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Privacy Policy - Mentoring Foundation of New Zealand

This privacy policy informs you how the Mentoring Foundation of New Zealand (Mentoring Foundation) (‘we’,
‘us’, ‘our’) collect, use, store, share and dispose of your personal information. Personal information means
information about an identifiable individual (being a natural person, not a corporate body), as defined in the
Privacy Act 2020.

This privacy policy reflects our commitment to respecting and protecting all personal information that we
hold about you.

By interacting with us or using our website, programmes or service, you are deemed to have accepted this
privacy policy and the terms on which we use your personal information. The Mentoring Foundation operates
www.mentoringfoundation.org.nz.

Our Policy
We only use, store, and share personal information collected in accordance with this privacy policy and the
Privacy Act 2020.

Scope

This privacy policy applies to all personal information, including personal information collected through our
website, social media pages, phone calls, written communications we receive, meetings we conduct, and
other interactions with you and the organisations we partner with to deliver our services.

This privacy policy also applies to personal information provided by the following persons:

e our Mentees and Mentors and potential Mentees and Mentors, including people who participate, or
apply to participate, in our programmes and their authorised representatives;

e persons who voluntarily provide us personal information, for example users of our website, those who
contact us or connect with us on social media;
our Delivery Partners and Community Partners;
our Funders; and

e other‘associated people’ (such as shareholders, company directors, responsible and advisory
trustees) of people we work with.

This statement applies to all capacities in which we exercise our duties, functions, and obligations.
Collection

What personal information do we collect?

We only collect personal information where it is necessary for the purpose of programme EOI, registration,
application assessment, coordination, evaluation and reporting. For example: your name, address, contact
information, information submitted by participants as part of the registration process.

In some cases, if personal information we request is not provided, we may not be able to provide some or all
of our services to you.

How do we collect your personal information?
We collect your personal information directly from you, such as when:
e You contact us by email, phone or through our website.
e You attend a meeting or interview with us.
e You contact or connect with us on social media.
e You register through EOI or registration forms.
e You provide us with your information in order to participate in one of our programmes.
e You interact with our website in any way.

We may also collect information about you from other people, such as when:
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e You provide one of our Delivery Partners, Community Partners, Programme Coordinators, Funders,
Mentors or Mentees with your information in order to participate in one of our programmes / as part
of your participation (not including details of discussions within mentoring sessions).

e You authorise someone else to provide us with personal information or to update your personal
information, for example when someone else updates your details with us. We may ask your
authorised person to show proof of connection to you.

e We search publicly available information.

e We engage third parties to undertake services on our behalf to enable us to perform our functions,
and those third parties collect your information.

If you have provided us with information about another person, you warrant that you have that person’s
permission to do so and that the information is accurate.

Cookies

Our website, and other web services we offer, use cookies. Browser or ‘web’ cookies are small text files that
are sent by a website and stored on your computer's hard drive to collect information about how you browse
the website.

Cookies are used to:
e Measure how you use the website so it can be updated and improved based on your needs.
e Remember the notifications you’ve seen so that we don’t show them to you again.

You can manually disable cookies at any time. Check your browser's 'Help' to find out how (disabling cookies
will not affect your ability to use this website).

Data collected by cookies may include:
e Your P address.
e The search terms you used on this site.
e The pages you accessed on this site and the links you clicked on.
e The date and time you visited this site.
e The referring site (if any) from which you clicked to reach this site.
e The device you used to access this site.
* Your operating system (e.g. Windows 10, MacOS).
e The type of web browser you used to access this site (e.g. Internet Explorer, Google Chrome).
e Other things like your screen resolution, the release of your installed Flash version and the language
setting of your browser.

Storage, Security and Retention

How do we store your personal information?
We take reasonable care, and will require any third parties acting on our behalf, to keep your personal
information safe from loss, misuse, and unauthorised disclosure.

We scan electronically and destroy any hard copy personal information. Any hard copy personal information
not destroyed will be stored securely by us. In some cases, aspects of your personal information may be
stored outside of New Zealand for business continuity/ redundancy purposes, or specialised services that are
not hosted in New Zealand.

How do we secure your personal information?

We take security seriously. Our website and our systems have security measures in place to prevent the loss,
misuse and alteration of information under our control. To maintain the cyber security of our systems and
information, our systems are subject to ongoing security monitoring, security analysis and patching.

