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6.1.2   Practice Privacy Policy  

Policy 

National Privacy Principle 5 requires our practice to have a document that clearly sets out its 

policies on handling personal information, including health information.  

 

This document, commonly called a privacy policy, outlines how we handle personal 

information collected (including health information) and how we protect the security of this 

information. It must be made available to anyone who asks for it and patients are made 

aware of this.  

 

The collection statement informs patients about how their health information will be used 

including other organisations to which the practice sometimes discloses patient health 

information and   any law that requires the particular information to be collected. Patient 

consent to the handling and sharing of patient health information should be provided upon 

the clients first  an early stage in the process of clinical care and patients should be made 

aware of the collection statement when giving consent to share health information.  

 

In general, quality improvement or clinical audit activities for the purpose of seeking to 

improve the delivery of a particular treatment or service would be considered a directly 

related secondary purpose for information use or disclosure so we do not need to seek 

specific consent for this use of patients’ health information, however we include information 

about quality improvement activities and clinical audits in the practice policy on managing 

health information. 

Procedure 

We inform our patients about our practice’s policies regarding the collection and 

management of their personal health information via: 

• A sign at reception. 

• Brochure/s in the waiting area. 

• Our patient information sheet. 

• New patient forms – ‘Consent to share information’. 

• Verbally if appropriate. 

• The practice website. 
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Patient Information 

 

Privacy & Security 

 

MANAGEMENT OF YOUR HEALTH INFORMATION 

 

 

Our practice ensures the security of our patient health information. 

 

 

Patient Security of Information. 
 

Health information held is protected under the Privacy Act. 

 

This practice complies with Federal and State privacy regulations including the 

Privacy Act 1998, the Privacy Amendment Act 2000 and Victorian Health Records Act 

2001 as well as the standards set out in the RACGP Handbook for the Management 

of Health Information in Private Medical Practice. 

 

• Our practice has systems in place to protect the privacy, security, quality and 

integrity of the data held electronically.   

 

• The privacy and security of your health information held at DWECH is a legal 

obligation. 

 

Computer security is an important aspect of information security 

 

• Electronic data transmission of patient health information from 

our practice is in a secure format. 

 

• Doctors and staff are trained in computer use and our security policies and 

procedures and updated when changes occur. 
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DWECH PRIVACY POLICY 

 

Collection of Information 

 

DWECH collects and holds personal health information from you so that we may 

properly assess, diagnose, treat and be pro-active in your health care needs. 

 

Only some members of the professional team involved in your care will have access 

to your personal information, your clinical notes are only accessed by the Doctor. 

The nurse may have access to some parts of your notes that are relevant to the care 

which she provides. 

 

This means we may use and disclose, only relevant and necessary, information you 

provide to treating doctors and specialists. However, this need or aspect of your care 

would have been discussed with you. 

 

In some instances, minimal information may be given to pathology and radiology 

services if it pertains to the maintenance of your health. 

 

Disclosure to enable recording on medical registers e.g. the diabetes register or pap 

smear register. Please let us know if you do not want this to happen although it is 

helpful for your ongoing care. 

 

Administrative purposes in running our medical practice, including our insurer or 

medical indemnity provider, and quality assurance and accreditation bodies. 

 

Billing purposes, including providing information to your health insurance fund, the 

Health Insurance Commission (Medicare) and other organisations responsible for the 

financial aspects of your care. 

 

Assisting with training and education of other health professionals e.g.  Practice 

Nurse or medical student. We will always ask for your consent if it is appropriate for 

a third person to be present. 

 

We will ensure to the best of our ability that no conversations are overheard during 

consultation and that there is absolutely no compromising of privacy when 

undergoing any procedures. 

 

Information Quality 

 

Our goal is to ensure that your information is accurate, complete and up- to-date. To 

assist us with this, please contact us if any of the details you have provided change. 

Further, if you believe that the information we have about you is not accurate, 

complete or up-to-date, contact us and we will use all reasonable efforts to correct 

the information. 
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Access 

Access will be provided in accordance with our Access Policy. If you require access to 

your personal information please contact Deborah our Practice Manager. 

 

Storage 

We will take all reasonable steps to protect the security of the personal information 

that we hold. This includes appropriate measures to protect electronic materials and 

materials stored and generated in hard copy. 

Our computers are operated by a number of passwords, which are changed 

periodically for security reasons. 

 Personal health information on computer, is accessed by the Doctor or locum 

Doctor only. 

All computer data is backed up daily and stored securely off site in case of loss, 

damage or theft.  

