Record Management Policy
Introductiona

At Launnie Care Services, we are committed to providing person-centered care that respects
the unique needs, preferences, and values of each participant. Our approach focuses on
empowering individuals to make informed decisions about their care and support, while
promoting dignity, autonomy, and independence. This policy outlines our dedication to
person-centered care and the principles that guide our interactions with participants.

Purpose

The purpose of a Record Management Policy for NDIS providers is to ensure the accurate,
secure, and confidential collection, use, and storage of participant data, while also
demonstrating compliance with NDIS regulations and participant rights. This policy outlines
our procedures for the collection, use, storage, and disposal of participant data in
accordance with the NDIS Act, the Privacy Act 1988, and other relevant legislation.

Scope

This policy applies to all employees, contractors, volunteers, and affiliates of Launnie Care
Services involved in the provision of care and support to participants. It encompasses all
aspects of care delivery, including but not limited to personal care, medical assistance, social
activities, and emotional support.

Definitions

1. Personal Information: Under the NDIS Act, personal information includes any
information that can be used to identify an individual, such as:

o ldentifiers: Names, addresses, dates of birth, phone numbers, email
addresses, NDIS numbers.

o Sensitive Information: Health information, disability information, financial
information, religious or philosophical beliefs, sexual orientation, political
opinions.

o Biometric Information: Photographs, fingerprints, DNA.
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Key Principles

This policy aligns with the NDIS Practice Standards, which emphasise participant rights,

including:

1.

Privacy and Confidentiality: Participants have the right to have their personal
information handled confidentially and securely.

Choice and Control: Participants have the right to make informed choices about how
their personal information is collected, used, and disclosed.

Respect and Dignity: Participants have the right to be treated with respect and
dignity in all interactions, including those relating to the handling of their personal
information.

Safety and Wellbeing: Measures will be implemented to ensure the safety and
wellbeing of participants.

Responsibilities

All Staff and Employees

o

Collect, use, and disclose participant information only as authorised.

Ensure the accuracy, completeness, and up-to-date nature of all participant records.
Maintain confidentiality of all participant information at all times.

Comply with all relevant privacy and data security requirements.

Report any suspected breaches of data security to their supervisor or the relevant
manager.

Management and Supervisors

o Implement and maintain robust data security measures.
o Provide staff with training on privacy and data security obligations.
o Regularly review and update this policy to ensure it remains current and effective.
o Investigate and address any data breaches promptly and effectively.
o  Ensure compliance with all relevant legislation and industry best practices.
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Implementation

1. Data Collection:

o Collect only the minimum amount of personal information necessary for the
provision of support services.

o Obtaininformed consent from participants before collecting any personal
information.

o Ensure that all personal information is collected lawfully and fairly.

e Data Storage:

o

o

Store all participant information securely in accordance with relevant
legislation and industry best practices.

Utilize secure electronic systems and physical storage facilities.

Implement access controls to restrict access to participant information to
authorised personnel only.

Regularly back up all electronic data to ensure data integrity and availability.

e DataUse:

Use participant information only for the purposes for which it was collected.
Ensure that all uses of participant information are lawful and ethical.

Obtain appropriate consent before disclosing any participant information to
third parties.

e DataDisclosure:

Only disclose participant information to authorised individuals or
organisations as required or permitted by law.

Ensure that any third parties who receive participant information have
appropriate security measures in place.

e DataDisposal:

o Dispose of all participant information securely and in accordance with
relevant legislation.
o Implement secure data destruction methods, such as shredding paper
documents and securely deleting electronic files.
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Compliance and Accountability
¢ Compliance with Legislation:

o Ensure compliance with all relevant legislation, including the NDIS Act, the
Privacy Act 1988, and the Health Records Act (if applicable).

o Respond promptly to any requests for access to or correction of personal
information.

o Investigate and address any data breaches promptly and effectively, including
notifying the relevant authorities as required.

¢ Auditing:

o Conductregular audits of data security practices to identify and address any
potential risks.

o Review and update security measures as needed.
e Accountability:

o Beaccountable for the security and confidentiality of all participant
information.

o Address any concerns or complaints regarding the handling of participant
information promptly and fairly.

This policy will be reviewed annually or as required to ensure its continued relevance and
effectiveness.

