Personal Information Digest

Australian Sports Commission  

ADDRESS:
PO Box 176


Leverrier Crescent



BELCONNEN   ACT  2616

BRUCE  ACT  2617

The Australian Sports Commission holds 13 classes of records of personal information, including one class of personnel records.  
In relation to each class of personal information, individuals can obtain information regarding access to the information by contacting the Freedom of Information Officer (Phone:  (02) 6214 1111;  E-mail: FOI_officer@ausport.gov.au).

1. PERSONNEL RECORDS
See Appendix 1 (attached below) for a generic description of Personnel Records.

Personnel Records may also include information relating to any immigration applications lodged by the ASC in sponsorship for employees who have been recruited from overseas countries.  Content of the information for this purpose may include name, address, job title, salary level and passport number of the applicant and each member of their family.  It may also include medical records and/or police reports for applicants, to support their application for temporary or permanent residency in Australia.

Some of the information relating to immigration matters may be disclosed to the Department of Immigration and Citizenship.  
2. STAFF DATABASE

The purpose of these records is to provide an internal staff directory.
The personal information on these records relates to all agency staff and provides agency staff and users of the agency's intranet with the ability to locate agency staff with expertise in particular areas.   

Content may include name, personal and business telephone and fax numbers, credentials, job function and skills.  Agency staff may elect to include information regarding expertise or interests other than related to their job description.  

The personal information is accessible by all agency staff but is not usually disclosed to other persons or organisations.

The records are stored on digital media and are kept and updated on an ongoing basis.
Location: Leverrier Street Bruce ACT 2617.

3. FINANCE RECORDS
The purpose of these records is to maintain a record of monies owed to or paid out by the Australian Sports Commission to individuals, athletes, contractors, vendors or other suppliers. 

The personal information in these records relates to: name, address, telephone and fax numbers, email addresses and ABN’s. 

Sensitive content may include credit card and bank account details.

Content may include: invoices, receipts, claims, payment summaries, purchase orders, credit cards.

The following agency staff have access to this information:  Finance staff.  Staff outside of Finance may have access to purchase orders and credit card information if they have a demonstrated need. 

 This information may be disclosed to: A Debt Collection Agency in relation to outstanding debtors should the ASC engage such services.

The records are kept:  for a minimum of 7 years. 

The records relate to approximately: 23,820 Vendors and 12,718 Debtors.

The information is kept:  on paper files and electronically on a database.

Location: Leverrier Street Bruce ACT 2617.

4. FUNDING RECORDS
The purpose of these records is to maintain a record of funding activities carried out by the Australian Sports Commission and delivered to individuals, athletes or sporting organisations 

The personal information in these records: may include name, address, email, telephone number, date of birth, gender, disability, ethnic background, names of relatives, scholarship or funding assistance and financial or banking details.  

The following agency staff have access to this information: staff in the relevant Australian Sports Commission funding areas and other ASC staff on a strictly need to know basis.  

 

This information may be disclosed to: in specific circumstances to State Institute/Academies of Sport or sporting organisations which have responsibility for a particular athlete or team, or federal government agencies that have responsibility for a particular grant program. 

The records are kept:  for a minimum of 7 years. 

The records relate to approximately: 5,500 individuals per annum and 1700 organisations per annum.

The information is kept:  on paper files and electronically on databases.

Location: Leverrier Street Bruce ACT 2617.

5. ATHLETE RECORDS
The purpose of these records is to maintain a record of athlete performances, education, training, health and activities as well as the services delivered to athletes by the ASC.
The personal information in these records relates to: athletes who receive assistance from the ASC or State/Territory governments and certain athletes from National Sporting Organisations.  The information falls into a number of categories including: 

a. files on AIS Scholarship holders; 

b. the Athlete Database (including athletes receiving sports assistance from Federal, State and Territory governments);

c. National Athlete Career and Education (ACE);

d. Records of performance (including performance in their sport, in strength and conditioning etc); and
e. Medical records.
The content of these records: may include the athlete’s name, address, email, phone number, date of birth, gender, occupation, relationship/marital status, education level, ethnic background, names of relatives, interests, scholarship and funding assistance, training information, performance information, physical details, physiological information, nutritional information, medical test results and information and psychological information.  

Agency staff who have access to these records are: staff in the relevant Australian Institute of Sport Program/Service Area and other ASC staff on a strictly need to know basis.  

Some of this information may be disclosed in specific circumstances to coaches, State Institute/Academies of Sport or sporting organisations which have responsibility for a particular athlete and to the Australian Sports Anti-Doping Authority 

The records are kept: permanently and are updated on an ongoing basis.

