APPENDIX A


CHURCH PROPERTY

a) All equipment, books, manuals, disks, documents, software and other materials provided for your use by us or related to the Church or its outreach both to Church members and other members of the public and any data or documents (including copies) produced, maintained or stored on our computer systems or other electronic equipment (including mobile phones and social media), shall at all times remain our sole property. This includes all files, lists, books, records, literature, products and other material owned or held by us or used by us in connection with the conduct of our Church and its outreach and work within the community
b) You are responsible for any property belonging to us which is under your control or in your possession and must take proper care of any such items. You will use our property only for the purposes of your volunteer work with us and not for any personal use.  

c) Any of our property in your possession, and any original or copy documents obtained by you in the course of your volunteer work shall be returned to your supervisor at any time on request and in any event prior to or upon termination of the Volunteer Agreement
d) If you are entrusted with keys these must be returned on your last day of volunteering or within 24 hours thereafter. 
e) If you are given key codes or passwords, you must not divulge the key codes or passwords to anyone at any time. For the avoidance of doubt, key codes and passwords are considered Confidential Information.
2) CONFIDENTIAL INFORMATION

During the course of your volunteering, you will be privy to information of a private and confidential nature ("Confidential Information"), including but not limited to information relating to the outreach and activities of our Church and its work particularly with children and adults at risk. Except as authorised by us in the ordinary course of your work with us you shall not disclose such Confidential Information to any person, either in whole or in part, in detail or by way of illustration, either during your volunteering with us or afterwards. You shall not make copies of or take excerpts from any of our electronic or manual files, papers, data or documents except as required in the ordinary course of your work with us. You shall comply with all our rules and policies regarding physical and logical security of all our systems on which Confidential Information is stored.  The obligations in respect of confidentiality will not apply to Confidential Information that is: 

i) now or becomes public knowledge except by breach of your obligations in respect of confidentiality; or

ii) lawfully in the possession of the party who receives it prior to receiving it from you and which was not previously acquired either by you or that party under an obligation of confidence: or

iii) lawfully disclosed to the party who received it by a third party without any restriction as to its use and disclosure and without breach of any obligation of confidentiality; or 

iv) required by law or good practice guidance to be disclosed  to any statutory authority 
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