Guidelines for Handling of Sensitive Information

As an organisation, we value people’s privacy and confidentiality (and so we have a GDPR policy for
WFTR). However, we also value the importance of handling sensitive information about our work
(such as our History, mandate, etc.), our promotional materials (which almost always contain our
logos), our official photos & videos (which also carry stories) and the personal details of our team.
This collective sensitive information is all vital to our work. In the spirit of unity and collective vision,
we ask you (the WFTR Team, the Discipleship and Excel Community and all those who contribute to
our work) to help us in keeping this sensitive information safe. So below are a number of ways you
can help us:

WFTR Logos

As a general principle, we do not send out official logos of WFTR to any email that is not an official
WFTR email. By logos, we don’t only mean the main WFTR logo but also that of Discipler’s Workshop,
Pilgrim Tours, Praise & Prayer Weekend, Transit, etc. We are aware that there are major contributors
to our work who do not have an official WFTR email. They can receive the logos but only after they
have been cleared by a Director or a Trustee.

Official WFTR Videos

Technically speaking, all the videos on our websites are vulnerable materials for the public to
scrutinise. That is normal. But we can do our best to ensure we honour the people who have allowed
us to publish their stories. As a result, please do not display any unofficial video content of teams or
trips on social media without the approval of a WFTR Trustee or Director. Images of children of WFTR
staff must not be shared on any public media without the expressed permission of the parents

WFTR Photos

This is perhaps the most difficult material to handle. Photos are supposed to help us in storing
memorable events digitally so that they last longer. If a photo is on any of our platforms (or taken
from any of our trips or initiatives), in essence, they would be officially attributable to WFTR. As a
result, we advise on common-sense use of photos on your own personal social media platform
(especially if it includes others). Also, using photos (including of staff kids) from our work to promote
your own ideology is bordering on abuse and as such, is discouraged by us as an organisation.

Documents (e.g. guidelines, personal stories, protocols, promotional materials)
We hold the personal stories of our interns confidential and prefer them to tell their own stories.

As a general principle, we advise that you do not send raw files of WFTR documents outside of the
organisation. Instead send them out as PDFs (especially when they carry photos or logos) to reduce
misuse of our data.

If you are writing up a document or making an album, do ALL the work that needs to be done first
and then ask the Director or Trustee (who is in charge) to add the logo at the end.

Any unauthorised public display of our financial documents (such as bank statements, Trustee
financial reports) is strictly prohibited.

We do not disclose the names of our donors — not because we have anything to hide...but because
most of our donors do so as an act of kindness that they do not want expressed across public media.
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