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1. Purpose

The purpose of this policy is to: 

- provide Down to Earth Training and Assessing with a policy framework that enables our

compliance with the Privacy Act 1988 (Privacy Act) Australian Privacy Principles (APPs).

- define the approach and circumstances for the collection, use and disclosure of personal

information.

- provide strategies to be applied to keep information secure including hard copy and digital

information.

- provide a system to classify information that enables the access to, distribution and handling

of this information to be controlled.

2. Definitions

- Personal information means information or opinions that can identify or reasonably identify an

individual. This includes an individual's name, signature, address, phone number, date of birth,

employee record information, photographs, internet protocol (IP) addresses, biometric data like

voice prints and facial recognition (as they capture unique characteristics of a person), and

location data from mobile devices, which can disclose patterns or habits of user activity. It is

important to note that personal information also includes sensitive information and credit

information (see below).

- Although not specifically defined within the Privacy Act personal information should also be

taken to include information that is used to verify the identity of a person when collected to

establish their eligibility for a training subsidy or to assist them to create a unique student

identifier. This can include what is often referred to as "high risk personal information" which

includes information such as drivers licence details, passport details, birth certificate, rates

notice, Medicare Card details, Visa details, etc. When combined with other personal information

Pol/Pro/Doc Number DTE-POL-00126 Version 1.1 Page 1 of 15 

Last Review Date 25.09.2025 Next Review Date 25.09.2030 






