Conclusion

At Launnie Care Services, person-centered care is at the heart of everything we do. We are
committed to empowering participants, honoring their choices, and promoting their well-
being through individualized care and support. By embracing the principles outlined in this
policy, we uphold our commitment to excellence and ensure that each participant receives
the compassionate and personalized care they deserve.

For any questions or further clarification on this Record Management Policy, please contact
your supervisor or the Quality Assurance Manager.

Acknowledgement

I, , have read, understood, and agree to abide by the Launnie
Care Services Record Management Policy.

Signature:

Date:
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APPENDIX -1

This Appendix details Launnie Care Services measures that will be followed by all staff to be
prepared for Managing Records.

e Storage of Data on Secure Servers

o LCS Laptops/Devices: These are new purchases; password protected and
have an in-built active anti-virus system. They do not need to be backed up as
all documents are stored straight away on a cloud platform that LCS has
subscription for.

o Staff Phones: Staff use their phones to access the LCS website to document
shift notes, incidents, concerns and for HR purposes - time sheet, leave etc.
The LCS website is secure and additionally staff are given access to
information that is needed to help them do their jobs. Not all client
information is shared. Staff only see a client’s diet chart, medications and
behaviour strategies —which are all needed to effectively support a
participant.

Additionally, staff sign a ‘Do Not Disclose + Confidentiality’ clause in their
employment contract when they begin with LCS.

o LongTerm Storage of Client Files: LCS uses the digital platforms Monday.com,
JotForms integrated through the LCS website to store all staff and participant
information.

e Disclosure of Personal Information:

o Required Disclosures: In some circumstances, the disclosure of personal
information is required by law, such as:

= To comply with a court order or subpoena.

= To prevent or lessen a serious and imminent threat to the life or health
of an individual.

= To comply with a law enforcement agency request.

= To comply with a request from the NDIA for audit or compliance
purposes.

» To staff who are directly working with the participant to ensure proper
support.

o Consent: Generally, consent must be obtained from the individual before
their personal information is collected, used, or disclosed.
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e Storage and Access:

o Participant Data: Participant data is stored securely in accordance with this
policy and relevant legislation. Access to participant data is restricted to
authorised personnel on a need-to-know basis.

o Staff Data: Staff data, such as employment records and contact information,
are stored securely and in accordance with relevant privacy legislation.
Access to staff data is restricted to authorised personnel only.

e LCS Use of Social Media:

o LCSuses social media platforms (e.g., Facebook, Instagram, LinkedIn) for
communication and marketing purposes.

o When using social media, LCS takes greatest care to comply with all relevant
privacy and data protection laws.

o LCS team is mindful of the privacy and confidentiality of all individuals
mentioned or depicted in any social media posts.

e Agreement to Take Pictures and Share on Social Media:

o If LCSintends to take photographs or videos of participants for use on social
media, we obtain explicit written consent from the participant or their legal
guardian.

o No personal information about participants is shared on social media without
their explicit consent. At the time of intake, all participants are asked for
Media consent. Those participants who do not give their consent are not
photographed or their participation in events are not shared on social media
platforms.

o Participants will have the right to withdraw their consent at any time.
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APPENDIX - 11

Here is a link and snapshot of LCS Participant Consent Form

Link: Consent Form

Consent Form

Launnie Care Services

By comglting and sigring this form you give the Launnie Care Services pemission (o share
wour information on your belel, The information we will share will depand on the
PermiSSion you give us on this ferm

Part A: Participant details

If you are not the partcipart and you are a participant's representative, plan nominge of legally
appointed decision maker [Fulbikc guardian], please complete this secbon about the parbcipant
¥OU are representing.

Marrse of the Participant

Date of Birth MDIS Humber

Address of Particigant:

Emil Phome Mumber
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Part B: Participant representative, plan nominee, legally appointed
decision maker details:

il you are completing this Torm on behall of & panicipant:

«  Participant Representative
= Parem
»  For wihom you are a legally appoined decision maker (for example, a guardian).

The Launrie Care Sarvioes may sk wou 10 provide confinmation that you are gullsized 1o
represent the participant and 1o verily your identity.

