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Staff Quick Guide -Privacy
What staff must do
· Only collect information you actually need. 
· Use the correct collection notice. 
· Do not access records unless required for work. 
· Do not send personal information unless you are authorised and the recipient is correct. 
· Double-check attachments and email addresses. 
· Lock screens and protect paper files. 
· Report suspected breaches immediately. 
· Ask the Privacy Officer (Deputy Chief Executive Officer) if unsure. 
Common examples of privacy mistakes
· Emailing the wrong rates notice or creditor file 
· Leaving customer forms on the counter 
· Discussing personal information in public areas 
· Publishing names or addresses without checking authority 
· Giving out details over the phone without proper verification 
· Using an old form without a collection notice after 1 July 2026 
What to do if something goes wrong
1. Stop the issue getting worse. 
2. Tell your manager. 
3. Tell the Privacy Officer immediately. 
4. Tell ICT if it involves email, device, system or cyber risk. 
5. Do not try to hide it. 
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