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Governance and Management of the Service, 
Including Confidentiality of Records  
Knox Early Years Services  

Purpose  
The aim of this procedure is to provide a clear set of guidelines to Educators, Maternal and Child Health Nurses 
(MCHNs), staff and parents in regards to: 

 The confidentiality and storage of records 
 The governance and management of the service 

It also serves to inform other adults at the service such as volunteers, students and other professionals. 

Background 
The Education and Care Services National Regulations  2011 provides that all records and information are stored 
appropriately to ensure confidentiality, are available from the service and are maintained in accordance with legislative 
requirements. 
Knox City Council (KCC) Early Years Services including Maternal and Child Health Services are required by law to comply 
with the Privacy and Data Protection Act 2014 and Health Records Act 2001 when collecting, using, managing or 
disclosing personal and health information about individuals. 
Knox City  Council’s Privacy and Data Protection Policy and Health Records Policy states that all personal and health 
information be collected, held, managed, used, disclosed or transferred in accordance with the Information Privacy 
Principles (IPP’s) and the Health Privacy Principles (HPP’s). 
Knox City Council’s policies Information Management Security and Records Management Policy ensures that: 

 Information will be efficiently and effectively collected and stored. 
 Storage systems and practices preserve the information throughout its retention period for 

effective use, and; 
 Collecting and using information is a privilege that comes with statutory responsibilities. 

Procedure 

Records can be physical records or electronic records stored in a digital format.  Where individual child records are 
stored in a digital format, educators and MCHN are required to save records according to Knox City Council protocol 
and  these records are only accessible by authorised KCC Early Years Services staff and MCHNs. 
Physical records are stored in a secure location at KCC Early Years Services. 
Confidentiality and Storage of Records 
In relation to the confidentiality and storage of records, the Responsible Person will: 

 As part of the enrolment process provide parents with the applicable Information Collection 
Notice - Early Childhood Education and Care or Information Collection Notice – Maternal and 
Child Health Services Appendix 2 

 Provide secure storage for personal information collected by KCC Early Years Services 
(Education and Care Services National Regulations, 177 & 183) and Maternal and Child Health 
Services. 

 Provide all educators, staff members, students, and volunteers with a copy of this procedure. 
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In relation to the confidentiality and storage of records, Responsible Persons and educators in KCC Early 
Years Services will: 

 Follow Education and Care Services National Regulations 181 & 183. Appendix 1 Appendix 3 
 Follow Knox City Council Records Management Policy (this includes the storage, archiving and 

disposal of records). Appendix 5 
 Not disclose information via any means to parties not associated with the education and care 

of the child/ren (Education and Care Services National Regulations, 181). 
 Not post any work related information on social media or social networking sites. 
 Take reasonable precautions to protect information from misuse and loss from unauthorised 

access. 
In relation to the confidentiality and storage of records, parents will: 

 Return enrolment forms and permission forms including the Information Collection Notice 
(Privacy Statement) as required. 

 Provide the service with up to date enrolment and health information as required. 
 Be sensitive and respectful to other service users and not discuss issues of a sensitive nature 

with other parties. 

Disclosure of Information 
On written request and in accordance with relevant legislation (Privacy and Data Protection Act 2014), educators, 
MCHNs, staff and families have the right to access information held about them by Knox City Council. Requests for 
access to, and correction of, documents containing an individual’s health information are generally managed under 
the Freedom of Information Act 1982.   
Information in regards to families and children may be accessed by (Education and Care Services National 
Regulations,181): 

 Educators who require the information for the education and care of the child. 
 Medical personnel who require the information for the medical treatment of the child. 
 The parent of the child that the records relates (except for a staff record), or 

the regulator authority or an authorised officer from Department of Education and Training and 
/ or Municipal Association of Victoria for MCHNs. 

 A person otherwise authorised by law in order to meet the definition of parent. 
 Any person authorised in writing by a parent of a child/children. 

 
Information about an Educator and/or MCHN may be accessed by: 

 ECEs and MCHNs to which the information pertains. 
 A member of staff who has a legitimate reason for access. 
 An authorised officer of the Department of Education and Training and/or Municipal 

Association of Victoria for MCHNs. 
 A person otherwise authorised by law. 
 Any person authorised in writing by the ECE & MCHN. 

