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Purpose

WellSpring is committed to protecting individuals’ privacy in accordance with the 13
Australian Privacy Principles of the Privacy Amendment (Enhancing Privacy Protection) Act
2012, which amends the Privacy Act 1988.

This policy sets out how WellSpring will collect, use, store, disclose and de-identify personal
information.

Objectives

This policy assures compliance with relevant privacy legislation and establishes principles of
transparency and fairness for the management of personal information at WellSpring.

This policy guides WellSpring staff and volunteers in the responsible collection, handling,
use, disclosure and storage of personal information.

This policy informs individuals of their right to access information that WellSpring holds about
them and how errors in that information may be corrected.

Scope

This policy applies to all people connected with WellSpring including employees, contractors,
volunteers, members, students, facilitators and participants.

University of Divinity enrolled students are also covered by the University’s Privacy Policy,
available from the University’s website.

Definitions
WellSpring adopts the definitions established by the Privacy Act 1988 (Cth):

Personal information: Information or an opinion (including information or an opinion forming
part of a database), whether true or not, that is recorded in a material form, about an individual



whose identity is apparent or can reasonably be ascertained from the information or opinion,
but does not include health information.

Health information: Information or an opinion about the physical, mental or psychological
health (at any time) of an individual, or a disability (at any time) of an individual.

Sensitive information: Information or opinion about an individual’s 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 preferences or practices, or criminal record that is also personal
information.

Primary Purpose: The purpose for which the information is collected. This covers the
primary use and primary disclosure of the information. This must be only what is necessary
to discharge the function or undertake the activity.

Secondary Purpose: Another purpose for which the information is used or disclosed and
must relate to the primary purpose for which it was collected. If sensitive information is
involved, the secondary purpose must be directly related to the primary purpose.

We, Us, Our, WellSpring: Refers to the WellSpring Centre Inc.

Principles

WellSpring will:

e collect personal, health and sensitive information only to the extent required for
WellSpring’s mission, services and programs

e use and disclose personal, health and sensitive information only for WellSpring’s
primary functions or a directly related purpose, or for another purpose with the
person’s consent

e store personal information securely, protecting it from unauthorised access

e provide people with access to their own information, and the right to seek its correction

What personal, health and sensitive information do we collect?

The type of personal information we collect and hold includes (but is not limited to):
e your name and contact details (including addresses, email and telephone number)
e your participation WellSpring events and courses
e if required, next-of-kin / emergency contact details
e if required, Working With Children Check and National Police Check documentation
e your bank account details (these are destroyed after the use for which they were
intended has expired)

The type of sensitive information we may collect and hold includes (but is not limited to):



e commentary or opinion provided by you (eg for course applications or referral
purposes for spiritual companioning)
e your faith community affiliation (eg for referral purposes for spiritual companioning)

We do not generally collect and hold health information, although we may sometimes collect
and hold information provided by you about a medical condition or disability so that we can
assist you or ensure your safe participation in a WellSpring activity.

How do we collect your information?

Most information we collect about you will have been provided by you. We will generally
collect this information by way of our website, forms, telephone, social media, email or in
person.

In some circumstances we may be provided with personal information about an individual
from a third party. For example:
e a referee may provide information about an individual for their course application or
position application.
e We may receive information from the University of Divinity and its student information
system regarding students who have enrolled in courses delivered by WellSpring on
behalf of the University of Divinity.

How will we use your information?

We will use personal information we collect about you for the primary purpose of
communicating with you about our programs and activities, and facilitating your involvement
in WellSpring as an employee, volunteer, student, course or spiritual companioning
participant, and for secondary purposes related to the primary purpose of collection and
reasonably expected, or to which you have consented.

We may also use your personal information for secondary purposes closely related to the
primary purpose, in circumstances where you would reasonably expect such use or
disclosure (eg sending you a monthly newsletter about upcoming events). You may
unsubscribe from our mailing/marketing lists at any time by contacting us in writing.

Sensitive information and health information will be used by us only for the primary purpose
for which it was obtained, or for a directly related secondary purpose, or where required or
authorised by law, or with your consent.

How and to whom do we disclose information?

We only use your personal, health and sensitive information for the purpose for which we
collect it, or as otherwise permitted or required by law. We don’t rent, sell or exchange your
information.



We may disclose your information to third parties providing a service to us, such as those
who help us administer our technology information systems, our membership system,
financial systems and auditors. We take reasonable steps to ensure that these organisations
are bound by confidentiality and privacy obligations when handling your personal information.

We may be required by law to provide personal information to a third party, for instance, we
are required to provide board members’ contact details to the Australian Charities and Not-
for-Profits Commission.

Occasionally we may use overseas facilities or contractors to process or back-up information
or to provide other services. As a result, we may disclose your personal information to our
overseas facilities or contractors for these purposes. Any disclosure of your personal
information in this manner does not change our commitment to safeguarding your privacy.
We do not otherwise disclose or transfer your personal information overseas.

How will we care for your information?

Our staff and volunteers are required to respect the confidentiality of personal information
and the privacy of individuals.

We have in place steps to protect the personal information we hold from misuse, loss,
unauthorised access, modification, interference or disclosure by use of various methods,
including locked storage of paper records and password-protected access to computerised
records.

Website cookies

When you use our website, a record of your visit is logged and the following data supplied:
e Your IP address and/or domain name

e Your operating system (type of browser and platform);
e The date, time and length of your visit to the website

This information is used to compile statistical information about the use of our website. It is
not used for any other purpose. If you do not want ‘cookies’ to be used, you can adjust your
browser settings to disable them.

Third party websites

Our website may contain links to third party websites, and third party websites may also have
links to our website. Our privacy policy does not apply to external links or other websites.

Accessing, updating or changing your information

You can access your information by asking us. Occasionally, we may need to refuse your
request to access information, for example, where granting you access would infringe
someone else’s privacy.



You can update or change your information with us by contacting us. Members can also
update some of personal information themselves through our membership database on our
website.

Requests to access, update or change information we hold about you can be made by
contacting the WellSpring Director in writing or by email to director@wellspringcentre.org.au.

How long will we keep your information?

The Australian Privacy Principles require us not to store personal information longer than
necessary. Your personal information will be destroyed once it is no longer required for its
primary purpose or for reasonably expected secondary purposes such as newsletters and
program marketing.

Enquiries and privacy complaints

If you would like any further information about this policy, or the way we manage the
information we hold, please contact the WellSpring Director by phone, 03 9885 0277, or email
director@wellspringcentre.org.au.

If you have any concerns, complaints or you think there has been a breach of privacy, please
contact the WellSpring Director. You may also wish to refer to WellSpring’s complaints policy
which outlines how we will respond to a concern or complaint.

If you are not satisfied with our response to your complaint then you can refer your complaint
to the Office of the Australian Information Commissioner via email enquiries@oaic.gov.au, or
phone 1300 363 992.

John Rogerson

Chair of WellSpring Board

18 February 2025
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