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I. Purpose

The purpose of this document is to clearly define UU Santa Fe’s policy regarding the confidentiality
of individual information collected while conducting or participating in UU Santa Fe activities and
programs.

Il. Policy

It is the policy of UU Santa Fe that any information collected and retained by UU Santa Fe about
individuals associated with UU Santa Fe (e.g., members, friends, staff, clergy, visitors, renters and
program participants) will be considered confidential and be:

e Used only for official UU Santa Fe activities and programs

e Accessed only by individuals with a specific need to know as authorized by the UU Santa Fe
Policies and Procedures

e Held in strictest confidence from all others, except as required by state or federal statute or
properly compelled by judicial process.

All individuals with access to confidential information will be required to sign a Confidentiality
Agreement.

Violations of this policy will be investigated and appropriate action taken.

Designated data administrators (e.g., Breeze administrators, website administrator, Vice President
for Finance, Minister) will develop specific procedures concerning data access and will review and
act on all requests for access per this policy.

Illl. Scope

This policy covers all personal and financial data collected related to UU Santa Fe activities,
programs and pastoral activities, including data stored in files and databases as well as that discussed
in committee meetings or in pastoral work.

It does not address disruptive behavior on the part of UU Santa Fe community members. That is
addressed in the UU Santa Fe Manual, Vol. 3i—Disruptive Behavior Policy.

IV. Guiding Principles
These principles will guide this policy:

e The Unitarian Universalist value that affirms every person has inherent worthiness and
dignity compels us to protect the privacy of information collected on our staff, members,
friends and visitors.

e All personal data collected by UU Santa Fe is considered confidential, with access on a need-
to-know basis.



V.

Information in the church directory may be shared within UU Santa Fe but not released
outside of UU Santa Fe.

Data access is provided to authorized staff, elected and appointed leaders, volunteers and
members only to conduct church programs and activities.

Data access will comply with UU Santa Fe bylaws, policies and applicable laws.

Individuals with access to confidential information must conform to UU Santa Fe Covenant
of Right Relations.

Background—Data Sources and Current
Policy

Information on individuals associated with UU Santa Fe (e.g., visitors, friends, members, staff,
renters, and program participants) is collected during many activities and is used to conduct the
business activities of the church.

This information exists in a variety of formats and locations, including but not limited to:

Breeze, our church management system (Breeze CMS)
QuickBooks, our financial management system

Files of various committees (e.g., Membership, Permanent Endowment and Nominating)
that may be stored electronically or in paper files

Box and other image libraries (e.g., MailChimp and website Weebly CMS)
Personnel files
Archival records, regardless of medium

Files held by the minister and staff that may be stored electronically or in paper files

Existing UU Santa Fe confidentiality policies are limited. The Financial Management Policy and the
privacy notice on the website address the issue, but an overarching policy does not exist.

In general, existing policy is administered on a need-to-know basis, with a focus on providing access
and information to support the work of the church. This has worked well, but a clearer and broader
policy with supporting procedures will serve our community better.