Please indicate your relatianship to the participant
[] Participent

[[] Parem

[] Participent’s regrasentative
[[] Legaly appeinted decisicn maker [Public Guardian]

Marme of the person wha is filling this farm

Firsad Marss Luasl hsarma
Ervil of the parasn Filling this form Phine Mumber oF the pesson flling this
ferm
| | (DO C00-0000

T e T e, G

Prissmmiss vt @ vl joh s numiisan

Slreel Arldrac

Silvesl Adkdrac Lire 3

City Slata | Presins

Potad { Ty Contia
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Part C: Third party details and consent

Consent=

| caesEnt to the Launnie Care sarvices giving mlfanmation aboul me jor the particpant
Qiving pal
| s reprasanting i is identilied im Part A of this Tarm), to the falkewing people

andfon angan isations.

Mame of third party

Fiosd Marms Lusl Mare

Organisation Mamse

Please mark the relevant boxes below to indicate the information you give consent to

obtain and share with this person and/or organisation

My personal information

[ My reame, date of birth, MOIS parteisant aumber and MDIS participant status

[] My axddress, email and phone rumber
[[] Dretaits abaut my Carers

[[] Dretaits abeaut mry Informal suppoes
|:| Duwtails about my Service providers
[[] Ciick phetographs

[ Use photogragis aver soctal mexdia

[ Oothers

| give comsent far Launnie Care Services to make contact withc
[] Energency

D Medical Spacialst

[[] Support Cosrdinator

[ Plan Manager

[[] Germal Practitioner (GP)

[[] Specified Family (If required)

[] others

funy other information - If S0, please specily what this nformation is belaw:
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Part D: Your declaration

By signing this consent form (please markeach box bealow):

| understand | can obtain further inlformation aboul how the Launnie Care Services
Fandles mry personal information from the Privacy Matios of Privacy Policy on the
Launrie Care websile,

| understand | have given the Launme Care Sarvices cansent 1o give information aboul
e Lo e third party or parties | have Bsted at Part C an this Torm so they can Lake the
icdentiled actians on my behall

| understand | can withdraw of change my consent o shane nfanmation and)'on my
permission Tor a third party o act on my behall al any time.

Mame of the person completed this Dae
form
| 01-17-2025 =
| | o
First Marss L] Marme
Signature
Shgn Hare

Foesrss oy Jodorme Sge Claar

If you are nat the participant, pleass mark the relevant bax below to indicate yaur
refationship to the participant

[[] Particigant

[[] Parent

[[] Participant's representative

[[] Legaly appoimed decision maker (2.g. Public Guardian)

[[] Other
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Part E: Your delegate’s declaration

Plegze note: This section is only 10 be completed i you, the participant, is unable tosign
this fermin Part D, Instead, your chosen ‘delegate’ must be aged 18 and over and can sign
imthe presenpoe of 8 wilness.

Witnezs certification [please mark sach box below):

I:I | certafy this document wis sgmned Dy he dalegale in [he presence oflPhe parson
praviding cansent

[] 1 certiy that consent was provided Treely and wluriarily

[] 1 certiy that the person providing consent has decision making capacity in relation 1o
the provision of consent prowicded.

M

Firid Marsa Lasl hsara

Diate

01-17-2025

i3

D

Signature

Sagn Hare

Paemrez oy Jotereige  Clisr

Privacy and your personal information

Personal information use and disclosure

The Lannrie Cane Sarvices will use vour information 10 suppor your imahement in the
MDIS.

The Launrie care services will NOT use any of your personal information for army ollar
purpase, af dischose your pacsanal information 1o any alher organisations o ndividuals
fincluding arry averseas recipients], unless authorised by law or you provide your consent
Faf us 1o & so.

Launnie Care Services follows the NDIAs privacy policy, which outlines the following:

= How your parsaral mfarmstion is used.

= The circumstances under which some personal information may be shared with olhar
organsations.

= How you can aooess e parsanal infarmation we haold abaul you.

= How Lo eorract arry incomest personal information

= T Tull privacy policy can be accessad on the NDIS website (ndis govauiprivacy).

B ™" tian S

The Launnie care servioes stores personal infonmation on Launnie care serdoss. comguier
System. While users of the system, olber than Launnie Care sarviees stall, may
pcasionally view your nams in e course of performing heir dulies, they are nol
permilled 10 recond, use, of disclose his mlormation. Siale or temilony goverrment oficials
iy &0 actes personal information a5 pan of agresments Delween govemments o
sUppart NDIS evalustions,
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