eye centre

Privacy Policy

Introduction

This policy explains how we collect, store and handle your personal and sensitive information. This
policy follows the Privacy Act 1988 and the Australian Privacy Principles (AAP). All Kingswood and
Hills Eye Centre staff sign a confidentiality agreement on commencement of employment and receive
regular training on privacy, data and confidentiality.

We may collect the following information:
¢ Name, address, telephone numbers, date of birth
e Marital status
e Occupation
e Next of kin, emergency contact and authorised people
e General Practitioner and referring practitioners
e Financial details associated with our services (health fund, Medicare, DVA)
e Medical history
e Current and past records of treatment given at this practice
e Any additional information provided to the practice by the patient or treating professionals
e Relevant religious or cultural considerations
Your information is destroyed after our legal obligations to retain information have expired.
Method of collection:
We collect personal information through:

e You, via clinic forms, verbally or at your appointment

e Via software for live ambient dictation, case notes and letters (more information can be
requested from reception, please note the software does not store recordings)

e Third parties such as referring practitioners, other practitioners involved in your care,
pathology and radiology services, hospitals, health insurers and agencies such as Medicare
and DVA

e Your My Health Record may be accessed with your consent for both collection and upload



We use personal information about patients:
e To provide appropriate clinical treatment and care in our practice,
e To assist with any calls a patient may make to us,
e For our internal administrative requirements,
e To process Medicare & health fund claims,

e To provide information to medical practitioners, hospitals and other health professionals
who provide follow up treatment & ongoing care,

e Forclinical indicator reporting and training in a de-identified form,

e To provide data in both an identified and de-identified form to government agencies in
compliance with numerous legislative requirements.

We may disclose personal information for the following reasons:

e To other health professionals involved in your treatment, including pathology and radiology
providers

e The health insurers and Government agencies, including Medicare and DVA

e To contractors in line with confidentiality safeguards such as IT providers, pharmacy
contractors

e  When required by law (see below)

e To authorised people listed on your new patient form or with your consent

Please note that before disclosing personal information overseas, we will take reasonable steps to
ensure the recipient does not breach the APP’s in relation to that information.

Storage:
We store personal information:

e In paper-based documents in secure storage within the facility,

e In electronic format with restricted access and appropriate security controls.
Access to Medical Records:

You may request access or correction to personal information with a written request addressed to
the Office Manager. You do not have to provide a reason for requesting access.

Health care providers are required to take reasonable steps to ensure that individuals requesting
information are in fact the individuals to whom the information relates or a ‘person responsible, so
proof of identification is required.

Information will be checked prior to release for accuracy and completeness and to ascertain whether
any information should be withheld. The treating medical practitioner is to be informed of any
request prior to the information being released.

Reasons for withholding information include:
e Access would pose a serious threat to the life or health of any individual,

e The information contains information about another person,



e The request is frivolous or vexatious (for example, there has been repeated requests by the
same person),

e The information is relevant to existing or anticipated legal proceedings and the individual
would not be able to access the information in the course of those proceedings,

e The law requires that access be denied,

e Law enforcement or national security authorities have an interest in the information
requested.

Information that is required to be withheld should be removed from the record provided to the
patient and to the patient notified that information has been withheld and the reasons.

Requests will be responded to within three weeks.
All requests received and records of the outcome will be retained in the patient’s medical record.

You also have the right to amend your information or use a de-identified or pseudonym, however
please note that this may restrict us in providing appropriate medical care.

Direct marketing:

We do not routinely use your information for direct marketing however we do use your contact
details for appointment and recall reminders.

Medico-legal requests for information:

Confidential information from medical records are only released to solicitors or other third parties
upon receipt of a current written consent by the patient, or where appropriate, their legal
representative who has the power of attorney. The request should specify the dates of treatment
pertinent to the information being sought and must be the original signed version, not a copy.

All medico-legal requests for information are handled by the General Manager who may, as
appropriate, involve the treating health practitioner in the preparation of reports for solicitors.

All written requests for information (with consents) are filed in the patient’s medical record.
Subpoenas:

The General Manager is responsible for ensuring compliance with subpoena requests. The Directors
and General Manager will be advised of any cases that may involve the practice and/or the treating
health professional.

A copy of the requested sections of the patient’s medical record is provided promptly to the

court. The original record is retained at the practice. Information regarded as sensitive,
correspondence and any notes that are not relevant to the case should be removed from the medical
record before it is copied.

The subpoena and a record of the release of the medical record is added to the patient’s medical
record.



Warrants:

Police may request a copy of records on presentation of a warrant specifying the information being
sought.

Any request for copies of medical files may attract a fee at the discretion of the General Manager.
Amendment of information:

If a patient believes that personal information we hold about them is incorrect, incomplete or
inaccurate, they may request amendment of it in writing. This request will be reviewed outcome will
be documented in the medical record.

Patients will receive notification of the resolution of their request within three weeks of the request
for amendment being received.

Questions and Complaints:

Any questions about this policy, or any complaint regarding treatment of a patient’s privacy by this
centre, should be made in writing by the patient to the General Manager. We will respond within 30
days.

Complaints may be addressed to:

General Manager/ Privacy Officer

367 Glen Osmond Rd

Glen Osmond, SA 5064

Email: admin@kingswoodeyecentre.com.au

If the General Manager is unable to resolve the complaint, the patient can contact the Office of the
Australian Information Commissioner (OAIC) on 1300 363 992 www.0aic.gov.au

We request any complaints be directed to the clinic in the first instance for resolution.
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