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ALSPEC® PRIVACY POLICY

STATEMENT OF POLICY

ALUMINIUM SPECIALTIES GROUP PTY LTD. (ABN 63 001 252 259) and its ASSOCIATED AND RELATED
COMPANIES (ALSPEC®) are committed to the privacy of all our customers and business contacts and
suppliers and is committed to safeguarding any personal information provided to us.

Our Privacy Policy outlines how Alspec® will treat personal information about you that we collect when
we are doing business with you.

Our Policy is to comply with the National Privacy Principles (NPPs) for the fair handling of personal
information as set out in the Privacy Act, 1988 (as amended).

Alspec® will update this Privacy Policy as required. If it is changed, the changes will be posted to our
web site, (www.alspec.com.au), so that you are always aware of the sort of information collected, how
the information may be used, and under what circumstances it may be disclosed by Alspec®. If you do
not have access to our web site, an updated copy may be obtained by ringing our national telephone
number, 1300 ALSPEC (1300 257 732).

In accordance with the National Privacy Principles and Alspec® Privacy Policy you will be given access
to your personal information on request. If at any time Alspec® is required by law to release information
about you and your organisation, Alspec® must co-operate fully.

Our Privacy Policy does not apply to acts or practices of Alspec® that are directly related to employee
records of current or former employees.

If you have any questions about our Privacy Policy, or you have other privacy concerns please contact:

Privacy Officer
3 Alspec Place, Eastern Creek NSW 2766
Phone: 1300 ALSPEC (1300 257 732)

Email: info@alspec.com.au

ALSPEC® PRIVACY POLICY

Our Privacy Policy is divided into the following sections:
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What sort of personal information does Alspec® collect and how does Alspec® collect it?

Why does Alspec® collect personal information and what happens if you do not provide
the information?

How is your personal information used by Alspec® and will it be given to anyone else?
Who does Alspec® disclose personal information to?

How will Alspec® keep your personal information secure?

Access and correction

Transborder Data Flows

Sensitive Information and how to contact our Privacy Officer

WHISTLE-BLOWER POLICY

Alspec is committed to fostering a culture of good corporate governance and ethical behaviour.
This Policy sets out Alspec’s approach to managing disclosures by whistle-blowers. It is a key part
of Alspec’s risk management and corporate governance framework and supports Alspec’s Core
Values and Code of Conduct.



1. WHAT SORT OF PERSONAL INFORMATION DOES
ALSPEC® COLLECT AND HOW DOES ALSPEC®
COLLECTIT?

When you transact business with Alspec®, we collect informa-
tion about you in many different ways. This includes your name,
address and telephone number and other contact details.
We collect it when you place orders or communicate with us
either over the counter, by telephone, fax or email or when you
complete an Application for Commercial Credit or supply
Personal Guarantee documents. We may also:

e  Obtain information by doing searches from publicly avail-
able records and public databases, such as Australian
Securities and Investment Commission records, Baycorp
and other Credit Reporting Agencies.

e Alspec® from time to time collects information when it uses
independent contractors (e.g. from recruitment agencies,
when it makes enquiries about prospective employees),
when it employs or deals with third parties, when it uses var-
ious service providers to its business including consultants,
accountants & auditors and solicitors.

2. WHY DOES ALSPEC® COLLECT PERSONAL
INFORMATION AND WHAT HAPPENS IF YOU DO NOT
PROVIDE THE INFORMATION?

Where itis lawful and practicable to do so, you may transact busi-
ness with Alspec® without providing personal information. How-
ever if we do not collect personal information about you at the
point of sale we will not be able to contact you should the need
arise e.g. to advise you of any changes to our product lines or in
the event of a product recall. If you do not provide the personal
information requested we may not be able to transact business
with you and we may not be able to consider any Application for
Commercial Credit or any other requests made of us.

3. HOW IS YOUR PERSONAL INFORMATION USED BY
ALSPEC® AND WILL IT BE GIVEN TO ANYONE ELSE?

e Alspec® will use the information in the ordinary course of
carrying out its business.

e Alspec® also uses the personal information for market-
ing and research purposes, and to send you information,
(either by e-mail, post, fax ortelephone), thatyou may request.
This information may be in respect of our product lines or in
respect of our business generally. If you do not want to
receive such information, or have your information so used,
please contact our Privacy Officer at the address below.

e The Alspec® Credit Department has well-documented
detailed procedures, which are compliant with the NPPs, in
managing personal information relating to the administra-
tion of customer accounts. Compliance to these procedures
is monitored on an ongoing basis.

4. WHO DOES ALSPEC® DISCLOSE PERSONAL
INFORMATION TO?

e Alspec® will not sell, rent, trade or otherwise supply personal
information about you to or with third parties. However, in the
normal course of its business Alspec® may disclose personal
information to its associated and related companies.

e Alspec® may also disclose personal information to con-
tractors, service providers, insurance companies or brokers
(e.g. to obtain Workcover insurance) other credit providers,
whether or not your account is overdue and, if necessary, our
risk insurers, debt collectors and credit reporting agencies.

