
This template is provided as general guidance; it is intended for informational purposes. It may not fully reflect the specific legal, regulatory, or operational needs of your organisation. Clubs are encouraged to review and adapt the content as appropriate and if required seek professional advice. Tennis New Zealand is not responsible for any outcomes resulting from the use of this template.


[insert club name] Privacy and Confidentiality Policy

1. Purpose
This policy outlines how [insert club name] and its Member Organisations collect, use, store, share and protect personal and confidential information, in accordance with the Privacy Act 2020, the [insert RTO name] Constitution and the Tennis New Zealand (TNZ) Constitution and National Data and Systems Regulation.

2. Scope
This policy applies to:
· [insert club name] Board Members and employees
· Member Organisations per the [insert RTO name] Constitution
· Individual Members
· Live Members
· Contractors, volunteers, coaches, and third-party service providers handling personal data

3. Principles
[insert club name] is committed to:
· Protecting personal information and respecting individual privacy
· Ensuring transparency in data handling
· Using data only for legitimate purposes related to tennis participation, governance and development
· Complying with all applicable laws and regulations

4. Collection and Consent [tweak the below based on what is collected]
4.1. Types of data collected
· Individuals: Name, date of birth, gender, ethnicity, contact details, membership history, parent/guardian details (for minors) and other relevant data 
· Organisations: Membership category, contact details, officer information, permitted users
4.2. Consent
· Explicit consent is required before collecting and using personal data, expect where permitted by law
· Consent preferences (e.g. marking opt-outs) are maintained across [insert RTO name] and Member Organisations
4.3. Application Forms
· All membership forms must include the clauses from Schedule 1 of the TNZ National Data and Systems Regulation.
· Consent for data collection and use is included in the application process

5. Data use
Personal data may be used for:
· Managing member relationships
· Operating competitions and programmes
· Communicating with members
· Planning and improving services
· Processing transactions
· Complying with legal obligations
[insert RTO name] will never sell personal data. Access is role-based and limited to what is necessary.

6. Storage and Security [tweak based on how you store data]
Data is stored securely in both physical and electronic formats.
[insert RTO name] implements technical and organisational measures including:
· Role-based access control
· Encrypted storage
· Regular security reviews
· Secure log-in protocols for permitted users

7. Data Sharing
7.1. Internal
· Data may be shared within [insert club name] and Member Organisations for operational purposes
7.2. External
· Data may be shared with trusted partners under formal agreements
· [insert club name] must be informed of any third-party data sharing and will maintain a register
· Promotion material from third parties may be sent only to individuals who have opted in

8. Individual Rights
Individuals have the right to:
· Access their personal data
· Request corrections to inaccurate or incomplete data
· Request deletion of their data 
Requests must be responded to within [XX e.g. 20] working days.

9. Confidentially Obligations
All [insert club name] committee members and employees, and authorise users must:
· Keep confidential any non-public or sensitive information
· Use data only for authorise purposes
· Comply with [insert club name]’s Privacy Policy and the Privacy Act 2020
· Report any breaches or misuse immediately

10. Retention and Deletion
Data is retained only as long as necessary for its purposes or as required by law.
Data no longer needed will be securely deleted or anonymised.

11. Training and Compliance
All personal handling personnel data will be briefed on the [insert club name] Privacy Policy.
Compliance with this Policy is mandatory for all committee members and employees of [insert club name].

12. Review
This policy will be reviewed [INSERT TIMEFRAME e.g. annually] or when required by changes in TNZ regulations, legal obligations or organisational needs.

Effective date:
Approved by:
Version:
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