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This Privacy Policy sets out how Ladies Behind The Tradies, (ABN: 71 616 059 360) operating as
aregistered BAS Agent and bookkeeping service, manages personal information in accordance
with the Australian Privacy Principles (APPs) contained in the Privacy Act 1988 (Cth).

We understand the importance of protecting your privacy and are committed to managing your
personalinformation transparently and securely. As a registered BAS Agent, we also adhere to
the Tax Practitioners Board's (TPB) Code of Professional Conduct, which includes strict
confidentiality requirements and is supported by our Quality Management System (QMS).

1. What is Personal Information?

Personal information is information or an opinion about an identified individual, or an individual
who is reasonably identifiable, whether the information or opinion is true or not, and whether
the information or opinion is recorded in a material form or not. This includes sensitive
information, such as health information or criminal records, which receives a higher level of
protection under the Privacy Act.

2. What Personal Information Do We Collect?

We collect personal information that is reasonably necessary for us to provide our bookkeeping
and BAS agent services. This may include, but is not limited to:

* Contact Details: Your name, address, email address, phone number.

* |dentification Information: Date of birth, Tax File Number (TFN), Australian Business Number
(ABN), driver's licence details (for identity verification purposes).

* Financial Information: Bank account details, credit card details, income and expenditure
records, payroll information, superannuation details, investment details, tax history, and other
financial transactions.

* Business Information: Details about your business operations, employees, and clients (where
relevant to providing our services).

* Correspondence: Records of communications with you.

* Website Usage Data: Information about how you use our website (e.g., IP address, browser
type, pages visited) collected through cookies and analytics tools (see Section 10).

We generally do not collect sensitive information unless it is relevant and necessary for the
services we provide (e.g., health information for specific payroll or superannuation purposes)
and only with your explicit consent or where required or authorised by law.

3. How Do We Collect Personal Information?

We collect personal information directly from you when:
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* You engage us to provide services.

*You communicate with us via phone, email, video conference, or in person.
*You complete forms or provide documents to us.

*You subscribe to our newsletters or other communications.

* You visit our website (through cookies and analytics).

We may also collect personalinformation from third parties where you have consented, or
where it is required or authorised by law (e.g., from the ATO, financial institutions, or your other
professional advisors).

4. Why Do We Collect, Hold, Use, and Disclose Personal Information?

We collect, hold, use, and disclose your personal information for the following primary
purposes:

*To provide our bookkeeping and BAS agent services: This includes preparing and lodging BAS,
managing payroll, reconciling accounts, preparing financial reports, and other related services.

* To manage our client relationships: Including communication, billing, and administration.

* To comply with legal and regulatory obligations: Including those under the Tax Agent Services
Act 2009 (TASA), the Privacy Act 1988 (Cth), and other relevant Australian laws.

* To maintain and improve our Quality Management System (QMS): Ensuring consistent, high-
quality, and compliant service delivery.

* For internal administrative purposes: Such as record-keeping, risk management, and training.

* To communicate with you: Providing updates, relevant information, or marketing materials
(where you have opted in).

*To resolve complaints and respond to enquiries.

* For direct marketing: Only if you have consented and in accordance with the APPs (see
Section 8).

5. How Do We Hold and Protect Your Personal Information?

We take reasonable steps to protect your personal information from misuse, interference, loss,
and unauthorised access, modification, or disclosure. Our security measures include:

* Secure Software Systems: Using industry-standard accounting software and cloud-based
platforms with robust security features (e.g., encryption, multi-factor authentication).

* Access Controls: Restricting access to personal information to authorised personnel only,
based on their roles and responsibilities.
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* Cyber Insurance: Maintaining comprehensive cyber insurance to help mitigate risks
associated with cyber incidents.

* Physical Security: Securing physical documents in locked cabinets and secure premises.
* Data Backup and Recovery: Implementing regular data backups and disaster recovery plans.

* Staff Training: Regularly training our staff on privacy obligations, data handling procedures,
and cybersecurity best practices as part of our QMS.

* Secure Destruction: Securely destroying or de-identifying personal information when itis no
longer required by law or for our business purposes.

