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1 PURPOSE

This Privacy Policy outlines how Parabellum International Training RTO (51786) collects, uses, stores, and discloses personal
and sensitive information in compliance with the Privacy Act 1988 (Cth), the Australian Privacy Principles (APPs), and the
National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training Organisations)
Instrument 2025.

2 SCOPE

This Privacy Policy applies to all Parabellum International Training RTO (51786) staff, trainers/assessors, contractors,
students, and third parties who access or manage personal or sensitive information as part of Parabellum International
Training RTO (51786) operations.

3  DEFINITIONS AND ABBREVIATIONS

Personal Information Information or opinion that identifies or could identify an individual.

Sensitive Information A subset of personal information including health data, racial or ethnic
origin, religious beliefs, and criminal records.

APPs The 13 Australian Privacy Principles that govern the standards, rights, and
obligations for the handling, holding, accessing, and correction of
personal information.

CEO Chief Executive Officer

RTO Registered Training Organisation

PIT Parabellum International Training (RTO 51786)
ASQA Australian Skills Qualification Authority

OAIC Office of the Australian Information Commissioner

4  ROLES AND RESPONSIBILITIES

e  CEO: Holds ultimate accountability for compliance with privacy legislation and the implementation of this policy.

e  RTO Training Manager: Ensure staff under its supervision comply with the privacy policy and complete required
training.

e  Compliance Manager: Oversees privacy management, investigates complaints and breaches, coordinates
responses to notifiable data breaches, and supports staff compliance.

e  Staff, Trainers, and Contractors: Handle personal information lawfully and ethically, participate in training, and
report suspected breaches.

5 COLLECTION OF PERSONAL INFORMATION

Parabellum International Training RTO (51786) collects and holds personal and health information to support its functions
related to education and training, research, student administration, student services and activities, complaints and
disciplinary activities, recruitment and employment activities, health and well-being activities, employment, and
relationships with external parties.

Examples of personal information that Parabellum International Training RTO (51786) may collect and hold, if permitted
under applicable Privacy Laws, includes the following:

STUDENTS OTHER PARTIES
Full name, contact details, date of Personal identifiers and Personal identifiers and
birth, gender contact information (e.g. contact information (e.g.
name, address, date of name and contact.
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Citizenship information and residency
status

USI (Unique Student Identifier

Financial information (e.g. credit card
details)

Educational history (e.g. previous
educational information, assessments,

academic results)

Previous industry experience and
employment information

Language and cultural diversity
Student welfare information (e.g.
Health and medical information,
including disability, support needs, and
equity-related information)
Emergency contact details

Digital photos

Survey information

birth, gender, and
citizenship status)

Recruitment information,
including background and
security checks (e.g. police
checks)

Staff welfare and human resource
information (e.g. health and medical
information related to employment
such as sick leave, workers
compensation and occupational,
health and safety information,
disability and equity information)

Digital photos

Financial information (e.g.
tax file numbers, banking
details, remuneration
details, superannuation
details)

Educational employment
and training information

Performance and career
development information
(e.g. performance reviews,
work plans, assessment
reports and information
relating to grievances,
complaints and
misconduct)

Survey information

Staff communications

details) of individuals

associated with Parabellum

International Training RTO (51786),

such as alumni, volunteers,

consultants,

contractors, suppliers, employers,

industry partners,

community groups and anyone
using Parabellum International

Training RTO (51786)
facilities and systems.

6

PERSONAL INFORMATION MANAGEMENT

Parabellum International Training RTO (51786) will only collect personal and health information by lawful means, for a
lawful purpose, directly related to a function or activity of that Parabellum International Training RTO (51786), and which is

reasonably necessary for that purpose in accordance with applicable Privacy Laws.

These purposes may include:

Document No:

e  Training and learning.

e The management of students, including recruitment, enrolment, academic progression and completion,
assessment, complaints, disciplinary matters, services and support, conferral of awards, certificates and
statements of attainment, and health, safety and wellbeing.

e  The management of staff, including recruitment, retention, workforce planning, training and development,
performance, remuneration, complaints, disciplinary matters, safety management, and health, safety and

wellbeing.

e  Community engagement, including with community groups, student alumni, sponsors, other educational
organisations, industry and government.

e  Administrative functions, including management of monies and funds, security and safety of property and
persons and managing the use of that Parabellum International Training RTO (51786) property, facilities and

equipment.
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Surveys and research.
Provision of reasonable adjustments and disability support and other services and support.
Commercial dealings that support the functions of that Parabellum International Training RTO (51786).

Marketing and promoting Parabellum International Training RTO (51786) courses, services and events, including
conducting surveys and competitions.

6.1 COLLECTING PERSONAL INFORMATION DIRECTLY FROM THE INDIVIDUAL

(a) Parabellum International Training RTO (51786) will only collect personal information directly from the individual to
whom the information relates, unless:

e the individual provides consent for the information to be collected from another party
e  orthe collection from another party is required or permitted by law
e inthe case of health information, it is unreasonable or impracticable to do so.

(b) Another party may obtain the individual’s consent that allows that party to provide the individual’s personal information
to Parabellum International Training RTO (51786).