We may use information about your use of our website and other IT systems to prevent unauthorised access
or attacks on these systems or to resolve such events. We may use this information even if you are not
involved in such activity.
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We may use services from one or more third party suppliers to monitor or maintain the cyber security of our
systems and information. These third party suppliers will have access to monitoring and logging information
as well as information processed on our website and other IT systems.

How long do we keep your personal information?

The law requires us to destroy your personal information if we no longer require it for the purpose for which
we collected it orif it is no longer required to meet our legal requirements. If we have to keep it to meet our
legal requirements, we will continue holding it until it is no longer required to meet those requirements.

Use of Personal Information
We use the personal information you provided us for the purposes that you provided the personal
information to us and to perform our lawful duties and functions as required.

We may also use your personal information:

e To provide our services.

e Toconduct market research and improve our services.

e To perform a purpose directly related to the purpose for which you have given your personal
information to us.

e Where the law permits or requires its use.

e To meetourlegal obligations, as well as obligations imposed by governmental, judicial or regulatory
entities or authorities, and entities that supervise or regulate us.

e To contact you about a request or query.

e To help us understand your needs and preferences so that we can enhance or develop new services.

e Tocommunicate with you about programmes, and send you information about other relevant
services.

e Asotherwise permitted by the Privacy Act 2020.

Accuracy of Information
We will not use or disclose any personal information without taking reasonable steps (in the circumstances)
to ensure it is accurate, up to date, complete, relevant, and not misleading.

Sharing and Disclosure

Who do we provide your information to?
We do not generally share your personal information with third parties unless sharing it is needed for the
purpose for which you gave the information to us. However, we may share your personal information in the
following circumstances:

e With our Delivery Partners.

e With our Mentors and Mentees.

e With our Funding Partners.

e With people or organisations that undertake services for you and/ or us.

e Foradirectly related purpose to the purpose for which the information was collected.

e When required or permitted by law.

e When we need legal or other professional advice.

e To meet obligations imposed by governmental, judicial or regulatory entities or authorities and

entities that supervise or regulate us.
e When you have provided your authorisation to disclose your personal information.

We will not disclose personal information to another person or agency unless we believe on reasonable
grounds:
e thedisclosure is directly related to the purposes for which the personal information was collected;
e the personal information is publicly available and disclosure is not unfair or unreasonable;
e you have authorised the disclosure;
e the personal information will be used in a form where you are not identifiable; or
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e non-compliance is necessary as set out in the Privacy Act 2020.

When we disclose your information to third parties, we make sure they are aware of the importance we place
on protecting your privacy. They are required to keep your information confidential, and only use it for the
purpose for which we have supplied it, or as permitted or required by law.

In all other cases we will only disclose your personal information if it is permitted under the Privacy Act 2020.
Right of Access and Correction
How can you check and correct your personal information?

Subject to the exceptions in the Privacy Act 2020, you have the right to:

e Find out from us whether we hold personal information about you.

e Access that information.

e Request corrections of that information, if applicable. If we have a good reason for refusing a request
for correction, we are not required to change the personal information, however, the “correction” will
be attached to the personal information. If you request such a correction we will inform you of the
action taken as a result of the request.

If you want to find out whether we hold personal information about you, access that information, or request a
correction, please contact our Privacy Officer (details below).

Notifiable Breaches

If there is a breach of privacy involving your personal information, we will comply with any legal obligations in
the Privacy Act 2020. If there is a notifiable privacy breach (one which has caused or is likely to cause serious
harm) we will notify the Office of the Privacy Commissioner and the affected people (unless an exception
applies).

Privacy Officer
We have a privacy officer who is responsible for:
e maintaining this policy and relevant processes;
e supporting staff with complying with the policy;
e liaising with third parties in respect of privacy matters, including the Privacy Commissioner or other
relevant regulators;
e dealing with any requests we receive under the Privacy Act 2020; and
e managing any privacy complaints received.

For information, requests, or complaints please contact the privacy officer:
Michelle Jordan, Executive Director, michelle@mentoringfoundation.org.zn

If you make a privacy complaint, we will follow it up through our internal complaints process.

If you are not satisfied with the outcome, you can contact the Privacy Commissioner on 0800 803 909 or visit
https://www.privacy.org.nz/

Updating This Policy

We review this policy regularly and we might make some changes from time to time. We may amend and
update this privacy policy by posting a revised version on our website. You will always find the current version
on our website at https://www.mentoringfoundation.org.nz/. Any amendments will be effective immediately
from the date the new version is posted.

Last updated 1 May 2023



