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DPCD INFORMATION PRIVACY POLICY
1. Introduction

This policy sets out how Department of Planning and Community Department (DPCD) handles personal and health information that we collect.

Some areas of DPCD will have additional privacy policies or procedures that explain in more detail how personal information is handled in relation to specific functions.

DPCD is committed to protecting the privacy of individuals’ personal and health information according to the principles set out in the Victorian Information Privacy Act 2000 and the Health Records Act 2001. 
‘Personal information’ means recorded information or opinion, whether true or not, about an identifiable individual. Personal information can be almost any information linked to an individual, including name, address, sex, age, financial details, marital status, education, criminal record or employment history. 
‘Health information’ is information able to be linked to a living or deceased person about a person’s physical, mental or psychological health.

2. What sort of information does DPCD collect?

The department collects personal and health information from stakeholders, members of the public and staff for statutory and administrative reasons. 

Typical collections include:
• solicited and unsolicited correspondence from the public

• applications, enquiries, submissions, surveys and complaints

• details of employees, volunteers, visitors, committee members and statutory office    holders

• research data

• details about occupational health and safety.

3. Why does DPCD collect information?
DPCD collects personal and health information only when the information is necessary to carry out our functions or where required by law.  

DPCD is responsible for managing Victoria’s growth and development and building stronger communities.

DPCD provides research, policy and planning advice, administers legislation and regulations, invests in infrastructure and services and supports the development of local communities and key population groups.
4. What areas of the department collect personal and health information?

There are 6 groups within the department:

· Planning and Local Government

· Community Development and Regional Delivery
· Sport and Recreation Victoria, Veterans Affairs
· Regional Development Victoria
· Strategic Policy and Executive Services
· Corporate Services
All areas of the department collect personal and some collect health information to carry out their functions.

5. How DPCD collects, holds, uses and discloses information.
DPCD, its agencies and contractors collect and use personal information according to the ten Information Privacy Principles contained in the Victorian Information Privacy Act.  

Generally this means that DPCD, its agencies and contractors will:
1) Collect personal information by lawful and fair means, and only where the information is necessary for the performance of its functions.

(Note that consent may also be required when collecting health information under the Health Records Act).
Take reasonable steps, when collecting information, to notify the person why their information is collected, how it will be used, to whom it may be disclosed, and how they can gain access to it.
2) Use or disclose personal information only: 
· For the purpose for which it was collected;  
· For a related purpose that the person would reasonably expect;  
· With the consent of the person; or

· For uses authorised by the law.
3) Take reasonable steps to ensure that information is accurate, complete and up to date.
4) Take reasonable steps to protect information from misuse, loss, unauthorised access, modification and disclosure.
5) Have documented policies on how information is managed and provide the policies to anyone who asks.
6) Enable individuals access to personal information held about them and enable corrections to be made except in certain circumstances.
7) Restrict the use of a unique identifier (eg.a number used to identify an individual) to circumstances where it is necessary, authorised by law, or there is consent.
8) Give individuals the option of interacting with DPCD anonymously where it is lawful and practicable.
9) Transfer personal information outside Victoria only where the recipient of the information is subject to similar privacy protection rules.
10) Collect sensitive information (information about a person’s race or ethnicity, political views, religious beliefs, sexual preferences, criminal record, and membership of groups such as trade unions) only with the person’s consent or in the restricted circumstances set out in Information Privacy Principle 10.

6. How can individuals access information held by DPCD?

Individuals can request access to their personal or health information by contacting the area of the department that holds the information or by contacting DPCD’s Freedom of Information unit (FOI Unit). See contact details below.
Where appropriate, access will be given informally without having to make a formal request under the Freedom of Information Act 1982.

In some situations informal access will not be appropriate, and an individual will have to make a formal Freedom of Information request. (For example, if a third party’s privacy is involved.) 

7. How does the Department handle complaints about privacy?

DPCD will be efficient and fair when responding to information privacy complaints.  The process for investigation and response to complaints is set out in the DPCD Privacy Complaint Procedure and Form. 
For complaints or queries regarding information privacy, contact the DPCD Privacy Officer.
8. Contact us
To contact the area of DPCD that you are dealing with

Phone Switchboard on (03) 9208 3333 and ask to be put through to the particular area or send a letter with the name of the area followed by one of the corresponding DPCD addresses: 
Department of Planning and Community Development 
1 Spring Street
Melbourne VIC 3000
(GPO Box 2392, Melbourne VIC 3001); or

Level 9, 8 Nicholson Street
East Melbourne VIC 3002
(PO Box 500 East Melbourne, East Melbourne VIC 3002)

To contact the DPCD Privacy Officer
Phone  (03) 9208 3169 or send a letter to “Privacy Officer” at the Spring street address above.
To contact the FOI Unit
Phone (03) 9208 3112, email foi@dpcd.vic.gov.au or send a letter to “FOI Officer” at the Spring street address above.

Special needs

If you are deaf or have a hearing or speech impairment you can call via the National Relay Service:

TTY users phone 1800 555 677 or
Speak and Listen (speech-to-speech relay) users phone 1800 555 727 or 
Internet relay users connect to the NRS (see www.relayservice.com.au for details)
and quote the switchboard number shown above.

E-mail

If you know the name of the person you wish to contact, you can use the following address structure: firstname.lastname@dpcd.vic.gov.au. 
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