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Data Provision Requirements Instrument 2020
Privacy Act 1988

1. Purpose and Objective
The primary objective of the Right to Information Policy is to extend the right of persons about whom
Baseline Training holds information to have access to that information.

2. Policy Scope/Coverage
Baseline Training is subject to the National VET Data Policy which imposes obligations on it in relation
to obtaining and submitting data.

3. Definitions
Document - for the purposes of this policy a document includes:

e any paper or other material on which there is writing; and

e any paper or other material on which there are marks, figures, symbols, or perforations having
a meaning for a person qualified to interpret them; and any disc, tape or other article or any
material from which sounds, images, writings or messages are capable of being produced or
reproduced (with or without the aid of another article or device).

Document in the possession or control of Baseline Training - A document will be in the possession
or control of Baseline Training if:

e it was created in, or received by Baseline Training; or

e jtis a document which Baseline Training is entitled to access; or

e jtis a document in the possession or under the control of an officer of the Baseline Training in
that officer’s official capacity.

4. POLICY

Itis the policy of Baseline Training that documents should be made available administratively without
the need for a formal application. Baseline Training is committed to understand the information
needs of its stakeholders.
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Baseline Training makes a variety of information and documents available to its immediate clients,
its students, and staff, as part of normal administrative processes. To the extent practicable,
Baseline Training will provide access to information and to documents without recourse to
the Privacy Act 1988.

In some of its activities, particularly in its dealings with staff and students, and in relation to business
or commercial negotiations, the Baseline Training comes into possession of confidential information.
The CIO will determine whether confidential information can be released without recourse to
the Privacy Act 1988.

Staff are permitted access to a copy of their staff file that Baseline Training does not consider to be
confidential or otherwise exempt under Privacy Act 1988.

Baseline Training will treat its students’ personal information in accordance with Principle 3 and
principle 5 of the Australian Privacy Principles.

Baseline Training will refer all requests for information to the RTO Manager for finalisation.

4.1 Amendment of Personal Information

Students are permitted to contact Baseline Training at any time to request access to their personal
information, correct their personal information or make a complaint about how their personal
information has been handled.

Baseline Training supports the concept that decisions about a person should be based on accurate
and complete information. Baseline Training policy is to ensure all records are accurate and will
consider any request to amend personal information held on its files. However, a person who is
dissatisfied with these informal procedures will have recourse to the provisions of Baseline Training’s
complaints and appeals process.

4.2 Policy on Charging
A person applying for access to documents which contain his or her personal information is not
required to pay an application fee.

4.3 External Review

An applicant who is dissatisfied with Baseline Training’s decision either at the initial decision stage
or on an internal review may seek a review of that decision through an external party. See the
Baseline Training Complaints and Appeals Policy.
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Version History

Review Period: 2 years from date of last approval
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Number: | by: Date: Date:
V1.0 Alana Weir| January January Policy developed and documented
2025 2025
V1.1 CEO January January Policy approved
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V1.2 Alana Weir| June 2025 | June 2025 | Updates to align with new standards approved.
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