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Privacy Policy

Personal Information

Personal information is any information that can identify or be reasonably used to identify you. We will collect and
maintain in our database certain personally identifiable information from you when you provide it to us on a voluntary
basis, for example, when you make an inquiry, contact us, subscribe to our newsletter or forums, establish an email
account or make a payment/donation. Typically, your personal information would include your name, address, telephone
number, email, payment card details (including transaction details/history) and date of birth.

Our various activities, programmes, and services might need to collect other kinds of personal information. For example:

* We may need to collect information about employment and education history, background checks, government
identifiers (e.g. tax file numbers) criminal history checks and Working with Children Checks of our current, past or
prospective employees and volunteers.

» We also collect certain personal information before such services can be provided, including sensitive information
such as health information (e.g. health and medical history of children that are placed in Outside School Hours Care
operated by Centacare), disability information and information regarding family histories and relationship with others
(e.g. for family counselling services).

+ We may also collect financial information such as credit card details to enable us to process any fees you owe us for
the services you receive.

* Photographs, videos and news stories that may identify persons may be collected in respect of Centacare related
events and activities.

Some of the personal information collected may be considered "sensitive information" as defined in the Privacy Act and
we will take steps to ensure that such information is handled and protected as required by the Act and the APPs.

You can always choose not to provide your personal information to us, or you may just want to deal with us anonymously
or by using a pseudonym. If this happens, we may not be able to provide you with the information you asked for or give
you the level of service you expect.

When you look at our website, please also be aware that our Internet Service Provider makes a record of your visit and
logs information about it. This is usual practice for an Internet Service Provider. This information may include but is not
limited to:

e Your server address

* Your top-level domain name (for example.com, .gov, .au, etc)
* The date and time of your visit to the site

* The pages you accessed and documents downloaded

« Previous sites you visited

» The type of browser you are using
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How we collect your information

We will only collect personal information that is reasonably necessary for one or more of our functions or activities.
We collect personal information from individuals when it is reasonably necessary to enable us to provide services
including but is not limited to:

 providing other services to you and the community, such as counselling services, services through Centacare;

« providing you with information that we think you might be interested in, for example news and events held by
Centacare;

e carrying out fundraising campaigns and appeals, including use of information to process donations;

 ensuring that our activities and services are managed and operate to a high standard and in accordance with our
policies, which includes carrying out due diligence in relation to prospective employees and volunteers and collecting
personal information of our employees and volunteers as party of our day-to-day operations;

« complying with our legal obligations;

e complying with accountability requirements placed on us by entities such as the Australian Government, the
Government of New South Wales, and Catholic Education Diocese of Bathurst; and

« communicating with the public who contact us with queries, comments or complaints.

We may also collect personal information for secondary purposes for which a person would reasonably expect us to use

or disclose their personal information.

We collect information from you in different ways. Our usual practice is to collect personal information directly from you.
For example, you might send an email to us directly or through an online form on our website which will contain your
personal information or you might provide your local parish priest with personal information such as your contact details.
In most cases, we require you to consent specifically to any collection, use or disclosure of your personal information by
us. Your consent may be explicit, such as in writing or verbally, or may be implied by conduct.

There are times where we collect personal information about you from a third party, i.e. where it is impracticable or
unreasonable to collect directly from you or when you would reasonably expect your personal information to be collected
from another source. For example, we may be given a form relating to a student of a Catholic School of the Diocese that
contains the names and other details of the student and their parents.

If you provide us with personal information of a third party, you warrant to us that you have obtained consent from that
person(s) for you to disclose their personal information to us and for us to collect and use their personal information per
this Policy.

In the case of children, personal information will ordinarily be collected from their parents or guardians, unless specific
and/or unusual circumstances require that the collection be made directly from the relevant child.

For prospective employees, we may collect personal information by speaking with referees nominated by the prospective
employee. We may contact applicants' previous employers who have not been nominated as referees. Should this be the
case, applicants will be advised prior to such contact being made.

Our website may use cookies to assign your computer a User ID so that we can identify your computer on our server. You
may configure your web browser so that you are notified in advance so your internet browser will disable cookies. In
some instances, cookies may collect and store personal information about you. Any personal information collected via
the use of cookies will only be used by us in accordance with this Privacy Policy.
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Storage, Use, and Disclosure of Personal Information

We will store and use your personal information for the purpose(s) for which it was collected, for any secondary purposes
directly related to that primary purpose(s), or to comply with our legal obligations. We generally do not disclose your
personal information to other organisations unless we believe it is reasonably necessary to conduct the functions and
activities of Centacare, if you give your consent, or if it is required or authorised by law.

We use a range of suppliers, service providers, contractors and other third-party partners to enable the activities and
functions of Centacare including information technology service providers and banks. In providing your information to us,
you are consenting to the disclosure of your information to such entities outlined above without the need to obtain your
consent to do so.

We may also disclose personal information to the public from time to time with either the consent of the person to which
the information relates or from a third party when we are reasonably satisfied that the person to whom the information

relates would consent to our use of the personal information.

We may use your personal information to send you information about our work and promotional or marketing material
from time to time. We may provide you with material that we believe would be of interest to you in person, by mail, phone,
email, text, and online via the internet and in apps, unless you tell us not to. We will make sure that any such emails, texts
and letters that we send to you clearly tell you how to opt out. You can opt out of receiving promotional or marketing
material at any time by following the opt-out instructions on the materials you received or by contacting us on the details

below:

Manager Compliance Centacare Central West & Orana
P.0. Box 1215

Bathurst, NSW, 2795

Phone: (02) 6331 8944

Some third-party providers we use, for example, for cloud storage of electronic data, may be located outside of Australia.
We otherwise will not disclose your personal information to overseas recipients without your prior consent. Before
disclosing your personal information to an overseas recipient, we will take all reasonable steps to ensure that the
recipient will not breach the APPs. We are committed to safeguarding personal information held by us and will comply

with all applicable laws relating to cross-border data disclosure.



Privacy Policy

Security of Personal Information

We take reasonable steps to ensure the security of
personal information, in both physical and electronic
forms, by storing it in a secure environment. Any
contract service providers used will also be bound by our
Privacy Policy and all employees, contractors and third-
party service providers are required to comply with this
Policy.

As our website is linked to the internet, and the internet
is inherently insecure, we cannot provide any guarantee
regarding the security of transmission of information you
communicate to us online. We also cannot guarantee
that the information you supply will not be intercepted
whilst being transmitted over the internet. Accordingly,
any personal information or other information which you
transmit to us online is transmitted at your own risk.

Online Donations

Donations made online via our website or on any other
means are processed in real time using a secure
payment gateway.

Terms of Use

By communicating with us, including using our website,
and by providing information to us, you are consenting to
the collection and use of your personal information
(including sensitive information) for the purpose it was
intended.

Access to Personal Information

We take all reasonable steps to ensure that personal
information we collect, hold, use and disclose is
complete, accurate, relevant and up to date.

If you would like to access or make corrections to your
personal information, please contact the Director as
described below. We may ask you to verify your identity
before we disclose any personal information.

If you wish to have your personal information removed
from our database, we will take all reasonable steps to
comply with your request, unless we need to keep your
information for legal, auditing or internal risk
management reasons.

Notifiable Data Breach Scheme

In the event of any loss, or unauthorised access or
disclosure of your personal information that is likely to
result in serious harm to you, we will investigate and
notify you and the Office of the Australian Information
Commissioner as soon as practicable, in accordance
with the Act.
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