PRIVACY POLICY CIVMEC

Engineering Success

Civmec Limited (“the Company”) is committed to ensuring that the Personal Information it holds regarding its
contractors, consultants, job applicants, employees and other individuals is handled appropriately and lawfully,
in accordance with the Privacy Act 1988 (Cth).

Personal information is information relating to an individual whose identity is apparent, or can reasonably be
ascertained, from the information or opinion provided.

This Privacy Policy is subject to review by the Board from time to time.

The information we collect

e The Company will only collect Personal Information that is necessary for its business functions and activities,
or to comply with legal or regulatory obligations.

e When the Company collects any Personal Information, as far as is practicable, we will provide the individual
information about the purpose of collection, the types of organisations (if any) to which we may disclose
the Personal Information (eg clients, pre-employment testing organisations) and any law that requires the
particular information to be collected.

How we use the information
e Personal Information will only be used for the primary purpose(s) for which it was collected and in some
cases for related secondary purposes.
e \Where the Company needs to use Personal Information for purposes other than the primary purpose, we
will obtain consent where appropriate and necessary.

e Other than in cases of emergency, Sensitive Information will only be used and accessed by other personnel
of the Company where there is a clear and compelling need to do so.

Security
The Company will take reasonable steps to protect personal information we hold from misuse and loss from
unauthorised access, modification and disclosure by deleting or destroying personal information that is no longer needed.

Access and correction
e You are entitled to access your personal information upon request to the Privacy Officer, unless exceptional
circumstances specified in the Privacy Act, apply. In some circumstances, we may ask you to apply in
writing.
e We will need to confirm your identity before we can provide you with access to personal information we
hold about you. If exceptional circumstances apply and we are entitled to refuse to give you access, we will
explain this to you.

We encourage you to let us know if you believe any personal information we hold about you is inaccurate,
incomplete or out of date. If we refuse to alter the information, we will provide you with reasons for our decision
and include a statement about the disputed facts and attach it to the information. In addition, please notify us if
you would like us to destroy or delete your personal information.

Access to records may incur a reasonable fee. Employee records are exempt from this entitlement.

Further information
If you have any queries or you would like further information concerning your privacy, contact Civmec on
(08) 9316 1255 or email: privacy@civmec.com.au
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