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Intended review schedule: This policy will be reviewed every two years or as required in
response to changes in legislation, standards, or organisational practice.

PRIVACY POLICY

1. PURPOSE

This policy supports IOGTA’s compliance with the Privacy Act 1988, the Standards for
RTOs 2025 (WA), and the National Standards for Group Training Organisations, ensuring
personal and sensitive information is collected, stored, used and disclosed in a lawful,
fair and transparent manner

COMMITMENT STATEMENT
IOGTA respects your right to privacy and this policy sets out how we collect and treat
your personal information.

PERSONAL INFOMRATION: Personal information refers to any information or opinion,
whether true or not, and whether recorded in a material form or not, about an
individual whose identity is apparent, or can reasonably be ascertained, from the
information or opinion.

SENSITIVE INFORMATION: Sensitive information is a subset of personal information
that includes details which are generally afforded a higher level of protection under the
Privacy Act due to their potential to impact a person’s privacy and dignity more
significantly.

Both personal and sensitive information are collected, stored, and used only for
purposes directly related to IOGTA’s delivery of training, employment, and community
support services in accordance with the Privacy Act 1988, the Standards for RTOs 2025,
and any contractual or legislative obligations.

2.1 INFORMATION WE MAY COLLECT

We may collect the following types of personal information from you:
e Name address

e phone and fax number

e Course enrolment information

e information from enquiries you have made

e communications between us



e credit card and banking information

e Health information

e Cultural identity (e.g. Aboriginal or Torres Strait Islander status)
¢ Disability status

e Language spoken at home

e Learning needs or support plans

e other information as required and as supplied by you.

3. COLLECTION OF SENSITIVE INFORMATION

We collect personal information from you in a variety of ways, including, but not limited to:
when you interact with us electronically or in person; when you access our website; and when
we provide our services to you.

4. USE OF YOUR INFORMATION

We use your information to provide our service to you. We also use it to improve our service
and to notify you of opportunities that we think you might be interested in.

Your information may also be disclosed to third parties such as:

e Government agencies for reporting or auditing purposes;

e NCVER, as required for national training data collection;

e Host employers or RTO partners delivering your training or employment services;
e Funding bodies in accordance with grant or contractual requirements

All third-party disclosures are made in accordance with relevant privacy legislation and funding
agreement conditions.

5. CONSENT FOR USE AND DISCLOSURE

By enrolling in training, registering for employment support, or engaging with our services, you
consent to the collection, use, and disclosure of your personal information as outlined in this
policy. Consent will be obtained where required for specific uses not covered by law or
contract.

6. YOUR INFORMATION SECURITY

We take all reasonable steps—physical, technical, and organisational—to protect personal and
sensitive information from misuse, interference, loss, unauthorised access, modification or
disclosure. This includes secure digital storage, access controls, secure destruction of outdated
records, and protection of data transferred between remote offices.

7. ACCESS TO YOUR INFORMATION

You can access and update your personal information by contacting us on
admin@iogta.wa.edu.au. We may charge a reasonable administration fee for this access.



8. COMPLAINTS ABOUT PRIVACY

If you believe your privacy has been breached, please contact us via our formal Complaints and
Appeals Procedure. If you are not satisfied with our response, you may escalate the complaint
to the Office of the Australian Information Commissioner (OAIC) at www.0oaic.gov.au.

9. CHANGES

Please be aware that we may change this Privacy Policy in the future. The revised versions will
be uploaded onto our website, so please check back from time to time.

10. WEBSITE

When you come on to our website we may collect certain information such as browser type,
operating system, website visited immediately before coming to our site, etc. This information
is used in an aggregated manner to analyse how people use our site, such that we can improve
our service We use cookies on our website. Cookies are very small files which a website uses to
identify you when you come back to the site and to store details about your use of the site.
Cookies are not malicious programs that access or damage your computer. We use cookies to
improve the experience of people using our website. Our site has links to other websites not
owned or controlled by us. We are not responsible for these sites or the consequences of you
going on to those sites.

Other relevant IOGTA policies
Employees, and in particular Managers are encouraged to read this policy in conjunction with
other relevant IOGTA policies including (but not limited to):

Code of Conduct Policy P-0112
Discipline Procedure Policy P-0304
Sexual Harassment Policy P-0313
Social Media Policy P-0314
Workplace Harassment and Bullying P-0324
Policy
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