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01   About this policy
TogetherUp respects the privacy of the practitioners, employers and other people we work with. This policy explains how TogetherUp collects, holds, uses and discloses personal information, and how you can access or correct your information or make a complaint.
TogetherUp handles personal information in accordance with the Privacy Act 1988 (Cth) and the Australian Privacy Principles, to the extent they apply to TogetherUp.
This policy applies to personal information collected through our website, the TogetherUp Australian OT Registration Pathway Tool, our supervision, coaching, training and recruitment services, and our general business operations.
02   Who we are
TogetherUp provides supervision, coaching, professional development and recruitment support for occupational therapists and other allied health professionals, including internationally qualified occupational therapists preparing to work in Australia.
	Business name
	TogetherUp
	ABN
	[ABN]

	Address
	[Business address]
	Email
	[Privacy contact email]


03   Personal information we collect
The personal information we collect depends on how you interact with us. It may include:
	○	name and contact details
	○	country of qualification and current location

	○	qualification, registration and employment information
	○	CVs, references and professional documentation

	○	supervision, coaching and professional-development records
	○	supervised-practice information and reports, where applicable

	○	information you enter into the Pathway Tool
	○	recruitment preferences and work-rights information

	○	migration-related information, where relevant to our services
	○	billing and payment information

	○	communications you send to us
	○	website usage information [confirm analytics and cookies used]



Some information we collect may be sensitive information, such as health information, criminal history or information relevant to professional registration. We only collect sensitive information with your consent, or where the law otherwise permits it.
04   How we collect personal information
We collect personal information directly from you wherever reasonably practicable, including when you:
1. complete a form, application or the Pathway Tool
1. book or take part in supervision, coaching or training
1. register your interest in recruitment or employment opportunities
1. communicate with us by email, phone, video call or online
1. enter into an agreement with us.

We may also collect information from third parties with your consent or where reasonably necessary, such as employers, referees, supervisors, or publicly available sources such as professional registers.
05   Why we collect and use personal information
We collect, hold and use personal information to:
1. provide supervision, coaching, training and Preparing for Practice services
1. generate your personalised pathway report and guide you through the Pathway Tool
1. support recruitment and connect practitioners with employers, with consent
1. prepare agreed supervised-practice, progress or final reports
1. manage bookings, agreements, invoices and payments
1. communicate with you about our services
1. improve our services, tools and resources
1. meet our legal, regulatory and professional obligations.

We will not use personal information for a purpose unrelated to the reason it was collected unless you consent, or the use is otherwise required or permitted by law.
06   The Pathway Tool and pathway reports
The TogetherUp Australian OT Registration Pathway Tool uses the information you enter to generate a personalised pathway report. Reports provide general information and guidance only and do not assess or determine your eligibility for registration.
[Confirm how Pathway Tool information is stored, how long it is kept, and whether it is linked to other TogetherUp records.]
07   Recruitment
If you register your interest in employment opportunities, we will use your information to consider suitable roles and communicate with you about them.
TogetherUp will obtain your authorisation before providing your identifiable CV, professional documentation or other personal information to a prospective employer.
08   Disclosing personal information
We may disclose personal information to:
1. TogetherUp supervisors, coaches, trainers and contractors who need it to deliver services to you
1. prospective employers, with your authorisation
1. organisations involved in an agreed supervised-practice or reporting arrangement
1. service providers who support our operations, including Google Workspace for email, documents, forms and records, and SignNow for electronic document signing
1. professional advisers, such as accountants or lawyers
1. regulators, authorities or other parties where required or authorised by law.

We require our contractors and service providers to handle personal information appropriately and in line with confidentiality obligations.
09   Overseas disclosure
Some of our service providers may store or process information outside Australia. [Confirm the countries or regions where Google Workspace, SignNow and any other providers store TogetherUp data.]
Where personal information is disclosed overseas, we take reasonable steps to ensure it is handled in a way that is consistent with the Australian Privacy Principles.
10   Marketing communications
We may send you information about TogetherUp services, programs or opportunities that may interest you. You can opt out at any time by using the unsubscribe link in our emails or by contacting us.
11   Storing and protecting personal information
We take reasonable steps to protect personal information from misuse, interference, loss, and unauthorised access, modification or disclosure. These steps include:
1. using authorised systems for TogetherUp information
1. limiting access to people who reasonably require it for their role
1. maintaining account and device security
1. requiring confidentiality obligations from personnel and contractors
1. following our Confidentiality Policy and data breach response procedures.

When personal information is no longer needed for any lawful purpose, we take reasonable steps to securely destroy or de-identify it. [Confirm retention periods for supervision records, recruitment records and Pathway Tool data.]
12   Anonymity
Where practicable, you may deal with us anonymously or using a pseudonym, for example when making a general enquiry. However, we usually need your identity to provide supervision, coaching, recruitment or personalised pathway services.
13   Accessing and correcting your information
You may request access to the personal information we hold about you, or ask us to correct information you believe is inaccurate, out of date, incomplete, irrelevant or misleading.
Please contact our Privacy Officer using the details below. We will respond within a reasonable time. If we refuse a request, we will explain why, unless it would be unreasonable to do so.
14   Data breaches
If we suspect a data breach, we will act promptly to contain and assess it. Where a breach is likely to result in serious harm, we will notify affected individuals and the Office of the Australian Information Commissioner in accordance with the Notifiable Data Breaches scheme, where it applies.
15   Questions and complaints
If you have a question or concern about how we have handled your personal information, please contact our Privacy Officer. We will acknowledge your complaint and aim to respond within [number] days.
If you are not satisfied with our response, you may contact the Office of the Australian Information Commissioner (OAIC) at oaic.gov.au.
	Privacy Officer
	[Name or role]
	Email
	[Privacy contact email]

	Phone
	[Phone number]
	Address
	[Postal address]


16   Changes to this policy
We may update this policy from time to time. The current version will be available on our website.
17   Related TogetherUp documents
This policy should be read alongside:
1. TogetherUp Confidentiality Policy
1. practitioner supervision agreements
1. employment and contractor agreements
1. records retention and disposal procedures
1. data breach response procedures.

18   Policy administration
	Policy owner
	Director, TogetherUp
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