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1 Statement 

abode migration lawyers (“abode”) values the privacy of every individual’s personal and health 
information and is committed to protecting the information it holds and uses about all individuals who 
provide personal information to the company.  

2 Purpose 

In this policy, abode outlines how it intends to handle personal and health information. abode is required 
to comply with various State and Federal privacy laws operating throughout Australia. 

The policy is based on the following principles: 

 The company supports responsible and transparent handling of personal information; 
 The company respects an individual’s right to know how his or her personal information will 

be collected, used, disclosed, stored and disposed of.  

3 Application 

This policy applies to all employees, contractors, customers, clients of the company (abode). 

4 Overview 

Based on the various privacy principles applying to State and Federal privacy laws which outline the way 
in which information is collected, used, disclosed, stored and disposed of, abode has established a privacy 
system that strives to: 

 ensure that abode migration lawyers employees comply with the privacy laws; 
 promote an understanding and acceptance of the privacy principles and their objectives 

throughout the company; 
 educate employees within the company about information privacy; 
 handle complaints received in an efficient and appropriate manner; and 
 monitor privacy compliance and update procedures to ensure compliance. 

This policy explains abode’s approach towards protecting the privacy of an individual’s personal and 
health information.  

5 Definitions 

5.1 Health Information 

“Health information” is defined as “Personal Information or an opinion about: 

 the physical, mental or psychological health (at any time) of an individual; 
 a disability (at any time) of an individual; 
 an individual’s expressed wish about the future provision of health services to him or her; 
 a health service provided or to be provided to an individual.”

5.2 Personal Information 

“Personal Information” is defined as “Information or an opinion (including information or an opinion 
forming part of a database) that is recorded in any form and whether true or not about an individual whose 
identity is apparent or can reasonably be ascertained from the information or opinion.”
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5.3 Primary Purpose 

This policy notes that there will always be a primary purpose for which the information is collected. This 
covers the primary use and primary disclosure of the information. This should be what is necessary to 
discharge the function or undertake the activity that is required for the reason for collecting the 
information. 

5.4 Secondary Purpose 

The secondary purpose for which the information is used or disclosed has to be connected or associated 
with the primary purpose. It must relate to the primary purpose for which it was collected. If sensitive 
information is involved, the secondary purpose has to be directly related to the primary purpose.

5.5 Sensitive Information 

Sensitive information (that is also personal information) or an opinion about an individual’s:-

 Racial or ethnic origin; 
 Political opinions; 
 Membership of a political association; 
 Religious beliefs or affiliations; 
 Philosophical beliefs; 
 Membership of a professional or trade association; 
 Membership of a trade union; 
 Sexual preferences or practices; 
 Criminal record 

6 Collection of Personal Information 

To the extent required by the Privacy Laws:

 abode will not collect personal information about an individual unless that information is 
necessary for one or more of its functions or activities. 

 abode will collect personal information about an individual only by lawful and fair means 
and not in an unreasonably intrusive manner. 

When abode collects personal information directly from an individual (for example when an individual 
commences employment), the company will take reasonable steps at or before the time of collection (or 
as soon as practicable thereafter) to ensure that the individual is aware of:

 certain key matters, such as the purpose for which the information is collected; 
 the fact that the individual is able to access the information; 
 how to contact Human Resources (HR); 
 any law requiring the collection; and 
 the main consequences for the individual if the information is not provided.

abode will collect personal information directly from an individual where it is reasonable and practicable 
to do so. Where the information is collected about an individual from a third party, the company will still 
take reasonable steps to ensure that the individual is made aware of the details set out above. 
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While abode generally collects personal or health information directly from the relevant individual, in 
some cases the company may collect it from a third party, such as an employment agency, a former 
employer, a contractor or a government authority (such as Victoria Police). 

The main reason abode collects personal information is to provide legal migration services to its clients 
and to offer employment and to provide ongoing training and development growth to employees.  

If an individual chooses not to provide the information requested, abode migration lawyers may not be 
able to provide a service or employment or ongoing training and development to that individual. 

7 Our Website 

For statistical purposes we may collect anonymous information on the activity of users of our abode 
migration lawyers website, such as: 

 users' Internet Protocol (IP) addresses; 
 the dates, times and duration of their visits; 
 the types, number and duration of pages viewed; and 
 the number of times users have used the website previously and the most popular times of 

use.  

