Privacy and Student Personal Number t%i{?@?sa
(SPN)Policy ‘

Purpose

This policy outlines how Kirana Colleges collects, stores, uses, and discloses personal
information, including the Student Personal Number (SPN), in accordance with the 2025
Standards for Registered Training Organisations, the Privacy Act 1988 (Cth), and other
relevant legislation. It ensures that all personal information is handled with integrity,
confidentiality, and respect.

Scope
This policy applies to all prospective, current, and former students, as well as staff and
contractors who handle personal information on behalf of Kirana Colleges.

Policy Statement

Kirana Colleges is committed to protecting the privacy of individuals and complying with all
relevant privacy laws. Personal information is collected only for purposes directly related to
our functions as a registered training organisation, including enrolment, delivery of training
and assessment, issuing of qualifications, and compliance with reporting obligations.

The Student Personal Number (SPN) is a unique identifier issued to students for national
VET reporting purposes. The SPN will be collected, stored, and used only for its intended
purpose and will not be disclosed except as required by law.

Key Principles

e Collection - Personal information, including the SPN, will only be collected when
necessary and by lawful and fair means.

e Use and Disclosure - Personal information will only be used or disclosed for the
purpose for which it was collected, unless required or authorised by law.

e Security - All personal information is stored securely in Kirana Colleges’ systems, with
safeguards to prevent unauthorised access, use, or disclosure.

e Access and Correction - Individuals have the right to request access to and correction
of their personal information.

o Confidentiality - Staff handling personal information must maintain confidentiality at
all times.

e Training - Staff involved in handling personal information, including members of the
Student Experience team, will be provided with training to ensure compliance with
privacy obligations.

Responsibilities

o All Staff - Comply with privacy obligations and this policy.

e Student Experience Team - Ensure student enquiries about their personal
information or SPN are managed promptly and in line with privacy laws.
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e Managers - Oversee implementation of privacy practices and compliance with the

Standards for RTOs 2025.

Related Legislation

e 2025 Standards for Registered Training Organisations
e The Privacy Act 1988 (Cth)

Related Documents

e Student Access to Records Policy

e Student Enrolment and Information Policy
e Records Management Policy

Document Title Version Approval Approved by Details of Change
Date
Privacy and SPN Policy 1.0 01/07/2025 | Operations Manager Initial Release
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