, Archdiocese
of Hobart

Policy Document

Privacy Policy Document #: Level: Tier 2
AOH-RC-004
Prepared By: Date Prepared:
Director, Shared 07 March 23
Services
Effective Date: Revision Number: Reviewed By: Date Reviewed:
13/04/2023 2.0 Executive Team 04 April 23
Compliance: Approved By: Date Approved:
Privacy Act 1988 (Cth) Executive Director 12 April 23

Australian Privacy Principles

1 PURPOSE
1.1 The Roman Catholic Church Trust Corporation of The Archdiocese of Hobart (we, our
or us) is committed to complying with its obligations under the Privacy Act 1988 (Cth)
(Privacy Act), including the Australian Privacy Principles.
1.2 We provide services under several names including:
(a) The Catholic Archdiocese of Hobart (“AoH") (including the various Catholic
parishes in Tasmania).
(b) CatholicCare Tasmania.
(© Catholic Education Tasmania.
(d) Catholic Development Fund Tasmania.
1.3 Other separate legal entities are related to us, including:
(@) Blueline Laundry Inc.
(b) St Joseph Affordable Homes Inc.
(© Centacare Evolve Housing Ltd.
1.4  We are committed to respecting your privacy and protecting your personal information.
2 PRIVACY POLICY
2.1  This policy outlines how we manage and secure your personal information. It also
describes the kinds of personal information that we hold and for what purposes, and
how that information is collected, held, used and disclosed.
2.2 This policy is easy to access and is available on our website.
2.3 You may request a hardcopy of the policy by contacting the Privacy Officer in
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accordance with clause 15 below.

24 Please read this policy carefully before you provide us with any personal information.
2.5  We will review this policy from time to time. We encourage you to check our website
regularly as any updated policy will be available there.
3 TYPES OF INFORMATION THAT WE COLLECT AND HOLD
General information
3.1  We may collect and hold the following types of personal information about you:

(a) Identification information including name, postal address, email address, date
of birth, date of death, driver licence number, marital status, passport and
contact details;

(b) Burial documentation for the purpose of cemetery management;

(c) Photographs, images, video or audio footage and CCTV footage in respect of
Catholic Church related events and activities conducted offsite or on premise;

(d) Bank account and financial transaction details, such as invoices, payment
advice and purchase orders;

(e) Tax file number;

() Details relevant to the receipt of Church Sacraments;

(9) Financial information, such as donation history and credit card details, for
instance, when you provide such details on a collection envelope at your Parish;
and

(h) Any other information that the AoH considers reasonably necessary.

Sensitive information

3.2 We may need to collect sensitive information about you. Unless the collection of
sensitive information is permitted under the Privacy Act, we will only collect sensitive
information with your consent where that information is reasonably necessary for our
functions.

3.3  We may collect and hold the following types of sensitive information about you relevant

to Canon law or Civil law:

(@) Information or an opinion about an individual's race or ethnic origin, religious
beliefs or affiliations, philosophical beliefs, membership of a profession or trade
association, membership of a trade union, sexual orientation and/ or practices;

(b) Criminal records;
(© Wills; and/or

(d) Health information including disability access requirements, special needs or
dietary requirements.
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Information required by law

3.4 We may collect personal information about you because the collection of the
information is required or authorised by law or a court/tribunal order.
Social media

3.5  We may collect information about you when you interact with us through social media
channels. Please note that we will only interact with you on confidential matters via a
secure forum.

4 COLLECTING YOUR PERSONAL INFORMATION
Collecting your personal information from you

4.1  We collect your personal information so that we can perform our functions and
activities.

4.2  We will, if it is reasonable and practical to do so, collect personal information directly
from you. We may collect your personal information when you provide information to
the AoH in person, in writing, on the telephone or by electronic means.

Collecting personal information from other sources

4.3  We may collect your personal information from other sources where it is necessary to
do so. This may happen where:

(a) You have consented to the collection of the information from someone else;

(b) We are required or authorised by law to collect the information from someone
else; or

(c) It is unreasonable or impracticable to collect the information from you
personally.