Tracking technologies, such as cookies, are used on our website to recognise a user's browser each time 
that user visits our site, and to track which pages a user visits whilst on our site.  

Cookies are pieces of information that a website transfers to a computer's hard disk for record keeping 
purposes. Most web browsers are set to accept tracking technologies such as cookies.  

These tracking technologies do not themselves personally identify users.  If you do not wish to receive any 
cookies, you may set your browser to refuse them, however the use of our website may be affected. 

We may use the above website data to evaluate our website's performance, to improve the content we 
display and to evaluate the effectiveness of our online advertising.  We may use third parties to collect 
statistical personal information for this purpose.  

Our website may also contain interactive facilities, such as customer enquiry/feedback forms, where 
personal information is collected in order to respond appropriately to those enquiries or feedback. 

8 Email and portal 

If you send us an email which contains your personal information we will take reasonable steps to protect 
that information.  However, email is not a secure method of communication.  If you are concerned about 
the security of your personal information you may wish to contact us via any of the other means provided 
below including our portal.   

abode does have a “portal” within our practice management software for the purpose of exchanging 
messages and documents with our clients. Where possible, and where clients are comfortable using the 
portal, we make the portal available to individuals.  Once access has been given to an individual to the 
portal, that individual only has access to the specific matter folder to which they have been given access.  
Information exchanged via the portal is safer than email as it is encrypted when sent between parties.  

9 Use and Disclosure of Personal Information 

abode has a duty not to disclose clients and employees personal and health information.  
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To the extent required by the Privacy Laws, the company will only use or disclose personal information in 
order to provide our services to you. 

Examples of the types of third parties we disclose personal information to may include: 

 our related bodies corporate and our suppliers; 
 service providers, such as IT service providers; 
 recruitment agencies and previous employers or referees, for employment purposes; 
 Department of Immigration / Department of Home Affairs;  
 Administrative Appeals Tribunal; 
 Federal Courts – Federal Circuit Court, Federal Court, High Court;  
 Experts – such as barristers (counsel), doctors, psychologists; and 
 approved training providers. 

Employees can help abode keep the personal information that it holds accurate, complete and up to date, 
by informing the Directors and updating information for address, contact and next of kin details. 

The type of information abode collects about clients and employees may include other details which we 
use for purposes that relate to the operation of the business and the provision of our services.   

These purposes include: 

 responding to your inquiries and feedback regarding abode migration lawyers and our services;  
 providing legal advice and migration services to our clients; 
 providing customer support or support to our stakeholders; 
 quality assurance for our services; 
 monitoring performance of abode migration lawyers; 
 training and development; 
 marketing and promotional activities; 
 considering employment applications; 
 complying with our legal and regulatory obligations; and 
 Industrial Relations, Human Resources and OH&S. 

10 Security of Personal Information 

abode is committed to ensuring that personal and health information is held securely. To the extent 
required by the Privacy Laws, abode migration lawyers will take reasonable steps to: 

 ensure that any personal information that is collected, used and disclosed is accurate, 
complete and up to date; 

 protect the personal information that is held from misuse, loss, unauthorised access, 
modification or disclosure; and 

 destroy or permanently de-identify personal information when required by the Privacy Laws. 

Personal information may be stored in hard copy documents, as electronic data, or in abode software 
systems. Some of the ways abode seeks to protect personal information include the following: 

 Limited access to client information by authorisation only – including use of the portal 
 Use of security pass codes (two factor authentication) to software systems 
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 Use of online secure “vaults” to protect passwords and access information 
 Locked cabinets that may hold personal information 

11 Access to Personal Information 

abode will, on request, from clients or employees disclose to them documents it holds about them, unless 
there is an exemption that applies under the Freedom of Information Act 1982 (Vic).  

Employees wishing to gain access to their employment records may be permitted to do so by contacting 
the Directors. Requests for access should be made in writing.  

If abode does not provide an employee with access to their employment records, the employee will be 
provided with written reasons for the refusal and informed of any exemptions relied upon.  

12 Breach of Policy 

If an employee breaches this policy, depending on the circumstances it may be regarded as serious 
misconduct or unsatisfactory performance of their duties and may result in disciplinary action which may 
end in termination of employment.   

13 Policy Review 

abode migration lawyers may make changes to this policy and procedure from time to time to improve 
the effectiveness of its operation. 


