
w o o d l e i g h . v i c . e d u . a u

m i n i m b a h  c a m p u s    3 minimbah court, frankston south victoria 3199      e  minimbah@woodleigh.vic.edu.au   t  03 9788 6488   f  03 9787 3931
p e n b a n k  c a m p u s    460 mornington tyabb road, moorooduc victoria 3933   e  penbank@woodleigh.vic.edu.au     t  03 5978 8425    f  03 5978 8416
w o o d l e i g h  c a m p u s   485 golf links road, langwarrin south victoria 3911      e  office@woodleigh.vic.edu.au      t  03 5971 6100    f  03 5971 6196

PRIVACY POLICY

Woodleigh School is bound by and supports the Australian Privacy Principles contained in the 
Privacy Act 1988 (Cth) (Privacy Act), for handling personal information as well as the requirements 
of the Health Privacy Principles under the Health Records Act 2001 (Vic).
Woodleigh recognises and acknowledges that the protection of individuals’ privacy is important and required under the 
relevant legislation.

All Woodleigh staff, contractors and volunteers must comply with this policy in relation to any personal information 
they handle.

WHO WE COLLECT PERSONAL INFORMATION FROM?
Personal information may be collected from any individual the School may have contact, including current and 
prospective students and their parents/guardians, alumni, job applicants, volunteers, contractors, past employees and 
other individuals who come into contact with Woodleigh.

The School may also collect, use and disclose health information in relation to the provision of health services to 
students while in the care of the School.

WHAT KIND OF PERSONAL INFORMATION DO WE COLLECT?
The personal information we collect is largely dependent upon whose information we are collecting and why we are 
collecting it.  The kinds of personal information the School collects and holds include:

• Student information such as date of birth, next of kin, identity documents, photographs, academic results, contact 
details and addresses and attendance records.

• Health information including medical records, immunisation details, individual health plans and dietary 
requirements.

• Employment history, qualifications, police records and references.

HOW DO WE COLLECT YOUR PERSONAL INFORMATION? 
Woodleigh will usually collect personal information directly from the individual, unless it is unreasonable or 
impracticable to do so.  The School may collect personal information from an individual from a variety of sources, 
including:

• a form that is completed and submitted to the School;

• a telephone, email or in-person inquiry or discussion about Woodleigh and the services that the School provides;

• mail correspondence, emails and other electronic means;

• focus groups, online surveys or feedback forms from parents;

• publicly available sources of information;

• reference from another school about an individual student; 

• references from previous employers for prospective staff; and

• a report provided to Woodleigh by a medical professional in relation to health services previously provided or to be 
provided by the School to an individual.
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In some circumstances the School may be provided with personal information about an individual from a third party; 
eg a report provided by a medical professional or a reference from another school.

Woodleigh will usually collect personal information directly from the individual, unless it is unreasonable or 
impracticable to do so. Additionally, we will usually only collect personal information when the School asks for that 
personal information. However, we may from time to time receive unsolicited personal information about an individual. 
Where the School determines that we could not have collected such personal information lawfully, then we will 
promptly destroy or de-identify such information.

HOW WILL THE SCHOOL USE THE PERSONAL INFORMATION?
Woodleigh only uses personal information that is reasonable and necessary for one or more of our functions or activities 
(the primary purpose) or for a related secondary purpose that would be reasonably expected by you, or to which you 
have consented.

The School’s primary purpose in collecting personal information is to enable it to provide schooling for each student. 
Our primary uses of personal information include but are not limited to:

• Providing education, pastoral care, extra-curricular and health services;

• Satisfying our legal obligations including our duty of care and child protection obligations;

• Keeping parents informed as to School community matters through correspondence, newsletters and magazines;

• Marketing, promotional and fundraising activities;

• Supporting the activities of the School associations;

• Supporting the community-based causes and activities, charities and other causes in connection with the School’s 
functions or activities;

• Helping us to improve our day to day operations including training our staff; developing our systems; developing 
new programs and services; undertaking planning, research and statistical analysis;

• Undertaking School administration requirements including for insurance purposes;

• Employing staff; and

• Engaging volunteers

We only collect sensitive information when it is reasonable and necessary for one or more of these functions or activities, 
if we have the consent of the individuals to whom the sensitive information relates, or if the collection is necessary to 
lessen or prevent a serious threat to life, health or safety or there is another permitted general situation (such as locating 
a missing person) or permitted health situation (such as the collection of health information to provide a health service).

If we do not have the relevant consent and there is no permitted health situation or permitted general situation, then we 
may still collect sensitive information provided it relates solely to individuals who have regular contact with the School 
in connection with our activities. These individuals may include students, parents, volunteers, former students and other 
individuals with whom the School has regular contact in relation to our activities. 

We will only use or disclose sensitive information for a secondary purpose if you would reasonably expect us to use or 
disclose the information and the secondary purpose is directly related to the primary purpose.

Woodleigh understands an individual’s right to keep his or her personal information private, and is committed to 
protecting and maintaining the privacy, accuracy and security of personal information.
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WHO MIGHT THE SCHOOL DISCLOSE PERSONAL INFORMATION TO?
The School may disclose personal information, including sensitive information, held about an individual to:

• Another school;

• Victorian Institute of Teaching (VIT);

• Government departments;

• Medical practitioners;

• People providing services to the School, including specialist visiting teachers and sports coaches;

• Recipients of School publications, like newsletters and magazines;

• Parents; and

• Anyone you authorise at School to disclose information to.

