Record Keeping Policy and Procedure
(G4)
Policy Statement
The purpose of the Record Keeping Policy and associated procedures are designed to ensure that Banksia Care collects, stores, and secures the personal information and records it holds regarding individuals. This must be done in a manner that meets the legal requirements of the Australia Privacy Act 1988 (Cth) and its associated 13 Australian Privacy Principles (APPs) and maintains the privacy of all residents.
Scope
This policy applies to staff, management, medical professionals, contractors and volunteers of Banksia Care across all divisions – Supported Independent Living, Residential Aged Care and Residential Disability.
Background
The establishment of trust between residents, staff, carers and families is an essential part of the ethos of our facility to enable help to be sourced within and outside Banksia Care. Everyone needs to know the boundaries of confidentiality in order to feel safe and comfortable in discussing personal issues, needs and concerns.
In addition, demonstrating that a resident has received safe and effective personal and clinical care, as required by Standard 3 of the Aged Care Quality Standards, requires complete and accurate records of the care and services delivered.
Legislative Requirements
· Information Privacy Act 2014
· Australian Privacy Principles (APPs)
· Privacy Act 1988
· Work Health and Safety Act 2011
· Work Health and Safety Regulations 2011
· Aged Care Quality and Safety Commission Act 2018
· Aged Care Quality and Safety Commission Rules 2018 (Rules)
· Aged Care Act 1997
· Disability Discrimination Act 1992
· Age Discrimination Act 1992
· Australian Human Rights Commission Act 1986
Principles that Inform our Policy
All decision-making about our Record Keeping Procedure is carried out in accordance with the principles of our Record Keeping Policy.
Privacy Principles
Personal information, including sensitive information, is only collected from individuals in order that Banksia Care can carry out its business functions.
Banksia Care only collects and stores information directly related to its business and legal purposes.
Banksia Care ensures each individual:
· is made aware of any legal requirement for banksia care to collect the information
· is able to access their personal information upon request
· does not receive unwanted direct marketing
· can ask for personal information that is incorrect to be corrected
· is made aware of any consequences for not providing the information requested.
Confidentiality Principles
· Issues concerning personal information can arise at any time.
· Everyone in the service community understands that no one can offer complete confidentiality.
· Everyone in the service community needs to know the limits of confidentiality that individuals can offer within Banksia Care so they can make informed decisions about the most appropriate person to talk to about any health, sex and relationship or other personal issue they want to discuss.
· Anyone offering complete confidentiality to someone else would be offering to keep the content of his or her conversation secret and discuss it with no one. In reality, there are very few situations where absolute confidentiality can be guaranteed.
· This means that in most cases, limited confidentiality is on offer. Disclosure of the content of a conversation could be discussed with professional colleagues, but the confider would not be identified except in certain circumstances.
· Banksia Care staff will make clear that there are limits to confidentiality at the beginning of the conversation. These limits relate to ensuring a resident’s safety and wellbeing. The resident will be informed when a confidence has to be broken for this reason and will be encouraged to do this for themselves whenever this is possible.
Key Terms
	Term
	Meaning
	Source

	Privacy
	Privacy is a fundamental human right that underpins freedom of association, thought and expression, as well as freedom from discrimination. But it’s hard to define. Different countries offer different views, as do individuals.
Generally speaking, privacy includes the right:
· to be free from interference and intrusion
· to associate freely with whomever you want
· to be able to control who can see or use information about you.
There are different ways to look at privacy, such as:
· physical privacy (for instance, being frisked at airport security or giving a bodily sample for medical reasons)
· surveillance (where your identity can’t be proved, or information isn’t recorded)
· information privacy (how your personal information is handled).
	Office of the Australian Information Commissioner (OAIC)

	Privacy
	Confidentiality refers to a duty of an individual to refrain from sharing confidential information with others, except with the express consent of the other party.
	The legal dictionary

	Disclosure
	The act of making something known or the fact that is made known
	Cambridge Dictionary

	Records
	The state or fact of being recorded:
Something that records: such as something that recalls or relates past events, an official document that records the acts of a public body or office, an authentic official copy of a document deposited with a legally designated officer, the official copy of the papers used in a law case, a body of known or recorded facts about something or someone especially with reference to a particular sphere of activity that often forms a discernible pattern.
	Merriam Webster Dictionary


