Queensland Government

Information for department staff - Consent form to share
student personal information with third parties

This information sheet is for Department of Education (department) staff. Remove this information sheet
before giving the attached explanatory letter and consent form to the person providing consent.

The consent form is used for obtaining consent for the department to obtain and/or collect student personal
information from third parties for a particular purpose and/or for the department to disclose student
personal information to a third party for a particular purpose.

‘Third parties’ refers to people not employed by the department and includes medical or allied health
professionals who provide their professional services to the student.

This form is not for activities covered in the State School Consent form or the Online services consent form.
For further information regarding these consent forms please refer to Obtaining and managing student and
individual consent procedure.

This consent form is used when the sharing of a student’s personal information between the department and
a third party is considered necessary to assist either the department or the third party to provide a service to
the student. Consent from a student or their parent is required when the sharing of that information is not
otherwise required or authorised by law. Staff should explicitly and specifically list any information to be
shared. If any information not specifically listed in the consent is requested, then updated consent must be
gained.

Requests from a third-party for department staff to provide information, including for a medical or allied
health assessment using an online assessment tool, must be managed by department officers with requisite
authority, for example, requests to schools would be referred to the principal or another school staff
member approved by the principal for a decision about disclosure of the information requested.

Staff should attach the signed consent form to the student's ‘Record of Contact’ in their OneSchool file.
Special considerations for requests for department staff to complete assessments online

If department staff agree to requests from an allied health professional or medical practitioner to complete
an online assessment (e.g. Conners test), the department will not have control over any information once it is
entered into the online assessment tool. The information entered is automatically processed by the online
assessment tool and/or sent directly back to the third party requestor. The school does not receive the
results of the completed assessment, unless the parent or third-party provides them with a copy.

Some of the student’s information may be processed and stored on servers outside of Australia, which
means the information may not be subject to Australia’s information privacy laws.

The school must provide the attached explanatory letter and consent form and ensuring that, if consent is
given to providing the information, parent/carers and students (where applicable) are aware of these
limitations.

Parent/carer/students should direct any questions about how their personal information is managed by the
online platforms to the third-party provider who has requested the information from the school.

Completing the Form

To ensure consent obtained from parents and students is valid, staff completing this form should be specific
in describing the information to be requested from or disclosed to a third party, and in describing the
purpose for which the information will be used by the department or third party. Being clear and specific will
help to avoid misunderstandings and/or mismanagement of student personal information.
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Queensland Government

Explanatory Letter - Consent Form to share student personal
information with third parties

Dear Parent/Carer/Student name

The attached consent form is used to obtain consent for the Department of Education (department) to obtain
and record student personal information from third parties and/or for the department to disclose student
personal information to a third party. ‘Third party’ refers to people not employed by the department and
includes medical or allied health professionals who provide their professional services to the student. ‘Disclose’
means giving personal information to another person or organisation or giving them access to this
information.

Examples of personal information, which may be used, recorded and disclosed (subject to consent):
o identifying information such as first and last » academic performance, difficulties, or progress;
name, date of birth and/or age, name of school,

) e health/medical/allied health reports and
year level;

assessments; and

*  school records; e any other information relevant to the stated

e observations about the student’s behaviours purpose.

and classroom interactions;
The specific personal information and materials to be covered by the consent have been listed on the consent
form.

Purpose of the consent

This consent form is used to facilitate the sharing of a student's personal information between the department
and a third party, where necessary, to enable the provision of appropriate services to the student.

Specific Requests for schools to complete online assessments

If a student’s treating health or allied health practitioner requests the school to enter information into an online
assessment platform to support their assessment, we need to let you know that once submitted, the personal
student information entered by the school cannot be accessed, amended, or removed by department staff. The
information will be controlled by the online assessment platform and the referring health practitioner. It may
be stored on servers located outside of Australia, and may not be protected under Australian privacy laws. The
school will not have access to the assessment results, however parents may choose to provide these to the
school to assist the school to implement supports and reasonable adjustments.

Do I have to provide consent?

You do not have to provide consent to share your child’s information. If you do not provide consent, information
will not be shared with the third party. While this may limit the supports the third party can provide to your
child, the school will continue to offer support based on the information currently available. If you choose not to
provide consent, we encourage you to discuss alternative ways of supporting your child with your school and
the third party.

How long will this consent be in place?

If relating to completion of an online assessment, this consent form applies to a one-off sharing of information
as outlined in the form itself. If relating to sharing of information with or from a third-party, then the consent
form will apply for a period of no more than 12 months, or until you withdraw consent.

We may ask for a new consent form from you if we later identify other third parties, additional personal
information, or different purposes that need your consent but are not covered by this consent form.
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Can I withdraw or limit consent?

