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Policy Ref 
QA0001 
 

Policy 
Privacy 
 

Purpose 
Yellowbird Wellbeing has guidelines for all workers regarding Privacy Policy. 
 
Personal information collected by Yellowbird Wellbeing is handled in accordance with the Privacy Act 1988 

(Privacy Act). This Policy has been compiled in accordance with APP 1.3 and 1.4 and describes how 

Yellowbird Wellbeing complies with the Privacy Act 1988 (Cth). 

Yellowbird Wellbeing ("we", "us" or "our") recognises the importance of privacy and is committed to 

protecting the privacy of individuals when handling their personal information. This Privacy Policy explains 

how we collect, hold, use, disclose, protect and otherwise handle personal information in an open and 

transparent manner in accordance with the Australian Privacy Principles contained in the Privacy Act 

1988 (Cth). By providing us with your personal information you consent to us using, disclosing and 

otherwise handling it in accordance with this Privacy Policy as reviewed annually.  

Yellowbird Wellbeing is committed to protecting and upholding the right to privacy of the clients we support 

(CWS), workers and representatives of agencies/organisations we deal with. Yellowbird Wellbeing is 

committed to protecting and upholding the rights of the CWS to privacy in the way we collect, store and use 

information about them, their needs and the services we provide to them.  

Yellowbird Wellbeing requires workers to be consistent and careful in the way they manage what is written 

and said about individuals and how they decide who can see or hear this information.  

 

Policy Context 
 
The context of this policy is to explain the general procedures relating to the Privacy Policy.  
 

Yellowbird Wellbeing will ensure that: 

 It meets its legal and ethical obligations as a service provider in relation to protecting the privacy of the 

CWS and organisational contractors. 

 CWS are provided with information about their rights regarding privacy. 

 CWS and organisational contractors are provided with privacy when they are being interviewed or 

discussing matters of a personal or sensitive nature. 

 All workers understand what is required in meeting these obligations. 

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. 

Policy context: This policy relates to 

Standards or other external 
requirements 

NSW Disability Service Standards 

 

http://www.comlaw.gov.au/Series/C2004A03712
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Legislation or other requirements NSW Disability Services Act (1993) 

Privacy Act 1988 (Privacy Act) 

Australian Privacy Principles  

Driving Instructors ACT 

Contractual obligations [insert any contractual obligations that apply] 

 
 

Scope 
The following guidelines are to be adhered to by all managers, supervisors and workers. 
 

This policy applies to all aspects of organisational business, all CWS and worker records, and all business 
applications and records including email, database applications and websites. 

This policy provides the overarching framework for any other practices or procedures. 

 
 

Procedure 
 
Personal information that we collect and hold  

In undertaking its activities Yellowbird Wellbeing collects personal information. The personal information 
that Yellowbird Wellbeing holds will depend on the nature of the activity or service. It may include (but is not 
limited to) a person’s name, contact details, date of birth, email address, drivers licence, occupation, family 
background and financial records.  

Yellowbird Wellbeing will only collect personal information to the extent relevant for the relationship it has 
with each person. However, if the individual chooses not to, we may be unable to provide the service 
required or engage the individual. Yellowbird Wellbeing may collect personal information when:  

 providing services to persons (for example to a CWS) 

 it is required to provide specific services (for example in allocating specifically targeted funding) 

 assessing eligibility for employment (potential or existing contractors)  

 for the purpose of maintaining the contractor/contractee relationship 

 for the purpose of meeting legal employment obligations 

 to provide you with information about our services 

 ask to be placed on one of our mailing lists 

 apply for a job with us 

 visit our web site, or 

 If Yellowbird Wellbeing conducts online collaboration, social media or market research, it may also ask 
for public opinions about its services, contractors or workers. Yellowbird Wellbeing will treat these 
opinions as personal information in accordance with the APPs if they contain personally identifiable 
information. 

The Privacy Act places restrictions on collecting sensitive personal information about persons. Sensitive 
information is a subset of personal information that is generally afforded a higher level of privacy protection. 
This may include information about health, disability, racial or ethnic origin, criminal convictions, personnel 
files, employment histories, membership of a professional association and tax file numbers. 

 

http://www.comlaw.gov.au/Series/C2004A03712
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Yellowbird Wellbeing’s policy is only to collect sensitive information where it is reasonably necessary for our 
activities and either: 

 the individual has consented; or 

 we are required or authorised by or under law (including applicable privacy legislation) to do so. 

