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Privacy
OBJECTIVE

To ensure that the University of Sydney Union takes all reasonable steps to protect the personal information it holds from misuse and loss, and from unauthorised access, modification or disclosure.  The University of Sydney Union considers that the privacy of our members is of the utmost importance.

The National Privacy Principles published in 2001 requires an organisation to have a security policy for those systems that hold information about individuals.  For the purposes of legislation, ‘personal information’ refers to any information that can be used to identify the individual e.g. name and address details.  At the Union, database information such as held in ACCPAC or Life Members databases are all subject to this legislation.
PROCEDURES
The University of Sydney Union will:
· Only collect personal information for lawful purposes;
· When reasonably possible, only collect personal information from the individual to whom it relates;

· Only collect such information as is reasonably necessary;

· Notify the individual concerned when it collects personal information either at the time of collection or as soon as practicable thereafter;

· Advise the person what the personal information will be used for;

· Advise who will receive the personal information;

· Advice if the collection is voluntary and the consequences for individuals if it is not, or only in part provided;

· Provide contact details regarding who to contact regarding access to and correction of the personal information;

· Take reasonable steps to ensure that personal information holdings are relevant, not excessive, accurate, up to date complete and that the collection does not unreasonably intrude on the personal affairs of individuals;

· Retain personal information for no longer than is necessary and then dispose of it lawfully and securely;

· Protect personal information from loss, unauthorised access, use, modification or disclosure or other misuse;
· Ensure that all reasonable steps are taken to ensure that personal information is not used or disclosed without authorisation by external service providers;

· Not to disclose personal information outside the University of Sydney Union except where:

· the subject of the information has consented to the disclosure, or has been notified of the likelihood of the disclosure; or

· the Union is required by legislation, court order or other legally enforceable instrument and the request is in an appropriate written form; or

· disclosure is reasonable believed to be necessary to prevent or less a serious and imminent threat to the life or health of any person.

· All electronic mail will contain a privacy statement.

e.g. The information contained in this message may be CONFIDENTIAL and is intended for the addressee only.  Any unauthorised use, dissemination of the information or copying of this message is prohibited.  If you are not the addressee, please notify the sender immediately by return email and delete this message.  

· Any member of The University of Sydney Union who wishes to access or view their information, or feels that there has been a breach of this policy, should advise the Privacy Officer in writing.  The Privacy Officer is Sandra Hardy, Human Resources Manager, Holme Building, The University of Sydney 2006.  Email s.hardy@usu.usyd.edu.au or telephone 9563 6223.  
