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Information, Privacy and Confidentiality Policy
GAPS Audiology Hearing Services
1. Purpose
The purpose of this policy is to ensure that GAPS Audiology Hearing Services (“the Service Provider”) manages information, records, and personal information in a manner that complies with the Hearing Services Program Service Provider Contract, the Freedom of Information Act 1982 (Cth) (FOI Act), and the Privacy Act 1988 (Cth), including the Australian Privacy Principles.
This policy protects the confidentiality, integrity, and lawful use of client information, including health information.

2. Scope
This policy applies to:
· All employees, contractors, subcontractors, students, and volunteers of GAPS Audiology Hearing Services (“Service Provider Personnel”)
· All records, documents, and information created, received, or held in connection with services delivered under the Hearing Services Program

3. Definitions
For the purpose of this policy:
· Confidential Information includes all Records and information relating to the Commonwealth, clients, and the Hearing Services Program that is not publicly available.
· Personal Information and Health Information have the meanings given in the Privacy Act.
· Records include clinical records, administrative records, financial records, correspondence, and electronic data.
· Voucher-holder means a client eligible for services under the Hearing Services Program.

4. Freedom of Information (FOI)
4.1 GAPS Audiology acknowledges that its contract with the Commonwealth is a Commonwealth contract for the purposes of the FOI Act.
4.2 Where the Commonwealth receives a request under the FOI Act for access to a document that:
· is created by, or in the possession of, GAPS Audiology or any subcontractor; and
· relates to the performance of the Hearing Services Program contract,
GAPS Audiology will, at no cost to the Commonwealth, provide the requested document within the timeframe specified by the Commonwealth.
4.3 Service Provider Personnel must promptly notify management if they become aware of an FOI-related request or enquiry.

5. Confidential Information
5.1 GAPS Audiology must not disclose Records or Confidential Information without the prior written approval of the Commonwealth, except as permitted under this policy or required by law.
5.2 Records and Confidential Information may only be disclosed to persons who have a legitimate need to know for the purpose of delivering services under the Hearing Services Program.
5.3 GAPS Audiology will comply with any request from the Commonwealth to provide written undertakings from the Service Provider or Service Provider Personnel regarding non-disclosure of Records and Confidential Information.
5.4 Records and Confidential Information must not be taken or transmitted outside Australia without the Commonwealth’s prior written consent.
5.5 Disclosure of information required by law is not considered a breach of confidentiality obligations.
5.6 Nothing in this policy limits GAPS Audiology’s obligations under the Privacy Act or other contractual privacy obligations.


6. Protection of Personal and Health Information
6.1 GAPS Audiology is a contracted service provider under the Privacy Act for the purposes of delivering services under the Hearing Services Program.
6.2 Personal Information and Health Information obtained during service delivery must:
· only be used or disclosed for the purposes of providing services under the Hearing Services Program; and
· be handled in accordance with the Australian Privacy Principles.
6.3 Upon request, Voucher-holders must be provided with access to their Personal Information and Health Information free of charge.
6.4 GAPS Audiology will comply with all lawful directions, guidelines, determinations, and recommendations of the Australian Information Commissioner, where consistent with contractual obligations.
6.5 All Service Provider Personnel who handle Personal Information or Health Information must be informed of, and trained in, their privacy obligations.

7. Privacy Undertakings
7.1 The Commonwealth may require GAPS Audiology and/or Service Provider Personnel to provide written undertakings relating to the non-disclosure of Personal Information or Health Information.
7.2 GAPS Audiology will promptly arrange for all required undertakings to be completed when requested.

8. Data Breaches and Incident Reporting
8.1 GAPS Audiology must immediately notify the Commonwealth if it becomes aware of:
· an actual breach; or
· a suspected or potential breach
of any privacy or information-handling obligations under the Hearing Services Program contract.
8.2 All privacy incidents must be documented, investigated, and managed in accordance with internal incident management procedures.

9. Responsibilities
· Practice Director / Principal Audiologist
Overall responsibility for compliance with this policy and legislative requirements.
· All Service Provider Personnel
Responsible for safeguarding information, complying with this policy, and reporting breaches or concerns immediately.

10. Review
This policy will be reviewed:
· at least every 2 years; or
· earlier if legislative, contractual, or program requirements change.
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