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Your privacy is important to us. This is our Privacy Policy and it sets out how Abode Hotels Canberra Pty Ltd
as trustee for the Abode Hotels Canberra Unit Trust ABN 81 041 402 610 and our related entities (‘We’, ‘us’
and ‘our’) collect, use and disclose your personal information.

We are bound by the Australian Privacy Principles contained in the Privacy Act 1998 (Cth).

The principles are designed to protect the privacy of individuals by regulating the way personal
information is managed by Australian businesses.

The purpose of this privacy policy is to:
* clearly communicate our personal information handling practices
* enhance the transparency of the business operations, and

* give individuals a better and more complete understanding of the sort of personal
information we hold, and the way we handle that information.

We collect a variety of personal information on those who have made a transaction with us or completed
work for us, as included in the table below:

INFORMATION DESCRIPTION WHERE WE STORE IT

Personal Name Information of this nature is securely
information Age and gender stored both electronically and in hard

copy, with access restricted on a ‘need-to

ils (includi .
Contact details (including address, Know’ basis.

phone and email addresses)

Sensitive Bank account details Information of this nature is securely
information Financial information (ABN) stored both electronically and in hard
copy, with access restricted on a ‘need-to

(a subset Trade or professional associations , .
know’ basis.

of personal and memberships
information) Union membership

Criminal record

Health or genetic information
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We will only collect your sensitive information if you have provided us with consent to do so, unless we
are required to collect the sensitive information to prevent a serious threat to your life, health or safety.

However, we may also collect and hold other information required to provide services or assistance to you,
including your emergency contact details, sensitive information, and information necessary to assess your
creditworthiness.

Where practicable, we will give you the option of interacting with us anonymously. How
we collect your personal information

You may anonymously browse our website without providing any personal information. When browsing,
we do not collect information identifying you or your computer, or information from which either might be
identified.

We do collect some personal information if you choose to supply it to us through our website forms, by
email, telephone or in person. By providing personal information to us, you consent to us collecting and
storing this information as well as further information as may be provided by you in order that we may
follow up your enquiries and best service your needs.

By subscribing to the forms on our website, you are actively asking us to supply you with information
about our services and we will do this through the method of contact provided by you, which may be
phone or email.

We collect personal information in a variety of ways, including (but not limited to):
* paper-based forms (provided by us or printed by you)
* electronic forms
* databases
» face-to-face meetings
* telephone communications
* email communications
* communications by fax
* our websites
* information provided through our social media sites
* through our related entities
* through our agents acting on our behalf.

We may also seek to collect information about someone else from you. However, you must not provide us
with information about another person unless you have clear consent from that person to do so, let them
know about this Privacy Policy, and where to find it.
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A variety of information is collected through our website and online services. Some of this may be personal
information, which is summarised in the table below:

INFORMATION TREATMENT

Emails and Our servers may record your email address if you send us a message online. Your
electronic forms email address will not be added to a mailing list unless you have provided it to
us in order to subscribe to one of our subscription services. Where you choose
to send us a completed electronic form that includes your personal details,
we collect personal information such as name, address and email address. The
information collected by email or electronic forms will be used only for the
purpose for which you provided it, unless an exception applies.

Clickstream We make a record of your visit to the website and log the following information

data for statistical purposes: the user’s Internet Protocol (IP) address, the date andtime
of the visit to the site, the web pages accessed and documents downloaded, the
previous site visited, and the user’s web browser and operating system.

Google In addition to web server logs, our website also uses Google Analytics, a web

Analytics analytics service provided by Google Incorporated (Google). Reports obtained
from Google Analytics are used to help improve our website. Google Analytics
uses ‘cookies’ to help analyse how users use the site. The information generated
by the cookie about your use of the website (including your IP address) will be
transmitted to and stored by Google on servers in the United States of America.
Google will use this information for the purpose of evaluating your use of our
website, compiling reports on website activity for website operators and providing
other services relating to website activity and internet usage. Google may transfer
this information to third parties where required to do so by law, or where such
third parties process the information on Google’s behalf. Google will not associate
your IP address with any other data held by Google. By using our website, you
consent to the processing of data about you by Google in the manner and for
the purposes set out above. Please refer to Google’s Privacy Policy for further
information.

