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PRIVACY POLICY 
RELEVANT STANDARD(S):  

Standards for Registered Training 
Organisations (RTOs) 2015 

Standards for Registered Training Organisations (RTOs) 2015 
Clause 4.1 – Provide accurate and accessible information 
Clause 7.5 – Provide accurate governance and performance 
information 
Clauses 8.2, 8.5 – Data provision and cooperation with regulator 

 

PURPOSE 
SNS College of Western Australia Pty Ltd (“SNS College”) is committed to protecting the privacy of 
personal information collected, used, and stored in the course of delivering education and training 
services. 
This Privacy Policy outlines how SNS College manages personal information in accordance with: 

• the Privacy Act 1988 (Cth) and the Australian Privacy Principles (APPs); 
• the Student Identifiers Act 2014; 
• the Data Provision Requirements 2012; and 
• the Standards for Registered Training Organisations (RTOs) 2015. 

This policy is publicly available on the SNS College website. 
 
Scope 
This policy applies to all prospective learners, enrolled students, staff, contractors, and other 
individuals whose personal information is collected or held by SNS College. 
 

Privacy Principles 
SNS College manages personal information in a manner that is lawful, fair, transparent, and 
secure. In doing so, SNS College: 

1. collects only personal information necessary to carry out its functions as a Registered 
Training Organisation (RTO); 

2. informs individuals, at or before the time of collection, how their information will be used 
and disclosed; 

3. uses and discloses personal information only for legitimate training, assessment, 
administrative, or regulatory purposes; 

4. does not disclose personal information for direct marketing without consent; 
5. provides individuals with access to, and the ability to correct, their personal information; 

and 
6. takes reasonable steps to protect personal information from misuse, loss, unauthorised 

access, or disclosure. 
  

https://www.wa.gov.au/system/files/2022-11/Users%20Guide.pdf
https://www.wa.gov.au/system/files/2022-11/Users%20Guide.pdf
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Information We Collect 
Website and Enquiries 
SNS College may collect limited personal information through website forms or enquiries, such 
as: 

• name 
• email address 
• contact number 

Individuals may opt in to receive communications and can unsubscribe at any time. 
Training and Assessment 
To deliver training and assessment services, SNS College may collect personal information 
including: 

• name, date of birth, contact details and address; 
• gender and language background (where disclosed); 
• education, employment and study history; 
• support needs or disability information (where disclosed); and 
• Unique Student Identifier (USI). 

This information is collected for training delivery, student support, certification, and regulatory 
reporting purposes. 
 
Unique Student Identifier (USI) 
SNS College requires learners undertaking nationally recognised training to provide a verified 
USI before certification documentation can be issued. 
Where SNS College applies for a USI on behalf of a learner, written consent is obtained. Any 
information collected solely for the purpose of a USI application is securely destroyed once no 
longer required. 
Where an approved exemption applies, learners are informed that their results will not appear 
on an authenticated VET transcript. 
 
Unsolicited Information 
If SNS College receives personal information that it could not lawfully have collected, the 
information will be destroyed or de-identified as soon as practicable, unless retention is 
required by law. 
 
Use and Disclosure of Information 
SNS College uses and discloses personal information only where reasonably necessary to: 

• manage enrolments and student records; 
• deliver training and assessment; 
• provide learner support services; 
• issue AQF certification documentation; 
• report to relevant Commonwealth and State regulators as required by law; and 
• meet legal, audit, and compliance obligations. 

SNS College does not use or disclose personal information for direct marketing unless the 
individual has provided consent and can readily opt out. 
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Overseas Disclosure 
Where personal information is disclosed to an overseas recipient, SNS College will: 

• inform the individual of the recipient’s location; 
• take reasonable steps to ensure the recipient complies with equivalent privacy 

protections; and 
• disclose information only where consent is provided or disclosure is required by law. 

 
Data Security and Quality 
SNS College takes reasonable steps to ensure that personal information is: 

• accurate, complete, and up to date; 
• protected against unauthorised access, loss, misuse, or disclosure; and 
• stored in secure systems with controlled staff access. 

Staff and learners are encouraged to notify SNS College of any changes to personal details. 
 
Access and Correction 
Individuals may request access to, or correction of, their personal information by contacting 
Student Administration. 

• Identity verification is required prior to release. 
• Requests are processed within 10 business days, where practicable. 
• Access and correction requests are provided free of charge. 

Where a request is refused, written reasons and information about how to lodge a complaint 
will be provided. 
 
Records Retention 
SNS College retains student records, including certification information, for a minimum of 30 
years, in accordance with legislative and regulatory requirements. 
Where SNS College ceases operations as an RTO, records will be transferred to an authorised 
custodian in accordance with regulatory directions. 
 
Data Breaches 
SNS College maintains an internal Data Breach Response Procedure to manage suspected or 
confirmed data breaches in accordance with the Privacy Act 1988 (Cth). 
Where required, affected individuals and relevant authorities will be notified. 
 
Privacy Complaints 
Concerns or complaints about privacy practices may be raised in writing to: 
Compliance Manager 
SNS College of Western Australia 
Email: info@snscollege.com.au 
All privacy complaints are acknowledged and managed in accordance with the Complaints 
and Appeals Policy. 
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Monitoring and Review 
• The Compliance Manager is responsible for monitoring compliance with this policy. 
• This policy is reviewed at least annually or earlier if required by legislative or regulatory 

change. 
• Any approved updates are published on the SNS College website. 

 
Related Documents 

• Student Handbook 
• Enrolment Policy 
• Complaints and Appeals Policy 
• Records Management Policy 
• Data Breach Response Procedure (internal) 
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Version Control  

Date Summary of Modifications 
Modified 
by 

Version 
Date of 
Implementation 

Next Review 
Date 

10/02/2025 Document creation 360RTO 
Solutions 

v. 1.0 15/09/2025 15/09/2026 

1/11/2025 Added explicit consent clauses, 
privacy review cycle, website 
update requirement. Public-
facing rewrite to align with APPs 
and policy suite 

SNS V2.0 1/11/2025 1/11/2026 

 
RTO INFORMATION 

Document Name SNS - Privacy Policy V2.0 

RTO/Company Name  SNS College of Western Australia Pty Ltd 

ABN 81 665 855 872 

RTO Code #00000 

Phone 08 6153 4505 

Email info@snscollege.com.au 

Manager  Compliance Manager 

Website www.snscollege.com.au 

Address Level 1, 224-226 Stirling Street, Perth 6000 

 


