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1. Purpose

Te Ahi Kaikdmako Rolleston School is committed to protecting the privacy of students, parents,
caregivers, staff, and members of our community. This Privacy Statement explains how we
collect, use, store, and disclose personal information in accordance with the Privacy Act 2020,
including all Information Privacy Principles (IPPs), and specifically Information Privacy

Principle 3A relating to indirect collection.

2. What Personal Information We Collect

We collect personal information necessary to provide education and support services, including

but not limited to:

e Student information (e.g. name, date of birth, gender, ethnicity, enrolment details,
attendance, academic progress, health and wellbeing information)
Parent and caregiver details (e.g. contact information, relationship to student)
Staff and contractor information (e.g. employment records, qualifications, payroll
information)
Emergency contact details
Information relating to behaviour, pastoral care, and additional learning needs
Digital information (e.g. login details, device usage where applicable)

We only collect information that is necessary for lawful purposes connected with the School’s

functions.




3. How We Collect Personal Information

3.1 Direct Collection (IPP 1-3)

Where possible, we collect personal information directly from individuals, including through:

Enrolment forms

Direct communication (e.g. emails, meetings, phone calls)
School activities and assessments

Online platforms used by the School

At the time of collection, or as soon as practicable, we take reasonable steps to ensure

individuals are aware of:

Why the information is being collected

How it will be used

Who it may be shared with

Their rights to access and correct their information

3.2 Indirect Collection (Information Privacy Principle 3A)

In some cases, we may collect personal information about an individual from third parties rather

than directly from them. This may include:

Previous schools or early childhood education providers
The Ministry of Education

Health professionals or agencies

Social service providers

Other government agencies

When collecting personal information indirectly, we will take reasonable steps to ensure the

individual is aware of:

The fact that information has been collected
The purpose of collection

The intended recipients of the information

The individual’s rights of access and correction

This will be done unless an exception under the Privacy Act 2020 applies (for example, where
notification would prejudice the purpose of collection, or is not reasonably practicable in the

circumstances).




4. Purpose of Collecting Personal Information (IPP 1)

We collect and use personal information to:

Provide education and meet our legal obligations

Ensure student safety and wellbeing

Communicate with parents and caregivers

Administer school operations and programmes

Comply with reporting requirements to the Ministry of Education and other agencies
Manage employment and contractual relationships

5. Storage and Security (IPP 5)

We take reasonable steps to protect personal information from loss, misuse, unauthorised

access, or disclosure. This includes:

Secure physical storage (e.g. locked cabinets)
Password-protected digital systems
Controlled access to information

Staff training on privacy obligations

6. Access and Correction (IPP 6 & 7)

Individuals have the right to:

e Request access to their personal information
e Request correction of their personal information

Requests can be made by contacting the School (see Section 11). We will respond in

accordance with the Privacy Act 2020.

7. Accuracy of Information (IPP 8)

We take reasonable steps to ensure that personal information is accurate, up to date, complete,

relevant, and not misleading before using or disclosing it.




8. Retention of Information (IPP 9)

We retain personal information only for as long as it is required for lawful purposes, including

compliance with public records and education requirements.

9. Use of Personal Information (IPP 10)

We use personal information only for the purpose for which it was collected, unless an exception

under the Privacy Act applies (e.g. authorised by law or with consent).

10. Disclosure of Personal Information (IPP 11)

We may disclose personal information where necessary, including to:

The Ministry of Education

Other schools (e.g. when a student transfers)

Health or social service providers

Law enforcement or regulatory agencies (where required by law)

We do not disclose personal information unless permitted under the Privacy Act 2020.

11. Unique ldentifiers (IPP 12)

Where we assign unique identifiers (e.g. student ID numbers), we ensure they are used only for

lawful purposes and protected from misuse.

12. Privacy Breaches

If a privacy breach occurs that poses a risk of serious harm, we will:

e Notify the affected individuals
e Notify the Office of the Privacy Commissioner where required
e Take steps to contain and address the breach




13. Contact Details

If you have any questions or wish to access or correct your personal information, please

contact:

Privacy Officer

Te Ahi Kaikdmako Rolleston School
11 Tennyson Street

03 3478 355

office@rolleston.school.nz

14. Changes to This Statement

We may update this Privacy Statement from time to time. The latest version will be available on

our website or from the School office.

End of Privacy Statement
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