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MAN030 – PRIVACY POLICY 
 

PURPOSE AND SCOPE 
Christian Youth Council trading as CYC Burleigh (CYC) is bound by the Australian Privacy Principles contained in the 
Commonwealth Privacy Act 1988. CYC is committed to protecting privacy when collecting and handling personal 
information. This Privacy Policy sets out, generally, how personal information provided or collected is used and managed. 

This policy applies to guests, visitors, volunteers, employees, board members and contractors; this includes people visiting 
the CYC Burleigh site or participating in CYC activities. It describes the type of information CYC collects, how the 
information is handled, how and to whom the information is disclosed, and how the information may be accessed. 

COLLECTION OF PERSONAL INFORMATION 
CYC only collects personal information necessary to carry out its functions and activities, such as to: 

• enable individuals to obtain the benefit of, and participate in, the services and facilities we provide; 
• provide information requested from CYC and otherwise respond to enquiries and feedback; 
• determine the types of services users desire to access and the basis for CYC providing services; and 
• provide information about matters CYC considers may be of interest or relevance. 

CYC will only collect personal information by lawful and fair means and not in an unreasonably intrusive way. 

The types of personal information collected generally includes names, telephone numbers, mailing addresses, email 
addresses, facsimile numbers, and other contact details as well as some medical/health and dietary information. If it is 
reasonable and practicable to do so, CYC will collect personal information directly from the individual. In some 
circumstances CYC may be provided with personal information about an individual from a third party; for example, a 
leader for a school group providing personal information about students as part of arranging accommodation and 
educational activities. 

Wherever it is lawful and practicable to do so, CYC will provide individuals with the option of not identifying themselves 
when dealing with CYC. However, CYC will require personal information to enable individuals and others to obtain the 
benefit of, and participate in, the services and facilities provided and, where necessary, to verify an individual’s identity. 
Once an individual discloses their identify to CYC they cease to be anonymous. 

CYC may collect personal information when an individual registers or submits queries or other forms via our website, 
email, other online system or network. How an individual uses these CYC online systems (and the services provided by 
means of these systems) will determine what personal information about them is collected. CYC may collect personal 
information from or about an individual when they use a CYC website by doing things such as completing an online form 
or providing information by email. CYC and/or our service provider may take a record of a user’s visit to a CYC website 
and log information from the user’s browser including IP address, the date and time of visit, the pages accessed, 
documents downloaded, and the type of browser used. The information collected is not linked back to individual users 
except, in the unlikely event of an investigation, where a law enforcement agency exercises a right to inspect the service 
provider’s logs. 

In relation to personal information of job applicants, staff members, contractors and volunteers, the primary purpose of 
collection is to assess and (if successful) to engage the applicant, staff member, contractor or volunteer (as the case may 
be). Personal information of job applicants, staff members, contractors and volunteers is used for purposes including: 

• administration of the individual's employment or contract or engagement as a volunteer, as the case may be; 
• conducting the operations of CYC including associated activities; 
• to satisfy CYC’s legal obligations (for example, in relation to child protection legislation). 

Under the Privacy Act, the Australian Privacy Principles do not apply to an employee record held by the employing entity. 
As a result, this Privacy Policy does not apply to CYC's treatment of an employee record, where the treatment is directly 
related to a current or former employment relationship between CYC and the employee. 
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SENSITIVE INFORMATION  
Information that is regarded as sensitive under the Privacy Act are: racial or ethnic origins, political opinions and memberships, 
religious beliefs or affiliations, philosophical beliefs, professional or trade associations or memberships, sexual preferences or 
practices or criminal record. Sensitive information also includes health information and genetic information about an 
individual that is not otherwise health information. CYC will not collect sensitive information unless consent has been given 
and the information is reasonably necessary to enable CYC to fulfil its functions and provide services. This includes collection 
of medical/health and dietary information (including for individuals participating in outdoor activity programs or who are 
provided with meals and accommodation). Christian faith is foundational to the operations of CYC and reflected our approach, 
who we are and what we believe; information about church affiliation and religious beliefs may be collected in the context of 
certain CYC activities or programs. 

USE AND DISCLOSURE OF PERSONAL INFORMATION  
CYC will use and disclose personal information for the purpose of our business (including those purposes outlined under 
the heading “Collection of Personal Information” above) or other purposes related to that purpose such as marketing and 
where you consent to such disclosure. Personal information submitted to CYC may be used and disclosed to the extent 
authorised by the individual or as reasonably required in connection with the operation of our business and in compliance 
with applicable laws. 

Personal information (including an individual’s name, mailing address, email address, account or phone number) will only 
be disclosed where CYC is required by law to disclose that information or on the good faith belief that such action is 
necessary to: (a) enable the individual and others to obtain the benefit of, and participate in, the services and facilities 
CYC provides; (b) conform to legal requirements; and (c) protect and defend our rights. 

CYC may disclose personal information to third party organisations such as contractors who assist in operation of our 
business to enable those contractors to perform functions on our behalf. CYC may also disclose personal information to 
organisations who provide services and benefits to persons with whom we do business to enable those persons to 
effectively carry out those services and provide those benefits. Where information is disclosed to such third parties CYC 
will seek to prohibit the third party from using that personal information except for the specific purpose for which CYC 
supply it. 

The Privacy Act allows the sharing of personal (but not sensitive) information between entities that are legally related to 
each other. Personal information shared by CYC in this way may only be used by the related entity for the purpose for 
which it was originally collected by CYC.  

By providing personal information to us you consent to the disclosures and uses set out in this Policy. 

