Community Mates Privacy Policy
1.

Introduction
1.
Community Mates Ltd ACN 169 205 823 (Community Mates, we, our or us) is a
not-for-profit organisation that seeks to bring people, businesses and charities together and
help provide access to discrete volunteering opportunities; and provide opportunity for people
to volunteer with their friends thereby making volunteering an easy, fun and social activity.
2.
We respect the privacy of the personal information you may provide to us when we
deal with you. Community Mates takes steps to protect your personal information from misuse
and to use your information only in the ways described in this privacy policy and in accordance
with the Privacy Act 1988 (Cth) (Privacy Act).
3.
This policy explains the types of personal information that we may collect and hold,
how that information is used and with whom the information is shared. It also sets out how you
can contact us if you have any queries of concerns about this information.
4.
For the purposes of this Privacy Policy, "personal information" has the meaning
given to it in the Privacy Act, being information or an opinion about an identified individual, or
an individual who is reasonably identifiable, whether the information is true or not, and whether
the information or opinion is recorded in a material form or not. Examples of personal
information include an individual's name, address, telephone number and date of birth.

2.

Your acknowledgement and consent
5.
By continuing to correspond with us, using our website, by providing us with
personal information or participating in events organised or promoted by us, you are taken to
have read and understood this Privacy Policy and you have consented to us managing your
personal information in the way described in this Privacy Policy.
Volunteers 18 years and under
6.
If you are aged 18 or under, you must obtain your parent or guardian's permission
before you provide any personal information to us. Individuals without this consent are not
allowed to provide us personal information. We urge parents to regularly monitor and
supervise their children's on-line activities.

3.

Collecting personal information

3.1.

What kinds of personal information do we collect and hold?
7.

The types of personal information we may collect include:

(a)

contact details and other details including your full name (current and former), date
of birth, gender and personal and/ or business contact details (including your
address, landline or mobile telephone numbers and e-mail address);

(b)

information about you as a volunteer of Community Mates including:
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(i)

any volunteering or charitable events or programs you have attended as
a volunteer with us;

(ii)

information about your visit to our website, such as your browser
software, which pages you view and which items you "clicked" on;

(iii)

program, service, product or participation logs, which hold information
about your attendance of volunteering or charitable events or programs;

3.2.

(iv)

interests and preferences that you specify during participation in a
volunteering or charitable event or program; and

(v)

commentary or opinion you provide relating to our services or events;

(c)

photographs or other electronic recording of you as a Community Mates volunteer
attending or participating in any event organised or promoted by Community Mates;

(d)

any correspondence between you and Community Mates; and

(e)

any other personal information provided to us when you make an inquiry or request
information.

Sensitive Information
8.

We may also collect sensitive information from you.

9.
Sensitive information is defined by the Privacy Act to be certain kinds of personal
information which is subject to stricter controls. Examples of sensitive information that we may
collect from you through providing information and other services to you include:
(a)

health and medical information; and

(b)

criminal history.

10.
We will only collect sensitive information about you with your consent and if the
sensitive information is reasonably necessary for our functions and activities. If we receive any
sensitive information about you, we will handle it in accordance with this Privacy Policy, the
Privacy Act and the Australian Privacy Principles.
3.3.

How do we collect personal information?
11.
Community Mates may collect personal information which is necessary for our
programs and activities in several different ways. Please take care when submitting personal
information to us, in particular when completing forms and other materials.
12.
Where possible, we will always try to collect personal information directly from you for example when you:
(a)

request information or contact us through our website or by telephone;

(b)

complete a volunteer application form or participate in a program or activity
organised by us;

(c)

correspond with us in writing (such as letters and emails);

(d)

provide your identification or other documents to us; or

(e)

meet with us in person.

13.
as:

We may also obtain your personal information from third parties we deal with, such

(a)

our community partner organisations;

(b)

our professional advisers;

(c)

our contracted service providers for (example, fundraising service providers); and

(d)

any other organisation with whom we do business.
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14.
Where we collect personal information from third parties you refer to us, we will
assume, and you should ensure, that you have made that third party aware of the referral and
the purposes of collection, use and disclosure of the relevant personal information.
15.
If you are asked to provide details about other people, please ensure that these
individuals are happy for their details to be given to Community Mates and used for the
purposes set out in this Privacy Policy (which may include using their details for marketing
purposes).
4.

Dealing with us anonymously
16.
Whenever it is lawful and practicable, you will have the option of not identifying
yourself when dealing with us. For example, general access to our website does not, and
general telephone queries do not, require you to disclose personal information about yourself.
However, there are parts of our website where we may need to collect personal information
from you for a specific purpose - for example, to register you to volunteer.

5.

Why do we collect, hold, use and disclose personal information?
17.
We need to collect personal information from you in order for us to provide
volunteering programs and services. Our activities include arranging for you to volunteer with
other organisations as well as promoting the importance of community.
18.
If you do not provide some or all personal information requested, we may not be
able to provide you with information about our causes, events, programs and projects.
19.

