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Purpose 

Kerry Street Community School recognises that the effective management of data and information is 
essential to supporting student learning, wellbeing, and the safe and efficient operation of the school. 
This policy outlines the school’s approach to the collection, use, storage, sharing, and disposal of 
information to ensure it is managed lawfully, securely, and responsibly. It integrates requirements 
relating to privacy, records management, intellectual property, and the use of surveillance systems. 

Scope  
This policy applies to the following people, both on school grounds and during offsite school events or 
activities:  

A. Board 
B. Principal 
C. Administration Staff 
D. Employees 
E. Students, Parents/Carers and Community Members 

This policy applies to all forms of information, including: 

• Personal and sensitive information 
• Student and staff records 
• Digital and physical records 
• Communication records (including email, messaging, and notes)  
• Audio, visual, and surveillance data 

Responsibilities  
A. Board 

1. Endorse and review the policy.  
2. Ensure appropriate governance and oversight of information management practices.  

 
B. Principal 

1. Oversee compliance with relevant legislation, including privacy and recordkeeping 
requirements.  

2. Ensure systems and processes are in place for the secure management of information.  
3. Approve access to, and disclosure of, information where required.  
4. Oversee responses to data breaches and information security incidents.  
5. Authorise the retention and disposal of records in accordance with relevant 

requirements.  
 

C. Administration Staff 
1. Maintain systems for secure collection, storage, and management of records.  
2. Coordinate requests for access to or correction of information.  
3. Maintain the accuracy, integrity, and currency of records.  
4. Support compliance with recordkeeping and privacy requirements.  
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D. Employees 

1. Manage information in accordance with this policy and related procedures.  
2. Create and maintain accurate and appropriate records of school activities.  
3. Ensure personal and sensitive information is handled securely and confidentially.  
4. Report any concerns relating to privacy, security, or data breaches.  

 
E. Students, Parents/Carers, and Community Members 

1. Provide accurate information to the school where required.  
2. Comply with expectations relating to the use and sharing of information.  
3. Respect the privacy and confidentiality of others within the school community.  

Related Legislation  
A. Privacy Act 1988 (Cth)  
B. Privacy Amendment (Enhancing Privacy Protection) Act 2012 
C. Copyright Act 1968 (Cth) 
D. School Education Act 1999 (WA) 
E. School Education Regulations 2000 (WA) 

 

Related Policies and Procedures 
A. Work Health and Safety Policy and Procedures 
B. Concerns, Complaints and Disputes Policy and Procedures 
C. Human Resource Management Policy and Manual 
D. Child Safety and Wellbeing Policy and Manual 
E. Student, Staff and Volunteers Codes of Conduct 

Definitions  
A. Personal Information: Information or an opinion about an identified individual or an 

individual who is reasonably identifiable.  
B. Sensitive Information: A subset of personal information requiring a higher level of 

protection.  
C. Record: Any information created, received, or maintained by the school in any format.  
D. Data Breach: Unauthorised access to, disclosure of, or loss of personal information.  
E. Contemporaneous Record: a record created at the time an event occurs, or as soon as 

practicable afterwards, that accurately reflects what occurred.  
F. Surveillance (CCTV): the use of video recording systems to monitor and record activity 

within designated areas of the school for security and safety purposes.  

Contact Person 

Enquiries relating to this policy should be directed to the School Principal.  

Version Control and Review 

Version Date Reviewed Reviewed By Changes Made Next Review 

1.0 28/04/2026 Principal and KSCS 
Board 

New policy developed consolidating Privacy, 
Records Management, and Copyright policies S1, 2027 

 