The records relate to approximately: 20,000 individuals 

The records are stored on: hard copy and electronic files at ASC State/Territory Offices, National Sporting Organisation offices or at Leverrier Crescent Bruce ACT.
6. ANTI-DOPING RULE VIOLATION INFORMATION

The purpose of these records is to record details of Anti-Doping Rule Violations notified to the ASC by the Australian Sports Anti-Doping Authority (ASADA).  The ASC may be copied in on correspondence from ASADA to athletes/athlete support personnel who are deemed to have committed an anti-doping rule violation, for information only.

Content may include:  name, addresses, date of birth, gender, relevant sport(s), membership of sporting organisation(s), training information, details of athlete support personnel, results of drug tests conducted, scientific data relating to results, and details of medication taken immediately prior to a drug test (if declared).  Sensitive content may include: disabilities and medical information.

The following agency staff have access to this information: the Executive Director (CEO); General Manager - Sport Strategy and Participation; Deputy General Manager - Sport Strategies; Director - Integrity; Senior Project Officer – Anti-Doping and other staff on a strictly confidential and need to know basis.  

Personal information contained in these records is not normally disclosed to other parties by the ASC.

The records are kept: on an on-going basis in confidential electronic and hard copy files. 

Location: Leverrier Street, Bruce ACT 2617.

7. ILLICIT DRUGS IN SPORT INFORMATION

The purpose of these records is to record details of the ASC Illicit Drugs in Sport out-of-competition illicit drugs testing program, including tests conducted, analytical test results, chain of custody forms for each test and any details of any sanctions imposed.

Content may include:  name, addresses, date of birth, gender, sport, training information, results of drug tests conducted, scientific data relating to results, and details of medication taken immediately prior to a drug test (if declared).  Sensitive content may include: disabilities and medical information.

The following agency staff have access to this information: the Executive Director (CEO), General Manager Sport Strategies and Participation, Deputy General Manager Sport Strategies, Director Integrity and Senior Project Officer – Drugs in Sport and other staff on a strictly need to know basis.  

Personal information contained in these records is not normally disclosed to other parties by the ASC.

The records are kept: on an on-going basis on confidential electronic and paper files 

Location: Leverrier Street Bruce ACT 2617.

8. NATIONAL COACHING ACCREDITATION SCHEME (NCAS) AND NATIONAL OFFICIATING ACCREDITATION SCHEME (NOAS) DATABASES

The purpose of these records include: to maintain a national industry database of NCAS/NOAS registered coaches/officials; to provide information and services to registered coaches/officials; to create statistical reports on the number of accredited coaches/officials; to prepare mailing lists for distribution of informational material on programs and activities and accreditation update reminders; to maintain a contact list for NCAS/NOAS course assessors, presenters and reviewers; to maintain contact and academic details for students studying with the ASC in the area of coaching and officiating, to provide a database of accredited coaches or officials for National Sporting Organisations to access and utilise as they see fit.

The personal information in these records relates to: any coaches or officials who have registered with the NCAS or NOAS, students who undertook either a Graduate Diploma of Elite Sports Coaching or Assessor training and Certificate IV in Workplace Training though the ASC’s Sport Education Section when it was a Registered Training Organisation. Candidates who have completed the Beginning Coaching General Principles, Introductory Officiating General Principles or any modules of the Intermediate Coaching Principles, either on-line or through a Coaching Principles agency.

The content of these records: relating to registered coaches and officials may include name, postal address, email address, telephone, date of birth, gender, accreditation status of the registered coach/official in sport(s).  The records relating to students may include name, address, date of birth, sport, academic history and correspondence.  The records relating to course assessors/presenter/reviewers may include name, work position, work organisation, postal address, email address, telephone and facsimile.

Agency staff who have access to these records are: ASC staff that have access to the Servicing Sport Information Framework (SSIF) database; State Coaching and Officiating Centres coordinators identified by the State Department of Sport and Recreation and NSOs and those approved by the NSO to have access to details of their coaches and officials. 

Disclosure: This information is not usually disclosed to other persons or organisations other than the NSO and their state and territory approved officers and the State Department of Sport & Recreation identified officers.

The records are kept: and modified on an ongoing basis by the ASC and NSOs

Currently accredited coaches and officials whose sports utilise the database can gain access to their own information through the web-based program “Sports Accreditation Online”

The records relate to approximately: 120,000 individuals 

The records are stored on: hard copy and electronic files.

Location: Leverrier Street Bruce ACT 2617.

9. ACTIVE AFTER SCHOOL COMMUNITIES RECORDS

The purpose of these records is to record details of participation in the Active After School Communities program and of program community coaches.

The personal information in these records relates to schoolchildren participants and includes information such as name, address, date of birth, parent/guardian’s name.  Sensitive information may include details about whether the participant has any special needs (for example, language translation).  The records relating to program community coaches include personal information such as name, address, contact details, curriculum vitae.  Sensitive information may include relevant details of any criminal convictions.