The purpose for collection of your personal information is important as it restricts how we can use and
disclose your personal information, unless an exception in the Privacy Act applies. Unless an exception
applies, we will:

. only use or disclose your personal information for the purpose it was collected, and
. notify you of this purpose at the time of collection, or as soon as practicable after
collection.

There are a number of general purposes for which we may collect your personal information. To provide
further information regarding these purposes, the table below outlines the purpose for which information
is typically collected, including information about how personal information is used and disclosed in
accordance with that purpose. It also includes some brief information regarding how we restrict access to
your personal information.
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PURPOSE OF COLLECTION

USE AND DISCLOSURE

ACCESS

To communicate, maintain

and provide information

to stakeholders or other
interested parties who contact
us regarding sales, applications,
contracts.

Personal information may

be disclosed to third parties
and our related entities who
manage or maintain the project
on behalf of us.

Our teams responsible for the
particular stakeholder group.

To maintain information details
relating to permits, intentions,
licensing, financial processes.

Personal information will

be used for the approval of
applications or licences, the
decision maker will have
access to the relevant personal
information.

Our staff responsible for the
particular program or authorised
and restricted members of that
group with access to matter
specific databases or reports.

To provide stakeholders and
other interest parties copies of
our information, publications
and newsletters.

Personal information may

be disclosed to third parties
and our related entities who
undertake mail-out services on
our behalf.

Our staff with the responsibility
for distribution of requested
information.

To record and make payments
to consultants, contractors and
other stakeholder groups.

Personal information would
usually be disclosed to our staff,
related entities, bankers or made
by business cheque to ensure
payments are made.

Information of this nature is
generally accessed by finance
and administrative staff and those
involved with payments.

To maintain / administer any

account you have with us and
processing payments you have
authorised.

Personal information would
usually be disclosed to our
staff, related entities and
bankers.

Information of this nature is
generally accessed by finance
and administrative staff and those
involved with payments.

To provide information or
respond to any complaints,
compliments or enquiries
(including social media).

Personal information may be
disclosed to deal with any
incoming information.

Our staff responsible for source
origin of the information.

To undertake research, surveys
and reports.

Personal information may be
imported to spread sheets,
survey monitoring tools and
documents to report on and
disclosed to third parties and
our related entities.

Our staff responsible for
the collection, collation and
management of a
particular survey.

To respond to claims
against us.

Personal information will be
accessed by staff and disclosed
to our related entities, advisors
and insurers to assess the
claims

Information of this nature is
generally accessed by staff and
those involved with the claims.

Quality assurance and training
purposes

Personal information will be
accessed by staff, our related
entities and our advisors to
improve our services to you.

Our staff with the responsibility
for quality assurance and training.
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We may also collect information for the following reasons:

. customer satisfaction through the provisions of products which best suit your needs;

. the provision of ongoing information about our products or upcoming events to people
that we believe may be interested, but not if you have opted out from receiving such
information;

. analysing broader market trends and demographics so that we may best serveour
customers in the future;

o responding to your inquiries;

. communicating with you about works that may affect your premises;

. reporting to our owners or their shareholders; and

. any other purposes identified at the time of collecting your information.

However, we will only use or disclose your sensitive information for the purposes for which it was initially
collected, other directly related purposes or purposes to which you otherwise consent.

We may disclose personal information to certain contracted service providers located outside of
Australia. We will take reasonable steps (eg. contractual measures) to ensure that these providers comply
with applicable Privacy Principles.

