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	Privacy Incident Report Form

	Frequently asked questions 


Privacy Incident Report Form Access

How do I access the Privacy Incident Report Form?

You can access the Privacy Incident Report Form on http://dhhs.vic.gov.au/publications/privacy-policy
Do I need to enter log on details to access the Privacy Incident Report Form?

No you don’t need to enter log on details to access the Privacy Incident Report Form. The system uses ‘single sign on’, which means it recognises your DHHS login credentials.

Completing the Privacy Incident Report Form

If I am not sure what to enter/ select in a field, what do I do?
Click on What is this? below the field to display the ‘inbuilt help’ for guidance on completing the field. 
The Privacy Incident Report Form User Guide provides guidance on each step when reporting privacy incidents using the Privacy Incident Report Form.
Contact your divisional or the central privacy unit for assistance.

What type of information should I enter into the Case notes field?
The system explains that this should include “Add any additional information relevant to this report”. 
For example: the names of staff within the department who will assist in managing the incident

Can I save a Privacy Incident Report Form before it is finalised?

No, you cannot save the form and come back to it at a later date. You must complete the Privacy Incident Report Form in full, otherwise if you navigate away from the form, you will lose your data and will need to start again.
What happens when I submit a Privacy Incident Report Form?

When you submit a Privacy Incident Report Form, you:

· can download a copy of the Privacy Incident Report Form to save and / or print for your records 
· receive a confirmation email
The form is directed to the privacy officer in your division, who will assign an incident manager to review and manage the incident. Refer to the Guide on managing privacy incidents for how incident managers are nominated.. 

Need assistance?
If I need guidance on how to complete the Privacy Incident Report Form, who do I contact?

You can access the following materials on the Privacy internet page https://www.dhhs.vic.gov.au/publications/privacy-policy.
· Privacy Incident Report – User Guide for Funded Agency Staff Members
· Quick Reference Card: Privacy Incident Report Form

Who should I contact if I need help?

You can get help via:

· accessing the training and support materials on the Privacy internet page including a summary of the Information  Privacy Principles and the Health Privacy Principles.

· talking to your manager

· contacting your nearest privacy officer (in your division or at central office).

Email the Privacy team privacy@dhhs.vic.gov.au or contact your divisional Privacy Officer 

SouthDivision.Complaints@dhhs.vic.gov.au

west.feedback@dhhs.vic.gov.au

East.QualityComplaints@dhhs.vic.gov.au

North.feedback@dhhs.vic.gov.au
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