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Introduction

1.1 U3A Healesville is committed to safeguarding the privacy of
members’' personal information.

1.2 While U3A Healesville is not a public sector agency, we abide by the
Privacy and Data Protection Act 2014 [Vic]. The Act is administered
by the Office of the Victorian Information Commissioner (OVIC)
https://ovic.vic.gov.au/ U3A Healesville also complies with the
Victorian Protective Data Security Framework and the Victorian
Privacy Principles.

2. Purpose

2.1 The purpose of this policy is to outline what member information
we collect, why and how we collect this information, and how we
secure it.

Personal information may include:

e Name

e Year of birth

e Postal, street and email addresses
e Phone numbers

e Previous profession or occupation
e Skills or interests

e Emergency contact details

e Images and audio of an individual
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2.2 We collect this information to know who our members are, how to
contact them, to manage course enrolments and for annual
reporting.

2.3 Member information is securely stored in UMAS (a member
database established through U3A Network Victoria).

3. Policy

3.1 U3A Healesville collects personal information directly from
members. This is done through our in-person and online
membership and course registration processes.

3.2 Approval to use a member’s image/audio in our publications and
promotions will be assumed on completion of the membership
application and membership renewal processes. If members do not
want their image or audio to be taken and used by U3A Healesville,
they must make that known at the time of recording.

3.3 Personal information may be obtained via, but not limited to, the

following:
e Correspondence
e Phone
e Email

e Audio and video recordings

e Online forms, such as membership applications or registration
for events

e Our website

3.4 We collect personal information from members so we can provide
services and perform functions that are consistent with our rules of
association, purpose and focus areas, including:

e Making classes and other activities available to members

e For communication, administrative, marketing and planning
purposes

e For program development, quality control and research
purposes

e To maintain accurate and up-to-date membership records

3.5 Wewill:

o Only collect information that is consistent with our vision,
purpose, focus areas and values
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3.6

3.7

3.8

3.9

e Inform members why information is collected and how it is used

e Inform members that any personal information held about them
is accessible to them

e Take all reasonable steps to ensure that personal information
held is accurate and up to date

e Take all reasonable steps to ensure that personal information
held is protected from misuse, loss and unauthorised access

Members’ personal information will not be shared or disclosed
other than as described in this policy.

We may disclose your personal information for purposes that are
directly relevant to our rules of association (such as the right of
members to inspect the register of names of members) or as
required by law.

As our website is linked to the internet, which is inherently insecure,
we cannot provide any assurance regarding the security of
transmission of information members communicate to U3A
Healesville online. These communications will be at the member’s
risk.

We cannot provide any assurance regarding the security of
transmission of information members communicate to U3A
Healesville via unsecured or public Wi-Fi. These communications will
be at members’ risk.

3.10 We do not guarantee or endorse any websites which are accessed

from our website via links nor the policies of authorised third-party
software providers.

3.11 Access to UMAS (our member database) is secure and limited. There

are 10 levels of access. U3A Healesville uses only 3:

e Tier 0 — Individual member can access their own data

e Tier 1 — Committee members can access, but not change, areas
of the database that are relevant to their duties

e Tier 4 — Course leaders can access, but not change, their own
course information and send emails

3.12 We do not collect sensitive information. (Defined in the Privacy and

Data Protection Act 2014 [Vic] as racial or ethnic origin, political
opinions, membership of a political association, religious or
philosophical beliefs, membership of a trade union or other
professional body, criminal record or health information.)
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3.13 Members may access their personal information, update or correct
it, subject to certain exceptions. Members can do this online at any
time using their member number and password for UMAS. If
members need help to access their personal information, they can
contact U3A Healesville in writing. Members may be asked for
identification before the requested information is made available.

Contact details

Location: Court House, 42 Harker Street, Healesville 3777
Phone: 0490 917 975

Email: info@healesvilleu3a.org.au

Website: www.healesvilleu3a.org.au

Related policies

e U3A Healesville Code of Conduct Policy
e U3A Healesville Risk Management Policy
e U3A Healesville Terms and Conditions

Legal framework

e Privacy and Data Protection Act 2014 [Vic]
e Victorian Privacy Principles
e Victorian Protective Data Security Framework
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Privacy and data security: Procedures

Procedure number 03 Version 3.0
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Responsibilities
1.1 U3A Healesville’s committee is responsible for appropriately and

1.2

1.3

1.4

securely collecting members’ personal information, and to manage
membership and course enrolments.

U3A Healesville’'s committee is responsible for reporting to U3A
Network Victoria. Under their terms and conditions for membership,
we must report various statistics about our membership annually.
De-identified information is uploaded to the Network Members
Database (NMDB).

The categories of information collected through NMDB include:

e U3A Healesville details

e Office bearers

e Numbers of members

e Age breakdown by gender

e Volunteer numbers and hours

U3A Healesville’s committee is responsible for reporting to the
Australian Charities and Not-for-profits Commission annually, which
includes de-identified member data.

It is each member’s responsibility to have a secure password to
access their personal information in UMAS (via U3A Healesville's
website).

Processes

Members may request access to their personal information held in
UMAS by contacting U3A Healesville’'s committee.
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2.2

2.3

24

2.5

Where a member believes that personal information held about
them is incomplete or inaccurate the member may ask U3A
Healesville's enrolment officer to amend it.

Where a member believes their privacy has been breached, they
should contact U3A Healesville's enrolment officer and provide
details of the incident so it can be investigated.

Any questions or concerns about this policy, or a complaint
regarding the treatment of personal information, should be referred
to U3A Healesville's enrolment officer.

We will treat all requests and complaints lodged about this policy
confidentially. We will respond to concerned members in a timely,
impartial and appropriate manner.

Authorisation

This policy was approved by U3A Healesville’'s committee on 20 May
2026. It will be published on its website within 4 weeks of the date of this
authorisation.
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