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https://www2.education.vic.gov.au/pal/photographing-students/policy
https://www2.education.vic.gov.au/pal/photographing-students/policy
https://www.education.vic.gov.au/Documents/school/students/SSSInformationandPrivacyConsentForm.pdf
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Primary purposes of collecting information 
about others 

Schools collect information about staff, volunteers and 

job applicants: 

• to assess applicants’ suitability for employment 

or volunteering 

• to administer employment or volunteer 

placement 

• for insurance purposes, including public 

liability and WorkCover 

• to fulfil various legal obligations, including 

employment and contractual obligations, 

occupational health and safety law and to 

investigate incidents 

• to respond to legal claims against schools/the 

Department. 

WHEN DO WE USE OR DISCLOSE 
INFORMATION? 

Using and/or disclosing information refers to how it is 

utilised for a specific purpose, and how it is shared 

and/or made available to other individuals or 

organisations.  

Schools use or disclose information consistent with 

https://www.vcaa.vic.edu.au/administration/schooladministration/student-numbers/Pages/Index.aspx
https://www.vcaa.vic.edu.au/administration/schooladministration/student-numbers/Pages/Index.aspx
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https://www2.education.vic.gov.au/pal/enrolment/guidance/student-transfers-between-schools
https://www2.education.vic.gov.au/pal/enrolment/guidance/student-transfers-between-schools
https://www2.education.vic.gov.au/pal/complaints/policy
https://www.study.vic.gov.au/Shared%20Documents/en/School_Toolkit/ISP_Complaints_and_Appeals_Process_Guide.docx
https://www.study.vic.gov.au/Shared%20Documents/en/School_Toolkit/ISP_Complaints_and_Appeals_Process_Guide.docx
https://www.vic.gov.au/make-privacy-complaint-department-education-and-training
https://www.education.vic.gov.au/about/working/Pages/foi.aspx
https://www.education.vic.gov.au/about/working/Pages/foi.aspx
https://www.vic.gov.au/information-sharing-schemes-and-the-maram-framework
https://www.vic.gov.au/information-sharing-schemes-and-the-maram-framework
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ACCESS TO STAFF INFORMATION 

School staff may first seek access to their personnel file 

by contacting the principal. Guidance on access to staff 

health information is available at: Access to health 

information – Employees. If direct access is not 

granted, the staff member may request access through 

the Department's Freedom of Information Unit. Refer to 

Freedom of information requests for further information. 

STORING AND SECURING 
INFORMATION 

Victorian government schools take reasonable steps to 

protect information from misuse and loss, and from 

unauthorised access, modification and disclosure. They 

store all paper and electronic records securely, 

consistent with the Department’s records management 

policy and information security standards. All school 

records are formally disposed of, or transferred to the 

State Archives (Public Record Office Victoria), as 

required by the relevant Public Record Office Victoria 

record Retention and Disposal Authorities. Refer to the 

Records Management policy for Schools for further 

information. 

Victorian government schools are provided with tools 

and information to help them assess software and 

contracted service providers for privacy and information 

handling risk. Privacy Impact Assessments (PIAs) help 

schools to assess third party software used in a school 

that handles personal, sensitive or health information. 

Conducting PIAs helps schools to identify privacy and 

security risks, evaluate compliance with Victorian 

privacy laws and document actions required to manage 

any identified risks.  

The European Union’s (EU’s) General Data Protection 

Regulation (GDPR) applies to international students 

from the EU. For queries, contact 

international@education.vic.gov.au 

UPDATING YOUR INFORMATION  

It is important that the information we hold about 

students, families and staff is accurate, complete and 

up to date. Please contact your school’s general office 

when information you have provided to them has 

changed. 

FOI AND PRIVACY 

To make a FOI application contact: 

Freedom of Information Unit 

Department of Education and Training 

2 Treasury Place, East Melbourne VIC 3002 

(03) 7022 0078 

foi@education.vic.gov.au 

For more information about FOI, 

see https://www.education.vic.gov.au/about/working/Pa

ges/foi.aspx. 

If you have a query or complaint about privacy, please 

contact: 

Knowledge, Privacy and Records Branch 

Department of Education and Training 

2 Treasury Place, East Melbourne VIC 3002 

(03) 8688 7967 

privacy@education.vic.gov.au 

 

https://www2.education.vic.gov.au/pal/access-health-information/overview
https://www2.education.vic.gov.au/pal/access-health-information/overview
https://www.education.vic.gov.au/about/working/Pages/foi.aspx
https://www2.education.vic.gov.au/pal/records-management/policy
mailto:international@education.vic.gov.au
mailto:foi@education.vic.gov.au
https://www.education.vic.gov.au/about/working/Pages/foi.aspx
https://www.education.vic.gov.au/about/working/Pages/foi.aspx
mailto:privacy@education.vic.gov.au

