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PRIVACY POLICY 
The Laboratory Managers Association of SA Inc. (the Association) respects the privacy of member’s personal information. 
This commitment is set out here in our Privacy Policy which describes how we deal with personal information in accordance to the Privacy Act 1988 (Cth) and its Australian Privacy Principles (APP’s). This policy applies to all personal information, as defined by the Act, collected, stored or used by the Association, on or after the 12 March 2014.

The Association will collect and hold the following information about members:
· the name of each member

· the name of the school(s) at which they work

· the postal address and phone number of the school(s) at which they work

· an email address (when provided)

· the date on which each member was admitted to the association
· if applicable, the date of, and reason(s) for, termination of membership

· personal mailing address (when provided)

· payment details (method of payment - credit card or EFT and date paid

· dietary requirements for functions

· membership number

· if they reside in SA

· if they work as Science laboratory personnel in the education sector

· school sector

· age range

· level of education

· years of experience in schools

· level of computer literacy

· if they want a mentor

· if they want to be a mentor/contact person

Additional personal information may be collected from members of the LMASA committee including: 

· mobile phone number

· home phone number

How do we collect and hold personal information?

The Association collects personal information provided voluntarily by members when they:

· register online via EdSA Gateway

· self-register on our ASTA hosted webpage(s)

· self-register to our Google Groups site

Additional information may be collected when members are nominated for an Association award. Such information will only be collected, held and used for the purpose of considering and granting the awards. A copy of all this information will be archived, additional copies will be destroyed.
The Association will not collect, use or store sensitive personal information as defined by the Act.

The Association holds the personal information both physically and electronically at committee members’ homes, schools and on cloud services. The Association endeavors to protect any personal information that we hold from misuse and loss, unauthorized access, modification and disclosure by keeping it in a secure location with password protection and other network security systems. 
The following information is provided to the Association by Google Groups:

· display name

· email address

· date joined/ date of change of email address

Please refer to their Privacy Policy for information on what else Google Groups collect, hold and use.

The following information is provided to the Association by the ASTA Online Professional Learning Portal:

· name

· email address

· city/town

· country

· date of last access

Please refer to their Privacy Policy for information on what else the ASTA Online Professional Learning Portal collect, hold and use.

The following information is provided to the Association by EdSA Gateway hosted by Education SA / CEASA):

· membership number

· name

· if the member resides in SA

· if the member works as Science laboratory personnel in the education sector

· school

· school postal address

· school phone number

· school sector

· age range

· level of education

· years of experience in schools

· level of computer literacy

· if they want a mentor

· if they want to be a mentor/contact person

· method of payment (credit card or EFT)

· date paid

The purpose for which the Association collects, holds, uses and discloses your personal information:
The Association only collects personal information that is necessary to identify members in order to enable communication and/or provide services.
The Association will not disclose personal information to anyone without the member’s consent, unless required to do so by law.

What happens if a member doesn’t give us personal information?

If a member chooses not to provide the Association with their personal information or wishes to remain anonymous or use a pseudonym, it is generally impracticable for us to communicate or provide them with some/all of our services.

How an individual may access their personal information held by the Association and seek to correct such information:
The Association will take reasonable steps to ensure that the personal information provided is accurate, complete and up to date. The accuracy of personal information depends largely on the information provided to us, so we rely on members to:
· let us know if there are any errors in your personal information when you become aware of it
· keep us up-to-date with changes to your personal information (such as your name, school or email address)

When changes are made to personal information, a copy of the previous information may be retained for Association records or as required by law.
If members wish to access their personal information or make corrections, please contact the Secretary of the Association.
How to complain about a breach of the Australian Privacy Principles or this policy and how the Association will deal with the complaint:
If a member believes that:

· their privacy may have been prejudiced
· the Association representatives have breached the Australian Privacy Principals or the APP Code

then they have the right to make a complaint about the matter.
In the first instance, complaints should be addressed to the Association in writing. The Association committee will investigate the matters raised and respond to the member directly.

If the member is dissatisfied with the response or has not received a response of any kind from the Association within 30 days, the member should refer the matter to the Office of Australian Information Commissioner (OAIC) in accordance with the Act. OAIC can be contacted on 1300 363 992 or at www.oaic.gov.au
Disclosure of personal information to overseas recipients:
The Association will not disclose any personal information to overseas recipients, but some information may be stored on overseas or cloud servers.

To see if Google Groups or ASTA discloses any personal information to overseas recipients, please refer to their Privacy Policies.
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