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Red Cross College Employment Services PRIVACY POLICY STATEMENT
This Statement is to be provided to Job Seekers at Commencement. 

The Consent form is to be signed and duplicated with the original on our file and the copy given to the Job Seeker.

Red Cross College Employment Services [RCCES] only collects and distributes information for the purpose of Job Seekers obtaining and maintaining employment.  
[Collection and distribution is in accordance with Information Privacy Principle 10 of the Privacy Act 1988, and in accord with Australian Red Cross Privacy Policy and Procedure [Issued 22 Nov 2011].  Collection and distribution of personal information allows RCCES to deliver appropriate services in line with contractual obligations with Department of Education Employment & Workplace Relations (DEEWR) and in accordance with the Disability Service Standards (DSS). All RCCES employees have agreed to a Confidentiality Agreement that ensures RCCES complies with all relevant statutory requirements.] 

RCCES will collect information from Job Seekers, and with the Job Seekers’ permission we will collect information from other parties. 
[These other parties are listed on the attached Consent Form, RCCES. As stated on the attached Consent Form, Job Seekers are not obligated to provide information, however, we may not be able to provide appropriate support unless we receive the information we request from them].
RCCES is committed to ensuring Job Seekers’ information is kept private and is used only for purposes they agree to. 
[We will not sell, disclose, rent, distribute, license, share or provide their information to a third party, other than those that are required for the purposes of providing appropriate services to them such agencies are listed on the attached Consent form]. 

RCCES will only use and disclose a Job Seekers’ personal information in ways that are specifically authorised by law. 

[Relevant laws include the Privacy Act and Freedom of Information legislation].

RCCES will take all reasonable steps to ensure a Job Seekers’ personal information is maintained up to date and accurate. We would appreciate you contacting us with any changes to your personal circumstances.

RCCES will ensure Job Seekers’ have reasonable access to their personal information. This can be requested at any time. 

[Requests to be directed to the Australian Red Cross Privacy Officer by: email to privacy@redcross.org.au; fax to 03 9348 2513; letter to155 Pelham St, Carlton, Vic. 3053. Please ensure that you provide proof of identity and an appropriate reason for your request. If for legal reasons RCCES is unable to release any of your information you will be clearly advised of the reason.] 

RCCES has a clear procedure for managing complaints. 
[If a Job Seeker considers RCCES unjustified in its privacy measures they may report a complaint, using the RCCES Complaint Form. This will be followed up and actioned appropriately. There is a process for Job Seekers’ to appeal if they consider the outcome of the complaint procedure was unsatisfactory.]

RCCES will store Job Seekers’ personal information in ways to maintain the confidentiality of this, and in ways that meet RCCES’ legal obligations.

RCCES welcomes your input into our privacy measures. If you have any suggestions or if you have any concerns regarding our privacy measures, please advise us.
Red Cross College Employment Services PRIVACY CONSENT FORM
By signing below, please understand that the information you provide to RCCES may be forwarded by RCCES in the process of supporting your dream of employment.
	I grant RCCES permission to provide the following information:


	Select one

	
	Yes
	No

	Name
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Address and Phone Number
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Gender
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Date of Birth
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Disclosure of disability, injury or health condition 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Résumé including Referees
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Please complete the section below:


	Select one

	
	Yes
	No

	RCCES Privacy Policy Statement has been provided and explained to me. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	DEEWR Code of Practice has been provided and explained to me.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	DEEWR Service Guarantee has been provided and explained to me.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	RCCES information on the complaints process has been provided and explained to me. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	RCCES Disability Service Standards card has been provided and explained to me.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	By signing below you give permission for Red Cross College Employment Services [RCCES] to release and request reports and information to/from people and groups in support of your dream of employment, including the following: 

	Centrelink [Department of Human Services]; Department of Education Employment & Workplace Relations [DEEWR]; Australian Red Cross staff; employers; referees; medical professionals; training services; parents/guardians/carers; auditors; National Disability Recruitment Coordinator 


Name of Job Seeker: ________________________________  JSID: _________________

Signed: ____________________________________________  Date: _________________




[Job Seeker]
Signature of Parent/Advocate/Carer if required: __________________________________   
Name of RCCES Representative: ___________________________________   
Hard copies of this document are uncontrolled

