Introduction and Purpose of this Policy

This policy applies to SHAPE Australia Corporation Limited (ABN 14 654 729 352) and its related
bodies corporate, pursuant to the Corporations Act 2001 (Cth) (collectively “SHAPE”).

SHAPE is a leading national fitout and construction services specialist. Headquartered in Sydney,
with branches across all capital cities and a number of large regional centres, SHAPE delivers
projects across multiple sectors, including Commercial Buildings, New Build and Modular
Construction, Facades, Defence, Education, Health, Hospitality, and Retail.

SHAPE is committed to protecting the privacy of every person with whom it deals. SHAPE’s goal is that
none of its employees, officers, contractors or consultants infringe the privacy of any other person.

SHAPE is committed to treating the personal information it collects in accordance with the Australian
Privacy Principles (APPs) set out in the Commonwealth Privacy Act and relevant state and territory
privacy legislation.

When we refer to “personal information” in our Privacy Policy, we mean information or an opinion
about you, from which you are, or may reasonably be, identified. This information may include (but is
not limited to) your name, date of birth, phone number, email address and address.

Personal information may also include information which is “sensitive information” under the Privacy
Act. "Sensitive information" is information 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, health information or biometric information.

Collection of information
SHAPE only collects personal information if doing so would be fair, lawful and not intrusive.
The personal information we collect depends on the nature of our relationship with you. For example:

a) SHAPE might receive personal information about individuals during pre-tender negotiations.
Personal contact details are an example.

b) If SHAPE records opinions about a particular person — say, for example, about the person’s
performance in relation to a particular project — those records are also captured by the legislation.

If you are a supplier or a subcontractor, we will collect your name, business name and work contact
details including address, phone number and email address. We will also collect your business’
Australian Business Number and bank account details.

If you apply for a job with SHAPE or are an employee, we may collect, for example, your full name,
contact details (including address, phone number and email address), job title, passport details,
employment history and education details, names and contact details of referees, next of kin details (in
the event of an emergency) and superannuation fund and Tax File Number details, if required by law,
for example, under the Superannuation Guarantee (Administration) Act, the Superannuation Industry
(Supervision) Act, the Income Tax Assessment Act and Taxation Administration Act.

We may collect your personal information when, for example:

your business is engaged as a supplier, subcontractor, or service provider;

SHAPE is contracted to provide services to your business;

you submit an application for employment with us;

you subscribe to receive our newsletter or promotional materials or sign up to a mailing list;
you interact with us via any of our social media pages, for example, Facebook, Instagram and
LinkedIn; or

. you engage with us by phone, email, mail, or via the website.



Depending on the nature of our relationship with you, we may also collect your personal information
from third parties. For example, information regarding shareholdings is collected from our share registrar
and information about job applicants may be collected from referees and JobAdder, our recruitment
software provider and project information obtained from paid service providers such as Property Daily.

We will only use or disclose personal information if we are doing so for the purpose(s) for which it was
collected. Some exceptions include where:

a) you have consented to us disclosing or using the information for another purpose; or
b) our reason for using the information is related to the initial purpose for collecting it.

We may use your personal information for the following purposes:

. to provide you with the services you require such as fit-out and refurbishment services or design
and construction services;

. to respond to your inquiry;

. to verify your identity and qualifications;

. for complaints handling;

. to provide services to (and to manage) our related companies;

o to send you direct marketing messages (by email, SMS and post) which we consider may be of
interest to you;

. to assess your employment application;

. for our internal business and management processes, for example, accounting or auditing
purposes; and

. for any other purposes that would reasonably be expected by you.

If you are a representative of a supplier or subcontractor, we will use your personal information to
administer and manage our relationship with your business.

If you are a job applicant, employee or contractor with SHAPE, we will use your personal information for
purposes relating to your engagement, training, performance management, payroll, superannuation,
health and safety, for administration and staff management purposes. Where we consider it appropriate,
we may also conduct reference checks (or engage a third party to do so on our behalf).

Third parties to whom we may disclose personal information include:

. our related companies for compliance and marketing purposes;
. financial institutions;
. service providers and professional advisors such as IT service providers, auditors, our legal

advisors, our share registrar, and mailing houses who assist us with our business.

Cookies and Tags

Cookies are packets of information that allow the SHAPE server to identify and interact more effectively
with your computer.

When you access the SHAPE site, we send you a temporary session cookie that gives you a unique
identification number. A different identification number is sent each time you use our web site. Cookies
do not identify individual users, although they do identify a user’s internet browser type and your Internet
Service Provider (ISP).

SHAPE does not automatically log personal data/information from our website, nor do we link
information automatically logged by other means with personal data about specific individuals.

