Diocesan Girls’ Junior School
WFELUNE
Personal Information Collection Statement for Staff Members
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1.  Personal Data Privacy i AZEEIFAR

This Personal Information Collection Statement (PICS) is made in accordance with the guidelines issued
by the Privacy Commissioner for Personal Data. The PICS sets out the purposes for which your Personal
Datal will be used following collection, what you are agreeing to with respect to the use of your Personal
Data by Diocesan Girls’ Junior School (the School) and your rights under the Personal Data (Privacy)
Ordinance (Cap. 486). This PICS may from time to time be revised, or otherwise changed as and when
deemed necessary. If there is any inconsistency between the English and Chinese version of this PICS,
the English version shall prevail.
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2. Purpose of Collection of Personal Data Ug£E{EAZEHIERY

Throughout the course of your employment with the School, the School may collect personal data from
you in relation to your health and your employment for handling various human resource management
and administrative matters. These matters include, but are not limited to, providing payroll, benefits and
compensation, assessing staff members’ performance, facilitating staff planning, promotion planning and
career development planning, making tax returns, conducting disciplinary proceedings, reviewing
employment decisions and handling health and safety matters. You must ensure that all personal data
provided to the School are accurate, complete and up-to-date. If the personal data provided are inaccurate
or incomplete, the School may not be able to proceed with the purpose for which such data were
requested.
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! Personal data means ‘personal data’ as defined in the Personal Data (Privacy) Ordinance (Cap. 486).
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3. Disclosure and Security of Personal Data & A &RV E k{RZE

The School will take all practicable steps to keep your personal data confidential but the School may
transfer your personal data to our insurers and bankers, medical practitioners providing medical services
for employees, provident fund managers, other companies engaged in contractual activities on our behalf,
and other organizations (e.g. Centre for Health Protection of the Department of Health) for the
above-mentioned purposes for which the personal data are to be used. The School may also transfer such
data to any person to whom the School is under obligation to make disclosure under the requirements of
any law binding on it.

The School may include a staff member’s image and / or his / her name in photos / videos in the School’s
publications or on the School’s website and social media platforms. A staff member’s name, photo,
experience and / or teaching qualifications may be made available to relevant School’s stakeholders at the
discretion of the Headmistress or the School Council.

Except as mentioned in the above paragraph, your personal data will be accessible only to designated staff
members who are authorized to handle the personal data of staff members. Any persons designated to
handle the personal data will be instructed to do so only in accordance with this PICS.
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4.  Access to and Correction of Personal Data {E A& FHYE R K IE

You have a right under the Personal Data (Privacy) Ordinance to make a data access or correction request
concerning your personal data in relation to your personnel record. You may make such a request by
completing the ‘Data Access Request Form’> (OPS003), which may be downloaded from
(www.pcpd.org.hk/english/resources_centre/publications/forms/files/Dforme.pdf) and sending the
completed form directly to the School Secretary (1 Jordan Road, Kowloon). The School has the right to
charge a reasonable fee for processing any data access request.


http://www.pcpd.org.hk/english/resources_centre/publications/forms/files/Dforme.pdf
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5.  Retention of Personal Data {i A &ERERE

It is the School’s policy to retain certain personal data of employees for a period of no longer than 7 years
from the date the employees leave the School or two years after resolution of any claim / appeal /
complaint, whichever is later. Such data are required for any residual employment-related activities of the
School in respect of an employee including, but not limited to, the provision of job performance
references, processing of applications for re-employment and any matter relating to retirement scheme
payments. If you have given express consent for the data to be retained for a longer period, the School

may keep your personal data beyond the specified retention period.
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http://www.pcpd.org.hk/tc_chi/resources_centre/publications/forms/files/Dformc.pdf

