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      RECORD KEEPING AND INFORMATION SHARING POLICY  

 

Purpose 
The Catholic Diocese of Darwin, through parishes, schools and agencies, conducts many 
activities to fulfil its mission and ministry.  In conducting these activities, child protection 
records and personal information records may be collected and shared. These records 
include registers, training records, incidents and complaints. The Catholic Diocese of Darwin 
seeks to manage the sharing and keeping of this information in an open and transparent 
way.  
 

Scope 

This policy applies to all parishes and ministries in the Catholic Church Diocese of Darwin 
who manage personal information and keep records relating to all aspects of safeguarding 
children and young people, including registers, complaints and incidents. Catholic Education 
and CatholicCare may have their specific policy according to their requirements. 

 
Definitions 
‘Child Protection records’ are records that relate to: 

 children and young people in the  parish; 

 the employment or engagement of persons working with children; 

 child protection training and attendance records; 

 ochre card registers; 

 complaints and incidents regarding children and youth registers and reports. 

 

'Personal Information’ means any information or an opinion (whether true or not), in a 
material form or not, about an individual who is identified or reasonably identifiable.  

 
Policy Statement 
The Catholic Diocese of Darwin is bound by the Care and Protection of Children Act (NT) 
2007 regarding the sharing of information that relates to the safety and wellbeing of 
children and young people. The Diocese is also bound by the Australian Privacy Principles 
contained in the Commonwealth Privacy Act. The Diocese recognizes that privacy is 
important and is committed to protecting the personal information collected. This policy 
also sets out the way that the Diocese collects, holds, uses and discloses personal 
information and how an individual can access and seek correction of his/her personal 
information. The Catholic Diocese of Darwin requires that all Child Protection records are 
permanently retained. 
 

Outcomes 
 
Purpose associated with the collection of personal information 
The Diocese, parishes and agencies may, from time to time, collect personal information for 
many purposes, including: 
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 ministering to the children, young people and adults of each parish and to provide 
pastoral care; 

 performing our legislative and administrative functions; 

 provide administrative support to Catholic Diocese of Darwin agencies; 

 performing our management, employment and personnel functions in relation to 
employees, contractors and volunteers; 

 providing information about services offered that may be of interest; 

 complaints handling; 

 administering requests received under the Freedom of Information Act 1982 
(Commonwealth). 

 

Collection of personal information 
From time to time, personal information may be collected in various ways, including: 

 forms filled out and/or documentation, presented to a Catholic parish, school, 
welfare or other agency, either by the individual or their guardian / responsible 
person; 

 face-to-face meetings; 

 interviews; 

 telephone conversations; 

 other methods that may arise from time to time 
 
The Diocese, parishes and agencies will endeavour to collect personal information directly. 
Where this is not possible, consent will be sought prior to collecting personal information 
from a third party. If consent cannot be obtained, due regard will be given to the 
requirements and exemptions of the Act before making such a collection. If personal 
information is collected from a third party without consent then the Diocese will notify of 
such collection and the circumstances of such collection.  
 

In the case of children, personal information will ordinarily be collected from parents or 
guardians, unless specific and/or unusual circumstances require that the collection be made 
directly from the relevant child.  
 

For prospective employees, personal information may be collected by speaking with 
referees. This may include applicants' previous employers who have not been nominated as 
referees. Should this be the case, applicants will be advised prior to such contact being 
made. 
 

Types of information collected 
This information may include but is not limited to: 

 name, address and contact details (e.g. phone and email); 

 sacramental records; 

 consent forms signed by child’s parent or guardian; 

 the activities the child or young person participates in 

 information regarding working with children clearances (WWCC): full name, WWCC 
number and WWCC expiry date and any information regarding the validity of the 
ochre card; 

 records of supervising adults at activities for children and young people; 

 information relating to your application for employment, CVs or resumes, interview 
notes, referee checks; employment agreements, contractor agreements, volunteer 



