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Policy
Coastal Lakes Medical Practice is committed to protecting the privacy and confidentiality of our patients' personal and health information. We recognise that patients must feel comfortable sharing sensitive information with our doctors, nurses, and other members of the healthcare team.
This policy explains how we collect, use, store, disclose, and protect patient information in accordance with Australian privacy legislation and professional standards.
Background
Coastal Lakes Medical Practice complies with:
· Privacy Act 1988 (Cth)
· Privacy Amendment (Enhancing Privacy Protection) Act 2012
· Australian Privacy Principles (APPs)
· RACGP Standards for General Practices
· RACGP Privacy and Managing Health Information in General Practice guidelines
As an accredited general practice, we are committed to ensuring patient information is collected, managed, and stored securely while supporting the delivery of high-quality healthcare.
Procedure
Policy Availability
A copy of this Privacy and Confidentiality Policy is available upon request from reception.
Staff Training
All staff receive training in privacy and confidentiality requirements and are expected to comply with this policy at all times.
1. Staff Responsibilities
Our staff will ensure patients understand:
· What personal and health information is collected.
· Why this information is collected.
· How their information may be used or disclosed.
· When patient consent is required.
· The importance of keeping their personal and contact details up to date.
2. Patient Consent
Where consent is required, patients will be informed about:
· The purpose for collecting or sharing their information.
· Who the information may be shared with.
· How the information will be used.
Information will only be used or disclosed for the purpose for which consent has been obtained, unless otherwise permitted or required by law.
3. Collection and Storage of Information
We may collect personal and health information including:
· Name, address, telephone numbers and email address.
· Date of birth.
· Medicare number.
· Health Care Card, Pension Card or Department of Veterans' Affairs (DVA) details.
· Photo identification where required.
· Medical history.
· Current medications.
· Allergies.
· Family and social history.
· Investigation results and specialist correspondence.
· Other information relevant to providing healthcare.
Patient information is securely stored in both electronic and paper records.
Electronic records are protected through secure login credentials, password protection, encryption, and appropriate access controls. Paper records are stored securely and are accessible only to authorised staff.
4. Electronic Communication and Information Transfer
Coastal Lakes Medical Practice uses secure electronic systems to transfer health information, including:
· Electronic prescribing.
· Secure messaging to specialists and hospitals.
· Pathology and radiology referrals and results.
· My Health Record (where applicable and authorised).
Appropriate encryption and security measures are used to protect patient confidentiality during electronic transmission.
5. Use and Disclosure of Information
Patient information is primarily used to:
· Provide medical care and treatment.
· Communicate with other healthcare providers involved in the patient's care.
· Process Medicare and health insurance claims.
· Meet legal and regulatory obligations.
· Manage the administration of the practice.
We will not disclose personal information to third parties, including overseas recipients, without patient consent unless:
· Required or authorised by law.
· Necessary to prevent a serious threat to life, health or safety.
· Required during a medical emergency.
· Otherwise permitted under the Privacy Act.
Coastal Lakes Medical Practice does not use patient information for direct marketing without the patient's express consent.

7. Access to Personal Information
Patients may request access to or correction of their personal health information.
Requests should be directed to:
Coastal Lakes Medical Practice

Requests will generally be processed within 30 days in accordance with applicable privacy legislation.
8. Privacy Complaints
Coastal Lakes Medical Practice takes privacy complaints seriously.
Patients wishing to lodge a complaint should contact:
Practice Manager
Coastal Lakes Medical Practice
Lake Haven: Chloe Martin
Lake Munmorah: Shakylah Soane

Complaints will be acknowledged promptly and investigated fairly and confidentially.
If a patient is not satisfied with the outcome of their complaint, they may contact:
Office of the Australian Information Commissioner (OAIC)
Phone: 1300 363 992
Website: www.oaic.gov.au
Patients may also contact the relevant state health complaints organisation if appropriate.
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