4.4 Examples of other sources that we may collect personal information from include, but
are not limited to:

(a) Schools;

(b) Your relatives;

(c) Our services providers;

(d) Publicly available information; and

(e) The electoral roll.

What happens if you do not provide us with your personal information?

4.5 If you do not provide us with your personal information, we may not be able to:

@ Verify your identity; and
(b) Provide products and/or services to you.

Unsolicited personal information
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4.6 If we collect personal information about you that we did not ask for, we will check
whether we could have collected that information ourselves. If we could have collected
the information, we will handle it in the same way we handle other information we
collect from you. If:

(a) We could not have collected the personal information; and

(b) The information is not contained in a Commonwealth record,

We will destroy the information or de-identify the information provided it is lawful and
reasonable to do so.

Notification of collection of personal information

4.7  When we receive personal information directly from you, we will take reasonable steps
to notify you of the collection and the circumstances that surround the collection.
Sometimes:

(a) We collect your personal information from third parties; or
(b) You may not be aware that we have collected your personal information.

4.8 If we collect information that can be used to identify you, we will take reasonable steps
to notify you of the collection and the circumstances that surround the collection.

5 PROTECTING AND STORING PERSONAL INFORMATION

5.1 We store your personal information in different ways, some of the ways we store your
information are:

(a) In physical form; and
(b) Electronic form, including via Cloud Services.

5.2  We treat all personal information as confidential. We will take reasonable steps to

ensure personal information is protected from:
(a) Misuse, interference and loss; and
(b) Unauthorised access, modification and disclosure.

5.3 If we no longer need your personal information for any purpose, we will take reasonable

steps to destroy or permanently de-identify the information, unless:
(a) The information is contained in a Commonwealth record; or
(b) We are required by law, or a court/tribunal order, to retain the information.

6 PURPOSES FOR COLLECTING, HOLDING, USING AND DISCLOSING
INFORMATION

6.1  We collect, hold, use and disclose your personal information for the purpose it was

collected and related purposes, including:
(a) To provide services and/or products to you;

(b) Direct marketing in accordance with the Act;
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(©)
(d)
(e)
(f)

(9)
(h)
(i

()
(k)

0
(m)

(n)

To establish and administer accounts;

To verify a person’s identity;

Customer relations;

To comply with any applicable laws, regulations or codes of practice;
To comply with any payment system requirements;

To upgrade IT systems;

For internal operations, including record keeping, risk management, auditing,
training, file reviews and account analysis;

To investigate, resolve and prevent complaints;

To make arrangements with other organisations to provide services in relation
to our products and services;

To conduct fraud assessments;

For reporting and data analytics purposes including for regulatory,
management, statistical or research purposes; and

For any other purpose for which you have given your consent.

7 USE AND DISCLOSURE OF INFORMATION

7.1  We will not use or disclose personal information we hold about you that was collected
for a particular purpose for another purpose, unless:

(@)

(b)

You have consented to the use or disclosure of the information for another
purpose; or

The use or disclosure is otherwise permitted under the Privacy Act (e.g. you
would reasonably expect us to use or disclose the information for another
purpose or the use or disclosure of the information is required or authorised by
law or a court/tribunal order).

Disclosure to third parties

7.2 Sometimes we may disclose personal information about you to third parties. Examples
of third parties that we may disclose your personal information to include, but are not

limited to:

(@) Service providers;

(b) Contractors and external advisors (for example lawyers);

(©) External dispute resolution bodies;

(d) Financial institutions; and

(e) Any other person where consent has been given by the person.

Overseas recipients
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7.3  We are not likely to disclose your personal information to any overseas recipients.

8 DIRECT MARKETING

8.1 We may use or disclose your personal information (excluding sensitive information) for
direct marking purposes.

8.2  We will only use or disclose your sensitive information for the purposes of direct
marketing if you have consented to the information being used or disclosed for the
purposes of direct marketing.

