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Privacy Policy

We all need to be serious around Privacy of our information. Our Privacy Policy & Notice
sets out how Foundation Training Australia (FTA) Pty Ltd (ABN 23 129 345 982) respects
and protects your right to privacy, and explains how we collect, share and use your
personal information, and how you can exercise your privacy rights. This policy applies to
all sources of data FTA receives directly and indirectly, including information collected by
users of www.fta.edu.au

Things change from time to time and we reserve the right to make changes to this Privacy
Policy & Notice at our sole discretion, when it’s required. To make sure you’re always in
the know, the current version will be available on our website and a copy may be obtained
from our Privacy / Compliance Officer.

This policy explains the categories and purpose for collecting personal data, how we
process your data, and most importantly, how we keep it safe. If you have any questions or
concerns about our use of your personal information, please reach out, enquires are
welcomed via the contact details found at the bottom of this notice.

Privacy Notice

Under the Data Provision Requirements 2012, Foundation Training Australia (FTA) is
required to collect personal information about you and to disclose that personal
information to the National Centre for Vocational Education Research Ltd (NCVER).

Your personal information (including personal information contained on our enrolment
form), may be used or disclosed by FTA for statistical, administrative, regulatory and
research purposes. FTA may disclose your personal information for these purposes to:
e Commonwealth and State or Territory government departments and authorised
agencies; and
e NCVER.

Personal information that has been disclosed to NCVER may be used or disclosed by
NCVER for the following purposes:
e Populating authenticated VET transcripts;
o Facilitating statistics and research relating to education, including surveys and data
linkage;
e Pre-populating RTO student enrolment forms;
e Understanding how the VET market operates, for policy, workforce planning and
consumer information; and
e Administering VET, including program administration, regulation, monitoring and
evaluation.
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You may receive a student survey which may be administered by a government
department or NCVER employee, agent or third party contractor or other authorised
agencies. Please note you may opt out of the survey at the time of being contacted.

NCVER will collect, hold, use and disclose your personal information in accordance with the
Privacy Act 1988 (Cth), the National VET Data Policy and all NCVER policies and protocols
(including those published on NCVER's website at www.ncver.edu.au).

In addition, FTA logs information about any access and use of our website, including through
the use of Internet Cookies. Such as measurement tools, communications with our website,
the type of browser you are using, the type of operating system you are using, and the
domain name of your Internet service provider.

We like to make sure we are in touch with our community, therefore FTA may contact you
to voluntarily respond to questionnaires, surveys or market research which serve to seek
your opinion and feedback. Engaging in surveys is entirely optional, however we highly
encourage you to provide us with feedback as we aim to continually improve our products
and services. We may from time to time receive personal information from third parties,
which will be treated in accordance with this Privacy Policy & Notice and Australian Privacy
Principles. You may opt out of marketing communications at any time.

Collection and Use of Personal Information
FTA collects and uses personal information for the following purposes:

e To provide information about you to our network of industry partners and
contractors (consultants or contracted third parties including mentors and
employers) for the purposes of assisting you to effectively manage your progress,
and to support your individual needs (all third parties will abide by this Privacy
Policy & Notice and the Australian Privacy Principles).

¢ Provide information, products and services to you and request information to
manage and administer those products and services (including enrolment,
assessment and issuing certificates, record of results, statement of completion or
attainment, and/or testamurs),

e Respond to your queries relating to our website, our products, advice and services,

e To better understand your needs, and help us to improve our products and
services,

e Internal record keeping,

e Circulation of promotional emails about new products and services, special offers
or other information which we think you may find interesting (you may opt out at
any time),

e Contact you for market research or direct marketing purposes (you may opt out at
any time),

¢ Customise the website according to your interests and needs, and

¢ To customise documents according to your business needs.

FTA may contact you via a variety of measures including by telephone, email, SMS, FB
Messenger, Skype, Chat or mail. All communications from FTA will be via your contact
details recorded on file. You may also engage with FTA via various social media platforms,
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which collect and store your personal information and data. It is your responsibility to keep
your details up to date. You may update your contact details or preferred method of
communication, unsubscribe, or opt out from any marketing communications by contacting
FTA at any time.

