.

1.2. This policy conforms to the Privacy Act and the APPs which govern the collection, use and storage of personal information. 

1.3. This policy will apply to all records, whether hard copy or electronic, containing personal information about individuals, and to interviews or discussions of a sensitive personal nature.

2. Collection, Use and Disclosure

2.1. Types of information collected

2.1.1. We may collect and hold personal information about you, that is, information that can identify you, and is relevant to providing you with the services you are seeking.  The kinds of information we typically collect include name, address, and contact details like your phone number and address.  

2.1.2. We also collect other general information about you that assists us to provide an appropriate range of services to you and for internal statistical and reporting purposes required as a community legal centre, such as your income, family, disability and indigenous status.

2.2. Method of collection 

2.2.1. Personal information will generally be collected directly from you through the use of any of our standard forms, in face to face interviews, over the internet, via email, or through a telephone conversation with you. There may, however, be some instances where personal information about you will be collected indirectly because it is unreasonable or impractical to collect personal information directly from you. We will usually notify you about these instances in advance, or where that is not possible, as soon as reasonably practicable after the information has been collected.

2.2.2. In relation to general users browsing our website we do not collect any personal information. We provide interactive forms for you to be able to request further information. Any personal information you provide (name, address, email & phone numbers) is only used to provide you with more information, it will never be published, sold or otherwise made available to any other party.

2.2.3. Like most standard website servers we use log files. This includes internet protocol (IP) addresses, browser type, internet service provider (ISP), referring/exit pages, platform type, date/time stamp, and number of clicks to analyse trends, administer the site, track user’s movement in the aggregate, and gather broad demographic information for aggregate use. IP addresses, etc. are not linked to personally identifiable information. We also collect statistics regarding documents uploaded and downloaded and these are logged against each registered user’s account or if the user is not registered against a generic account.

2.2.4. A cookie is a piece of data stored on the user’s computer tied to information about the user. Usage of a cookie is in no way linked to any personally identifiable information while on our site. We use only a session ID cookie in order for our system to handle navigation and other requests within our site. For the session ID cookie, once users close the browser, the cookie simply terminates. By setting a cookie on our site, users are provided access to the parts of our site based upon their username and password or if they are a general user, those parts of the site that are publicly accessible. If users reject the cookie, they will still be able to use the site with some limitations.

2.3. Purpose of collection

2.3.1. The personal information that we collect and hold about you, depends on your interaction with us.  Generally, we collect, use and hold your personal information if it is reasonably necessary for or directly related to the performance of our functions and for the purposes of:

2.3.1.1. providing services to you;

2.3.1.2. providing you with information about other services that we offer, our related entities and other organisations that we have affiliations with, offer that may be of interest to you;

2.3.1.3. facilitating our internal business operations, including the fulfilment of any legal, regulatory or government funding requirements; and

2.3.1.4. analysing our services and client needs with a view to developing new or improved services; and

2.3.1.5. dealing with any complaints or enquiries.

2.4. Failure to provide information

2.4.1. If the personal information you provide to us is incomplete or inaccurate, we may be unable to provide you with accurate, appropriate advice or the services you are seeking.

2.5. Use and disclosure

2.5.1. Generally, we only use or disclose personal information about you for the purposes for which it was collected (as set out above). We may disclose personal information about you, where reasonably necessary, to:

2.5.1.1. Third party service providers, who assist us in operating our business, and these service providers may not be required to comply with our privacy policy. We will not disclose any personally identifiable information that we obtain in the course of our dealings with you to any third party, unless you specifically agree otherwise, except where a third party requires the personal information to perform a service for you on our behalf; and

2.5.1.2. Our related entities and other organisations with whom we have affiliations so that those organisations may provide you with information about relevant services.

2.5.2. In some circumstances, the law may permit or require us to use or disclose personal information for other purposes (for instance where you would reasonably expect us to and the purpose is related to the purpose of collection).

3. Security
3.1. We store your personal information in different ways, including in paper and in electronic form. The security of your personal information is important to us.  We take all reasonable measures to ensure that your personal information is stored safely to protect it from misuse, loss, unauthorised access, modification or disclosure, including electronic and physical security measures.

3.2. Your personal information will be stored in servers located in Australia for the purposes set out above.  

4. Access and Correction

4.1. You may access the personal information we hold about you, by making a written request.  We will respond to your request within a reasonable period.  We may charge you a reasonable fee for providing access to your personal information (but not for making a request for access).

4.2. We may decline a request for access to personal information in circumstances prescribed by the Privacy Act, and if we do, we will provide you with a written notice that sets out the reasons for the refusal (unless it would be unreasonable to provide those reasons).

4.3. If, upon receiving access to your personal information or at any other time, you believe the personal information we hold about you is inaccurate, incomplete or out of date, please notify us immediately.  We will take reasonable steps to correct the information so that it is accurate, complete and up to date.  

4.4. If we refuse to correct your personal information, we will provide you with a written notice that sets out the reasons for our refusal (unless if would be unreasonable to provide those reasons) and provide you with a statement regarding the mechanisms available to you to make a complaint. 

5. Complaints and Feedback

5.1. If you wish to make a complaint about a breach of the Privacy Act, Australian Privacy Principles or a privacy code that applies to us, please contact us as set out below and we will take reasonable steps to investigate the complaint and respond to you.  If you are not happy with our response, you may complain directly to the federal Information Commissioner.

5.2. If you have any queries or concerns about our privacy policy or the way we handle your personal information, please contact our Managing Solicitor at:

Street address:
 Level 2, 116 Hunter Street, Newcastle 2300

Email address:

hunter_nsw@clc.net.au    

Telephone:

(02) 4040 9121 

Facsimile:

(02) 4929 7996
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