 For example, we may collect: 

 information about AHPRA registration, driving instructors accreditation or your membership of other 
professional associations (such as the NSW Driver Trainers Association, OT, APS, CPA etc) 

 information about dietary requirements or mobility needs when we conduct events such as conferences, 
training and seminars 

 information about medical conditions 

 copies of medical reports and psychiatric reports 

 identification as Aboriginal or Torres Strait Islander, and  

 information with regard to criminal convictions. 

Clickstream data that we collect and hold  

We may use cookies, or similar technologies to collect de-identified information about your visits to our 
website www.yellowbirdwellbeing.com.au ("Website") for the purpose of improving your experience 
browsing our Website. For example, when you visit our Website we may collect your server address, 
domain name, operating system, browser type, pages accessed, documents downloaded, previous visits, 
referring website, and visit date and time. You may set your browser to disable cookies but some parts of 
our Website may not function properly if cookies are disabled.  

How we collect and hold personal information  

If it is reasonable and practical to do so, Yellowbird Wellbeing will collect personal information directly from 
the persons concerned with their consent. This may be through application forms, through written 
correspondence (such as letters, faxes and emails), over the telephone, our website, worker, contractor 
and CWS portals, or in person. 

Yellowbird Wellbeing may also need to collect personal information from other people or organisations. 
This information is collected with the person’s consent, except for in circumstances allowed for by 
legislation. Sometimes this may happen without direct involvement, collected from a third party or publicly 
available source where it is unreasonable or impracticable to collect the information directly from you.  

Some examples of the people or organisations from which Yellowbird Wellbeing may collect personal 
information about persons are:  

 non-government organisations 

 publicly available sources of information (such as telephone directories) 

 person’s representatives (such as a parent, carer, legal guardian, manager) 

 person’s employers 

 government agencies [such as RMS, NDIA] 

 law enforcement agencies 

 referring agencies/organisations 

 

Yellowbird Wellbeing will hold the information it collects in a number of ways, including in electronic 
systems, email contact lists, and in paper files held in drawers and cabinets, locked. Paper files may also 
be archived in boxes and stored offsite in secure facilities. Yellowbird Wellbeing has an electronic 
documents and records management system that is fully compliant with government and archival standards 
and legislation. 
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Yellowbird Wellbeing may also hold or receive some information on cloud based systems. Where this 
occurs the relevant service will have been subject to a Yellowbird Wellbeing risk assessment and be 
compliant with the privacy and security standards required by Yellowbird Wellbeing in protecting personal 
information. 

The only people who are allowed to handle or have access to personal information are those workers of 
Yellowbird Wellbeing and those who perform services for Yellowbird Wellbeing who need personal 
information to do their jobs. All workers of Yellowbird Wellbeing are bound by the Yellowbird Wellbeing 
Code of Conduct to not misuse personal information. Those who perform services on Yellowbird 
Wellbeing’s behalf are also bound by agreements that include privacy clauses. 

If we no longer require an individual’s personal information, we will take reasonable steps to destroy it in a 
secure manner or remove identifying features from it. This is subject to any legal obligation (such as the 
Archives Act, 1983 & Driving Instructors ACT) that requires Yellowbird Wellbeing to keep information for a 
certain period of time. Purposes for which we collect, hold, use and disclose personal information  

Personal information provided by CWS and workers will be used by Yellowbird Wellbeing for the primary 
purpose for which it was provided and for other secondary purposes directly related to that primary 
purpose. Its activities and services include: 

 Conducting research  

 Providing support to CWS 

 Providing information and education 

 Delivering funding programs to CWS 

 Training and events 

 Administrating CPD programs. 

When Yellowbird Wellbeing will not need to collect personal information  

Depending on the nature of a person’s relationship with Yellowbird Wellbeing, they may not need to 
personally identify themselves. 

Persons generally have a right to pseudonymity or anonymity when dealing with Yellowbird Wellbeing, 
unless:  

 Yellowbird Wellbeing is required or authorised by or under an Australian law, or a court/tribunal order to 
deal with individuals who have identified themselves;  

 It is impracticable to deal with individuals who have not identified themselves; and  

 The person is receiving a service from Yellowbird Wellbeing which necessitates assurance that the 
service or monies is being directed to an identified person. 

 

Access to your Personal Information and seek correction 

Yellowbird Wellbeing seeks to maintain the quality of its information holdings by taking reasonable 
administrative and technical steps to make sure that the information collected, used and disclosed is 
accurate, complete and up-to-date. 

Yellowbird Wellbeing’s policy is to take reasonable steps to:  

 make sure that the personal information that we collect, use and disclose is accurate, up to date and 
complete and (in the case of use and disclosure) relevant; and 

 protect the personal information that we hold from misuse, interference and loss and from unauthorised 
access, modification or disclosure. 