Please Note: There are some exceptions set out in the Privacy and Data Protection Act 2014, where access may be 
denied. Please speak with Governance before proceeding with a request. Some examples where information may be 
denied are: 

 Providing access would have an impact on the privacy of others 
 Providing access would pose a threat to the life or health of any person 
 The information was given in confidence; or 
 Providing access may prejudice an investigation or detection of serious or improper conduct 
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Governance and Management of the Service 
In relation to the Governance and Management of the service, the Responsible Person or Approved Provider will: 

 Notify the Regulatory Authority of certain circumstances and information, such as a serious 
incident, parent complaint or a change in management and control. Appendix 4 

 Only collect information required according to regulations and for which there is a legitimate 
purpose  

 Provide a statement of philosophy 
 Give 14 days’ notice to parents of enrolled children before making any changes to a policy or 

procedure that would:  
o Have a significant impact on an enrolled child 
o Affect the family’s ability to utilise the service, or 
o Affect the fees charged or the way fees are collected 

Photos 
In relation to photographs/digital media, the Responsible Person or ECE’s will be required to: 

 Gain permission via the Permission for use of Photographs/Digital Media form from parents if 
photographs/digital media are to be used within the service. 

 Only use photos/digital media for children whose parents provide consent via the Permission 
for use of Photographs/Digital Media form. 

 Follow the Permission for use of Photographs/Digital Media form in KCC Early Years Services. 
In relation to photographs/digital media parents will be required to: 

 Provide or refuse consent for the use of photographs and digital media via the Procedure and 
permission form use of photographs/digital media in KCC Early Years Services. 

 Follow the guidelines in the Procedure and permission form use of photographs/digital media 
in KCC Early Years Services when taking photos/digital media at the service. 

Definitions  
Early Years’ Service: Refers to Long Day Care, Occasional Care, Preschool and Maternal Child Health 

Service unless otherwise specified. 
Educator: These are staff employed to care and educate children enrolled in the Early 

Years’ Service. This may include but is not limited to an Approved Provider, 
Responsible Person, Nominated Supervisor Person In Day-to-Day Charge and 
Educational Leader. 

KCC: Knox City Council 
Maternal and Child Health 
Service: 

Refers to Maternal and Child Health Universal Service, Maternal and Child Health 
Enhanced Service including Early Childhood Workers. 

Parent: The term ‘parent’ includes a child’s legal guardian.  It does not include a parent 
who is prohibited by a court order from having contact with the child. 

Legislation and Standards 
ACECQA  3 Guide to the National Quality Standard 
ACECQA Quality Area 7: Leadership and Service Management 
Standard 7.1: Effective leadership promotes a positive organisational culture and builds a professional learning 
community. 
Standard 7.3 Administrative systems enable the effective management of a quality service. 
Births, Deaths and Marriages Registration Act 1966. Victoria. 



 Procedure  

Governance & Management including Confidentiality of Records 
 
 
 
 
 
 
 
 

 

Governance & Management including Confidentiality of Records  Procedure 
Endorsement Date:  July 2017 Review Date:  July 2020 
D18-166381 - 4 - 

 

Child Wellbeing and Safety Act 2005. Victoria. 
Commonwealth Conolidated Acts – Family Law Act 1975 Sect 61B 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2011: 177, 181 &183 
Freedom of Information Act 1982 
Health Records Act 2001 
Maternal and Child Health Services Guidelines. Department of Education and Early Childhood Development. 
Melbourne. February 2011. 
Privacy and Data Protection Act 2014 

Related Policies and Procedures  
Data Information and Knowledge Management  
Enrolment and Orientation Policy & Procedure 
Knox City Council Records Management Policy 
Use of Photography/Digital Media Procedure and Permission Form 
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Appendix 1: Confidentiality and Storage of Records 
The following information is an excerpt from Guide to National Law and National Regulations: 
Confidentiality and storage of records 
181 Confidentiality of records kept by approved provider. 
The approved provider of an education and care service must ensure that information kept in a record under these 
Regulations is not divulged or communicated, directly or indirectly, to another person other than; 

(a)  To the extent necessary for the education and care or medical treatment of the child to whom 
the information relates; or  

(b)  A parent of the child to whom the information relates, except in the case of information kept 
in a staff record; or  

(c)   The Regulatory Authority or an authorised officer; or  
(d)   As expressly authorised, permitted or required to be given by or under any Act or law; or 
(e)  With the written consent of the person who provided the information. 