6. Disclosure of Personal Information
We may disclose your personal information to:

* Government Agencies: Such as the Australian Taxation Office (ATO) and the Tax Practitioners
Board (TPB), as required for compliance and service delivery.

* Third-Party Service Providers: Where necessary for us to provide our services (e.g., cloud
software providers, IT support, payroll processing platforms). We ensure these providers are
reputable and have their own robust privacy and security measures in place.

*Your Other Professional Advisors: Such as your financial planner, solicitor, or auditor, with
your consent.

* External Reviewers/Auditors: For compliance purposes (e.g., TPB compliance reviews).
* Other parties where required or authorised by law, or with your express consent.

We will not disclose your personal information to overseas recipients without your explicit
consent, unless required or authorised by law, and only if we have taken reasonable steps to
ensure that the overseas recipient handles your personal information in accordance with the
APPs.

7. Anonymity and Pseudonymity

Where practicable and lawful, you have the option to interact with us anonymously or by using a
pseudonym. However, for most of our bookkeeping and BAS agent services, it is not practical to
do so as we require your true identity and personal information to fulfil our legal and
professional obligations.

8. Direct Marketing

We may use your personal information to send you direct marketing communications about our
services, updates, or other information we believe may be of interest to you. This will only occur
if:

* We have collected the information directly from you, and you would reasonably expect us to

use it for direct marketing, or you have consented.
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* We provide a clear and easy way for you to opt-out of receiving direct marketing
communications.

*We cease sending direct marketing communications if you opt-out.
We do not use or disclose sensitive information for direct marketing purposes.
9. Accessing and Correcting Your Personal Information

You have the right to request access to the personal information we hold about you and to
request that we correct any inaccuracies.

* Access: To request access, please contact us using the details below. We will respond to
your request within a reasonable timeframe (usually 30 days) and will provide access unless an
exception under the Privacy Act applies (e.g., if providing access would pose a serious threat to
the life, health, or safety of an individual). We may charge a reasonable fee for providing access,
particularly if the request involves extensive searching or copying of information.

* Correction: If you believe the personal information we hold about you is inaccurate,
incomplete, or out-of-date, please contact us. We will take reasonable steps to correct the
information promptly. If we do not agree to correct your information, we will provide written
reasons for our refusal and include a statement with the information that you believe is
inaccurate.

10. Cookies and Website Analytics

Our website may use "cookies" to enhance your experience. Cookies are small data files placed
on your computer or mobile device when you visit a website. They help us analyse website
traffic, remember your preferences, and improve our website's functionality. You can choose to
accept or decline cookies through your browser settings. However, declining cookies may limit
your ability to use certain features of our website.

We may use third-party analytics services (e.g., Google Analytics) to collect information about
how our website is used. This information is typically aggregated and anonymous, providing
insights into website performance and user behaviour.

11. Data Breach Management

In the event of an eligible data breach that is likely to result in serious harm, we will comply with
our obligations under the Notifiable Data Breaches (NDB) scheme, including notifying affected
individuals and the Office of the Australian Information Commissioner (OAIC). Our QMS
includes procedures for managing and responding to data breaches.

12. How to Make a Complaint

If you have a complaint about how we have handled your personal information or believe we
have breached the Australian Privacy Principles, please contact our Privacy Officer in writing
using the details below.
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We will acknowledge your complaint within [e.g., 5 business days] and will investigate it
promptly. We will endeavour to provide you with a written response within [e.g., 30 days]
outlining the outcome of our investigation and any steps taken to address your concerns.

If you are not satisfied with our response, you may lodge a complaint with the Office of the
Australian Information Commissioner (OAIC):

Office of the Australian Information Commissioner (OAIC)
GPO Box 5218

Sydney NSW 2001

Phone: 1300 363 992

Email: enquiries@oaic.gov.au

Website: www.oaic.gov.au

13. Changes to This Privacy Policy

We may update this Privacy Policy from time to time to reflect changes in our practices or legal
obligations. The most current version will always be available on our website, and we
encourage you to review it periodically.

14. Contact Us

If you have any questions about this Privacy Policy or our privacy practices, please contact us

Kind regards,

R

Geraldine Arnold

Ladies Behind The Tradies
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