Links to other Policies and Documents
· Reporting and Recording Behaviour Policy and Procedures
· Duty of Care Policy and Procedures
· Individualised Plans Policy and Procedures
· Consumer Needs Policy and Procedures
· Mandatory Reporting Policy and Procedures
Induction and Ongoing Training
Banksia Care requires that induction and ongoing training of all staff include the Record Keeping Policy to enable staff to fulfil their roles effectively.
Banksia Care promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and in consultation at policy review sessions.
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Monitoring, Evaluation and Review
This policy will be reviewed every three years or on the occurrence of any relevant legislative change. Management of Banksia Care will conduct reviews in consultation with the team at staff meetings. 
Record Keeping Procedure
Management will ensure the following:
· Ensure confidential information at Banksia Care is only transferred from one person to another when it is professionally appropriate and legally acceptable to do so.
· Remind staff regularly about workplace confidentiality and professional expectations, as well as privacy obligations as detailed in the Information Privacy Act.
· Confidential information relating to any current or past resident, family or staff member will be maintained in individual files in the office and can only be accessed by authorised personnel.
· Maintain a register for staff to sign when accessing confidential files.
· Ensure discussions about a resident are not held outside of the service with a third person or agency which has no legal or compelling need to discuss such issues.
· Be mindful of confidential information on desks, notice boards, and computers and ensure it is not visible to other residents or visitors.
· Delegate responsibility for monitoring administrative record keeping practices.
· Ensure information is collected and electronically using the existing database system and in accordance with the Privacy Act.
· Thoroughly investigate any alleged breach of confidentiality or privacy.
Staff will ensure the following:
· Understand the limits of the confidentiality they can offer to both residents and families, in particular students and volunteers.
· Seek advice from the Care Coordinator if a resident discusses a difficult personal matter.
· Be mindful of confidential information on desks, notice boards, and computers and ensure it is not visible to other residents or visitors.
· Use correct forms for recording information related to residents and store it in correct location.
All Banksia Care staff will record:
· All assessments of care recipients
· Individual care plans for every care recipient
· Medical records, progress notes, and any other clinical records
· Any letters from referred healthcare providers
· Agreements between the care recipient, Banksia Care, and other healthcare providers
· Up-to-date details of any representatives of care recipients.
In Relation to Collection of Information
· In general, personal information (including health information) may be collected from a resident and their family; any person or organisation that assesses health status or care requirements, for example, the aged care staff, other facilities; family members or significant persons of a resident, and from a legal advisor of a resident and their family.
· Banksia Care will collect personal information directly from a resident unless:
· we have your consent to collect the information from someone else;
· we are required or authorised by law to collect the information from someone else; or
· it is unreasonable or impractical to do so.
· The types of personal information collected include:
· personal information provided by you, including your name, date of birth, telephone number and next of kin;
· health and financial information, in the event that you enter our care;
· Government identifiers such as Medicare, Pension or Veteran’s Affairs numbers;
· information that we obtain about you in the course of your interaction with our website, including your internet protocol (IP) address, the date and time of your visit to our website, the pages you have accessed, the links on which you have clicked and the type of browser that you were using; and
· aggregated statistical data, which is information relating to your use of our website and our services, such as traffic flow and demographics.
In Relation to Storage and Use of Information
· Banksia Care will store all records containing personal information.
· Banksia Care will only use the personal information held about residents to enable efficient administration of services provided, reporting data to provide information about trends and opportunities, and maintaining accurate and detailed records of business interactions and outcomes.
· Banksia Care may use the personal information provided by an individual to market other internal services to them. An individual may opt-out of being contacted for marketing purposes at any time by contacting our office. Information will not be passed onto any third-party marketing companies without the individual’s prior written consent.
In Relation to Disclosure of Information
· Banksia Care will not disclose an individual’s personal information to another person or organisation unless they are aware that information of that kind is usually passed to that person or organisation.
· Personal information may be used or disclosed by Banksia Care for statistical, regulatory and research purposes.
In Relation to Access to and Correction of Records
· Individuals have the right to access or obtain a copy of the information Banksia Care holds about them, including personal details, next of kin, and any other information.
· Requests to access or obtain a copy of the records held about residents must be made by contacting our office using the Request to Access Records Form. The individual must prove their identity to be able to access their records.
· There is no charge for an individual to access the records that Banksia Care holds about them; however, there may be a charge for any copies made. Arrangements will be made within ten days for the individual to access their records.
In Relation to Accessing Records
· Individuals may request to access their records using the Request to Access Records Form. Written requests should be sent to the Residential Manager.
· Upon receiving a completed form, confirm the request is valid and has been made by the individual to which the records relate – check identification documents.
· Arrangements for the provision of records should be made as suitable – mailing copies, providing a time for records to be viewed, etc.
· Arrangements should be made verbally and confirmed in writing within ten days of receiving the request.
· Keep a note of how the records were accessed on the individual’s file.
In Relation to Amendment of Records
· When an individual request is made for an incorrect record held about them to be corrected, they can do so by filling in an Amendment to Records Request Form.
· If it is a change of contact person or mobile phone, they can use the Change of Details Form.
· Upon receipt of a request form, consider whether the records held are correct or not. If the request is valid and records are incorrect, update records accordingly.
· Do not update records if they are found to be correct already.
· Advise the resident or family member accordingly of the actions taken to follow up on their request.

