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Comm-it (“we”, “us” or “our”) is committed to protecting and respecting your privacy. This
policy explains how we collect, use, store and share personal information, and your rights in
relation to that information.

Comm-it is based in Melbourne, Australia, and this policy is written primarily to meet our
obligations under the Australian Privacy Act 1988 (Cth) and the Australian Privacy Principles
(“APPs”). Because we also work with clients and organisations overseas, including in the
United Kingdom and Europe, this policy also addresses how we handle international
transfers of personal information, including under the UK and EU General Data Protection
Regulation (“GDPR”) where relevant.

Note on the small business exemption: Comm-it's current annual turnover is under AU$3
million. Businesses below this threshold are generally exempt from the Australian Privacy
Act unless a specific exception applies. Although this exemption may apply to us, we have
chosen to handle personal information in line with the Australian Privacy Principles as a
matter of good practice, and to give our clients and contacts confidence in how we manage
their information.

1. Our contact details

Name: Comm-it
Website: www.comm-it.com.au

Email: contact@comm-it.com.au

2. The type of personal information we collect

We currently collect and process the following information:

+ Personal identifiers, contacts and characteristics (for example, name and contact
details such as email address, phone number and business address)

We do not currently collect sensitive information (such as health information, racial or ethnic
origin, or similar special category data) as part of our ordinary business activities. If this
changes, we will update this policy and seek any consent required by law.

3. How we get the personal information and why we have it

Most of the personal information we process is provided to us directly by you, for one of the
following reasons:

» To engage with you or your organisation as a potential, or existing, client, contractor
or business partner

* To deliver our science communication and training services, including workshops,
coaching and consultancy

* To provide you with relevant content, updates and services



We use the information you give us to engage with you in relevant ways, including
responding to enquiries, delivering our services, administering training programs and events,
and sending you relevant business communications.

Our approach under the Australian Privacy Principles

We collect personal information only by fair and lawful means, and only where it is
reasonably necessary for the business functions and activities described above. We will tell
you (or it will be reasonably obvious from the circumstances) why we are collecting your
information at or before the time we collect it, and we will not use or disclose it for an
unrelated purpose without your consent unless the law allows us to.

Working with UK clients and partners

Where we work with clients, partners or organisations based in the United Kingdom, we may
also need to consider the UK GDPR. Where it applies to a particular engagement, the lawful
bases we may rely on include your consent, performance of a contract with you, compliance
with a legal obligation, or our legitimate interests in maintaining the business relationship.
You can withdraw consent at any time by contacting contact@comm-it.com.au

4. Working with EU clients and partners (EU GDPR)

Comm-it is established in Australia and is not based in the European Union. However, the
EU General Data Protection Regulation (“EU GDPR”) can still apply to us under Article 3(2)
where we offer services to organisations or individuals in the EU, which we do in connection
with clients such as the European Geosciences Union. This section explains how we
approach EU GDPR compliance for those relationships.

Our lawful basis under the EU GDPR

Where the EU GDPR applies to our processing of your personal information, we rely on one
or more of the following lawful bases:

+ Contract — processing necessary to perform a contract with you or your organisation,
or to take steps at your request before entering into one

+ Legitimate interests — processing necessary for our legitimate interests in maintaining
and developing the business relationship, provided this is not overridden by your
interests or fundamental rights

+ Consent — where we rely on your consent, for example for optional communications,
you can withdraw it at any time by contacting contact@comme-it.com.au

Your rights under the EU GDPR

If the EU GDPR applies to you, you have the same set of rights set out in section 7 of this
policy (access, rectification, erasure, restriction, objection and data portability), as well as the
right to lodge a complaint with your national supervisory authority.

International transfers from the EU

Because Comm-it is based in Australia, any personal information we receive from individuals
or organisations in the EU involves a transfer outside the European Economic Area. Where
this occurs, we rely on an appropriate transfer mechanism recognised under the EU GDPR,
such as the European Commission's Standard Contractual Clauses, to ensure your
information continues to receive a level of protection consistent with EU law.



EU representative

Comme-it does not currently have a large-scale or high-risk EU client base, and on that basis
we do not currently consider ourselves required to appoint a formal EU representative under
Article 27 of the GDPR. We keep this assessment under review as our EU client
relationships develop, and contact@comme-it.com.au remains available as the point of
contact for any EU-related privacy enquiry in the meantime.

5. How we store your personal information

Your information is stored securely, using appropriate technical and organisational measures
to protect it against unauthorised access, loss, misuse or disclosure.

We keep professional contact details, such as email, phone number or business address. If
requested, we will dispose of your information by securely removing all physical and digital
information, unless we are required to retain it for longer to comply with a legal obligation.

6. Disclosure and overseas transfer of information

We do not sell your personal information to third parties. We may share it with trusted
service providers who help us run our business (for example, IT, hosting, email or
administrative service providers), who are only permitted to use it to provide those services
to us.

Some of our service providers may store or process information outside Australia (for
example, where cloud-based tools are hosted overseas). Where we disclose personal
information to an overseas recipient, we take reasonable steps to ensure that the recipient
does not breach the Australian Privacy Principles in relation to that information, consistent
with APP 8.

Where a client or contact is based in the UK or Europe and the GDPR applies to that
relationship, any transfer of their information back to Australia will only occur where
appropriate safeguards are in place, such as relying on an adequacy arrangement, standard
contractual clauses, or another lawful transfer mechanism.

7. Your data protection rights

You generally have rights including:

Right of access — you can ask us for copies of your personal information.

2. Right to correction — you can ask us to correct personal information you think is
inaccurate, out of date, or incomplete.

3. Right to erasure — you can ask us to erase your personal information in certain
circumstances.

4. Right to restriction of processing — you can ask us to restrict the processing of your
personal information in certain circumstances.

5. Right to object to processing — you can object to the processing of your personal
information in certain circumstances.

6. Right to data portability — you can ask us to transfer the personal information you
gave us to another organisation, or to you, in certain circumstances.

These rights reflect the access and correction rights under APP 12 and APP 13 of the
Australian Privacy Principles. If you are based in the UK or Europe, you also have equivalent
rights under the GDPR, which we will honour for our dealings with you.



You are not required to pay any charge to exercise your rights. We will respond to your
request within a reasonable period, and in any event within one month.

Please contact us to make a request:

+ Email: contact@comm-it.com.au

8. How to complain

If you have any concerns about our use of your personal information, please contact us first
at contact@comm-it.com.au so we can try to resolve the matter directly.

Australian contacts

You can also complain to the Office of the Australian Information Commissioner (OAIC) if
you are unhappy with how we have used your data.

The OAIC's address: GPO Box 5288, Sydney NSW 2001, Australia
Phone: 1300 363 992

Website: https://www.oaic.gov.au

UK contacts

If you are based in the UK, you can complain to the Information Commissioner's Office
(ICO): Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF, United Kingdom.
Helpline: 0303 123 1113. Website: https://www.ico.org.uk

EU contacts

If you are based in the European Union, you can complain to the data protection authority in
your country of residence, place of work, or the place where the alleged infringement
occurred. A list of EU supervisory authorities is available at https://edpb.europa.eu/about-
edpb/about-edpb/members_en

9. Changes to this policy

We may update this policy from time to time, for example to reflect changes in our business
or in the law. We will post any updated version on our website, and the “last updated” date at
the top of this policy will show when it was last revised.