When you look at our site, our Internet Service Provider (ISP) makes a record of your visit and logs the
following information for statistical purposes:

your server address

the date and time of your visit to the site

the pages accessed and documents you downloaded

the site that directed or referred you to us, e.g. a search engine
the type of browser you used

your top-level domain name (e.g. .com, .au, .gov, .uk, etc.)

No attempt will be made to identify you or your browsing activity except, in the unlikely event of an
investigation, where a law enforcement agency may produce a warrant to inspect our ISP’s logs.



We will only record your email address or other details you provide if you send us a message to request
more information when using our contact form.

Disclosures required by law
For legal reasons, other disclosures may need to be made to law enforcement agencies, government
agencies, courts or external advisors or as otherwise required or authorised by law.

Sale of Business

We reserve the right to transfer information (including your personal information) to a third party in the
event of a sale, merger or other transfer of all or substantially all of the assets of SHAPE provided that
the third party agrees to adhere to the terms of this Privacy Policy and to handle personal information in
accordance with the APPs.

Data Quality

We will take reasonable steps to safeguard all personal information we collect, use or disclose and keep
it accurate, complete and up to date. You can help us to do this by letting us know if you notice errors
or discrepancies in information we hold about you and letting us know if your personal details change.

Data Security
We will take reasonable steps to protect all personal information held by SHAPE from:
a) Misuse or loss; and
b) Unauthorised access, modification or disclosure.
We do this by adhering to the following SHAPE policies and procedures which are available on request:
Encryption Policy;
Access Control Policy;
Control of Information Security Nonconformity Procedure;
Security Procedures for the Business Technology Department;

Document Control and Record Management Procedure.

We will take reasonable steps to destroy or make a piece of personal information unidentifiable if it is no
longer needed.

Access and Correction

You are entitled to access and correct your personal information that we hold on request. To request
access to and/or correction of your personal information, please contact us using the contact details set
out below. After receiving a request from you, we will take reasonable steps to correct the information.

You will not be charged for making an access and/or correction request, but you may be charged for the
reasonable time and expense incurred in compiling information in response to your access request.

If we do refuse your request, we will provide you with a written reason for our decision and, in the case
of a request for correction, we will include a statement with your personal information about your
requested correction (if you ask us to do so).

We may decline access and/or correction requests in certain circumstances in accordance with the
APPs. For example, where:

a) the information relates to existing or anticipated legal proceedings between SHAPE and the person
in certain circumstances

b) providing access would reveal the intentions of SHAPE in relation to commercially sensitive
negotiations; or

c) providing access would be unlawful.



Anonymity

We give people the option of not identifying themselves when entering transactions with SHAPE
whenever it is lawful and practicable to do so.

Cross-border Data Flows

SHAPE utilises a number of Software as a Service (SaaS) systems which store data outside of Australia.
This is acceptable provided the service provider meets SHAPE’s minimum cyber security standards.

Locations outside of Australia for SaaS systems for the storage of data, include: United States, Asia
Pacific, United Kingdom and EU (lreland).

We will only transfer personal information to a person in a foreign country if:

a) We reasonably believe that the person receiving the information is bound by similar privacy
principles as SHAPE; or

b) The transfer is necessary for the performance of a contract involving the person.

Third Party Websites

Sometimes our website may contain links to other websites and mobile applications for your
convenience and information. When you access a website through our website, we are not
responsible for the privacy practices of that site. We recommend that you review the privacy policies of
each site you visit.

Any information you provide to third party websites will be governed by the terms of the websites’
privacy policies. We have no responsibility or liability whatsoever for the content, actions or policies of
third party websites.

Complaints

You may contact us at any time if you have any questions or concerns about this Privacy Policy or about
the way in which your personal information has been handled.

You may make a complaint about privacy using the contact details set out below.

We will first consider your complaint to determine whether there are simple or immediate steps which
can be taken to resolve the complaint.

Your complaint will then be investigated. We may ask you to provide further information about your
complaint and the outcome you are seeking. We will then typically gather relevant facts, locate and
review relevant documents and speak with individuals involved.

In most cases, we will investigate and respond to a complaint within a reasonable time, usually within
30 days of receipt of the complaint. If the matter is more complex or our investigation may take longer,
we will let you know.

If you are not satisfied with our response to your complaint, you may make a complaint to the Office of
the Australian Information Commissioner (OAIC). The OAIC can be contacted by telephone on 1300
363 992 or by using the contact details on the website www.oaic.gov.au.

10.

Further Information
For further information about privacy matters, please contact:

The Group Executive - People, Brand and Communications
SHAPE Australia Corporation Limited

Level 11

155 Clarence St

SYDNEY NSW 2000


http://www.oaic.gov.au/

11. Review of this Policy

The Board will review this Policy every two years. This Policy may be amended by resolution of the
Board. Where changes to the Privacy Policy are material, we will provide you with reasonable notice of

the changes before they take effect.
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