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Privacy Policy
CayLu Virtual
Effective date: 26 July 2026

At CayLu Virtual, I understand that trust is built on transparency. This Privacy Policy explains how I collect, use, store and protect personal information when you visit my website or engage my virtual assistant services.
This Privacy Policy applies to information collected through the CayLu Virtual website, enquiries, consultations, client relationships and the delivery of virtual assistant services.
1. About this policy
CayLu Virtual respects your privacy and is committed to handling personal information responsibly, transparently and in accordance with applicable Australian privacy laws, including the Privacy Act 1988 (Cth) and the Australian Privacy Principles where applicable.
In this policy, “personal information” means information or an opinion about an identified individual, or an individual who is reasonably identifiable.
2. What personal information CayLu Virtual collects
CayLu Virtual may collect personal information when you contact me, complete a website enquiry form, book a consultation, subscribe to updates, become a client, pay an invoice or otherwise interact with me directly through CayLu Virtual.
The types of personal information I may collect include:
· name, business name and job title;
· email address, phone number and postal or business address;
· information you provide about your business, projects, administration needs or service requirements;
· billing, payment and transaction information;
· communications with me, including emails, messages, forms and meeting notes;

· website usage information, such as IP address, browser type, device information and pages visited; and
· any other personal information you choose to provide.
If I provide virtual assistant services for your business, I may also handle personal information about your clients, customers, suppliers, contractors or team members where you provide that information to me for service delivery.
For example, if you ask me to help manage your inbox, client enquiries or bookings, I may see names, email addresses, appointment details or other information needed to complete that work for you.
Information about Third Parties
Examples include: 
Microsoft 365 Dropbox Xero Calendly  Project management tools.
For example, if I store a shared document in Microsoft 365 or Dropbox, that platform may process or store information through servers located in Australia or overseas, depending on its own systems and settings.
3. How CayLu Virtual collects personal information
I usually collect personal information directly from you, including through my website, email, phone calls, online booking tools, forms, social media messages, client onboarding documents and project management systems.
I may also collect personal information from third-party platforms you authorise me to use, such as email marketing tools, cloud storage, calendar systems, bookkeeping platforms, customer relationship management systems, payment processors or other software used to provide my services.
4. Why CayLu Virtual collects and uses personal information
I collect and use personal information for purposes including to:
· respond to enquiries and provide information about my services;
· assess whether my services are suitable for your business needs;
· deliver virtual assistant, administrative, operational, marketing or related support services;
· manage client accounts, projects, bookings, communications and invoices;
· process payments and maintain business records;

· send service updates, newsletters or marketing communications where permitted;
· improve CayLu Virtual website, services, systems and client experience;
· comply with legal, accounting, tax, insurance and regulatory obligations; and
· protect CayLu Virtual rights, security and business interests.
5. Confidentiality
Confidentiality is a core part of my professional practice. Information shared with me during the course of providing services will be treated with care and used only for agreed business purposes, unless otherwise required by law.
6. Disclosure of personal information
I do not sell personal information. I may disclose personal information where reasonably necessary for the purposes described in this policy, including to:
· service providers who help CayLu Virtual operate its business, such as website hosting, cloud storage, email, bookkeeping, payment, scheduling, marketing, automation and project management providers;
· professional advisers, such as accountants, lawyers, insurers or business consultants;
· government, regulatory or law enforcement bodies where required or authorised by law;
· your nominated representatives, contractors or team members where you ask me to communicate with them; and
· other parties with your consent or as otherwise permitted by law.
For example, if I use a bookkeeping system to issue an invoice or a scheduling tool to book a meeting, the relevant details may be shared with that provider so the task can be completed.
7. Overseas disclosure and cloud-based services
Some of the software, cloud platforms and service providers CayLu Virtual use may store or process information outside Australia. Where this occurs, I take reasonable steps to choose reputable providers and to protect personal information in accordance with this policy and applicable law.


8. Sensitive Information
CayLu Virtual does not generally seek to collect sensitive information. However, if sensitive information is provided to me as part of delivering agreed services, I will handle it with appropriate care and only where reasonably necessary.
9. Legal Basis
I only collect information that is reasonably necessary to provide my services or operate my business.
10. Website analytics, cookies and tracking technologies
CayLu Virtual website may use cookies, pixels, analytics or similar technologies to understand website traffic, improve the website, remember user preferences and support marketing activities. These tools may collect information such as device details, browser type, pages visited, referring websites and approximate location. Most web browsers allow cookies to be managed or disabled through browser settings, although this may affect website functionality.
For example, website analytics may show that visitors are spending more time on a services page, which helps me understand what information is most useful and where the website could be improved.
11. Marketing communications
CayLu Virtual may send marketing communications if you have subscribed, requested information, become a client or where otherwise permitted to do so. You can unsubscribe from marketing emails at any time by using the unsubscribe link or contacting me directly. I won't send unsolicited marketing communications.
12. Security and storage of personal information
CayLu Virtual takes reasonable steps to protect personal information from misuse, interference, loss, unauthorised access, modification and disclosure. These steps may include password protection, multi-factor authentication, access controls, secure cloud storage, confidentiality practices, regular software updates and limiting access to 


