
 

 

 
 

Privacy Policy 
 

Purpose 
The purpose of this policy is to demonstrate The Change Room’s commitment to upholding 
an individual’s right to privacy and to provide a clear standard for the collection, storage and 
use of all forms of personal information in our business.   

Scope 
This policy is designed to educate and inform stakeholders and program participants about 
their rights and obligations under privacy legislation and the National Privacy Principles and to 
describe clear procedures governing the use of personal information in a business context. 

The procedure is applicable to all Change Room employees and contractor’s.  

 

Policy 
The key objective of this procedure is to ensure that all information collected, stored and 
used by The Change Room is collected by lawful and fair means; is kept accurate and up to 
date; and is managed in a safe and confidential environment in compliance with National 
Privacy Principles and current privacy legislation. 

 

Procedure 
The Change Room and its stakeholders will conduct business in accordance to the Change 
Room Privacy Statement.  
 
This new statement will be made available to all current employees and stakeholders and 
promoted as part of our organisational culture.  The Senior Management Team will be 
responsible for promoting the principle of responsibility and accountability for individual 
privacy.  Appropriate training will be conducted, as required, in relation to the new privacy laws 
and subsequent rights and obligations.  

 

Audit 
 The Operations Manager will conduct a detailed annual review of this Policy and Procedure. 
 

The Change Room’s Privacy Statement: 
 
1. Our Commitment 
 
The Change Room is committed to upholding the fundamental right to privacy of all 
employees, stakeholders and program participants. The Change Room is dedicated to 
operating in compliance with current privacy legislation and the National Privacy Principles.  

 
2. Collection of Information 
 



 

 

We collect and store information directly related to the safe, efficient and effective 
management of our business and to comply with legislative requirements.   This includes 
participant records and other forms of personal and sensitive information necessary to perform 
regular business functions.  Information is collected by lawful and fair means and is obtained 
directly from the individual where reasonable and practicable.  

  
3. Use and Disclosure of information 

 
Information collected by The Change Room is used solely for business related functions and 
activities.  Reasonable steps are taken to make individuals aware of the type of information 
being collected; the purpose of collecting such information and who else the information 
might be disclosed to.  Consent is gained from the individual where it is necessary to collect 
and use sensitive information.  Consent can either be expressed or implied.  

 
4. Storage and Security of information 

 
The Change Room has in place reasonable safeguards to protect personal information from 
unauthorised access, use, modification or disclosure.  Physical measures, computer and 
network security and personnel security are all used to ensure the protection of information 
kept on site.     
 
Information is only stored for as long as it is relevant to the business.  Relevance is gauged at 
regular audits where all information is reviewed for currency and updated if necessary.  
Unwanted or irrelevant information is destructed, de-identified and disposed of in a secure 
manner.   
 
5. Accuracy and Correction 

 
We have a commitment to keeping information about individuals complete, accurate and up to 
date through annual audits.  All out-of-date information is either updated or disposed of in a 
secure manner.  
 
6. Complaints Process 

 
All privacy related complaints should be directed, in the first instance, to The Change Room 
Operations Manager.  Here your complaints will be noted, discussed and investigated, with all 
necessary corrections being made where possible.  If the individual and The Change Room 
Operations Manager are unable to reach a satisfactory solution through negotiation, the 
individual has the right to request an independent person investigate the complaint and to 
determine whether there has been an interference with their privacy.  The federal Privacy 
Commission has the function of investigating such complaints.  
 
7. Contact Details 

 
Any privacy related queries or concerns should be directed to: 
 
 
 
 



 

 

The Operations Manager 
The Change Room 
300 Barangaroo Ave 
Sydney NSW 2000 
 
Phone: 02 9055 5074 
 
Alternatively information about The Change Room’s privacy policy can be viewed on the 
Internet at: www.thechangeroom.info 

http://www.thechangeroom.info/


 

 

ATTACHMENT ONE 
 
 
 

CONSENT FOR THE USE OF SENSITIVE INFORMATION 
 
 

I ___________________________, have read The Change Room’s Privacy Policy and consent to 

the use of all sensitive information I have provided The Change Room. I understand and 

accept that this information is to be used solely for business related functions and activities.  I 

also understand and accept that where necessary this information may be disclosed to third 

party organisations for relevant business purposes.   

 

Signed: __________________________________ 

 

Dated: ___________________________________ 

 
 
 
 



 

 

ATTACHMENT TWO  
 

Access and Review Procedure 
 
According to current privacy legislation, an individual has the right of access to information held 
about them by an organisation1.  To comply with this legislation we have established the 
following procedure, which is to be followed for any requests for the access or review of personal 
information held by The Change Room.  
 
1. Contact a The Operations Manager at least 24 hours before you wish to view any 

information, to make an appointment. 
2. Provide your name and workers compensation case number for security purposes and 

establish what type of information you would like to review. 
3. Arrange for a mutually acceptable time and location to view the information. 
 
In relation to requests to correct personal information, the individual must make the necessary 
amendments in writing, which will be passed on to the Operations Manager for investigation 
and action.  
 

 
 
 
 
 
 
 
 

 
 
 
 
 
  

 
 



 

 

 The Change Room Outline of Privacy Policy 
 

 
The Change Room believes that the privacy of individuals is a fundamental community right.  
 
To that end, we are committed to:  
 
• Ensuring that information about individuals will be collected by lawful and fair means and with 
the consent of the person concerned.  
 
• Only holding information relevant to our business.  
 
• Keeping information about individuals complete, accurate and up to date.  
 
• Only disclosing or using personal information with the consent of the individual for the 
purposes permitted by law or as are consistent with the National Privacy Principles.  
 
• Being open about how we manage personal information.  
 
• Allowing individuals to find out and correct if necessary the information that is held about 
them.  
 
• Complying with the relevant privacy legislation.  
 
 
To achieve this, we will:  
 
• Have a systematic approach to the recording and storage of personal information.  
 
• Promote the principle of line management responsibility and accountability for individual 
privacy.  
 
• Provide resources and training necessary to meet our commitments.  
 
• Specify beforehand the purpose for which information is to be collected and where 
necessary obtain consent for the use and disclosure of that information.  
 
• Take steps to comply with the National Privacy Principles  
 
• Implement a formal privacy procedure that reflects the requirements of the law and the 
needs of our business.  
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