PHOTOGRAPHS AND VIDEO IMAGES  
Images of individuals in photographs or videos may be considered as personal information under the Privacy Act where 
the person’s identity is clear or can reasonably be determined from that image. 

Photographs and video images are regularly created and used by CYC for various educational and related purposes 
including learning activities, presentations at functions or events, acknowledgement of achievements, documenting 
events and providing news updates about CYC operations. Images may be used in print or electronic formats, including 
publication on intranet and/or internet websites (including social media platforms); this may include photographs and 
video images of guests, participants in guest activities, visitors and other persons in attendance at CYC functions or events. 

Any photographs or video images taken by individuals (including guests, participants, visitors and other persons) at CYC 
activities, functions or events must be for their personal use only. Any such images must not to be shared without the 
confirmed specific consent of any individual who may be identifiable in the image. Non-personal, business or commercial 
use of images of CYC activities, functions or events is not permitted, unless CYC has granted prior approval in writing. 

CYC should immediately be notified in writing if any circumstance arises that would prevent use by CYC of a photograph 
or video image of an individual (including guests, participants, visitors and others) as outlined above. 
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SENDING INFORMATION OVERSEAS 
Personal Information may be transferred overseas. However, CYC will not send personal information about an individual 
outside Australia without obtaining the consent of the individual (in some cases this consent will be implied) or otherwise 
complying with the Australian Privacy Principles or other applicable privacy legislation. 

CYC may use online or 'cloud' service providers to store personal information and to provide services to CYC that involve 
the use of personal information, such as services relating to email, instant messaging and data management applications. 
Some limited personal information may also be provided to these service providers to enable them to authenticate users 
that access their services. This personal information may be stored in the 'cloud' which means that it may reside on a 
cloud service provider's servers which may be situated outside Australia. 

MANAGEMENT AND SECURITY OF PERSONAL INFORMATION  
CYC will take reasonable steps, by way of a range of security measures, to seek to ensure that personal information held 
is protected from misuse, interference and/or loss from unauthorised access, modification or disclosure.  

CYC staff are required to respect the confidentiality of personal information and the privacy of individuals. All staff are 
made aware of their obligations to handle personal information in accordance with our Privacy Policy. If staff use or 
disclose information without authority they may face disciplinary sanctions including, in the most serious cases, 
termination of employment. 

CYC will take reasonable steps to implement and maintain security precautions and endeavour to prevent unauthorised 
access to, and disclosure of, personal information provided to it via electronic means such as email or websites. However, 
as no data transmission over the internet is 100% secure, CYC is unable to guarantee that unauthorised access to 
submitted information will not occur, either during transmission of that information or after CYC receives that 
information. Our website may contain links to websites of other organisations and companies; CYC is not responsible for 
the privacy policies, practices or content of such websites external to CYC. 

ELIGIBLE DATA BREACHES  
The Privacy Act establishes requirements for responding to data breaches, including notification obligations if an ‘eligible 
data breach’ occurs. A data breach is eligible if it is likely to result in serious harm to any of the individuals to whom the 
information relates. Whether a data breach is likely to result in serious harm requires an objective assessment, 
determined from the viewpoint of a reasonable person in the circumstances. 

An eligible data breach arises when the following three criteria are satisfied: 
• there is unauthorised access to or unauthorised disclosure of personal information, or a loss of personal 

information, that CYC holds; 
• this is likely to result in serious harm to one or more individuals; and 
• CYC has not been able to prevent the likely risk of serious harm with remedial action. 

If CYC suspects that an eligible data breach has occurred, an assessment or investigation will be undertaken within 30 
days. If such an assessment/investigation indicates there are reasonable grounds to believe an eligible data breach has 
occurred, then CYC will be required to lodge a statement to the Australian Information Commissioner. Where practical to 
do so, CYC will also notify the affected individuals. If it is not practicable to notify the affected individuals, CYC will publish 
a copy of the statement on its website or publicise it in another manner.  

Not all data breaches are eligible data breaches. For example, if CYC acts quickly to remediate a data breach and, as a 
result of this action, the data breach is not likely to result in serious harm, there is no requirement to notify any individuals 
or the Commissioner. 

OPTING OUT OF EMAIL AND OTHER CORRESPONDENCE  
If an individual provides an email address to us, CYC may send emails to them. If an individual has already granted 
permission to receive email correspondence, they may opt-out of receiving email correspondence by resending the 
relevant email to us and typing “remove” in the subject heading. CYC may also use any postal address supplied to us to 
provide periodic mailings with promotional information on events, services and products. If an individual does not wish 
to receive such mailings, they should notify CYC in writing. There may be a time delay between an opting-out request 
being sent and CYC receiving and actioning the request. 
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ACCESS TO AND CORRECTION OF PERSONAL INFORMATION  
Under the Privacy Act, an individual has the right to obtain access to any personal information which CYC holds about 
them and to advise CYC of any perceived inaccuracy. There are some exceptions to this right, as set out in the Act. 

To make a request to access or update any personal information CYC holds about them, an individual is to make an 
application in writing and send to: The Privacy Officer, CYC Burleigh, 22 Rudd Street, Burleigh QLD 4220. 

CYC may require the individual to verify their identity and specify what information is required. A fee may be charged to 
cover the reasonable costs of verifying the application and locating, retrieving, reviewing and copying any material 
requested.  If the information sought is extensive, the likely cost will be advised in advance. If CYC cannot provide access 
to the requested information, the applicant will be provided with written notice explaining the reasons for refusal. 
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