
Policy No.:5.6 
 
 

PERSONAL INFORMATION PROTECTION 
POLICY 

 
 
PURPOSE 

 
This policy demonstrates Council’s commitment to compliance of the Personal 
Information Protection Act, 2004. 
 
DEFINITION 

What is personal information? 
“information or an opinion (including information forming part of a database), whether 
true or not, and whether recorded in a material form or not, about an individual whose 
identity is apparent, or can reasonably be ascertained, from the information or opinion.” 

Latrobe Council holds personal information about its ratepayers in order to carry out its 
functions. Examples include names, addresses and telephone numbers for building and 
planning permits and rates and charges information. It may also request sensitive 
information relating to health and immunisation records. 

 
POLICY STATEMENT 

 
In complying with the Personal Information Protection Act, 2004 (the Act), Latrobe 
Council will: 
 

• Maintain a system for the responsible collection, storage, handling and 
disclosure of personal information. 

• Provide individuals with rights of access to personal information about 
themselves, which is held by Council. 

• Provide individuals with the right to request Council to correct and amend 
information about them held by Council, including information held by 
contracted service providers. 

• Provide an accessible framework for the resolution of complaints regarding 
the handling of personal information. 

 
Principle 1 – Collection 

 
Council will only collect personal information that is necessary for specific and 
legitimate functions and activities.  This information will be collected by fair and 
lawful means and not in an unreasonably intrusive way. 



 
Council will provide details of; 
 why it is collecting personal information; 
 how that information can be accessed; 
 the purpose for which the information is collected; 
 with whom Council shares this information; 
 any relevant laws; and 
 the consequences for the individual if all or part of the information is not 

collected. 
 
Where practicable, Council will collect personal information about an individual only 
from that individual.  If Council collects personal information from a third party, 
Council will take all reasonable steps to ensure that the individual is informed of his 
or her rights relating to the information collected. 
 
 
Principle 2 – Use and disclosure 

 
Council will not use or disclose personal information for any purpose other than the 
primary collection purpose except where permitted in the Act.  Where Council 
outsources or contracts out functions that involve the collection, utilisation and/or 
holding of personal information, contractual measures shall be taken to ensure that 
contractors and subcontractors do not act in a way to breach the Act. 
 
Principle 3 – Data Quality 

 
Council will take reasonable steps to make sure that the personal information it 
collects, uses or discloses, is accurate, complete and up to date.  Council will respond 
to any requests from individuals to correct inaccurate information in a timely manner. 
 
Principle 4 – Data Security 

 
Council will take reasonable steps to protect all personal information it holds from 
misuse, loss, unauthorised access, modification or disclosure.  All personal 
information will be treated as confidential and all sensitive information as highly 
confidential.  Council employees will not disclose any confidential information, use 
any information to their personal advantage or permit unauthorised access to 
information. 
Council will take reasonable steps to lawfully and responsibly destroy or permanently 
de-identify personal information when it is no longer need for any purpose.  However, 
under the Archives Act 1983, some information is required to be kept for specified 
periods or permanently. 
 
Principle 5 – Openness 

 



Council will make publicly available its policy relating to the management of personal 
information.  Copies of a Personal Information Statement will be readily available and 
accessible at the Customer Service Desk at the Council Chambers and on Council’s 
website.  This document will indicate general information on the types of personal 
information Council holds and for what purposes and how it collects, holds, uses and 
discloses that information. 
 
Principle 6 – Access and Correction 

 
Council will provide access to information held by Council about an individual to that 
individual in accordance with the provisions of the Freedom of Information Act 1991.  
Requests for access to such information are to be made in writing and forwarded to 
Council’s Privacy Officer for action.  The Privacy Officer must establish the identity 
of the individual asking for the information.  The written request for access will be 
acknowledged by Council and, as a rule, access will be granted within 14 days from 
the date of receipt of the request.  
 
Where Council holds personal information about an individual and the individual is 
able to establish that information is incorrect, Council will take reasonable steps to 
correct information as soon as practicable but within 14 days of the request.   
 
If, however, Council denies access or correction, Council will provide written 
reasons. 
 
