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Macarthur Legal Centre will endeavour to protect and uphold the rights of our clients in the
collection, storage and use of any information about them, their needs and any assistance
we may provide to them.

Macarthur Legal Centre requires staff, volunteers and students on placement to be
constantly careful when using information in relation to who can see or hear them.

Personal information collected by Macarthur Legal Centre will be used to assist with the
provision of services as requested. Personal information will only be collected with the
consent of the client.

What is personal information?

Personal information means information or an opinion about an identified individual, or an
individual who is reasonably identifiable:

The types of personal information we collect may include your name, address, date of
birth, gender and contact information.

Providing your personal information is voluntary but in some cases if you do not provide us
with the personal information requested, we may not be able to provide you with the
services you require.

How we collect your personal information?

Where possible all personal information will be collected directly from the client or their
legal representative and will be collected in private.

We may obtain personal information from third parties. Should we do so, where it is
unclear whether you have consented to the disclosure of your personal information to us,
we will take all reasonable steps to contact you and ensure that you are aware of the
circumstances surrounding the collection and the purpose of collecting the information.

Personal information is collected when you call us to ask for our assistance or when you
attend a meeting with one of our staff to discuss your needs.

Why we collect your personal information?
We collect your personal information for the following purposes:

* to assist with the provision of services;

* to assist in planning future service delivery and monitoring past performance;
* to prevent the risk of conflict of interest;

* to meet the accountability requirements of funding bodies;
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* to assist in endeavours to secure additional or special funding.

We also gather information for statistical purposes to help in monitoring and assessing the
services the centre provides e.g. your ethnic origin. In these cases, this information may be
given to third parties but only after it is depersonalised.

Who has access to your personal information?

Only authorised staff of MLC who need to have access to client information to do their job
will be able to access client personal information.

MLC will not disclose your personal information to a third party without your consent
unless required by law.

How we store your personal information?

We take all reasonable steps to protect all personal information we hold from misuse,
interference and loss, and from unauthorised access, modification or disclosure. Your
personal information will be stored on a password protected electronic database. Only
recognised employees, students and volunteers have the capacity to view data from the
databases.

Hardcopies of advice and casework documents are kept onsite for two years and thereafter
stored offsite for a minimum of seven (7) years with the Centre’s secure storage provider.

Where personal information is stored with a third party, we have arrangements, which
require those third parties to maintain the security of the information. We take reasonable
steps to protect the privacy and security of that information, but we are not liable for any
unauthorised access or use of that information. Your personal information will stay on our
database indefinitely until you advise that you would like it removed, unless we
depersonalise it or destroy it earlier in accordance with privacy law requirements.

Right to Access Your Personal Information

We will, upon request, and subject to applicable privacy laws, provide the client with
access to your personal information that is held by us. However, we request that you
identify, as clearly as possible, the type(s) of information requested.

Where a request has been made to access the file the matter will be brought to the
attention of the solicitor with the conduct of the file and such arrangements will be made
by that solicitor to provide the client with all relevant documentation.

Client records are the property of the organisation, but clients may have supervised access.