We may collect, use and disclose your personal information in order to:

(a)

respond to your requests or inquiries;

(b)

provide you with the services, products and information you request. For example,
providing you with information in relation to our volunteering activities;

(c)

promote Community Mates and its services and upcoming events;

(d)

provide marketing materials, events, special offers, competitions and promotions
via any medium including mail, telephone and electronic messages or any other
form of electronic, emerging, digital or conventional communication channels;

(e)

obtain opinions or comments about programs and/or services and to conduct other
market research and development (including to record statistical data for marketing
analysis);

(f)

enable you to become a Community Mates volunteer and participate in events run
by other organisations;

(g)

maintain our relationship with you and to communicate with you during the course
of your relationship with us;

(h)

fulfil obligations in respect of any program, activity or service and/or any other
contract between you and Community Mates;

(i)

notify you about changes to our functions, activities, services or our website and
improving our volunteer services (for example, using volunteer feedback to improve
our website's ease of use and efficiency);

(j)

administer, support, improve and develop our organisation, services and activities;

(k)

update and maintain our records - for example, account management and
administration records;

(l)

if you lodge a complaint with us - process and respond to your complaint;
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(m)

any other purpose which relates to or arises out of requests made by you;

(n)

do anything which you authorise or consent to us doing; and

(o)

take any action we are required or authorised by law to take.

20.
If we take or are provided with any photographic, video, audio or other electronic
recording of you attending or participating in any event as a Community Mates volunteer, we
may use, reproduce and publish those photos or recordings on our website, promotional or
marketing material or our social media pages.
21.
Community Mates will not sell, trade or rent personal information we hold about you
to unaffiliated third parties without your prior consent.
6.

Disclosing your personal information
22.
In carrying out our functions and activities set out above, we may disclose your
personal information to the following:
(a)

our business partners, other charitable organisations, stakeholders and service
providers (including Federal and State Government bodies, and contractors who
may provide website, IT, marketing, administration and other services to support
Community Mates);

(b)

our professional advisers (for example, our insurers, auditors, lawyers and
consultants);

(c)

third parties we engage to carry our promotions or other activities you have
requested, or for direct marketing purposes (unless you have opted-out of direct
marketing communications);

(d)

any entity to whom we are required or authorised by law to disclose your personal
information (for example, law enforcement agencies and government and
regulatory authorities;

(e)

any successors in title to our organization or functions and activities; and

(f)

other entities with your consent (express or implied).

23.
The above entities may in turn disclose your personal information to other entities
as described in their respective privacy policies or notices.
24.
We may prepare anonymous, aggregated or generic data (including "generic"
statistics) for a number of purposes, including for program and service development, business
promotion and research purposes. This is anonymous data and not personal information and
we may share it with any third party (such as our partners, advertisers, industry bodies, the
media and/or the general public).
7.

Direct Marketing
25.
If you consent to your personal information being used for direct marketing, we may
use your personal information to provide you with information about volunteering, fundraising
activities, services and promotions. This includes newsletters and other communications by
post, email, telephone and/or text message (SMS) from Community Mates, sending you
details about the latest Community Mates volunteering programs and services, such as special
events in which you may be interested.
26.
If you do not wish to receive such information, you can opt-out at any stage. For
example, if you would like to unsubscribe from an email sent to you, you can follow the
"unsubscribe" link and/or instructions placed (typically) at the bottom of the email. But note
that:
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(a)

if you send more than one email address to Community Mates, you will need to
unsubscribe in respect of each email address; and

(b)

this method will only unsubscribe for the newsletter or other communication that
you have received and you should use one of the other methods as specified on the
direct marketing materials if you wish to opt-out of all out marketing
communications. You can also contact us at the contact details below if you do not
wish to receive direct marketing communications.

27.
If you decide to opt-out, you will be removed from Community Mates' marketing
database to ensure that you do not receive future direct marketing material.
28.
There may be times, however, when the law requires us to provide certain
information to you (for example health and safety information). We will continue to send this
8.

Overseas disclosure of personal information
29.
From time to time, Community Mates may engage service providers located in
overseas countries to perform certain of our functions and activities. In the course of providing
services to Community Mates, we may need to disclose your personal information to these
service providers.
30.
We do not currently send your personal information overseas. If personal
information is sent overseas, we will take reasonable steps to ensure that our service
providers are carefully chosen and have policies, procedures and systems in place to ensure
your personal information is otherwise handled in a manner consistent with this Privacy Policy.

9.

Dealing with Community Mates online
31.
This Privacy Policy applies to your use of our website (http://
www.communitymates.org) and related websites that Community Mates may create from time
to time and any personal information that you may provide to us via these sources.
32.
When you visit our website, we and/or our contractors may collect certain
information about your visit. Examples of such information may include:
(a)

Cookies
1.
Cookies are small amounts of information which we may store on your
computer (after you register on our website) to enable our server to collect certain
information from your web browser. Cookies do not identify the individual user, just
the computer used. Cookies and other similar technology make it easier for you to
log on to and use the website during future visits. They also allow us to monitor
website traffic, to identify you when you visit our website, personalise website
content for you, enable you to both carry out transactions and have access to
information about your account. Cookies themselves only record which areas of
the site have been visited by the computer in question, and for how long. Allowing
us to create a cookie does not give us access to the rest of your computer and we
do not use cookies to track your online activity once you leave our site. Cookies are
read only by the server that placed them, and are unable to execute any code or
virus.