Agency staff who have access to these records are: the AASC Regional Coordinators (participant details, community coach contact details), AASC Project Officers (Community Coach details), IT staff (all electronic records).  

Disclosure: Information about the participants is disclosed to the program community coaches and an externally contracted research company (where permission has been granted) and contact information about the program community coaches is disclosed to the participating schools, sporting organisations and an externally contracted research company.  These disclosures are made for the purpose of conducting and evaluating the AASC program.

The records relate to approximately: up to 180,000 participants and 50,000 community coaches 

The records are kept:  for a minimum of 7 years. 

The records are stored on: hard copy (participant media release or research consent forms) at the relevant AASC office, and centrally stored electronic files (community coach details).  

Any hard copy records will be kept at the relevant AASC office for the duration of the AASC program and will then be transferred to the ASC’s central Records Management at Leverrier Street Bruce ACT 2617.
10. COMMUNITY SPORT RECORDS

The personal information in these records relates to: individuals who have been granted and/or applied for assistance through one of the ASC’s targeted grass sport programs.  This could include for example, the Elite Indigenous Travel and Accommodation Assistance Program run through the ASC’s Indigenous Sport Program, Sport Leadership Grants for Women, Local Sporting Champions financial assistance program, Talent Identification Programs.

The content of these records: may include the individual’s name, address, email, address, phone number, date of birth, gender, occupation, education level, ethnic background, names of relatives, sport, sporting performance, medical information.

Agency staff who have access to these records are: staff in the relevant ASC Program Area and other ASC staff on a strictly need to know basis.  

Some of this information may be disclosed in specific circumstances to coaches, State Institute/Academies of Sport or National Sporting Organisations.

The records relate to a constantly changing number of individuals and are stored on: hard copy and electronic files.

Location: Leverrier Street Bruce ACT 2617.

11. MAILING LISTS

The purpose of these records is to provide an opt-in mailing service.

The personal information in these records relate to any person needing to receive information, generally on a regular basis, from the ASC, including persons who have subscribed to any of the ASC’s publications.  

Content may include: name, email address contact details, sport or community organisation, and subscription status.

The following agency staff have access to this information: staff working in the ASC’s Corporate Communications section and other staff on a need to know basis. 

Disclosure: this information is not disclosed to other persons or organisations. 

The records are kept: and modified on an ongoing basis.

The information is kept electronically.

Location: Leverrier Street Bruce ACT 2617.

12. CARETAKER’S COTTAGE CHILD CARE CENTRE RECORDS
The ASC runs the Caretaker’s Cottage Child Care Centre as part of its commercial operations.  Personal Information held by the Centre falls into the three classes below.  All information is kept at Leverrier Street Bruce ACT 2617.
a. ENROLMENT AND ATTENDANCE RECORDS

The personal information in these records relates to: individual children enrolled in the Child Care Centre, and children on the waiting list for a place.

Content may include: the child’s name, address, date of birth, gender, health and medical history including details of disability, immunisation details, and ethnic background. It may also include details of parents, guardians, emergency contact people and family doctor - including name, address, phone numbers, email addresses and occupation and details of custody / access arrangements, and court orders in relation to the child.  Individual attendance records, including arrival and departure times, names of persons who drop off and pick up children, and details of absences are also maintained for each child. 

The following agency staff have access to this information: Child Care Centre staff and ASC Human Resources staff on a need to know basis. 

Personal information contained in: Enrolment records is not usually disclosed to other persons or organisations.  Immunisation information is made available to the ACT Department of Health. However, some of the information in Attendance Records may be disclosed to officers from the Commonwealth Department of Families, Housing, Community Services and Indigenous Affairs, the Commonwealth Dept of Education, Employment and Workplace Relations,  and the Children’s Policy and Regulation Unit which is part of the ACT Dept of Disability, Housing and Community Services. 

The records are kept: for a minimum of 3 years. 

The records relate to approximately: 350 individuals.

The information is kept: on a paper file and electronically on a database.

Location: Leverrier Street Bruce ACT 2617.

b. ACCIDENT  AND MEDICATION REPORTS 

The personal information in these records relates to: accident and medication records for individual children enrolled in the Centre.  

Content may include: the child’s name, age or date of birth, details of the accident or injury, names of witnesses, details of first aid or medical assistance, details of medication, medical permissions and administration requirements, records of administration, details of prescribing doctor.
The following agency staff have access to this information: Child care centre staff and ASC Human Resources staff when necessary. 

Personal information contained in these records: may be disclosed to officers from the ACT Childrens’ Policy and Regulation Unit. Asthma and anaphylaxis management plans are displayed in the Centre for safety reasons so may be viewed by persons entering the Centre. 

The records are kept: for a minimum of 24 years.

