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Preamble
Members, staff, volunteers, and organisations who connect with Blind Citizens Australia (BCA) are entitled to have their privacy protected within legal and ethical limits. 
Objective 
It is the objective of this policy to provide staff, members, volunteers and organisations with guidelines to maximise individuals’ privacy. 
Legal, Ethical and Safety Considerations 
All staff and volunteers are required to sign BCA’s confidentiality agreement prior to commencing work for the organisation. However, there may be situations where protecting an individual’s privacy is unlawful, unethical or poses a risk to the individual or another person’s safety. If such a situation arises, staff must discuss the matter with the Chief Executive Officer and an explanatory note outlining action taken and the reasons for such action must be added to the individual’s file.
For more detailed provisions and guidelines on privacy, staff, members and volunteers of BCA, the Australian Privacy Principles should be consulted. These can be found at:
https://www.oaic.gov.au/privacy-law/privacy-act/australian-privacy-principles 
 
When Information Can be Collected  
BCA will only collect personal information about members and organisations when the information is essential to enable them to properly carry out their duties.
When collecting personal information, staff will ensure that the individual understands why the information is being collected and who will have access to it.
We collect your Personal Information for the primary purpose of providing services, information, and marketing. 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. This could include the confirmation of eligibility for certain projects or events, or to resolve an advocacy case.  
The Source of Information  
BCA will, whenever possible, collect personal information directly from the individual.  
How Information Will be Collected 
BCA will collect personal information lawfully, fairly and unobtrusively, while ensuring accessibility.
Personal Information is information or an opinion that identifies an individual. Examples of Personal Information we collect includes: name, address, email address, phone numbers, date of birth, ethnic or cultural information, and information on disability as relevant to establish membership eligibility and other accessibility supports.
This Personal Information is obtained in many ways including by telephone, email, via our website: www.bca.org.au, via registration forms and from third parties, such as referrals from other organisations. Information received from third parties will only be accessed on evidence that you consent to BCA having those details.
Storage and Security of Information  
BCA will ensure personal information, in either hard copy or electronic form, is stored securely and that access to the information is limited to authorised people.
When your Personal Information is no longer needed for the purpose for which it was obtained, we will take reasonable steps to destroy or permanently de-identify your Personal Information.
In the case of financial information, such as credit card details, these will only be used to process immediate payment. Financial details will not be stored or kept by BCA.
Member Access to Information  
Staff will take all reasonable steps to facilitate members’ access to their own information held by BCA, on request.
Maintaining the Quality of your Personal Information 
It is important to us that your Personal Information is up to date. We will take reasonable steps to make sure that your Personal Information is accurate, complete and up-to-date. If you find that the information we have is not up to date or is inaccurate, please advise us as soon as practicable so we can update our records and ensure we can continue to provide quality services and information to you. 
Retaining Information 
BCA will not keep personal information for longer than is necessary or legally required.  
You may unsubscribe from our email and mailing lists at any time by contacting us. 
The Use and Disclosure of Information  
BCA will take all steps to ensure that the personal information it holds is accurate.
BCA will not use information collected for any purpose other than the purpose for which it was collected unless: 
· The member has consented; 
· The information is used for statistical reasons and the member cannot be identified; or, 
· The use is necessary for legal or safety reasons.
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