5. HOW WILL ALSPEC® KEEP YOUR PERSONAL INFOR-
MATION SECURE?

Alspec® maintains sophisticated Information Technology
systems to keep its customer, goods and service providers and
employee data on master files. Alspec® has security measures
designed to protect against the loss, misuse and/or alteration
of the information under its control. Alspec® employees are
required, as a condition of their employment, to treat personal
information held by Alspec® as confidential and to maintain the
confidentiality of that personal information.

Other security measures include:

e  Restricted access to personal information

e Firewalls

e  Encryption

e [T policies and procedures in relation to e-mail and
Internet usage

e Archiving in accordance with industry practice and
relevant laws

e Confidentiality policy and practices

6. ACCESS AND CORRECTION

e Under the Privacy Act, 1988, (as amended), you have a
right to seek access to personal information which Alspec®
holds about you. You also have the right to ask us to correct
information about you which is inaccurate, incomplete or
out of date.

e You may gain access to Information that Alspec® has
collected about you, by contacting our Privacy Officer.
Ordinarily, Alspec® will not charge you for the cost of
providing this type of access to these records, however, if we
do propose to charge you we will advise you of the relevant
charge before we provide you with access.

e Alspec’s policy is to consider any access for correction
within ten (10) days of the request and Alspec® will review
information on its databases at regular intervals to ensure all
information kept is up to date.

7. TRANSBORDER DATA FLOWS

Alspec® may pass on personal information outside Australia in
circumstances where:

e The person consents.
e The transfer is for the benefit of the person.

e The transfer is for the performance of a contract between
Alspec® and the person.

e Alspec® believes that the recipient of the information is
required to comply with privacy standards that are similar to
the NPPs in the Commonwealth scheme.

8. SENSITIVE INFORMATION AND HOW TO CONTACT OUR
PRIVACY OFFICER

Sensitive information is a special category of personal informa-
tion. It is information or opinions about you that in most cases
can only be disclosed with your consent. Alspec® will not collect
sensitive information from a person without the explicit consent
of that person except:

e |f the collection of that information is necessary to prevent
or lessen an imminent threat to the life or health of a person.

e ltisrequired by law.
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SYDNEY BRANCH 3 Alspec Place Eastern Creek NSW 2766

Phone: 02 9834 9500 | Fax: 02 9834 9532 | info@alspec.com.au | sydney@alspec.com.au

MELBOURNE BRANCH
26-40 Pound Road West
Dandenong South VIC 3175
Phone: 03 8787 6333

Fax: 03 8787 6399
melbourne@alspec.com.au

DARWIN BRANCH

25 Bishop Street
Woolner NT 0820
Phone: 08 8941 7300
darwin@alspec.com.au

NEWCASTLE BRANCH
95 Griffiths Road

Lambton NSW 2299
Phone: 02 4952 9111

Fax: 02 4952 9728
newcastle@alspec.com.au

TOWNSVILLE BRANCH
21 Carroll Street

Mount Louisa QLD 4814
Phone: 07 3089 4965

Fax: 1300 131 747
townsville@alspec.com.au

BRISBANE BRANCH
8-22 Jutland Street
Loganlea QLD 4131
Phone: 07 3089 4900
Fax: 07 3089 4999
brisbane@alspec.com.au

CANBERRA BRANCH

28 Sheppard Street
Hume ACT 2620

Phone: 02 5134 3300
canberra@alspec.com.au

BRENDALE BRANCH

24 Doherty Street
Brendale QLD 4500
Phone: 07 3205 9911
Fax: 07 3205 9915
brendale@alspec.com.au

CAIRNS BRANCH

34-38 Hargreaves Street
Edmonton QLD 4869
Phone: 07 4037 6666
Fax: 07 4037 6699
cairns@alspec.com.au

Call 1300 ALSPEC (1300 257 732)

alspec.com.au

ADELAIDE BRANCH

1 Pope Court

Beverley SA 5009
Phone: 08 8150 6960
Fax: 08 8150 6999
adelaide@alspec.com.au

PERTH BRANCH

30 Holder Way
Malaga WA 6090
Phone: 08 9209 9100
Fax: 08 9209 9199
perth@alspec.com.au

SUNSHINE COAST BRANCH
4-8 Empire Crescent
Chevallum QLD 4555
Phone: 07 5437 6123

Fax: 07 5437 6124
sunshinecoast@alspec.com.au

BUNDABERG BRANCH

17 Production Street
Svensson Heights QLD 4670
Phone: 07 4111 2000

Fax: 07 4111 2099
bundaberg@alspec.com.au



