AWOBA Privacy Process
Purpose
This Privacy Process outlines the policies and procedures that AWOBA (Allan Wilson Old Boys Association) will follow to protect the personal information of its members and stakeholders. This process is designed to ensure compliance with applicable privacy laws and regulations while fostering an environment of trust and respect for individuals' privacy rights.
Scope
This Privacy Process applies to all members, employees, volunteers, and any parties who have access to personal information within AWOBA, including but not limited to the Central Committee, the Executive Director/CEO, and various committees.
Definitions
· Personal Information: Any information that can be used to identify an individual, including but not limited to names, contact details, membership status, financial information, and any information related to their participation in AWOBA activities.
· Sensitive Information: Information that requires more stringent protection due to its nature, such as health information or demographic information that could lead to discrimination.
Responsibilities
1. Executive Director/CEO
· Oversee the implementation of the Privacy Process.
· Ensure that all staff and volunteers are trained on privacy policies and procedures.
· Serve as the primary contact for privacy-related inquiries and concerns.
2. Central Committee
· Approve and regularly review the Privacy Process to ensure it meets the evolving needs of AWOBA and complies with legal requirements.
· Foster a culture of privacy awareness within the organization.
3. Committee Members
· Understand and adhere to the Privacy Process and related policies.
· Report any breaches or concerns regarding the handling of personal information to the Executive Director/CEO promptly.
Information Collection and Use
1. Collection of Personal Information
· Personal information will be collected primarily through membership applications, event registrations, and communication forms.
· Members will be informed of the purpose of collecting their personal information, and consent will be obtained whenever required.
2. Use of Personal Information
· Personal information will be used solely for the purposes stated at the time of collection, which may include:
· Membership management
· Communication regarding AWOBA events and initiatives
· Fundraising efforts
· Program and service updates
· Sensitive information will be collected only when absolutely necessary and with the explicit consent of the member.
Data Retention and Security
1. Data Retention
· Personal information will be retained only as long as necessary to fulfill the purposes for which it was collected or to comply with legal obligations.
· AWOBA will establish a schedule for regular reviews of data retention to ensure compliance.
2. Data Security
· Appropriate technical and organizational measures will be implemented to protect personal information from unauthorized access, disclosure, alteration, or destruction.
· Access to personal information will be limited to individuals who require it to perform their duties.
Disclosure of Personal Information
1. Third-Party Disclosure
· Personal information will not be disclosed to third parties without the explicit consent of the individual, unless required by law.
· When third parties are engaged to process personal information on behalf of AWOBA, they must comply with this Privacy Process and implement suitable security measures.
2. Access by Members
· Members have the right to access their personal information held by AWOBA, request updates, or corrections to that information.
· Requests for access to personal information should be submitted to the Executive Director/CEO in writing.
Privacy Breach Management
1. Breach Identification
· All members must be vigilant and report suspected privacy breaches immediately to the Executive Director/CEO.
2. Response Protocol
· Upon receiving a report of a potential breach, the Executive Director/CEO will assess the situation promptly.
· If a breach is confirmed, AWOBA will take immediate corrective action, notify affected individuals, and report the breach as required by applicable laws.
Training and Awareness
1. Training Programs
· All members, staff, and volunteers will undergo privacy training upon joining AWOBA and receive updates as needed.
· Ongoing training resources will be provided to ensure all parties understand their responsibilities regarding privacy.
2. Communication
· AWOBA will regularly communicate its privacy policies and practices to all members and stakeholders to foster a culture of awareness and compliance.
Policy Review
· This Privacy Process will be reviewed annually or as necessary to ensure it remains effective and compliant with applicable laws and regulations.
· Changes to the process will be communicated to all members and stakeholders appropriately.
Conclusion
The Privacy Process established by AWOBA underscores the organization's commitment to protecting personal information, fostering trust, and ensuring compliance with privacy laws. By implementing these policies and procedures, AWOBA aims to create a secure environment where stakeholders feel respected and valued.

