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Privacy Policy

Introduction: Newstead Community Library (NCL) is committed to protecting the privacy of personal information. This
privacy policy sets out personal information management practices.

NCL will comply with the privacy policy set out in the information privacy policy that covers the following areas:

Information Collection: NCL only collects personal information that is necessary for our functions and activities. It will not
collect personal information in an unfair, unlawful or unreasonably intrusive manner. The personal information collected
will only be used for the purpose of providing the necessary membership information.

The information collected consists of the following:

Name

Residential Address
Contact phone number
Date of Birth

For children under 18 years, the above information about the parent or guardian is also collected.

Generally, we try to collect information directly from individuals; however, there are certain situations in
which we may collect personal information about individuals from someone else. In either case, we take
reasonable steps to ensure that the individual is aware of the purpose for which the information is collected.

Use & Ddisclosure: NCL will not use or disclose personal information to any outside person other than to a
debt collection agency, and except in situations when required by law.

The information that is provided to the NCL by its members is necessary to enable it to carry out its main
function of providing services to its members, including loans, reservations, computer bookings, customer
surveys and customer feedback.

The information is listed in the NCL’s non-public database, and may be used to produce information resources
relevant to the needs of the library.

The NCL will always take reasonable steps to make sure that the personal information collected, used and
disclosed is accurate, complete and up to date.

Data Security: NCL will take reasonable steps to protect all of the personal information held from misuse, loss
and unauthorised access, modification or disclosure. This protection applies in relation to information stored in
both electronic and hard copy forms.

Identifiers: The NCL assigns its own unique identifier (ie, membership number) to its members to allow it to
carry out its functions and services. This unique identifier is not disclosed to any other parties at any time.

Openness: The NCL's privacy policy will be available for public display.

Access & Correction: Upon request, any person may access their personal information held by NCL. They must
have appropriate identification before this information will be released to them.

Identification that must be provided is the same as that required when becoming a member of NCL. Any
incorrect information on the membership record will be corrected upon their showing proof of the changes to
be made.



