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TEMPLATE PRIVACY NOTICE 
 

 
Instructions on how to use the template 
 

• Adapt as appropriate 
 

• Insert the Privacy Notice at an appropriate point on the website or other notification 
format before users are required to upload or provide personal information.  
 

• Consent may be required to collect certain types of personal information; such as 
health information and other sensitive information (as defined in section 6 of the 
Privacy Act), or when disclosing personal information overseas. 
 

o Contact the Privacy Officer if you need advice about consent – consent is a 
separate process from a Privacy Notice.   
 

• Please send a copy of your draft Privacy Notice to the Privacy Officer at 
privacy@pmc.gov.au for review and settling. 

 

  

PRIVACY 

Purpose 
 
A Privacy Notice is a legal requirement under Australian Privacy Principle (APP) 5 of the 
Privacy Act 1988 (Privacy Act).  A Privacy Notice tells people: 

• what personal information the Department is collecting at that point in time,  
• why the Department is collecting the personal information,  
• whether people have a choice to provide the information, and  
• how the Department will use and disclose the information.   

 
This template Privacy Notice is designed to meet the requirements of the Privacy Act; 
however, it is a guide only and should be customised to suit the circumstances in which 
information is being collected.   
 
Further guidance about Privacy Notices is available from the Office of the Australian 

Information Commissioner here. 
 
Contact the Privacy Officer at privacy@pmc.gov.au or on x5974 if you have any questions 
about using the template. 
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 privacy@pmc.gov.au            Department of the Prime Minister and Cabinet 
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PRIVACY NOTICE TEMPLATE 

 
The Department of the Prime Minister and Cabinet (the Department) is collecting your 
personal information to <describe the primary purpose/s of collection, eg process your 
application; inform the Government’s consultation about X; provide you information and 
updates on X etc >  
 
For the same purpose/s, we may provide this information to <list the people, agencies or 
organisations outside the Department to whom we will routinely disclose the personal 
information, eg agency X including Ministers, an events organiser, other service provider or 
third party contractor>  
 
We may also disclose your personal information to overseas recipients <specify the countries 
in which recipients are located if practicable or delete if not applicable>.  
  
Providing the requested information is <insert ‘voluntary’ or ‘required by law’ (specify which 
law if practicable)>.  If you choose not to provide us with your information <describe the 
main consequence, eg we will be unable to assess your application, or provide you with X 
service>.   
 
The Department will not provide the information collected from you to anyone else outside 
the Department [other than to X, above] unless you have given consent for us to do this, or 
we are authorised or required to do so by law.  
 
The privacy and security of your personal information is important to us, and is protected by 
law. The Department’s Privacy Policy explains how the Department handles and protects 
the information provided by you.  Our Privacy Policy also explains how you can request 
access to or correct the personal information we hold about you, and who to contact if you 
have a privacy enquiry or complaint.  If you require a copy of our Privacy Policy contact the 
Privacy Officer at privacy@pmc.gov.au 
 