Disclosure of Personal Information
FTA may disclose your personal information under the following circumstances:

o for the purpose of providing third parties (including employers and trainers) with
information about your progress,

o for the purpose of providing information, products and services to clients,

e toregister and administer events, promotions or competitions

o to verify personal information details upon request from third parties, such as
completion of courses, a request from a potential employer verifying a
gualification and further enrolment into another institution,

e to comply with our legal and regulatory obligations, including disclosure and
reporting to Commonwealth, State and Territory government agencies for
planning, evaluative, administrative and funding purposes. This may include:

= disclosure and reporting to Commonwealth and State government
agencies (including State Training Authorities) for the purpose of
administrating entitlements to financial assistance under
Commonwealth and State government programs for supporting
students.

= disclosure to government agencies responsible for administrating and
regulating education and training providers in Australia, Australian Skills
Quality Authority (ASQA), Tuition Protection Service (TPS), and

o for students under 18 years of age; information regarding attendance, progress
and general well-being may be provided in order to keep parent(s) and/or
guardian(s) adequately informed,

e to credit reporting agencies and courts, tribunals, regulatory authorities where
students fail to pay for goods or services provided by us to them,

e to courts, tribunals, regulatory authorities, and law enforcement officers as
required by law, in connection with any actual or prospective legal proceedings, or
in order to establish, exercise or defend our legal rights,

e to one or more Consultants for the purpose of providing information and services to
you,

¢ to the relevant third party or parties, with our client’s consent, if the matter involves
third parties, and

¢ to third parties, including agents, referral partners, contractors and sub-
contractors for the purposes of providing information, products and services to
you. This may include parties located, or that store data, outside of Australia. All
third parties will abide by this Privacy Policy & Notice, the Australian VET Data
Policy, and the Australian Privacy Principles.
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If there is a change of control of our business, sale, or transfer of business assets, we
reserve the right to transfer to the extent permissible at law and the Standards for RTOs
2015, our user databases, together with any personal information and non-personal
information contained in those databases. This information may be disclosed to a potential
purchaser. FTA would seek to only disclose information in good faith and where we have
sought to maintain confidentiality.

FTA does not typically, or routinely disclose personal information to overseas recipients,
unless the overseas recipient is a contracted third party acting on behalf of the RTO, or an
exception under the Australian Privacy Principles applies. FTA will only disclose personal
information to overseas recipients where reasonable steps have been taken to ensure the
overseas recipient does not breach FTA’s Privacy Policy & Notice, the Australian National
VET Data Policy, or the Australian Privacy Principles.

Cookies Policy
Our website uses cookies to distinguish you from other users of our website. These cookies
help us to provide you with an awesome user experience when you’re browsing our website
and also permits us to improve our site. By continuing to browse the site, you are agreeing to
our use of cookies.

A cookie is a small file of letters and numbers that we store on your browser or the hard drive
of your computer if you agree. Cookies contain information that is transferred to your
computer’s hard drive.

We use the following cookies:
e Strictly necessary cookies. These are cookies that are required for the operation of our
website. They include, for example, cookies that enable you to log into secure areas of
our website, use a shopping cart or make use of e-billing services.

e Analytical/performance cookies. They allow us to recognise and count the number of
visitors and to see how visitors move around our website when they are using it. This
helps us to improve the way our website works, for example, by ensuring that users are
finding what they are looking for easily.

e Functionality cookies. These are used to recognise you when you return to our website.
This enables us to personalise our content for you, greet you by name and remember
your preferences (for example, your choice of language or region).

e Targeting cookies. These cookies record your visit to our website, the pages you have
visited and the links you have followed. We will use this information to make our website
and the advertising displayed on it more relevant to your interests. We may also share
this information with third parties for this purpose.

Please note that third parties (including, for example, advertising networks and providers of
external services like web traffic analysis services) may also use cookies, over which we have
no control. These cookies are likely to be analytical/performance cookies or targeting cookies.
You block cookies by activating the setting on your browser that allows you to refuse the
setting of all or some cookies. However, if you use your browser settings to block all cookies
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(including essential cookies) you may not be able to access all or parts of our site.

