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It is important to protect the privacy of  individuals who provide personal 

information to the parish., through good information handling practises. 

What is personal information? 

Personal information is any piece of 
information that relates to a living, 
identifiable person.  Anything you can look 
at and say, “This is about a specific 
person”. 

It could be: 

−names 

−contact details 

−financial records 

−health information 

 

Personal information can be found in many 
different places, including: 

−emails 

−forms 

−photos 

−notes 

Types of personal information a parish may collect  

Parishes may hold personal information about: 

 contact details such as name, address, telephone number, email address; 

 date of birth, gender, marital status and occupation; 

 genealogical information, such as names of parents; 

 financial information, such as donation history and credit card details; 

 religious beliefs or affiliation; and 

 photographs and videos in respect of parish-related events and activities. 

 

Ways in which a parish collects personal information? 

Parishes usually collect personal information directly, such as paper or online forms, 

emails or in person. For example, a parishioner may initially provide family details to the 

parish on a parish enrolment form, or later as part of their child’s sacramental program.  

Whenever personal information is collected, the parish should take reasonable steps to 

inform the individual at the time of collection: 

 the purpose(s) for which the Parish is collecting the information  

 how the information may be used or disclosed 

 how it will be stored  

 how long it will be retained. 

 

When may a parish use or disclose personal information? 

As a general rule, Parishes should only use and disclose an individual’s personal information 

in ways an individual would expect. Parishes must not pass a person’s information on to any-

one else without the person’s consent. 

When collecting personal information the Parish should make it clear on the form who will 

access the information, or to whom it will be disclosed. 



What does a Parish need to collect  personal information? 

Principle 1, Principle 2, Principle 3 and Principle 4 govern the collection of personal information.  This 

includes the reasons why personal information is collected, from where it may be collected, and how it is 

collected.  Having a clearly defined purpose for collecting and holding information will make it easier for 

the Diocese to respond to its obligations under the other principles of the Act around access and disclosure.  

Remember these collection principles do not apply if you receive unsolicited information, or use publicly 

available information.   

 

Policy   

Every Parish should have their own Privacy Policy, based on the Diocesan Privacy Policy.  A 

template version is available  https://parishresources.chchcatholic.nz/?page_id=5 

 

Disclaimer 

When undertaking to collect personal information  it should be clear from the outset what the purpose of 

collection is, who will see the information and  what will happen it. This is best done through a privacy 

disclaimer at the bottom of the form / sign-in sheet etc. 

Here is an example of a disclaimer that could be used on a parish  enrolment form 

 

By completing this form, I consent to my information being stored and used for the 

financial, administrative, and fundraising purposes of the insert name of parish and  

Catholic Diocese of Christchurch. I understand that my data will be held securely and 
that I have a right to access my information. I understand that when this information is 
no longer required for this purpose, my data will be disposed of according to the Parish 

and Diocesan Record Retention and Disposal procedure. 

 

Statement  

If someone wants more specific information about the collection and use of the personal information the 

parish should have a privacy statement ready. This statement should explain the purpose for collecting the 

personal information, how it will be used, to whom it will be disclosed, the storage of the information and a 

person’s right to access or amend it..  

Privacy Breaches 
 
A data (privacy) breach occurs when personal information is lost, stolen or accessed without permission, 
either intentionally or by accident. Breaches can happen in a variety of ways, including: 

− Lost files, records and devices – lost or stolen laptops, USBs or paper records 
− Incorrect e-waste disposal – computer hard drives being thrown away or recycled without the 

contents being properly erased 
− Computer Hackers & Ransomware attacks – illegal access 
− Employee browsing – accessing or disclosing personal information without authorisation 
− Document theft – taken from recycling or rubbish bins 
− Information given to the wrong person – information accidently sent to the wrong physical or 

email address 
− Fraudsters – releasing personal information to a person pretending to be someone else 

 
If a breach occurs, notify the Diocesan Privacy Officer immediately so that we can contain, assess and, if 
required, notify the breach. 



13 PRIVACY PRINCIPLES 

Many thanks to the Catholic Diocese of Auckland for the infographic 

Further information on the 13 Privacy Principles are available on the Office of the Privacy Commissioner’s 

website  

  https://www.privacy.org.nz/privacy-act-2020/privacy-principles/ 


