
1. Only collect what 
you really need.

2. Use and disclose 
information for the 
purpose you got it.

4. Keep it secure.

5. Be open about 
what we do with 

personal information. 
Tell people about 
our privacy policy.

3. Ensure the 
information 
is accurate.

6. Let the person 
see it and correct it

if it’s wrong.

 7. Only create 
“unique identifiers” 

when allowed.

 8. Let people be 
anonymous

whenever possible. 

9. Take care when 
sending information 

outside Victoria.

10. Sensitive 
information – 

e.g. ethnic background 
or criminal record – 
is protected. Check 

the rules first.

know your

PRIVACY PRINCIPLES
The Privacy and Data Protection Act 2014 has 10 privacy principles 
for handling personal information.
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 Contact Internal Legal Services
with any questions.
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Report privacy incidents to Internal Legal Services (ILS)

Pick up documents quickly from printers and faxes

Delete or shred information you don’t need

Protect client personal information on your way to court

Aim for a “clean desk” policy as much as possible – this means 
putting documents away when not in use 

Check where your communications go. For example:

• Always use cover sheets when faxing

• Take care when cutting and pasting addresses

• Use “window” envelopes to lessen the risk of human error 
 when addressing mail

• Turn off auto-complete to reduce the likelihood of sending 
 emails to the wrong person

If you manage staff, keep information like sick certificates in your 
G drive or a locked drawer

Contact ILS for advice on handling personal information 

Use documents containing personal information as scrap paper

Discuss clients’ cases, or sensitive information about colleagues, in public 

Access client information unless you need it for your job

Collect and record more personal information about people than you need

Be afraid to question how Victoria Legal Aid handles personal information 
- we can always improve

Panic if you make a mistake like accidentally disclosing someone’s 
information - just contact ILS for help

PRIVACY TIPS
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DO

DON’T
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