The records relate to approximately: 500 individuals.

The information is kept: on a paper file. 

c. FINANCIAL RECORDS AND CHILD CARE BENEFIT RECORDS

The personal information in these records relates to: fees charged, payments made, and Child Care Benefit (CCB) documents in relation to children enrolled at the Centre.

Content may include: invoices and receipts, CCB claims, Assessment notices, payment summaries and the like.

The following agency staff have access to this information: Manager (child care) and Manager (Business Finance), Commercial and Facilities Division. Finance staff have access to this information if they can demonstrate a need. 

This information may be disclosed to the Family Assistance Office and the Commonwealth Dept of Education, Employment and Workplace Relations.

The records are kept: for a minimum of 7 years.

The records relate to approximately: 400 individuals.

The information is kept: on a paper file and electronically on a database.

13. SWIM & FITNESS RECORDS

The purpose of these records is to maintain : for customer service and billing reference.
The personal information in these records relates to: commercial operations in the form of public fitness facilities run by the Commission. The personal information is submitted by members of the public using the facilities or taking part in fitness sessions at the Commission.

Content may include: a customer’s name, address, contact details, credit card details, medical health survey information and other related customer service details.  

Access by agency staff to: credit card and health survey information is restricted to the Swim & Fitness Coordinators and the Manager.  Contact details are available to Swim & Fitness reception staff on a password protected electronic database.  All information is kept within the Swim & Fitness reception office, which is either manned or locked.

The records are kept: for a period of seven years.

Personal information contained in these records may be disclosed to:  This information is not usually disclosed to other persons or organisations. 

The records relate to approximately: 2,500 individuals and are stored on: electronically and on some hardcopy files 

Location: Leverrier Street Bruce ACT 2617.

APPENDIX 1 

PERSONNEL RECORDS

Due to the commonality of these classes of records between agencies, they have been grouped in one entry. This necessarily reduces the amount of detail provided. Current and former employees can obtain details of specific agency record handling practices by contacting personnel staff in that agency.

It should not be assumed that all records described are kept in a common storage facility. Separate security arrangements will typically apply, depending on the sensitivity of the information.

The purpose of these records is to maintain employment history and payroll and administrative information relating to all permanent, contract and temporary staff members and employees of an agency.

PERSONNEL AND PAYROLL
The records may include any one or more of the following:

(1) records relating to attendance and overtime;

(2) leave applications and approvals;

(3) medical and dental records;

(4) payroll and pay related records, including banking details;

(5) tax file number declaration forms;

(6) declarations of pecuniary interests;

(7) personal history files;

(8) performance appraisals, etc;

(9) records relating to personal development and training;

(10) trade, skill and aptitude test records;

(11) completed questionnaires and personnel survey forms;

(12) records relating to removals;

(13) travel documentation; 

(14) records relating to personal welfare matters; 

(15) contracts and conditions of employment;

(16) EEO Data; and

(17) next of kin details.

Recruitment 
The records may include any one or more of the following:

(1) recruitment records and dossiers;

(2) records relating to relocation of staff and removals of personal effects; and

(3) records relating to character checks and security clearances.

Other
The records may include any one or more of the following:

(1) records of accidents and injuries;

(2) compensation case files;

(3) rehabilitation case files;

(4) records relating to counselling and discipline matters, including disciplinary, investigation and action files, legal action files, records of criminal convictions, and any other staff and establishment records as appropriate;

(5) complaints and grievances; and

(6) recommendations for honours and awards.

Contents of personnel records may include: name, address, date of birth, occupation, AGS number, gender, qualifications, equal employment opportunity group designation, next of kin, details of pay and allowances, leave details, work reports, security clearance details and employment history.

Personnel records may include information which employees may consider sensitive such as: physical and mental health, disabilities, racial or ethnic origin, disciplinary investigation and action, criminal convictions, adverse performance and security assessments, tax file numbers, relationship details and personal financial information.

Personal information on personnel records relates to current and former staff members and employees including contract and temporary staff.

The following agency staff have access to personnel records: executive and senior personnel management staff, supervisors and members of selection committees (if appropriate), the individual to whom the record relates and, as is appropriate, personnel staff, security officers and case managers.

Personnel records are kept according to the applicable provisions of the General Disposal Authority for staff and establishment records issued by Australian Archives.

Information held in personnel records may be disclosed, as appropriate, to: Comcare, Commonwealth Medical Officers, Attorney-General's Department, Department of Finance, ComSuper and other superannuation administrators, Australian Taxation Office, and the receiving agency following movement or re-engagement of an employee.

Individuals can obtain information regarding access to their personal information by contacting the personnel section of the employing agency.

Records relate to all current and former employees of an agency and are stored on paper, microfiche and electronic media.

Location: the appropriate Central, State, regional office of the employing agency.
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