Privacy Policy – Internal Audit Schedule


Privacy Policy Internal Audit Schedule
January 2004 – December 2004

	Task
	Who is responsibility for doing the task
	Who is responsible for ensuring task is done
	Frequency
	Date last attended/

Next date
	Evidence

	1. Disseminate the Policy to the individuals within the Ministry
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Staff induction sheets

	2. Training of staff
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader
	
	
	Staff training register

	3. Apply the policy to all appointments and enrolments 
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Copy of material in personnel staff files;

Copy of material in student

	4. Use Standard Disclosure Forms where information is collected
	Secretary/Ministry Leader
	Director/Principal/Ministry Leader/CEO
	
	
	Signed Standard Privacy Form

	5. Ensure that the type of information collected is the most appropriate information to collect
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	

	6. Ensure the method of collecting the information is the most appropriate
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Copy of procedure used in each ministry for collecting information

	7. Inform the person from whom the information is being collect about the use, storage, access and disclosure of information being collected
	Secretary/Ministry Leader
	Director/Principal/Ministry Leader/CEO
	
	
	Signed Standard Privacy Form

	8.  Ensure disclosure of information is made according to the Policy
	Secretary
	Director/Principal/Ministry Leader/CEO
	
	
	Records of request and disclosure of information

	9. Obtain consent from the individual before disclosure of information outside its primary purpose
	Secretary
	Director/Principal/Ministry Leader/CEO
	
	
	Consent forms

	10. Provide information to other aspects of Christian Brothers’ ministries and schools
	Secretary


	Director/Principal/Ministry Leader/CEO
	
	
	Records of request and disclosure of information

	11. Manage the security of personal information 
	Secretary
	Director/Principal/Ministry Leader/CEO
	
	
	Filing and computer access systems

	12. Ensure personal information is accurate, complete and up-to-date
	Secretary
	Director/Principal/Ministry Leade/CEO
	
	
	Up-to-date information on files

	13. Handle requests for access to information and undertake the necessary verifications
	Secretary
	Director/Principal/Ministry Leader/CEO
	
	
	Records of request, verifications and disclosure of information

	14. Destroy any information no longer needed
	Secretary
	Director/Principal/Ministry LeaderCEO
	
	
	Up-to-date information held

	15. Handle complaints regarding mis-use of personal information
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Record of Complaint (as in Complaints Policy)

	16. Monitor the implementation of the policy
	Director/Principal/Ministry Leader/CEO
	PPCG
	
	
	Internal Audit Forms completed and evidence available

	17. Review the Policy
	PPCG task force
	PPCG
	
	
	Date on policy
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