All medical records are kept until a patient has reached the age of 25 or for a 

minimum of 7 years from the time of the last contact, whichever is the longer. 

If a patient is transferring to another clinic and they wish copies of notes to be sent, 

a release of medical records form has to be signed first. Then copies of the records 

are made or a medical summary is provided and the notes are forwarded on to the 

new clinic by registered mail. 

If the practice closes, patients will be informed to arrange for collection or transfer 

of copies of their records. 
 

Legal reasons why we collect the personal information 

Some information we collect is in order to comply with our legal obligations e.g. 

mandatory reporting or accreditation requirements. 

 

What happens if you choose not to provide the information? 

You are not obliged to give us your personal information. However, if you choose not 

to then we would find it difficult to look after you safely and adequately. 

 

Treatment of Children 

The rights of children to the privacy of their health information, based on the 

professional judgment of the doctor and consistent with law, might restrict access to 

the child’s information by parents or guardians. 

 

Costs and Charges 

DWECH will, where possible, impose the charges in accordance with the Victorian 

Health Records Act and the Health Records Regulations. The current fee will be at 

20c per page copied. If a summary of the health record is required then a fee will be 

charged according to how long it takes to do this. 

 

Complaints 

If you have any complaints about our privacy practices or wish to make a complaint 

about how your personal information is managed please contact Deborah our 

Practice Manager. All complaints will be dealt with fairly and as quickly as possible.  
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A privacy complaint relates to any concern or dispute that you have with our 

privacy practices as it relates to your personal information. This could include 

matters such as how personal information is collected, stored, used, disclosed or 

how access is provided. 

We prefer that your complaint is in writing. 

If you are dissatisfied with the outcome of our handling of your complaint you may 

contact the Victorian Health Service Commissioner or the Federal Privacy 

Commissioner. 

 

 

Access Policy 

The purpose of this policy is to set out how DWECH will provide access to your 

personal information. The policy is part of our Privacy Policy and our desire to 

provide for, maintain and give effect to your right to privacy. 

At all times the conduct under this policy will be governed by the following 

principles: 

All requests for access will be treated seriously; 

All requests will be dealt with promptly; 

All requests will be dealt with in a confidential manner; 
 

Forms of Access 

DWECH will provide access by allowing you to look through and discuss your notes 

with the Dr when you are seeing them for a consultation. A consultation fee will be 

charged according to the time spent. 

Alternatively you may ask for copies of reports or test results for which a fee will be 

charged. See above 

To obtain access you will have to provide proof of your identity. This is necessary to 

ensure that personal information is provided only to the correct individuals and that 

the privacy of others is not undermined. 

 

When will Access be denied? 

Access will be denied if: 

The request does not relate to the personal information of the person making the 

request; 

Providing access would pose a serious and imminent threat to life or health of a 

person; 

Providing access would create an unreasonable impact on the privacy of others; 

The request is frivolous and vexatious. 

The request relates to legal proceedings between DWECH and you. 

Providing access would prejudice negotiations with the individual making the 

request; 

Access would be unlawful; 

Denial of access is authorised or required by law; 

Access would prejudice law enforcement activities; 

 

Where possible DWECH will favour providing access. It may do so by providing access 

to the appropriate parts of, and not the entire record. 
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Time 

We will take all reasonable steps to provide access within 45 days of your request. 

 

 

Patient Consent  

 

We require your consent to enable us to handle personal information about you. 

 

Please read the privacy policy carefully, and sign where indicated below. If you have 

any concerns or queries about this, feel free to ask us for a further explanation. 

 

• I have read this practice’s privacy policy and understand the reasons why my 

information must be collected. 

• I understand that I am not obliged to provide any information requested of 

me, but that my failure to do so might compromise the quality of the health 

care and treatment given to me. 

• I am aware of my right to access the information collected about me, except 

in some circumstances where access might legitimately be withheld. I 

understand I will be given an explanation in these circumstances. 

• I understand that if my information is to be used for any other purpose other 

than set out above, my further consent will be obtained. 

• I consent to the handling of my information by this practice for the purposes 

set out in the privacy policy handed to me today, subject to any limitations 

on access or disclosure that I notify this practice of. 

 

 

 

Signature ____________________________________________ 
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Prior to a patient signing consent to the release of their health information patients 

are made aware they can request a full copy of our privacy policy and collection 

statement.  

 

Patient consent for the transfer of health information to other providers or agencies is 

obtained on the first visit. A copy of our consent form is included below. 

 

Once signed this form is scanned into the patient’s record and its completion noted. 

Note: Consent for transfer of information differs from procedural consent. 

 

 
 

 

 
 