personal information to those who need it for business purposes. The countries where information is stored may change from time to time depending on the service provider.
Protecting information through secure devices
I take care to make sure any device I use for my business is set up and managed safely, especially when it may be used to access, store or handle personal information. This helps me meet my privacy and data protection responsibilities while giving clients confidence that their information is treated with care.
In practice, this means I use sensible safeguards such as strong passwords or authentication, secure device settings, regular updates, malware protection where appropriate, and access controls so information is only available to people who genuinely need it. Where suitable, devices may also use encryption, remote lock or wipe options, and other protections to reduce the risk of unauthorised access, loss or disclosure.
If I use a personal or business device for work, I make sure it is used responsibly and only for authorised business purposes when handling personal information. If a device is lost, stolen, compromised or no longer needed, I will act promptly to protect any information connected with it, including reviewing or removing access where needed.
I also review my device security practices from time to time, so they stay appropriate for the type of information I handle, and the level of risk involved. My aim is to keep these measures practical, proportionate and up to date, while continuing to meet relevant privacy and cyber security expectations.
13. Data Breaches
If I become aware of a data breach that is likely to result in serious harm, I will respond promptly and, where required, comply with the Notifiable Data Breaches Scheme under Australian privacy law.
14. Retention and deletion
I keep personal information only for as long as reasonably necessary for the purposes described in this policy, including to provide services, maintain business records, resolve disputes and comply with legal, tax, accounting or insurance obligations.



When personal information is no longer required, I will take reasonable steps to delete, destroy or de-identify it, unless I am required or permitted by law to retain it.
For example, once a project has finished and the information is no longer needed for service, record-keeping or legal purposes, I may delete old working files or remove identifying details from them.
15. Accessing and correcting your personal information
You are welcome to ask for access to, or correction of, any personal information I hold about you. To do this, please contact me using the details below. I may need to confirm your identity first, so I can make sure your information is only shared with the right person. To protect your privacy, I may ask you to verify your identity before providing access to or making changes to your personal information.
I will do my best to respond within a reasonable time. If there is a legal reason why I cannot provide access to, or correct, certain information, I will explain this clearly and help you understand the next steps available to you.
For example, you may ask me to update your email address, correct a misspelled name, or confirm what contact information I have on file for you.
16. Children
CayLu Virtual services are intended for businesses and adults. I do not knowingly collect personal information from children.
17. Complaints and questions
If you have any questions, concerns or feedback about how I handle personal information, please get in touch with me first. I’m always happy to talk things through and will do my best to respond in a helpful and timely way.
If you are not happy with my response, and the Privacy Act applies to CayLu Virtual, you may be able to contact the Office of the Australian Information Commissioner for more information about privacy complaints. If you are not satisfied with my response, and the 
Privacy Act applies to CayLu Virtual; you may be able to contact the Office of the Australian Information Commissioner (OAIC) for information about privacy complaints.
For example, if you are unsure why certain information was collected or want to understand how it has been used, I encourage you to contact me so I can explain and help resolve the concern.
18. Changes to this policy
I may update this Privacy Policy from time to time if CayLu Virtual changes the way it works, the services I offer, the systems I use or the legal obligations I need to meet. If I make changes, I’ll publish the updated version on the CayLu Virtual website and update the effective date at the top of this policy.
For example, I may update this policy if I introduce a new booking system, change payment providers or add a new service that affects how personal information is handled.
19. Third-Party Links
My website may contain links to third-party websites. I am not responsible for the privacy practices of those websites and encourage you to read their privacy policies.
20. AI
If I use AI-assisted tools to help deliver my services, I will do so responsibly and will not intentionally enter confidential or personal information into those tools unless appropriate safeguards are in place or I have your permission where required.
21. Get in touch
Business name: CayLu Virtual
ABN: 
Business Hours: 8:30 AM – 5:30 PM
Contact person: Catherine McLeod, founder and owner of CayLu Virtual
Email: [Insert]


Phone: [Insert]
Postal address: TBC
Website: [Insert URL]
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