183  Storage of records and other documents  (1) The approved provider of an education and care service must ensure 
that records and documents set out in regulation 177 are stored 

(a)  In a safe and secure place; and  
(b)    For the relevant period set out in sub-regulation (2).  
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Appendix 2: Information Collection Notice Early Years Services 
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Information Collection Notice Maternal and Child Health 
The personal and health information asked for is collected by Knox City Council’s Maternal and Child Health (MCH) 
Services.  The information allows them to provide you and your child with services that support your role as a parent 
and to assist the health, development and wellbeing of your child.   
The personal and health information collected about you and your child will be used by Council for the main purpose 
of providing integrated MCH, Specialist Support Services and Early Childhood Care and Education services or for a 
directly related secondary purpose.   
The personal and health information collected may also be shared with and used by relevant government departments 
and organisations, including but not limited to: 

 Department of Education and Training 
 Municipal Association of Victoria 
 Victorian MCH Services (if you move to or from another municipality in Victoria) 
 Medical and Allied Health professionals you agreed to as part of a referral for advice and/or 

care. 
 City of Knox Early Childhood Educators  
 City of Knox Early Years Services 

Council require this information to ensure services have a current and accurate record of your child’s health and their 
needs. 
Information is collected by Knox City Council Maternal and Child Health Services under the Health Record Act 2001 
and the Children and Youth and Families Act 2005.  You can ask to see and correct your or your child’s personal and 
health information by contacting the Privacy Officer of Knox City Council on 9298 8000. 

I have understood this statement and agree my/my child’s information can be used and disclosed in this way   

 ________________________________________ Date _____________ 

 

Information Collection Notice Maternal and Child Health  
(Family Copy)  
The personal and health information asked for is collected by Knox City Council’s Maternal and Child Health (MCH) 
Services.  The information allows them to provide you and your child with services that support your role as a parent 
and to assist the health, development and wellbeing of your child.   
The personal and health information collected about you and your child will be used by Council for the main purpose 
of providing integrated MCH, Specialist Support Services and Early Childhood Care and Education services or for a 
directly related secondary purpose.   
The personal and health information collected may also be shared with and used by relevant government departments 
and organisations, including but not limited to: 

 Department of Education and Training 
 Municipal Association of Victoria 
 Victorian MCH Services (if you move to or from another municipality in Victoria) 
 Medical and Allied Health professionals you agreed to as part of a referral for advice and/or 

care. 
 City of Knox Early Childhood Educators  
 City of Knox Specialist Support Services for children with additional needs and their families 

Council require this information to ensure services have a current and accurate record of your child’s health and their 
needs.  
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Information is collected by Knox City Council Maternal and Child Health Services under the Health Record Act 2001 
and the Children and Youth and Families Act 2005.  You can ask to see and correct your or your child’s personal and 
health information by contacting the Privacy Officer of Knox City Council on 9298 8000. 

Appendix 3: Records & Documents required to be kept at the 
service  
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Appendix 4: Notifications Required by Law 
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Appendix 5: Knox City Council Records Management Policy 
Pages – Records Management Policy 
 
http://erik/Docs/PoliciesProceduresForms/Pages/RecordsManagementPolicy.aspx 
 
  

http://erik/Docs/PoliciesProceduresForms/Pages/RecordsManagementPolicy.aspx
http://erik/Docs/PoliciesProceduresForms/Pages/RecordsManagementPolicy.aspx
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Appendix 6: Birth Notification Process for MCH Service 
June 2017 

In the case of every birth in Victoria, whether the child is born alive or dead, except for the delivery of a non-viable 
foetus a birth notification is forwarded by Maternity Services to the Chief Executive Officer and/or delegate of the 
local government area where the mother resides. (Child Wellbeing and Safety Act 2005 and Birth, Deaths and 
Marriages Registration Act 1966) 
 
Process for MCH PSO 

 Received via email or fax from Maternity Service by Corporate Records. 
 Information management creates a work flow on Knox Explorer. See PSO MCHS Manual Home 

Visiting - Program Support Officer - Instruction Manual - 2017 (D17-16963).DOCX 
Process for MCHC 

 BN emailed from MCH PSO to Inbox of Office 1 at MCHC 
 Document is opened to check details – including if interpreter required or baby in SCN. 
 Email containing BN is stored in folder according to month of birth. 
 Email containing birth notice is then deleted once child has attended centre for 2 week KAS visit 

(first centre visit). 
 If a BN email is still outstanding further investigations to be enacted by MCHN at the centre. 

References: 
1. Maternal and Child Health Services Guidelines. Department of Education and Early Childhood 

Development. Melbourne. February 2011. 
2. Child Wellbeing and Safety Act 2005. Victoria. 
3. Births, Deaths and Marriages Registration Act 1966. Victoria. 
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Appendix 7: MCH Service 