6.2 COLLECTING PERSONAL INFORMATION FROM THIRD PARTIES

(a) Parabellum International Training RTO (51786) may also collect personal information from third parties, including:
e  Other education and training providers.
e  Government agencies and departments.
e  Other organisations where PIT students undertake work placements or experience.
e  Employers.

e  Recruitment and employment agents.

(b) Personal information may also be collected from other parties as part of investigations or proceedings carried out under
applicable legislation, PIT policies and procedures or other instruments.

6.3 COLLECTING PERSONAL INFORMATION THROUGH AUTOMATED PROCESSES

Parabellum International Training RTO (51786) may also collect personal information through various automated processes,
including:
e  CCTV/ security cameras located across Parabellum International Training RTO (51786) training venues.

e  Video / audio recordings used for educational and training purposes (e.g. recorded course delivery), staff training
and development purposes, and recorded meetings conducted via online platforms such as Microsoft Teams or
Zoom.

e  Collecting information about visits to PIT websites for security and quality improvement purposes using web
analytics and cookies.

e  logging users of the PIT WiFi service and information management systems and equipment to facilitate and
monitor use.

e  Logging staff, trainers/assessors, contractors and student access to PIT facilities using the SWIPE-ON app.

6.4 LAWFUL BIAS FOR COLLECTION AND USE OF INFORMATION

Parabellum International Training RTO (51786) will only collect personal and sensitive information for lawful and specific
purposes that are directly related to its functions as a Registered Training Organisation. The information collected will be
relevant, accurate, up to date, complete, and not excessive. Parabellum International Training RTO (51786) will ensure that
information collected does not unreasonably intrude on the personal affairs of any individual.
The relevance and necessity of the information will depend on the context and the purpose for which it is collected. The
lawful bases under which Parabellum International Training RTO (51786) may collect and process personal information
include:
e  Consent —The individual has given clear consent for PIT to process their personal information for one or more
specific purposes.
e  Contract — The processing is necessary to enter or fulfil a contract with the individual (e.g., enrolment or training
engagement).
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e Legitimate Interests — The processing is necessary for PIT’s legitimate interests or those of a third party, unless
overridden by the individual’s rights and freedom:s.

e  Vital Interests — The processing is necessary to protect someone’s life or health (e.g., during a medical
emergency).

e  Legal Obligation — The processing is required for PIT to comply with Australian laws or regulatory obligations.

®  Public Task — The processing is necessary for PIT to perform a task in the public interest or in the exercise of
official authority.

6.5  DATA STORAGE AND SECURITY

Parabellum International Training RTO (51786) implements technical and organisational security measures to safeguard
personal information from misuse, loss, and unauthorised access. These include:

e  Secure cloud-based student management systems (e.g., aXcelerate).
®  Role-based access permissions.

e  Password protection and encryption protocols.

e  Secure disposal of hard-copy records.

e  Ongoing staff training in data protection and privacy practices.

Parabellum International Training RTO (51786) retains personal records in line with regulatory requirements, including
retention of training and assessment evidence and student records for up to 30 years as per ASQA guidelines. Records are
securely destroyed or anonymised when no longer legally required.

In the event of a notifiable data breach Parabellum International Training RTO (51786) will:
e  Assess the extent and nature of the breach.

e  Notify affected individuals and the OAIC where required.
e  Take immediate corrective and preventative action.

e  Respond within 30 calendar days as per OAIC guidelines.

7  ACCESS AND CORRECTION OF PERSONAL INFORMATION

Individuals may request access to or correction of their personal information. Parabellum International Training RTO
(51786) will respond to such requests within 10 working days and correct any inaccurate or incomplete information in
accordance with APP 13.

8 PRIVACY COMPLAINTS

Complaints regarding privacy practices can be made in writing to Parabellum International Training RTO (51786) following
PIT-ISS-PRO-001 Appeals and Complaints Procedure available from https://parabellum.com.au/services/training/.
Complaints will be investigated promptly and confidentially. If unresolved, individuals may escalate the complaint to the
Office of the Australian Information Commissioner (OAIC): www.o0aic.gov.au.

9 STAFF RESPONSIBILITIES
All Parabellum International Training RTO (51786) staff and contractors must:
o Handle personal information ethically and in accordance with this policy.

e Complete mandatory training on privacy and confidentiality.
e  Report suspected breaches of privacy to the RTO Training Manager.

10 POLICY REVIEW AND UPDATES

This policy is reviewed annually or when changes in legislation, operational practices, or RTO Standards require. Updates
are communicated to staff and made publicly available.
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Contact:

Parabellum International Training RTO (51786)
Email: training@parabellum.com.au

Phone: +61 8 9285 610

11 REFERENCES

®  Privacy Act 1988 (Cth)
e  Australian Privacy Principles (APPs)

National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training
Organisations) Instrument 2025

Notifiable Data Breaches Scheme — Office of the Australian Information Commissioner (OAIC)
PIT-ISS-PRO-001 Appeals and Complaints Procedure

PIT-ADM-FRM-001 Student Health and Fitness Declaration Form

PIT-ADM-FRM-002 Training Enrolment Form

PIT-ADM-FRM-003 - Media Consent Form

PIT-ADM-FRM-004 - Third-Party Information Disclosure Consent Form
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