We may also disclose your information to our related entities and third parties who provide services
to us or on our behalf, including:

. government bodies, regulators, law enforcement agencies and any other parties where
required or otherwise permitted by law;

. our related entities and third parties who provide services to us, or to you onyour behalf,
including:

° parties that manage customer accounts and billing;
° related entities that provide corporate services to us;

° external IT service providers, infrastructure and other third party service providers;

. external IT mailing houses and marketing companies;
. in the case of claims (or likely claims), assessors, repairers, builders and investigators;
. parties that assess creditworthiness or assist in recovery against you if you are in breach

of your obligations; and

. other entities that may offer you related products or services if you have opted-in to
receive such information.

INFORMATION TREATMENT

We may supplement the personal information you supply through website forms with such further
information as may be necessary from time to time to follow up your particular enquiries. That further
information may include other personal information relevant to yourenquiries.

Please do not enter any information on our website forms other than information that pertains to you or a
person who has given you his or her permission to supply information about them tous.
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SECURITY OF YOUR PERSONAL INFORMATION

We will take reasonable steps to protect the personal information that we hold from misuse, loss,
unauthorised access, modification or disclosure. We will also take reasonable steps to ensure that the
information is accurate and up to date.

All personal information collected by us through our platforms listed is stored electronically in a secure
database by senior approved staff. We will not store personal information for longer than necessary (or
than we are legally allowed to) and when it is no longer required it will be deleted from the database.

However, no data protection and security measures are completely secure. Despite all the measures we have
put in place, we cannot guarantee the security of your information, particularly in relation to transmissions
over the internet.

Accordingly, any information which you transmit to us is transmitted at your own risk. You must take care
to ensure you protect your information (for example, by protecting your usernames and passwords,
customer details, etc) and you should notify us as soon as possible after you become aware of any
security breaches.

Permitted by law, personal information collected by us through our platforms listed will not be
disclosed by us to any person (other than an employee of ours or our related entities) or
organisation without the consent of the person to whom the information pertains.

ACCURACY, ACCESS AND CORRECTION

We take reasonable steps to ensure the information we collect and hold about you is accurate, up-to-
date and complete, and if used or disclosed, also relevant.

Please let us know as soon as possible if there are any changes to your information or if you believe the
information we hold about you is not accurate, complete, up-to-date or is otherwise misleading.

We will, on request, provide you with access to the information we hold about you unless otherwise
required or permitted by law. We will notify you of the basis for any refusal to allow you access to your
information.

At any time you may request that we stop contacting you. This may be done using thecontact details
at the end of this policy.

REVISION OF OUR PRIVACY POLICY

We may revise this Privacy Policy or any part of it from time to time. Please review this policy
periodically for changes. If we make significant changes to this policy, we may notify you using the
contact details provided by you or by putting a notice on our website

Your continued use of our website, services, requesting our assistance or the provision of further personal
or sensitive information to us after this Privacy Policy has been revised, constitutes your acceptance of
the revised Privacy Policy.
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HOW CAN YOU COMPLAIN REGARDING
THE TREATMENT OF YOUR PERSONAL
INFORMATION?

If you have an inquiry or complaint relating to our Privacy Policy or compliance with applicable Privacy
Principles, please contact us using the contact details below. You will need to provide us with sufficient
details regarding your complaint, as well as any supporting evidence and/or information.

We will refer your inquiry or complaint to our Privacy Officer. They will, within a reasonable time,
investigate the issue and determine the steps that we will undertake to resolve any complaints. We will
contact you if we require any additional information from you and will notify you in writing of the
response or determination of our Privacy Officer.

If you are not satisfied with our response or determination, you can contact us or raise your
concerns with the Australian Privacy Commissioner via www.oaic.gov.au.

If you believe we have breached the APPs or mishandled your personal information, or you have any
questions about this Privacy Policy, please call us on 02 6255 0430.

CONTACT

ICONIC HOTELS
ABN: 81 041402 610

Unit 18, Level 1, 24 Iron Knob St
Fyshwick ACT 2609

(02) 6255 0430
www.iconichotels.net
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