We may disclose your personal information only if one or more of the following applies:

• You have consented;

• You would reasonably expect us to use or disclose your personal information in this way;

• We are authorised or required to do so by law;

• Disclosure will lessen or prevent a serious threat to the life, health or safety of an individual or to public safety;

• Where another permitted general situation or permitted health situation exception applies;

• Disclosure is reasonably necessary for a law enforcement related activity.

The School will take all reasonable steps not to send personal information about an individual outside Australia 
without obtaining the consent of the individual (this consent will be implied if we are contacting an overseas parent) or 
otherwise complying with the Australian Privacy Principles or other applicable privacy legislation.

HOW DOES THIS POLICY RELATE TO PERSONAL INFORMATION OF 
STUDENTS?
The Privacy Act does not differentiate between adults and children and does not specify an age after which individuals 
can make their own decisions with respect to their personal information.

At Woodleigh we take a common sense approach to dealing with a student’s personal information and generally will 
refer any requests for personal information to a student’s parents/carers. 

We are aware that there may be occasions where a student may give or withhold consent with respect to the use of 
their personal information independently from their parents/carers. There may also be occasions where parent/carers 
are denied access to information with respect to their children, because to provide such information would have an 
unreasonable impact on the privacy of others, or result in a breach of the School’s duty of care to the student.

HOW WILL THE SCHOOL TREAT SENSITIVE INFORMATION?
Sensitive information means information relating to a person’s racial or ethnic origin, political opinions, religion, trade 
union or other professional or trade association membership, sexual preferences or criminal record, that is also personal 
information; and health information about an individual. Sensitive information will be used and disclosed only for the 
purpose for which it was provided or a directly related secondary purpose, unless you agree otherwise, or the use or 
disclosure of the sensitive information is allowed by law.
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HOW IS PERSONAL INFORMATION STORED AND KEPT SECURE?
The security of your personal information is of importance to us and we take all reasonable steps to protect the personal 
information we hold about you from misuse, loss, unauthorised access, modification or disclosure.  

These steps include having locked storage of paper records and pass worded access rights to computerised records, 
restricting access to information on the School database with different levels of security being allocated to staff based on 
their roles and responsibilities and security profiles, and undertaking due diligence with respect to third party service 
providers who may have access to personal information.

The School may also store personal information in the ‘cloud’ which may mean that it resides on servers which are 
situated outside Australia.

Personal information we hold that is no longer needed is destroyed in a secure manner, deleted or de-identified as 
appropriate.

FAILURE TO PROVIDE INFORMATION
If the information the School requests is not provided the main consequences may be that the School cannot enrol or 
continue to enrol a student, or employ or continue to employ a staff member, volunteer or contractor, or allow a student 
to participate in a school activity or to provided or allow services to be provided to the student.

HOW DO YOU GAIN ACCESS TO YOUR PERSONAL INFORMATION  
WE HOLD?
You may request access to personal information that the School holds about you, or request that we change the personal 
information, by contacting us.

The School will take reasonable steps to ensure that all personal information held is up to date, complete, relevant, not 
misleading and accurate.  A personal may ask for their personal information to be corrected if it is inaccurate.

If we do not agree to provide you with access, or to amend your personal information as requested, you will be notified 
accordingly. Where appropriate we will provide you with the reason/s for our decision. If the rejection relates to a 
request to change your personal information you may make a statement about the requested change and we will attach 
this to your record.

It is also noted that employee records are not covered by the Australian Privacy Principles or the Health Privacy 
Principles where they relate to current or former employment relations between the School and the employee.

ENQUIRIES AND COMPLAINTS
If you wish to complain about an alleged breach of the privacy of your personal information, the complaint should be 
made in writing to the attention of The Principle to the address below.

Woodleigh will acknowledge receipt of your complaint and the School will endeavour to deal with your complaint and 
provide you with a response within a reasonable time following receipt of your complaint (generally 30 days of receipt 
of your complaint). Where a complaint requires a more detailed investigation it may take longer to resolve. If this is the 
case, the School will provide you with progress reports.

The School will verify your identity and seek, where appropriate, information from you in connection with the 
complaint.

Where required by law, the School will acknowledge your complaint in writing and provide information in writing on 
how we will deal with your complaint. Further, if required to do so by law, the School will provide our determination 
on your complaint to you in writing.
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Woodleigh may refuse to investigate and deal with a complaint if the School considers it to be vexatious or frivolous.

If you are dissatisfied with the outcome of your complaint, you may seek an internal review of our decision, which will 
be completed by an officer not previously involved in your complaint. If you remain dissatisfied, you may escalate your 
complaint to the office of the Australian Information Commissioner.

HOW DO YOU CONTACT US?
You can contact us about this Policy or about your personal information by:

Email: principalsoffice@woodleigh.vic.edu.au

Phone: 03 5971 6100

Mail:

The Principal 
Woodleigh School 
485 Golf Links Road  
Langwarrin South 3911
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