8.3  We may also use or disclose personal information for the purpose of direct marketing
if:

(a) We are a contracted service provider for a Commonwealth contract; and

(b) We collected the information for the purpose of meeting (directly or indirectly)
an obligation under the Commonwealth contract; and

(c) The use or disclosure is necessary to meet (directly or indirectly) such an
obligation.

8.4  We may conduct direct marketing via:

(@) Email;

(b) Telephone;

(© Mail out; and

(d) Any other electronic means.

8.5 If at any time you decide you:

(@) Do not want to receive any more direct marketing material from us;

(b) Do not want us to use or disclose the information for direct marketing in the
future; and/or

(c) Want to know where we obtained the information,

8.6 You may:

(a) Contact the Privacy Officer in accordance with paragraph 15.1 of this policy; or
(b) Opt-out of receiving any more marketing material via any opt-out mechanism
contained in our marketing correspondence.

8.7  All our marketing correspondence will display a clearly visible and user-friendly opt-out
mechanism. We may imply consent to receive direct marketing material if you do not
use the opt-out mechanism.

8.8 If you request to no longer receive direct marketing material we will process your

request within a reasonable period after the request is made.
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9.2

QUALITY OF PERSONAL INFORMATION

We will take reasonable steps to ensure that any personal information we collect, use
or disclose is accurate, complete, up-to-date and relevant to our functions or activities.

If you believe that your personal information is not accurate, complete or up to date,
please contact the Privacy Officer in accordance with paragraph 15.1 of this policy.

10
10.1

10.2

10.3

10.4

10.5

10.6

ACCESS TO PERSONAL INFORMATION

You may at any time request access to personal information we hold about you. We
will give you access to that information unless an exception in the Privacy Act applies.

You can request access to your personal information by contacting our Privacy Officer
in accordance with paragraph 15.1 of this policy.

We will respond to a request for access within a reasonable time (usually 30 days),
and give you access in the manner you request, if it is reasonable and practicable to
do so.

We may need to verify your identity before we give you access to your personal
information.

Depending on the nature of the request, we may charge you a small fee to access that
information.

If we refuse to give you access, we will:

(a) Take reasonable steps to give you access in a manner that meets our needs
as well as yours; and

(b) Provide you with the reasons for our decisions as required by the Privacy Act.

11
111

11.2
11.3
11.4
11.5

11.6

CORRECTING PERSONAL INFORMATION

If you think that any personal information we hold about you is incorrect, inaccurate,
out-of-date, incomplete, irrelevant or misleading, you may request us to correct the
information by contacting the Privacy Officer in accordance with paragraph 15.1 of this

policy.

We will take reasonable steps to correct that information.

We will respond to a correction request within a reasonable time (usually 30 days).
We may need to verify your identity before we correct your personal information.

If we correct your personal information that we have previously disclosed to another
entity, and you ask us to tell the other entity about the correction, we will take
reasonable steps to tell the other entity about the correction, unless it is impractical or
unlawful to do so.

If we refuse to correct the personal information, then we will provide you with the
reasons for our decision as required by the Privacy Act.
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12
12.1

ANONYMITY

You have the option to remain anonymous, or to use a pseudonym when dealing with
us where it is lawful and practical to do so.

13
13.1

13.2

GOVERNMENT RELATED IDENTIFIERS

In certain circumstances we may be required to collect government-related identifiers
such as your tax file number, Medicare number, Centrelink reference number, drivers
licence number, passport number and individual healthcare identifiers.

We will not use or disclose this information unless the use or disclosure is permitted
under the Privacy Act.

14
14.1

DATA BREACH

The AoH and its Agencies must notify individuals whose personal information is
involved in a Data Breach in accordance with the Privacy Act.

15
15.1

15.2

COMPLAINTS ABOUT PERSONAL INFORMATION
Complaints
If you:

(a) have any issues about the way we handle your personal information after
reading this policy;

(b) become aware of a potential breach of privacy; or
(© wish to make a complaint,

please contact our Privacy Officer.