You can withdraw your consent at any time up until the point that the information has been shared. You can
also limit consent; i.e. you may wish to limit:

e the information that you agree to be used, collected, recorded or disclosed;

e the proposed purpose/s for which the information is being collected, recorded or disclosed; or

e who that information will be collected, recorded or disclosed with.

If you limit consent, then an online assessment may not be able to be completed. If you wish to limit or
withdraw consent, please notify the departmental contact (specified below) in writing (by email or letter). If you
provide an address the contact will confirm the receipt of your request.

Who to contact
To return a consent form, express a limited consent or withdraw consent, or if you have any questions
regarding consent, please contactinsert school/departmental contact name, role, number and email address

Kind regards

Insert Signature Block
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Consent form to share student personal information with third
parties

This consent form allows the Department of Education (department), including staff employed by a school or

region to:

e request and be provided with information and/or materials from the third parties listed in the form below;
and/or

e disclose student personal information described in the form below to the third parties or online services
listed in the form; and/or

e use the personal information received from those third parties for the purpose described in the form
below.

Information that is shared will be limited to that listed on this form. Information may be shared in writing or
verbally. Information collected by the department will be recorded and stored securely in accordance with the
department’s information management procedures.

If you wish to access or correct any of the personal information on this form or discuss how it has been dealt
with, please contact the department contact in the first instance.

This form should be completed by a parent/carer for students under 18 years of age. Independent students
may complete on their own behalf and, if under 18 years of age, a witness is required.

This consent is for:

Student’'s name Date of birth

State school name

I consent to the following personal information and/or materials of the student being (tick the
applicable box):
0 Requested from the third party identified below; and/or

[ Disclosed to the third party identified below

Student’s materials (e.g. work samples), and student’s first and last name, date of birth, age, school name, year
level as well as other personal information as outlined below:

If the school has been asked to enter student information into an online assessment tool by the third party, list in the
box above the name of the assessment tool/s to be completed and a description of the types of information that will
be provided (e.g. behavioural, academic, social-emotional).
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Name of third-party individuals and/or organisations who information is being requested from or
provided to:

(Please identify the name of the individual AND their organisation/medical practice/business; the name of the
government agency; or the name or description of health practitioner or provider such as a medical
specialist; psychologist; therapist etc)

Purpose for which the information is to be used once shared:

(for example: to discuss support strategies; to discuss personal care requirements, to assist the third party to
complete a referral or an assessment.

Timeframe for consent (tick the applicable box):

O Consent is provided as a one-off for the purposes of completing the specified online assessment. If the
request for information sharing has not progressed within 3 months of the date of signing, new consent will
be sought.

O Consent applies until but not longer than 12 months or until you decide to limit or withdraw
consent in writing.

Consent and agreement
I am (tick the applicable box):

O parent/carer of the identified student O the student (if a mature/independent student*)
* If this box is checked, Department staff should check the student record for documentation of any decision about mature
minor competency of the consenting student.

By signing below, I confirm that I have read and understood the ‘Explanatory Letter - Consent form to share
personal information with third parties’, and I provide consent to:

the Department of Education, including school and other department staff, requesting, recording, using
and/or disclosing student personal information and materials, as indicated above in this Consent form. I
understand and acknowledge that the personal information and materials will only be accessed by
appropriately authorised department staff and disclosed or shared with third parties to which I have
provided consent, unless otherwise authorised or required by law.

Print name of student:

Print name of parent/carer:

Parent/carer signature: Date:

Student mark or signature (if applicable): Date:
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School/Region Use Only (if applicable)

The relevant section(s) below should be completed by the requesting staff member, or another suitable
member of staff if:

o the studentis over 18 years of age; considered an independent student; or mature minor.

e The Explanatory Letter for the Consent form and Consent form are required to be read to the student or
parent/carer for consent to be obtained.

Statement by person witnessing consent from a student who is under 18 years of age

[ have witnessed the signature of the student on the Consent form. The student has had the opportunity to
ask questions. I believe that the student has given consent freely and understands the implications of giving

consent.
Name: Role:
Signature: Date:

Statement by person reading the Explanatory Letter for the Consent form to complete online
assessments requested by third parties and Consent form.

e Ihaveread the Explanatory Letter and the consent form to the potential consenter.

e I confirm that the person was given an opportunity to ask questions about the Explanatory Letter and the
Consent form, and that all questions asked by the consenter have been answered.

e I confirm that the individual has not been coerced into giving consent, and the consent has been given
freely and voluntarily.

e A copy of the Explanatory Letter has been provided to the consenter.

Name: Role:
Signature: Date:
Save
CLEAR FORM Print
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