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Heritage Christian Centre - Policy

Privacy and Personal Information Use and Retention Policy

Objective

Heritage Christian Centre, whilst not lawfully bound by the Privacy Act 1988, seeks to
reflect the Australian Privacy Principles in its collection, storage, use, disclosure and
maintenance of personal information. This policy gives guidance as to how this objective is
to be achieved.

Context

Titus 3:1
Remind the believers to submit to the government and its officers. They should be
obedient, always ready to do what is good. Titus 3:1

The Board considers that good Christian stewardship extends to effectively managing
personal information reflecting a persons right to privacy concerning information about
them, retained and used by the church.

Policy Statement

Heritage Christian Centre will seek to reflect as appropriate, the Australian Privacy
Principles in its collection, storage, use, disclosure and maintenance of personal
information.

These principles are

e Open and transparent management of personal information
e Anonymity and pseudonymity

e Collection of solicited personal information

e Dealing with unsolicited personal information
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e Notification of the collection of personal information

e Use or disclosure of personal information

e Direct marketing

e Cross-border disclosure of personal information

e Adoption, use, or disclosure of government-related identifiers
e Quality of personal information

e Security of personal information

e Access to personal information

e Correction of personal information

Application

This policy applies to any collection of personal information, whether in electronic or
physical form which is stored ,used or disclosed by Heritage Christian Centre for its
operational purposes. Personal information is information concerning an identifiable
individual irrespective of whether :

a) Theinformation is true or not, or
b) Whether the information or opinion is recorded in material form or not

It may include:

e Information collected on computers, servers, emails and ‘email exchanges between
staff and volunteers

e Photographic and video material

e Member registers

e Employee record information

® Financial information pertaining to personal giving , Credit and banking information

Operational Guidelines

Collection of types of data — General Requirements

e Personal information will only be collected where it is necessary and related to the
churches function and activities.

e If that information is sensitive, eg health information, religious views or sexual
orientation, consent must be obtained for its collection.

e At the time of collection, the person will be advised why the church is collecting the
information.

e The information collected should only be used for the reason it was collected.

e If the information is to be used for any other reason, consent should be obtained.
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e The information collected should be kept safe and protected from misuse.

Reasons for collection of Personal information:
The church shall only collect use personal information for the following reasons:

e To establish and maintain a person’s involvement in the church

e To provide the products or services that have been requested from the church

e Toanswer an enquiry directed to the church

e Toregister for church events, conferences or promotions

e Fordirect promotion of church products or services which may be of interest to the
person. If the church makes contact in this way without obtaining prior consent,
the opportunity will be provided to decline any further promotional
communications

e To enable third parties engaged by the church, to assist the Church to operate and
provide the products or services the person has requested, such as religious
education instructors, catering and event coordinators, promotions companies,
transport providers, health care providers, website hosts and IT consultants, and
our professional advisers such as consultants, lawyers and accountants. In some
circumstances the church may need to disclose personal sensitive information to
third parties as required by Australian law.

e To enable the development and promotion of other products and services and to
improve the churches’ general ability to assist Church attendees and the wider
community

Access to Church Databases

Appropriate security measures shall be implemented to ensure church databases are only
accessible to authorised persons.

An authorised person is one authorised by the Senior Pastor, for relevant access and may
include:

e Employees and Volunteers

e Other Churches or organisations

e Governmental Organisations and Agencies

Heritage Christian Centre will not disclose personal information to an overseas recipient.

Heritage Christian Centre will ensure any cloud based servers it utilises are based in
Australia.

Managing Sensitive Information

Policy Adopted 9 February 2023
Connecting people to Jesus



Sensitive information may include but not be limited to personal health information,
personal religious views, personal sexual orientation, personal financial information.

Sensitive information will be protected such that it is not disclosed to anyone who has not
an operational reason to access that information.

For example:
e it should be contained in a diary that is generally locked away

e It be contained in a database that provides restricted access, only to those whom
the information is required.

Disclosure of Personal Information

An individual may request access to, update to, or deletion of their personal information
held by Heritage Christian Centre.

The request should be made to the Senior Pastor.
e The request shall be attended to promptly with 5 business days.

e Any information which is likely to have an unreasonable impact on the privacy of
other individuals will not be disclosed .

e Anyinformation which should be retained long term as required by this policy and
Australian law shall not be deleted.

Disclosure to a third party may be authorised by Australian law.
e A warrant, court order or notice issued by a Court may require disclosure of
personal information.
e The request will be made to and responded to by the Senior Pastor.
Disclosure of personal information in exceptional circumstances
Personal information may be disclosed:
Where it is reasonably believed that the use or disclosure is necessary to lessen or prevent
a serious threat to life, health and safety of an individual or to public health and safety.

Note that a serious threat to life does not pertain to damage to finances or reputation.

Where it is unreasonable or impracticable to obtain the consent of an individual to the use
or disclosure.

Long Term Retention

Heritage Christian Centre shall not hold personal information about an individual, if
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It no longer needs the information for any purpose for which the information may be used
or disclosed and the information is not contained in a Commonwealth record and the
church is not required under an Australian Law or court/tribunal order, to retain the
information.

It is considered if the church has had no contact with an individual in 4 years then the
church has no reason to hold that record unless otherwise required as identified in this
policy or by law.

Heritage Christian Centre will review its databases annually and destroy (not archive) all
records of personal information that are considered that the church has no reason to hold.
The Senior Pastor will review and authorise destruction of all such records.

Heritage Christian Centre will seek to take reasonable steps to ensure all personal
information held is correct and up to date.

Personal Information To be retained by authorisation or requirement of Australian Law.

This may include where there is reasonable suspicion that harm has been or is likely to be
inflicted upon a child and there is evidence retained that is required for judicial
proceedings.

Suspicion of Child Abuse

In instances where there is suspicion of child abuse, the Senior Pastor shall securely and
confidentially retain appropriate records including:

e Arecord of the individuals and children involved

e Notes of circumstances surrounding the suspected abuse
e Recorded actions taken by responsible persons

e File notes created by counsellors etc

e Any other details pertaining to the suspected child abuse

These records should be kept for an indefinite period.

Evidence for Judicial Proceedings

Heritage Christian Centre Employees and Volunteers shall ensure that all records which
may reasonably believe could be used as evidence before a court for a criminal or civil

proceeding, are maintained confidential and securely. This includes all relevant documents
and records which could be used to defend a legal claim.

Roles and Responsibilities

o Senior Pastor — The Senior Pastor is responsible for operational administration of
this policy.
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o Treasurer — The Church Treasurer is responsible for security of personal financial
information.

o Board —The Board is responsible for ensuring this policy reflects current legal
requirements.

Review

This policy will be reviewed annually by the Board and revised as required.
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