
  
 

 

   
 

Privacy Policy 

1. Purpose 

This policy outlines how Fairbridge WA Limited collects, stores, uses, and discloses 
personal and sensitive information across all areas of operation. It ensures that 
Fairbridge complies with its legal obligations under federal and state privacy laws and 
meets the expectations of students, families, staff, and external stakeholders. 

This policy supports and is supported by the: 

• Record Keeping and Management Policy (ADM_POL_009) 
• Record Retention Policy (ADM_POL_010) 

2. Scope 

This policy applies to all personal information collected, used, stored, or shared by: 

• Fairbridge College (including Outreach), 
• Fairbridge Camps and Activities, 
• Registered Training Organisation (RTO) services, 
• Corporate Services, and 
• Hospitality and Maintenance business units. 

It applies to personal information about: 

• Students and parents/carers, 
• Staff, contractors, and volunteers, 
• Visitors, clients, and community members, 
• Job applicants and external service providers. 

 

3. Definitions 

Personal Information - Information or opinion about an identified individual or an 
individual who is reasonably identifiable. 

Fairbridge – means any appointed officer of Fairbridge WA Inc, including Fairbridge 
College and all other business units within the organisation. 

Sensitive Information - A subset of personal information including health, racial or 
ethnic background, religious beliefs, sexual orientation, or criminal record. 



  
 

 

   
 

APPs - Australian Privacy Principles under the Privacy Act 1988 (Cth) that govern the 
handling of personal information. 

 

4. Policy Statement 

Fairbridge WA Inc. is committed to protecting the privacy of individuals by collecting, 
using, storing, and disclosing personal information in a responsible and transparent 
manner. 

Fairbridge will: 

• Collect only the information necessary to provide educational, developmental, 
or support services, 

• Inform individuals about how their information will be used, 
• Store information securely, with access limited to authorised personnel, 
• Use and disclose personal information only for the purposes for which it was 

collected (or as required by law), 
• Support individuals’ rights to access or correct their personal information, 
• Take appropriate action in the event of a data breach. 

This policy reflects Fairbridge’s broader commitment to safeguarding personal 
information as part of its ethical, child-safe, and governance responsibilities. 

 

5. Roles and Responsibilities 

Role Responsibility 
Chief Executive 

Officer (CEO) 
Overall accountability for Fairbridge’s privacy compliance. 

Approves the Privacy Policy and ensures executive 
oversight of privacy-related risk. 

Compliance 
Officer 

Acts as the Privacy Contact Officer. Maintains the Privacy 
Policy, monitors compliance, coordinates responses to 

data breaches and privacy complaints. 
Principals / 

Business Unit 
Managers 

Ensure staff are aware of and comply with privacy 
obligations in their daily work. Report incidents or 
suspected breaches to the Compliance Officer. 

All Staff, 
Volunteers, and 

Contractors 

Handle personal information respectfully and lawfully. 
Only access or share information on a “need to know” 

basis. Report suspected breaches immediately. 



  
 

 

   
 

IT and Records 
Administration 

Maintain secure digital and physical storage systems. 
Manage access controls, backups, and secure disposal of 

personal information in accordance with policies. 
Students, 

Parents/Carers, 
and Clients 

Have the right to access and request corrections to their 
personal information. Can lodge privacy complaints 

through the Fairbridge Complaints process. 
 

6. Collection and Use of Information 

Fairbridge collects personal information for purposes such as: 

• Student enrolment, learning, and wellbeing support, 
• Employment, payroll, and performance management, 
• Visitor, volunteer, and contractor records, 
• Incident reporting, compliance, and child protection. 

Information is collected via: 

• Paper and digital forms, 
• Online platforms (e.g. SharePoint, Canvas LMS, TASS), 
• Direct interactions with students, staff, or families. 

Fairbridge will only use personal information: 

• For the purpose it was collected, 
• For directly related secondary purposes (e.g. funding or regulation), 
• With informed consent, or 
• As required by law (e.g. child safety, court order). 

7. Storage and Access 

Fairbridge ensures that: 

• All records are stored in secure systems (e.g. SharePoint, TASS, HR and Finance 

systems), 

• Access is restricted to authorised personnel based on the “Need to Know” 

principle (see Record Management Policy), 

• Access breaches are logged and investigated, 

• Individuals can request access to or correction of their own personal 

information by contacting the Compliance Officer. 



  
 

 

   
 

8. Disclosure of Information 

Fairbridge may disclose personal information: 

• Internally for education, safety, or administration purposes, 

• To external authorities (e.g. child protection, police, regulators), 

• To funding bodies (e.g. TAC, state/federal education departments), 

• To external service providers, where contractual privacy protections exist, 

• With consent, or where required or authorised by law. 

9. Data Breaches and Complaints 

Fairbridge will respond to privacy breaches by: 

• Taking immediate action to mitigate harm, 
• Notifying affected individuals where necessary, 
• Investigating the root cause and updating procedures. 

Individuals may make a complaint about how their privacy has been handled by: 

• Following the Fairbridge Complaints Policy (GOV_POL_008) and Procedure. 
• Escalating to the Office of the Australian Information Commissioner (OAIC) if 

unresolved. 
 

10. Related Policies & Documents 

• Record Keeping and Management Policy 
• Record Retention Policy 
• Information Sharing Policy 
• Child Safe Code of Conduct 
• Complaints Handling Policy 

 
• Privacy Act 1988 (Cth) 
• State Records Act 2000 (WA) 
• Children and Community Services Act 2004 (WA) 
• Child Safe Organisations National Principles, 
• RTO Standards (2025) 
• WA Department of Education’s Privacy and Responsible Information Sharing 

Framework 



  
 

 

   
 

 

11. Review & Amendment Log 

 

Document No Version Document Owner Key Stakeholders 
GOV_POL_011_V04 4.0 CEO All Staff, Mangers, 

Compliance 
Officer, General 
Manager, CEO 

 

Approval Date Authorised by Review Frequency Next Review Date 
3 Jul 2026 CEO Bi Annually 1 May 2028 

 

Review Version Review Date Context 
4.0 1 May 2025 Supersedes previous versions 
4 3 Jul 2026 Minor updates to remove references from ASQA 

to TAC 
 

Note:  

1. Active policies must be saved as PDF documents (or copied to Complispace) 
2. The original Word Document should be saved in the relevant original controlled 

document folder in the governance folder. 
3. Archived Policies should be moved to the archive folder for controlled 

documents in the governance folder. 
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