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This document explains the personal information Karinya House needs to collect from you, why we need to

collect it and how it will be used.

The personal information we collect is necessary for Karinya House to assess your suitability as a prospective
volunteer or employee. Some of this information is also required by / through:
e Children and Young People Act 2008

o Other Australian Laws

The kinds of personal information that we collect and hold about you may include:
e personal details, like name and date of birth;
e address, and contact details;
e employment history, education and qualification details;
e referee names and contact details;
e medical information
e information we are required to collect by law, such as criminal history details, driving record and
working with vulnerable people credentials

e details of your next of kin/ emergency contact details
e banking details (where relevant)

Any information that is made known to Karinya House through our recruitment and background checking

process will remain strictly confidential.

We collect personal information about you in the following ways:

e when you make an application for a role, for example when you send us your resume;

e when you attend an interview;

e when we conduct reference checks; and

e when you fill in relevant background checking paperwork.

e we may collect personal information about you from a third party, in relation to a police or criminal

history check, or a working with vulnerable person check, or a child protection clearance.

You can change or access these personal details at any time. However, if you do not wish to provide certain
information requested by us this may limit our ability to progress your application to be a volunteer/

employee.
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e Your personal and sensitive information will be kept securely to prevent unauthorised access.

e Information kept electronically will be protected by passwords and in some cases multi-factor authentication.

e Information kept in paper format will be kept in a secure locked file cabinet/box at Karinya House and/or at
our secure off-site storage facility.

e Personal and sensitive information will only be made accessible to staff within Karinya House who
reasonably need the information to progress your suitability to be a volunteer or employee of Karinya
House.

The information will be used to:
e assess your application to be a volunteer or employee
e to communicate with you

e to conduct background checking and suitability clearances

Some of your personal information will be provided to Child, Youth and Families for the purpose of you being
cleared as a Suitable Person under the Children and Young People Act 2008 (ACT).

e If you become a volunteer or employee your information will continue to be handled consistent with our
Privacy and Confidentiality Policy.

e Details of specific rights and responsibilities are outlined in that policy, which will be made available to you,
should you progress to the orientation period. You can request a copy of this policy from the Karinya House

staff member who is coordinating your recruitment process.

e You have the right to request to see the personal and sensitive information that Karinya House has on
record for you.

e You have the right to amend anything that is inaccurate, incomplete or out of date. You can ask the Karinya
House Privacy Officer for this information.

Karinya House Privacy Contact Officer
PO Box 7239 Phone: 026259 8998
Kaleen ACT 2617 Email: privacy@karinyahouse.asn.au



