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Country Women’s Association of Tasmania (Inc)

CONFIDENTIALITY POLICY

Objective

CWA in Tasmania (CWA) recognises that there are situations where its staff,
Committee and State Executive members, and volunteers are in, or will come into
possession of confidential information.

This policy provides an overview as to how to identify confidential information,
key duties that may apply in respect of confidential information, and how to
ensure these duties are upheld and confidentiality is protected and maintained.
CWA considers it to be imperative that the security and confidentiality of sensitive
information be maintained. Improper use or disclosure to third parties may cause
serious loss or damage to CWA, its members, funders, and partners.

Application

This policy applies to all CWA employees whether paid or volunteer, Committee
and State Executive members, who are subject to contractual, ethical, and other
duties of confidentiality through their dealings with CWA. (herein called - the
users)

This policy should be read in conjunction with the CWA Privacy Policy that
contains obligations regarding the collection, use, disclosure and storage of
personal information and other data. Compliance with Privacy Policy obligations
will also safeguard confidential information.

What is Confidential information?

While conducting business the users will be regularly exposed to information
relating to CWA and its operations that is considered confidential.

Broadly, confidential information includes personal information obtained through
engagement with CWA, as well as information relating to CWA operations that is
confidential for other reasons.

Confidential information includes any confidential information relating to past,
present, or future business of CWA that comes to the knowledge of the user,

including:
a) any information the disclosure or use of, that may be detrimental to the
interests of CWA.

b) any information that has been provided to CWA on a confidential basis.



c) personal details of members as covered in the Privacy Policy.
d) any records or decisions in relation to employment contracts, performance
review or dispute resolution processes, as covered in the Privacy Policy.

4. Identifying confidential information

4.1 Users should exercise caution where information may not be classified as
confidential, and before disclosing or distributing information.
4.2  If uncertain about confidentiality, the user must seek authorisation.

5. Duties of confidentiality

Users must:

5.1 not disclose confidential information, except with prior written consent or as
required by law, or
where necessary for a person to perform their authorised duties.

5.2 not copy, produce, or misuse confidential information, except where necessary
for a person to
perform their authorised duties.

5.3 take whatever measures are reasonably necessary to prevent the loss,
disclosure, or misuse of confidential information.

5.4 report any breach of these obligations.

5.5 maintain the secure custody of confidential information.

6. Restrictions.

CWA may limit access to certain information to specified users only.

Staff dealing with restricted information will be advised as such. The user may be
required to handle this information in a specified way, including keeping the information
confidential and not disclosing the information to others.

7. Ongoing obligations

The obligations in this Policy continue to apply after the end of employment; or
engagement of the staff member, volunteer, or committee member.

8. No Exclusion of Law or Equity

Any existing laws or principles that safeguard CWA'’s confidential information are
not excluded from this Policy and must be followed, even if they are not explicitly
mentioned in this Policy.



9. Breach of policy

A breach of this policy may result in the staff member being disciplined, including
the termination of their employment, or the volunteer, their services no longer

being required.
Action may be taken against committee or State Executive members in accordance
with the governing rules of CWA.
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