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Privacy Policy

PURPOSE:

To ensure U3A Nunawading Inc. provides a framework to protect the privacy of members’ personal
information during its collection, usage and storage, consistent with Commonwealth and State privacy law
obligations relating to the handling of personal information.

POLICY:

This policy applies to any personal information collected by U3A Nunawading Inc.as part of membership
processing, class allocation or for any other activities/programmes.

Collection of Personal Information

U3A Nunawading Inc. collects members’ personal information consistent with its primary purpose and its
Constitution and Rules. This information is needed to provide services and administrative support,
including:

* classes and other activities available for members.

* communication, administration, marketing and planning purposes.

* programme development, quality control and research purposes.

* maintaining accurate and up-to-date membership records; and

* complying with any legal obligations.

Personal information collected includes:
* name
* postal, street, email address
* telephone contact details
* emergency contact details
* previous profession or occupation
* gender
* year of birth
* country of origin

This information is recorded on U3A Membership Administration System (UMAS)
and is collected directly from members, either by:
* member’s own on-line access to the electronic membership/enrolment system
or
* trained office volunteers and committee members

Other information collected may include:
* skills or interests
* images (photography or video)
* responses to member surveys, research, etc.

* As part of their training, all committee members, class leaders, office volunteers, sub-committee
members and job holders are to be given a copy of the Code of Conduct Policy. Their attention is
to be drawn to the Privacy Policy re acting with integrity and observing strict confidentiality with
members’ personal information.
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Images

* For U3A Nunawading Inc. information/promotion purposes (e.g. Newsletter, brochures, Website,
etc.), class/activity photographs or videos may be taken. The photographer needs to ensure
members are aware that photographs/videos are being taken and that verbal approval from
members has been sought prior to photographing or videoing.

* The photographer must sign a statement annually that verbal approval will be sought prior to any
photographs/videoing being taken. (See attachment) It will be the responsibility of the secretary to
ensure this form is signed.

* Unauthorised use of visual images will not be generated by U3A Nunawading and/or the
photographer.

* During any U3A Nunawading Zoom (or other on-line class) class/meeting, participants will be
advised if the zoom class/meeting is to be recorded or photographed. Permission must be sought
from participants to record/photograph if it would result in participants being visible in the
recording/photograph.

Use of Personal Information

e The primary U3A Nunawading Inc. members permitted access to personal information are the
Systems Administrator and the Course Administrator. Access by class tutors, office volunteers,
committee members and job holders is to be authorised by the Committee of Management, strictly
on a need-to-know basis.

* For the purposes of class administration or other functions directly related to U3A Nunawading Inc.
Constitution and Rules, the Committee of Management may also authorise disclosure of
non-identifying demographic information such as age, gender, etc. to:

» UBA Network Victoria Inc., Victoria’s peak U3A body; and
» Bona fide research purposes.

In addition, the Committee of Management may also authorise disclosure of personal information to
contractors or service providers, where such information is essential to the service being provided to
U3A Nunawading Inc.

* Identifying information will not be provided to any other organisations unless there is a legal
requirement to do so.

* Members’ personal information will not be shared or disclosed other than as described in this policy
unless the member/s concerned give their explicit prior approval.

* No personal information will be made available to any person or organisation for direct marketing
purposes.

* In the case of surveys or for research-type purposes, members may opt to complete these
anonymously.

Member Access to Own Personal Information

* Members can access and correct/update their own information at any time by using their password
and logging onto UMAS via the U3A Nunawading Inc. website.

* Members without on-line access can ask an authorised U3A Committee Member to access their
information and make corrections/updates and/or changes on their behalf. For enrolment week this
will be supplemented by trained member volunteers.
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* Members are requested to keep their personal information secure. Members who connect to the
internet and access the website should ensure they have a fully functioning firewall and anti-virus
protection. In addition, password confidentiality should be maintained, as well as other account
details.

Storage and Security of Personal Information

* All reasonable steps will be taken to securely maintain personal information, and safeguard it against
misuse, loss, unauthorised access and/or modification or disclosure.

* Personal information held in the data base will be removed after seven years. This also applies to
financial records which must be retained for seven years, consistent with U3A Nunawading Inc.
Constitution and Rules [Rule 71 (2)]

Data Breach Policy

* In the event that a “Data Breach” occurs such that Member Details/Password are compromised,
Members would be contacted to inform them of the breach and to indicate whether they need to take
action, for example changing password.

Making a Complaint

* Members who are concerned their privacy may have been breached have the right to make a
complaint.

* Written details should be provided to the Secretary.
* US3A Nunawading Inc. will treat complaints confidentially. Contact will be made with the member as
soon as possible to discuss concerns and outline options for resolution. The aim is to ensure

complaints are resolved in a timely, impartial, and appropriate manner.

* The process will be managed consistent with the Grievance section of U3A Nunawading Inc.
Constitution and Rules [Rules 26-30] and the Conflict Resolution Policy.

RESPONSIBILITIES — COMMITTEE OF MANAGEMENT

U3A Nunawading Inc. Committee of Management is responsible for:
* developing, adopting, publishing and implementing this policy.
* collecting, storing and using members’ personal information in accordance with this policy and
U3A Nunawading Inc. Constitution and Rules.
* approving access to personal information consistent with this policy.
* investigating any complaints about the handling of personal information; and
* monitoring and revising this policy as and when the need arises.

RELATED POLICIES/DOCUMENTS/LEGISLATION

Code of Conduct Policy

Conflict Resolution Policy

U3A Nunawading Inc. Constitution and Rules

Legislation, Federal (Cth) Privacy Act 1998 (Cth); and State (Vic): Information Privacy Act 2000
(Vic); Associations Incorporation Reform Act 2012 (Vic)



