[image: Logo, company name

Description automatically generated]                                                                                                                              [image: A picture containing text, clipart

Description automatically generated]
                                                                                     YOUR INFORMATION PRIVACY
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WHAT DO YOU KNOW ABOUT YOUR RIGHTS?
 
When you see the words ‘we’ or ‘us’, it 
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Description automatically generated] means Quality Health Care (QHC).



We have written this document in an easy-to-read way. We use pictures to explain some ideas.



This Easy Read document is a summary of other QHC documents. It reflects some of the policies that we have in place and NDIS Practice Standards that we follow.



You can ask for help to read this document. A friend, family member or support person may be able to help you.
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Privacy means that any personal information about you must not be told or shown to anyone.
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Personal Information means anything that is about you.
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Description automatically generated]· Anything that is written about you.
· Anything with your photo in it. 
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· Anything that is aid about you. 


WHAT PERSONAL INFORMATION DO WE KEEP?
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Information that helps us give you the best support
like: 
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Information about your health.  
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Information about your family and relationships. 
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What you do each day.  
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Where you live.  
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Any other information shared with us.  



WHERE DOES QHC KEEP MY PERSONAL INFORMATION?
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Description automatically generated]When you get support from QHC, your personal information is kept in a file.
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The file will be kept in a locked cupboard.  
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The file must stay in the QHC Office. 
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Description automatically generated]Your personal information is also kept in a file on the computer.



[image: A picture containing graphical user interface

Description automatically generated]We use this information to help us understand how to best support you. 




We only keep this information as long as we need it.



We will make sure no one else sees your personal information when we do not need to keep it anymore.
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Description automatically generated]You can ask any question about your information.
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If you are under 18 years old, staff will help you to see your file.
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Description automatically generated]QHC will make sure that our policies about privacy are kept up to date.




QHC will make sure that all staff read and follow privacy policies.



QHC will make sure that all staff sign a form and promise to follow this privacy policy. 
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Description automatically generated with medium confidence]WHEN CAN QHC SHARE MY PERSONAL INFORMATION WITHOUT ASKING ME?If you or someone in the community is in danger. 
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For example, for court.  
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Description automatically generated with medium confidence]If the court asks for information about you, a manager must write down the reason why they gave the information. 
They must write this in your file 
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