(b)

Site visit information
2.
We also collect general information about your visit to our website. The
information we collect is not used to personally identify you, but instead may include
your server address, the date and time of your visit, the pages you accessed and
the type of internet browser you use. This information is aggregated and used for
the purposes of system administration, to prepare statistics on the use of our
website and to improve our website's content.

33.
Our website may also contain links to other websites which are outside our control
and are not covered by this Privacy Policy. If you access other websites using the links
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provided, the operators of these websites may collect information from you which will be used
by them in accordance with their privacy policy, which may differ from ours.
10.

Social media
34.
A number of our online services allow you to upload and share messages, photos,
video and other content and links with others. For example:
(a)

the social media sites, allows you to post comments (with your account name),
which are visible to other users of that service;

(b)

our Facebook account; and

(c)

other services which allow you to share a link which if clicked on may allow the
recipient to access your uploaded content.

35.
You should not expect any information that you make available to others via
Community Mates’ online services to be kept private or confidential. Content and links that you
share might, for instance, be forwarded by your recipients to others. You should always
exercise discretion when using such services.
11.

Personal information storage and security arrangements
36.
We take reasonable steps to protect your personal information from interference,
loss, misuse, unauthorised access, modification or disclosure. We may store your personal
information in different forms, including in hardcopy and electronic form. We have established
policies, procedures and systems to keep your personal information secure - including
password protection and securing physical storage arrangements.
37.
When we no longer require your personal information, we will take reasonable
steps to destroy, delete or de-identify your personal information in a secure manner. However,
we may sometimes be required by law to retain certain personal information.

12.

Accessing and correcting your personal information

12.1.

Correcting your personal information
38.
So that we can carry out our activities and functions, it is important that the personal
information we hold about you is complete, accurate and up to date. At any time while we hold
your personal information, we may request that you inform us of any changes to your personal
information. Alternatively, if you believe that any of the personal information we hold about you
is inaccurate, out-of-date, incomplete, irrelevant or misleading or needs to be corrected or
updated, please contact us using our Contact Details below . We will respond to a request to
correct your personal information within a reasonable time.
39.
If we refuse to correct your personal information, you may request that we
associate with the information a statement that the information is inaccurate, out-of-date,
incomplete, irrelevant or misleading.

12.2.

Accessing your personal information
40.
You may also request access to the personal information we hold about you by
contacting us using our Contact Details provided below. We will respond to a request for
access within a reasonable time - either by giving you access to the personal information
requested, or by notifying you of our refusal to give access.

12.3.

Access and correction arrangements generally
41.
We may require you to submit your requests in writing and require that you verify
your identity before we respond to any request.
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42.
We will not charge you an application fee for making a request to access the
personal information we hold about you or for requesting any correction to your personal
information.
43.
If we cannot respond to you within a reasonable time (generally within 30 days), we
will contact you and provide a reason for the delay and an expected timeframe for finalising
your request.
44.
Please note that in certain circumstances, we are permitted by law to refuse to
provide you with access to your personal information.
45.
If we decide not to provide you with access to or correct your personal information,
we will provide you with written reasons for our decision and advise you of the further
complaint mechanisms available to you.
13.

Lodging a complaint
46.
If you have a complaint about how we handled your personal information or about
any decision to refuse access or correction of your personal information, please contact us
using the Contact Details below. We will request that you lodge your complaint in writing.
47.
We will acknowledge receipt of your complaint as soon as possible after receiving
your written complaint. We will then investigate the circumstances of your complaint and
provide you with a response within a reasonable timeframe.
48.
If you are still not satisfied with how your complaint is handled by us, then you may
lodge a formal complaint with the Office of the Australian Information Commissioner whose
details are available at : http://www.oaic.gov.au/privacy/making-a-privacy-complaint.

14.

Our Contact details
49.
If you wish to contact us regarding our handling of your personal information or any
of the matters covered in this Privacy Policy, you may do so in a number of ways.
50.

15.

You may contact us on:
1.

Email: info@communitymates.org

2.

Website: http://www.communitymates.org

Changes to our Privacy Policy
51.
Policy.

We welcome your questions and any suggestions you may have about our Privacy

52.
We reserve the right to revise or supplement this Privacy Policy from time to time.
Any updated version of this Privacy Policy will be posted on our website http://
www.communitymates.org/index.html and will be effective from the date of posting. You should
bookmark and periodically review this page to ensure that you are familiar with the most
current version of this Privacy Policy so that you remain aware of the way we handle your
personal information.
53.
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This Privacy Policy was last updated on [10/12/2015].