 
Information Sharing and Record Keeping Policy v.1.1                                                                                                         Page 3 of 4 
Approved:  Nov 2019        Reviewed Oct 2020                        Review date: Nov 2022 
 

 

agreements, and any correspondence relating to work with children and young 
people in the diocese; 

 photographs, video recordings and audio recordings; 

 any health information required by law, e.g. allergies or other medical needs;  

 information relevant to the provision of a particular counselling or other community 
service;  

 any personal information about you that will enable the diocese, parishes or 
agencies to satisfy their duty of care to other individuals with whom you may come 
into contact in the course of your involvement with them;  

 information relating to pastoral care needs;  

 information relating to a child's enrolment at a Catholic school, child care centres or 
outside school care centres;  

 any other information about you that may be relevant to the contact or work that 
you have with children and young people in the diocese, a parish or one of its 
agencies.  

 
Other Records of Information  
The following are further records that are collected and stored in the Diocese: 

 training records; 

 records of incidents not required to report under the Care and Protection of Children 
Act (NT); 

 records of Mandatory Reporting of harm to a child or young person; 

 reports of investigations into complaints regarding children and young people that 
may have taken place; 

 correspondence regarding records and reports 
 
Complaint Record Requirements 

 records are created at the time of the incident, notification or disclosure and 
maintained for all incidents, complaints and reports with accurate information (see 
the Complaints Regarding Children and Youth Policy and Complaints Regarding 
Children and Youth Procedure. There are also 2 relevant forms: Safeguarding Non-
Mandatory Reporting Form and the Mandatory Reporting Harm to a Child or Young 
Person Form).   

 master records are titled and filed logically 

 a register is kept minimising the need for multiple copies of the same record. 
 
 

Storage of Information and records 
The Catholic Diocese of Darwin requires that all Child Protection records are permanently 
retained.    

Reasonable steps will be taken to protect and secure information and records from 
unauthorised access, loss, misuse, disclosure or alteration. These steps include restricted 
access to offices and other areas where personal information is stored, and in computer 
files that can be accessed only by authorised individuals using login names and secret 
passwords.  

Personal information that is not related to Child Protection records will be stored as long as 
it is deemed necessary.  
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Any unsolicited personal information that is received will be assessed to determine whether 
it is necessary to retain any of this information to provide any services that have been 
requested. If unsolicited personal information is not necessary, then it will be destroyed or 
de-identified according to accepted practices. 

Personal information and records relating to the safety and wellbeing of children and young 
people will be shared as required according to the Care and Protection of Children Act and 
will be shared only with authorised information sharers.  

Personal information will not be disclosed to overseas recipients without prior consent. 
Before disclosing personal information to an overseas recipient, all reasonable steps will be 
taken to ensure that the recipient will not breach the Australian Privacy Principles (APPs). 

 
 
 
References and Related Documents 
 

Care and Protection of Children Act (NT) 

Privacy Act 1988 (Commonwealth) 

An Introduction to Copyright in Australia 

Exceptions to Copyright 

Diocese of Darwin Safeguarding Children and Vulnerable Adults Prevention and Protection Policy 

Diocese of Darwin Safeguarding Code of Conduct 

Diocese of Darwin Complaint Regarding Child and Youth Policy 

Diocese of Darwin Safeguarding Commitment Statement 

 

 

https://legislation.nt.gov.au/Legislation/CARE-AND-PROTECTION-OF-CHILDREN-ACT-2007
https://cenet.nt.catholic.edu.au/Leadership/Records/Policies%20Procedures%20and%20Guidelines/Privacy%20Policy%20-%20May%202014.pdf
file:///E:/Tennant/1%20Safeguarding%20Young%20People/Diocese%20documents/To%20be%20approved/Induction%20Package/www.copyright.org.au/ACC_Prod/ACC/Information_Sheets/An_Introduction_to_Copyright_in_Australia.aspx
https://www.copyright.org.au/ACC_Prod/ACC/Information_Sheets/Exceptions_to_Copyright.aspx?WebsiteKey=8a471e74-3f78-4994-9023-316f0ecef4ef

