
 

 

ACT Recovery College Business Rule  

Name: Access to Confidential Information 

What it is  This business rule outlines the processes for access to confidential infor-
mation. 

Risk Rating Medium 

Review Date October 2020  

Who it applies to This business rule applies to all students of the ACT Recovery College. It 
is to be used by all Educators delivering courses for the ACT Recovery 
College. 

 

Background  

The ACT Recovery College is committed to transparency in its operations and to ensuring it 
is open to public scrutiny. It must also balance this with upholding the rights of individuals 
to privacy and of the organisation to confidentiality on sensitive matters. 

ACT Recovery College will prevent unauthorised persons gaining access to an individual’s 
confidential records and permit individuals access to their own records when this is reason-
able and appropriate. 

Accordingly, access to some ACT Recovery College documents and records will be limited to 
specified individuals and not be available to others for viewing.  This policy applies to the in-
ternal records and unpublished materials of ACT Recovery College. 

What to do  

Board and Committees 

The minutes, papers and materials from any Board meeting will be open to members of the 
organisation following the meeting at which they are considered, except where the Board 
passes a motion to make any specific paper or material confidential.  

The minutes, papers and materials from any Sub-Committee meeting will be open to Board 
members and staff, with the exception of information relating to any matter the Sub-Com-
mittee deems confidential. These items will not be available to members of the association. 

ACT Recovery College students 

A file is held for each student and contains: 

• Student contact details  



 

 

• emergency next of kin contact details 

• a copy of the student consent forms  

• student wellbeing and learning plan and any evaluation data submitted .  

A list of students will be available to staff as required. Personal information about students 
(including address and contact details) is confidential and may only be accessed by Senior 
Staff. 

ACT Recovery College Staff 

A personnel file is held for each staff member and contains: 

• Staff contact details  

• emergency next of kin contact details 

• a copy of the employee’s contract  

• all correspondence relating to job description changes, salary changes, leave entitle-
ments such as long service leave, continuous service leave, unpaid and parental 
leave.  

Access to personnel information is restricted to: 

• the individual staff member accessing their own file 

• the Manager  

• the Admin and Student Support Officer 

Course Material 

The Intellectual property and copy right in all material produced for the ACT Recovery Col-
lege is protected.  Any unauthorized reprint or use of course materials or other documenta-
tion developed for the ACT Recovery College is prohibited. No part of course materials de-
veloped may be reproduced or transmitted in any form or by any means, electronic or me-
chanical, including photocopying, recording, or by any information storage and retrieval sys-
tem without express written permission from the Manager. This excludes routine processes 
required for facilitating a course within the ACT Recovery College. All course material devel-
oped must be original material.  Any sources used must be correctly referenced and 
acknowledged. 

Corporate records 

Corporate records are those that contain confidential or commercially sensitive information 
about the organisation’s business. They include: 

• financial accounts and records 

• taxation records 



 

 

• corporate correspondence with Office of Regulatory Services and other bodies. 

• access or user name information  

• records of staff or other internal meetings 

• project management files 

• contracts between the organisation and other parties  

Access to these records is limited to the Manager and Admin and Student Support Officer.  

Requests for access – general records 

Any request for access to information should be directed to the Admin and Student Support 
Officer who will: 

• make available to staff or Board members information that they are entitled to ac-
cess 

• refer any request from ACT Recovery College members or the public for access to 
the organisation’s records or materials to the Manager. 

In considering a request, the Manager will take into consideration: 

• a general presumption in favour of transparency 

• the relevant provisions of the ACT Recovery College constitution regarding infor-
mation to be made available to ACT Recovery College members 

• the business, legal, and administrative interests of ACT Recovery College including 
commercial confidentiality and privacy obligations. 

Where an external party requests access to information that requires staff to devote time to 
collating, copying or otherwise making material accessible, the Executive Officer may deter-
mine a fee to be charged.   

Appeals 

Individuals who are refused access to their own records or information files may appeal by 
contacting the Executive Committee who will review the decision in the context of this rule. 

 


