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1. Purpose

This Privacy Policy outlines how Calibre Pty Ltd collects, manages, uses, discloses, stores and protects
personal information in accordance with:

The Privacy Act 1988 (Cth)

The Australian Privacy Principles (APPs)

The National Vocational Education and Training Regulator Act 2011 (NVR Act)
Relevant ASQA Standards 2025 (Outcome Standards)

The purpose of this policy is to:

Ensure transparency in how personal information is handled

Inform students, staff, and stakeholders of their rights

Demonstrate compliance with regulatory and legislative requirements
Support audit readiness and continuous improvement

This aligns with ASQA’s intent to clearly communicate personal information handling practices and enhance
transparency.

2. Scope

This policy applies to:

All students (past, current, prospective)

Staff, contractors, and third parties

Employers and partner organisations

Any individual whose personal information is collected by the RTO

3. Definitions
3.1 Personal Information

Calibre Pty Ltd, as a leading security provider, understands the importance of maintaining the privacy of
personal information

Examples include:

Name, address, email, phone number
Date of birth, USI, and identification documents

3.2 Sensitive Information

Includes but is not limited to:

Health information

Criminal history (relevant to licensing/security courses)
Cultural or ethnic background

Biometric or identification data

Sensitive information is only collected with consent or where authorised by law, consistent with the Privacy
Act .
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4. Collection of Personal Information
4.1 Types of Information Collected

Calibre Pty Ltd shall only collect personal information that is necessary to carry out its business activities.
Information shall be collected in a legal and just method and shall not, where reasonably possible, be
intrusive. If practical, personal information shall be collected from individuals through enrolment into
course/qualifications. When collecting Personal Information, Calibre Pty Ltd shall take reasonable steps to
inform students about our identity, the purpose of collection and their rights to access Personal Information
held by this organisation

Student enrolment details

US| and AVETMISS data

Assessment outcomes and competency records
Payment and financial information

Identification (for licensing or regulated training)
Support needs (LLN, disability support)

4.2 Method of Collection
Information is collected:

Directly from individuals (enrolment forms, online systems, interviews)
From third parties (employers, government agencies) where authorised
Through digital platforms (LMS, website, enrolment portals)

5. Use and Disclosure of Personal Information

5.1 Calibre Pty Ltd shall only use or disclose information for the primary purpose it was collected. Calibre Pty
Ltd shall not use or disclose information for a secondary purpose unless the individual has consented in
writing to the use or disclosure

Personal information is used for:

Enrolment and training delivery

Assessment and certification

Compliance with ASQA and funding bodies

Student support and administration

5.2 Disclosure

Information may be disclosed to:

National Centre for Vocational Education Research (NCVER) (AVETMISS reporting)
ASQA and other regulators

Government agencies (e.g., Department of Employment, State Training Authorities)
Employers (where consent is provided)

Third-party service providers (e.g., LMS platforms, payment processors)

Disclosure occurs only where:

Consent is obtained; or
Required or authorised by law

6. Data Quality

The RTO takes reasonable steps to ensure personal information is:

Accurate
Complete
Up-to-date

This includes:
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Verification at enrolment
Periodic updates
Student access to review records

7. Data Security

Calibre Pty Ltd shall take reasonable steps to ensure personal information is safe from misuse, loss, and
unauthorised access, alteration or disclosure. Information shall be destroyed or identifiers removed when it is
no longer needed for either the primary or approved secondary purpose.

The RTO implements safeguards to protect personal information against:

Misuse
Loss
Unauthorised access or disclosure

Measures include:

Secure digital systems and password controls
Restricted staff access

Secure storage of physical records

Data encryption where applicable

This aligns with ASQA expectations for secure handling and disposal.

8. Access and Correction
8.1 Access

If requested, Calibre Pty Ltd shall give individuals access to and correction of their personal information held
by this organisation. A copy of the policy and accompanying information will be available for perusal. When
requesting access to personal information, individuals shall:

Formally in writing, request to access their personal information
Provide two (2) acceptable forms to prove their identity

Advise in what format they require the information

Provide data storage, if necessary

Pay any reasonable associated fees

Allow 15 working days for processing (i.e. 3 weeks)

Calibre Pty Ltd may choose to charge for access to and copy of personal information.

Should fees apply, they shall not be excessive, nor shall they apply to lodging a request and students are to
be advised of the costs prior to arrangements for access being commenced.

Individuals may request corrections if information is:

Inaccurate

Incomplete

Outdated

The RTO will take reasonable steps to correct records promptly.
9. Complaints

If an individual believes their privacy has been breached:

Submit a complaint in writing to the RTO course@securityinstitute.org

The RTO will investigate and respond within 30 days

If unresolved, the complaint may be escalated to the Office of the Australian Information Commissioner
(OAIC)
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