You can also help us keep your information up to date; by letting us know about any changes to your 
personal information, such as your postal address, email address or phone number. If you are a CWS, 
contractor or worker, you can easily review and update your information on an on-going basis, through our 
online CWS and contractor portals (where available). 
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If you do not have access to a self-service portal, you can contact our Privacy Officer (details below) if you 
would like to access or correct the personal information that we hold about you. We may ask you to verify 
your identity before processing any access or correction requests, to ensure that the personal information 
we hold is properly protected. 

 

Access 

Yellowbird Wellbeing will provide you with access to your personal information, subject to some exceptions 
permitted by law. We will also generally provide access in the manner that you have requested (e.g. 
allowing a file to be viewed), provided it is reasonable and practicable for us to do so.  

 

Correction 

If you ask us to correct personal information that we hold about you, or if we are satisfied that the personal 
information we hold is inaccurate, out of date, incomplete, irrelevant or misleading, Yellowbird Wellbeing 
will take reasonable steps to correct that information to ensure that, having regard to the purpose for which 
it is held, the information is accurate, up-to-date, complete, relevant and not misleading.  

If we correct personal information about you, and we have previously disclosed that information to another 
agency or organisation that is subject to the Privacy Act, you may ask us to notify that other entity. If so, 
Yellowbird Wellbeing will take reasonable steps to do so, unless this would be impracticable or unlawful. 

 

Timeframe for access and correction requests 

Except in the case of more complicated requests, we will endeavor to respond to access and correction 
requests within 30 days.  

 

What if we refuse your request for access or correction? 

If we refuse your access or correction request, or if we refuse to give you access in the manner you 
requested, Yellowbird Wellbeing will provide you with a written notice setting out: 

 the reasons for our refusal (except to the extent that it would be unreasonable to do so); and 

 available complaint mechanisms 

In addition, if we refuse to correct personal information in the manner you have requested, you may ask us 
to associate with the information a statement that the information is inaccurate, out-of-date, incomplete, 
irrelevant or misleading, and we will take reasonable steps to associate the statement in such a way that 
will make it apparent to users of the information. 

How to complain about a breach of the Australian Privacy Principles   

Yellowbird Wellbeing will be efficient and fair when investigating and responding to any privacy complaints.  

Any privacy complaints received by Yellowbird Wellbeing’s Privacy Officer must be in writing and include 

(for example) the date, time and circumstances of the matter that you are complaining about, how you 

believe your privacy has been interfered with and how would you like your complaint resolved. The 

complaint will be initially investigated by the Privacy Officer, and will be escalated as required. Yellowbird 

Wellbeing will respond to all complaints within a reasonable time period appropriate to the specific 

complaint. 

Our response will set out: 

 whether in the Privacy Officer's view there has been a breach of this Privacy Policy or any applicable 

privacy legislation; and 

 what action, if any, Yellowbird Wellbeing will take to rectify the situation 

Any person may also complain to the Australian Information Commissioner who may investigate Yellowbird 

Wellbeing’s actions. The Commonwealth Ombudsman may also investigate complaints about Yellowbird 
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Wellbeing’s actions. However, the Commonwealth Ombudsman and the Privacy Commissioner will consult 

to avoid the same matter being investigated twice. 

Likelihood of disclosure of personal information to overseas recipients 

Yellowbird Wellbeing ensures CWS data is sent to Australian government agencies under secure 

conditions. No data is sent overseas. 

Responsibilities 

The Yellowbird Wellbeing Privacy Officer is responsible for providing advice on privacy management 

issues.  

The overall responsibility for the management of Yellowbird Wellbeing privacy ultimately resides with the 

Yellowbird Wellbeing Director. However, authority and responsibility for the management and use of 

personal information is delegated and assigned at all levels.  

Privacy is a shared responsibility and all Yellowbird Wellbeing workers are responsible for implementing 

privacy policies and practices, maintaining and signing a confidentiality statement and following the 

National Privacy Principles as defined by this policy. 

Contact for this Policy 

Privacy Officer 

Yellowbird Wellbeing 

PO Box 114 

Wallsend 2287 

Phone: 0419152195 

Email: enquires@yellowbirdwellbeing.com.au 

Web: www.yellowbirdwellbeing.com.au 

 

DOCUMENTATION  

Documents related to this policy 

Related policies Code of Conduct 

Forms, record keeping  or other 
organisational documents 

Confidentiality Agreement 
Privacy Fact Sheet 17 

 

Reviewing and approving this policy 

Frequency Person responsible Approval 

Every Three Years CEO [or delegate] Yellowbird Wellbeing 
Executive 

Next review date:            01/08/2018                                                

 
 

 

http://www.yellowbirdwellbeing.com.au/

