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Privacy and Confidentiality

Information about students will not be provided to any other third party without the prior
written consent of the student with the exception of relevant government departments, when
the information will be provided with or without the consent of the student. A copy of

information shared with a third party will be kept on the student's file.

Information about a student from the student

Students have access to all information kept on their file based upon written request.
Email requests from students for documents will not be processed. Students must write a
formal letter with their signature for verification then the information/ documents will be

processed.

Information about a student from a third party.
Information requests about students from a third party will be denied unless there is written

consent from the student.

Information about students will not be provided to any other third party without the prior
written consent of the student with the exception of government departments, when the
information will be provided with or without the consent of the student.

In all cases, conditions of the Privacy Act 1988, Australian Privacy Principles (APPs), will

befollowed and adhered to by staff members and students at ACBI.

ACBI is required by the National Vocational Education and Training Regulator Act 2011 to
securely retain your personal details for a period of 30 years from the date your enrolment
has completed. The purpose of this is to enable your participation in accredited training to
be recorded for future reference and to allow you to obtain a record of your outcome if

required.

In some cases, we are required by law to make student information available to Government
agencies
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such as the National Centre for Vocational Education and Research or the Australian Skills
Quiality Authority. In all other cases ACBI will seek the written permission of the student for
such disclosure. ACBI will not disclose your information to any person or organisation unless
we have written instructions from you to do so. If you require your records to be accessed by a

person, you need to authorise this access otherwise this access will be denied.

You have the right to access information that ACBI is retaining that relates to you. Further
instructions

are provided on how to access records within the section titled “Access to your records”.

If you have concerns about how ACBI is managing your personal information, we
encourage you to inform our staff and discuss your concerns. You are also encouraged to
make a complaint directly to us using our internal complaint handling arrangements outlined
in this handbook.

Under the Privacy Act 1988 (Privacy Act) you also have the right to make a complaint to the
Office of the Australian Information Commissioner (OAIC) about the handling of your
personal information.

You can find more information about making a privacy complaint at the website of the OAIC

located at: https://www.oaic.gov.au/individuals/how-do-i-make-a-privacy-complaint
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