Principle 7 – Unique Identifiers 

 
Council will not assign, adopt, use, disclose or require unique identifiers from 
individuals except for the course of conducting Council business or required by law.  
Council will only use or disclose unique identifiers assigned to individuals by other 
organisations if the individual consents to the use and disclosure or the conditions for 
use and disclosure set out in the Act are satisfied. 
 
Principle 8 – Anonymity 

 
Council will, where it is lawful and practicable, give individuals the option of not 
identifying themselves when entering into transactions with Council. 
 
Principle 9 – Disclosure of Information outside Tasmania 

 
If there is a need to transfer personal information outside Tasmania, Council will only 
do so if that data transfer conforms to the reasons and conditions outlined in the Act. 
 
Principle 10 – Sensitive Information 

 
Council will not collect sensitive information about an individual except for 
circumstances specified under the Act. 
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Protecting Your Privacy 

Personal information 
 
Latrobe Council (“Council”) is committed to the responsible collection and handling 
of personal information, consistent with the Personal Information Protection 
Principles in the Personal Information Protection Act, 2004.  Council’s Personal 
Information Protection Policy is publicly available on request and can be viewed on 
Council’s website. 
 
This statement communicates how Council manages personal information.   
 
Your Personal Information 
 
Council provides a range of services either internally through one of its departments 
or externally through contractors. 
 
Council collects and uses personal information to provide you with the services you 
require. 
 
Personal information held by Council may include your; 
 

• Name, current and previous addresses 
• Telephone/mobile phone number, email address 
• Date of birth, bank account or credit card details 
• Details of any Council services used by you 

 
If you choose not to provide Council with your personal information, Council may be 
unable to meet that particular service request. 
 
 
How Council collects personal information 
 
Council collects personal information in a number of ways, including: 
 

• Directly from you, when you provide information by phone or in documents 
such as an application form 

• From third parties such as Council’s contracted service providers, health 
service providers or your authorised representative or legal advisor. 

• From publicly available sources of information 
• From Council’s own records of how you use your Council services 
• When legally required to do so. 



 
As far as practical, Council will collect personal information about you directly from 
you and will inform you of the purpose for which the information is being collected 
and how you can gain access to this information. 
 
How Council uses your personal information 
 
Your personal information may be used in order to; 

• Provide the services you require 
• Administer and manage those services, including charging, billing and 

collecting debts 
• Research and develop Council services 

 
When is your personal information disclosed? 
 
For the purposes set out above, Council may disclose your personal information to 
organisations outside Council.  Your information may be disclosed to: 
 

• Contracted service providers who deliver some of the services provided to 
you, including; 
 Garbage/recycling collection 
 Debt recovery functions 
 Installation, maintenance and repair services 

• Professional advisers, including Council’s auditors and lawyers. 
• Where appropriate in another act, including the Freedom of Information Act, 

1991 
• In public registers that need to be maintained in accordance with other Acts 
• Government and regulatory authorities and other organisations, as required or 

authorised by law 
 

Help us ensure accurate information is held 
 
Council takes all reasonable precautions to ensure that the personal information 
collected, used and disclosed is accurate, complete and up to date.  The accuracy of 
that information depends to a large extent on the information you provide.  It is 
recommended that you; 
 

• Advise Council if there are any errors in your personal information 
• Keep Council informed of any changes to personal information such as your 

name and address details 
 
How is your personal information protected? 
 
Council takes all reasonable steps to protect your personal information from misuse or 
loss and from unauthorised access, modification or disclosure.  Employees are obliged 
to assist in maintaining security standards and procedures. 
 
How can you access your personal information? 
 



You have a right to access your personal information in accordance with the 
provisions of the Freedom of Information Act 1991.  For security reasons requests for 
access to such information are to be made in writing  
 
Who do you contact? 
 
If you have a query about the way your personal information is being managed, or 
you have a complaint in relation to privacy or confidentiality of your information, 
please contact Council on 64 214650 between 8.00am and 4.40pm, Monday to Friday;  
or 
 
Write to Council’s Privacy Officer at PO Box, 63, Latrobe     7307 
 
If you are not satisfied with the handling or outcome of your request for access to or 
correction of your personal information, you can lodge a complaint with the 
Ombudsman. 
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