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This Privacy Policy explains how we collect, use, store and protect personal information
in accordance with the Privacy Act 1988 (Cth) and the Australian Privacy Principles
(APPs).

We are committed to protecting the privacy of individuals and ensuring that personal
information is handled responsibly and securely.

Information about the Australian Privacy Principles can be found on the Office of the
Australian Information Commissioner website at www.oaic.gov.au.

What Is Personal Information?

Personal information is any information that identifies an individual or could reasonably
identify a person.

Examples of personal information we may collect include:
¢ Name

Email address

Phone number

Address

Information provided when booking training or making enquiries
How We Collect Personal Information

Personal information may be collected in several ways, including:

Enquiries made through our website
e Email or telephone communication
e Booking or registration forms

¢ Training attendance records

¢ Information provided by organisations arranging training for their staff


http://www.oaic.gov.au/
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e Where reasonable and practical, personal information will be collected directly
from the individual.

Why We Collect Personal Information

We collect personal information in order to:
e Respond to enquiries and provide information about our services
e Manage training bookings and attendance
e Issue training records or certificates
e Communicate important information relating to training services
e Maintain appropriate business and training records

Personal information may also be used for related administrative purposes that you
would reasonably expect.

Individuals may request to stop receiving communications at any time.
Sensitive Information

Sensitive information may include details relating to health, professional memberships
or other information defined under the Privacy Act.

Where sensitive information is collected, it will only be used:
e For the purpose for which it was provided
e With the individual’s consent
e Where required or authorised by law
Disclosure of Personal Information
Personal information may be shared in limited circumstances, including:
o With third parties where necessary to provide training services

e Where required or authorised by law
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e Where the individual has given consent

We do not sell or distribute personal information to third parties for marketing
purposes.

Security of Personal Information

We take reasonable steps to protect personal information from misuse, loss,
unauthorised access, modification or disclosure.

Information may be stored in secure electronic systems, training records or business
documentation.

Where personal information is no longer required, reasonable steps will be taken to
securely destroy or de-identify the information.

Access to Personal Information
Individuals may request access to the personal information we hold about them.

Requests to access or update personal information can be made in writing.
Identification may be required before information is released.

Maintaining Accurate Information

We take reasonable steps to ensure that personal information we hold is accurate,
complete and up to date. If you believe your information is incorrect or outdated, please
contact us so we can update our records.

Changes to This Policy

This Privacy Policy may be updated from time to time. The most current version will
always be available on our website.

Privacy Enquiries

If you have questions, concerns or complaints about this Privacy Policy or how your
personal information is handled, please contact:
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Email: jasminestrainingedu@gmail.com
Phone: 0413 634 976

Agreement

Signature: W WM%%
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