National VET Data Policy
This Policy brings together requirements for collecting nationally consistent data about VET
activity and processes, and for using data in statistical collections and national surveys.

For full policy please head to:
https://www.dese.gov.au/national-vet-data/resources/national-vet-data-policy

Security

FTA is committed to ensuring that the information you provide to us is secure. In order to
prevent unauthorised access or disclosure, we have put in place suitable physical,
electronic and managerial mechanisms and procedures to safeguard and secure that
information, and to protect your sensitive information from misuse, interference, loss
and unauthorised access, modification and disclosure.

While no information transmitted via the internet can ever be guaranteed to be secure,
therefore the transmission and exchange of information via the internet is at your own risk,
we apply every reasonable measure to provide the highest degree of security possible in
accordance with this Privacy Policy & Notice, the Australian National VET Data Policy and
the Australian Privacy Principles.

Links to Other Websites

Our Website may contain links to other websites of interest, however we do not have any
control over those websites. We are not responsible for the protection and privacy of any
information which you provide whilst visiting websites linked to our website. Linked
websites are not governed by this Privacy Policy & Notice and you should exercise caution
when accessing linked websites by reviewing the associated Privacy Policy applicable to
individual websites.

Controlling your Personal Information

Choice, Declaration and Consent: Providing FTA with your personal information is entirely
optional to you. You can choose not to provide personal information, however this may
impact your ability to effectively enrol. When you provide us with your personal
information, you consent to the terms in this Privacy Policy & Notice, and to us disclosing
or receiving your personal information for the purposes listed herein. FTA will not sell,
distribute or lease your personal information to third parties unless we have your
permission or are legally required to do so. When enrolling, you will be asked to declare
that you have provided all necessary information reasonably required to enrol you, and
that you understand and consent to the collection, use and disclosure of your personal
information in accordance with this Privacy Policy & Notice, Australian Privacy Principles,
and the National VET Data Policy.

Anonymity and Pseudonymity: FTA will provide individuals with the option of remaining
anonymous or using a pseudonym in their dealings with us where it is lawful and
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practicable (e.g., when making an enquiry). Generally is it not practicable or lawful for us
to deal with individuals anonymously or by pseudonym once enrolled. To make formal
enquiries on your enrolment, you will be required to verify your legal identity.

Restrict: You may choose to restrict the collection or use of your personal information. If
you have previously agreed to us using your personal information for direct marketing
purposes, to third parties including employers or mentors, you may change your mind at
any time by contacting us in writing.

Access: You may request details of personal information that we hold about you in
accordance with the provisions of the Privacy Act 1988 (Cth). A small fee may be payable
for the provision of information to cover administrative costs. If you would like a copy of
the information which we hold about you, a request can be submitted in writing,
however FTA reserves the right to refuse the application in certain circumstances, as set
out in the Privacy Act.

Correction: If you believe that any of the information that FTA holds on you is inaccurate,
out of date, incomplete, irrelevant or misleading, you may apply in writing at any time to
amend or update your details. We rely solely on clients advising us when their personal
information changes and take no responsibility for communications which are missed or
not received due to information held on file which is out of date. Any request to update
personal information must be received in writing and will be responded to within a
reasonable timeframe, with file records updated promptly.

Marketing: FTA will communicate marketing materials with you from time to time,
however you have the right to unsubscribe or opt out of communications at any time by
contacting us to update your preferences. FTA’s contact details are listed at the bottom of
this policy.

Complaints

We take what we do seriously, therefore if you believe that FTA has breached the
Australian Privacy Principles, the National VET Data Policy, or this Policy, a breach of
privacy notification can be submitted in writing, which will be investigated in full within a
reasonable timeframe. Upon completion of the investigation, you will be provided with
the investigation outcome, including what action has been taken to remedy the breach.

FTA can be contacted via:

Privacy / Compliance Officer

Foundation Training Australia

Mail: PO BOX 7322, East Brisbane Qld 4169
Emai: info@fta.edu.au

Phone: 1300 990 064
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