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Privacy policy 

Purpose 

Training Services Australia (TSA) respects and protects the privacy of students, employers, staff and 
stakeholders. We are committed to handling personal information in accordance with the Privacy Act 
1988, the Australian Privacy Principles (APPs), the Standards for RTOs 2025, the National VET Data 
Policy, and the Student Identifiers Act 2014. 

This policy explains how TSA collects, uses, discloses, stores and protects personal information. 

Collection of personal information 

TSA may collect personal information that is reasonably necessary for our functions and services. This 
may include: 

• Personal details – name, date of birth, gender, address, phone, email. 

• Enrolment details – course information, training location, employer details. 

• Training records – attendance, progress, assessment outcomes. 

• Unique Student Identifier (USI). 

• Support needs – disclosed health conditions, disability, language, literacy and numeracy support. 

• Feedback, complaints and appeals information. 

Information is generally collected directly from students. In some cases, it may be provided by an 
employer or another third party. 

Use and disclosure of personal information 

TSA uses personal information to: 

• deliver and administer training, assessment and certification 

• meet reporting requirements under the National VET Data Policy 

• communicate with students and (where applicable) employers about enrolments, progress and 
support needs 

• manage student support, complaints and appeals 

• meet audit and compliance obligations. 

We may disclose information to: 

1. The student themselves. 

2. The student’s employer, where the employer is funding the training. By enrolling in a course 
funded by their employer, students acknowledge that TSA may share information about their 
enrolment, training progress and outcomes with that employer. 
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3. Regulators, government departments, funding bodies and auditors, where required by legislation 
or the Standards for RTOs. 

4. Third-party service providers (e.g. student management systems such as VETtrak, learning 
management systems such as CloudAssess, and Microsoft 365). TSA only engages reputable 
service providers and takes reasonable steps to ensure that these providers handle student 
information in accordance with the Privacy Act 1988 and the Australian Privacy Principles. 

TSA does not sell or rent personal information to others. 

Handling of assessment evidence 

As part of assessment, TSA may request documentary evidence. To protect privacy: 

• TSA avoids requesting commercially sensitive information wherever possible. 

• Students may redact private or sensitive details before submission. 

• Assessment evidence is stored securely in TSA’s learning management system. 

• Evidence is treated as confidential and used only for assessment, moderation or validation unless 
written consent is provided for other use. 

• Where evidence is reviewed by external auditors or regulators, TSA ensures copies are not 
retained. 

Storage, security and retention 

TSA takes reasonable steps to protect personal information from misuse, loss, unauthorised access, 
modification or disclosure. Security measures include password-protected systems, role-based 
access controls, and secure disposal processes. 

Retention periods: 

• Certification records – retained for 30 years. 

• Assessment evidence – retained for 2 years after course completion, unless longer periods apply 
under licensing or funding rules. 

• Other records – retained for as long as needed for business or compliance purposes, then 
securely destroyed. 
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Access, correction and complaints 

Students have the right to: 

• request access to their personal information held by TSA 

• request correction of inaccurate, incomplete or outdated information 

• make a complaint if they believe their privacy has been breached. 

Requests can be made by contacting TSA administration. TSA will respond within a reasonable 
timeframe. 

If a student is dissatisfied with the outcome or wishes to take the matter further, they may use TSA’s 
Complaints and Appeals process, which is outlined in the Student Handbook and available on TSA’s 
website. 

If the matter still cannot be resolved, students may lodge a complaint with the Office of the 
Australian Information Commissioner (OAIC). 

Students under 18 

Where students are under 18, additional safeguards apply. Information may also be shared with 
parents or guardians as appropriate, provided this is consistent with the student’s rights, wellbeing 
and relevant child safety legislation. 

Updates to this policy 

This policy may be updated from time to time to reflect changes in legislation, the Standards for RTOs, 
or TSA’s practices.  
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