CANBERRA KNEE CLINIC

Privacy Policy for the Management of Health Information

To protect your privacy we aim to ensure that

1.

We only collect relevant health information with your consent. We do this by
requesting that you complete a patient information form which includes
information about your personal medical history.

Use and/or disclosure of your personal health information is only made to
enable us to provide you with the highest quality of care related to your
medical condition. Transfers or disclosure of information only occurs after Dr
Klar personally initiates, notes and signs transfer/disclosure or authorizes a
delegated staff member to do so. This disclosure will only include necessary
information. We do not disclose your personal health information fo a third
party without your prior consent.

The personal health information that we collect use or disclose is accurate,
complete and up-to-date. We may request confirmation of information from
you, periodically.

Only authorized personnel have access to personal health information

* Allstaff have signed a confidentiality agreement

e Our computers are password protected with a user ID and password

e The network connection is protected by a firewall

e Hard copies and backup copies of personal health information are
not accessible to unauthorized person

e Faxes, printers, documents etc are in an area that is not readily
accessible to unauthorized persons

* Records taken outside the practice eg Laptops and back up media is
securely carried and stored in a secure offsite location

* Digital recordings sent to external transcription services are data
encrypted.

¢ Destruction of files are undertaken by shredding in-house or by an
offsite security shredding company.

We develop a privacy policy that is implemented by our trained staff and that
is available to any individual that wishes to peruse it.

Your health information is accessible to yourself whenever you request it. If you
believe your health information is inaccurate, incomplete or out-of-date,
please discuss with Dr Klar so that steps can be taken to correct the
inaccuracies. Individual medical records will be retained for a minimum of 10
years from the date of last contact, or until you reach the age of 25 years,
whichever is longer.

Your Medicare number and/or Department of Veterans Affairs numbers are
not used as patient identifiers at this practice but only used for the purposes
for which they were provided by the Commonwealth Government.

If you believe there has been a breach of privacy regarding the information we
collect and hold about you, please contact us. Enquiries and complaints should be
addressed to Dr B Klar at 9/70 Kent Street DEAKIN ACT 2600 or please call (02)
62257410.
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