Complaints can be made in writing or orally to:

Email: privacyofficer@aohtas.org.au

Telephone:  (03) 6208 6222

Post: GPO Box 62, Hobart, Tasmania 7001

Visit: 35 Tower Road, New Town Tasmania 7008
External complaint mechanism

If you are not happy with the outcome of the Privacy Officer’s investigation or we have
not replied to you within a reasonable time, then you can raise your concern with the
Office of the Australian Information Commissioner (OAIC).

Complaints can be made to OAIC in the following ways:
Email; enquiries@oaic.com.au

Telephone: 1300 363 992
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Post: Office of the Australian Information Commissioner
GPO Box 5218 Sydney NSW 2001

Online WWWw.0aic.gov.au/privacy/making-a-privacy-complaint
16 DEFINITIONS

APP entity means an agency or organisation as defined in the Privacy Act 1988 (Cth).

Data Breach means when:

(@) there is unauthorised access to, or unauthorised disclosure of, the information;
and

(b) a reasonable person would conclude that the access or disclosure would be
likely to result in serious harm to any of the individuals to whom the information
relates; or

(©) information is lost in circumstances where:

(i) unauthorised access to, or unauthorised disclosure of, the information
is likely to occur; and

(i) assuming that unauthorised access to, or unauthorised disclosure of,
the information were to occur, a reasonable person would conclude that
the access or disclosure would be likely to result in serious harm to any
of the individuals to whom the information relates.

In accordance with the Privacy Act 1988 (Cth).

Personal information means information or an opinion about an identified individual

or an individual who is reasonably identifiable:

(d) Whether the information or option is true or not; and

(e) Whether the information or opinion is recorded in a material form or not.

Privacy Officer means the AoH Privacy Officer whose details are set out in paragraph

15 of this policy.

Sensitive information means information or an opinion about an individual's:

(a) racial or ethnic origin, political opinions, membership of a political association,
religious beliefs or affiliations, philosophical beliefs, membership of a
professional or trade association, membership of a trade union, sexual
orientation or practices, criminal record (that is also personal information); or

(b) health information about an individual, genetic information about an individual
that is not otherwise health information, biometric information that is to be used
for the purpose of automated biometric verification or biometric identification,
or biometric templates.

17 REVIEW

17.1 This policy will be updated if we make any changes to our information handling
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practices.

17.2 If our information handling practices do not change, this policy will be reviewed every
three years.

17.3 Updated versions of this policy will be available on our intranet.

Policy approved by:

T o

Signed: Date: 12/04/2023
Chris Ryan

Executive Director, Administration & Finance
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	(b) a reasonable person would conclude that the access or disclosure would be likely to result in serious harm to any of the individuals to whom the information relates; or
	(c) information is lost in circumstances where:
	(i) unauthorised access to, or unauthorised disclosure of, the information is likely to occur; and
	(ii) assuming that unauthorised access to, or unauthorised disclosure of, the information were to occur, a reasonable person would conclude that the access or disclosure would be likely to result in serious harm to any of the individuals to whom the i...


	In accordance with the Privacy Act 1988 (Cth).
	Personal information means information or an opinion about an identified individual or an individual who is reasonably identifiable:
	(d) Whether the information or option is true or not; and
	(e) Whether the information or opinion is recorded in a material form or not.
	Privacy Officer means the AoH Privacy Officer whose details are set out in paragraph 15 of this policy.
	Sensitive information means information or an opinion about an individual's:
	(a) racial or ethnic origin, political opinions, membership of a political association, religious beliefs or affiliations, philosophical beliefs, membership of a professional or trade association, membership of a trade union, sexual orientation or pra...
	(b) health information about an individual, genetic information about an individual that is not otherwise health information, biometric information that is to be used for the purpose of automated biometric verification or biometric identification, or ...


	17 REVIEW
	17.1 This policy will be updated if we make any changes to our information handling practices.
	17.2 If our information handling practices do not change, this policy will be reviewed every three years.
	17.3 Updated versions of this policy will be available on our intranet.
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