
OFFICIAL 

Privacy Collection Statements must be provided to individuals any time you collect personal information from them. The table below outlines the six steps 

required to build an effective Privacy Collection Statement to ensure compliance with the Information Privacy Principles (IPP).

 

Step  IPP 1.3 Requirements Suggested Wording Explanation/Examples 

1 

The identity of the 

organisation  
Collection statement should begin with: 

The (insert name of agency) is committed to protecting 

personal information provided by you in accordance 

with the principles of the Victorian privacy laws. 

Letterhead or other formal agency documentation (eg application 

forms) will have the agency name. If not using agency 

letterhead/forms ensure this information is in your collection statement. 

2 

The specific purposes for 

which the information is 

collected.  

Insert: 

a) The information you provide will be used to 
(put specific purpose or purposes here) 

 

and (if appropriate and required) 

b) Your contact details may be used by the 

agency or its contracted service providers 

under confidentiality agreements to survey you 

about your experience with the agency.   

a) The purpose must be clearly stated and more specific than 
‘administering revenue laws’ ‘licencing’ ‘planning’. 

You can include more than one purpose for collection. 

Example: 

• To manage the terms and conditions of your licence, provide 
you with information about any changes to licence terms and 
conditions or fees, and provide reminders for renewal. 

 

b) This will allow the agency to conduct customer surveys if 

required. DO NOT insert this where legislation (eg. secrecy 

provisions) or operational requirements would not allow your 

agency to conduct customer surveys. 

3 

To whom generally (the 

types of individuals or 

organisations) the 

information will be routinely 

disclosed to. 

Insert: 

The information you provide will be made available to 

(insert specific organisation names, Ministers, names 

of relevant stakeholders etc. who will receive this 

information on a regular basis).  

If the information will be published (for example in a report) this needs 

to be stated and whether or not the information will be de-identified. 

The individual should be given the right to request confidentiality. 

Privacy collection statement builder 

Privacy and Data Protection Act 2014 

 



 

 

 

2 Privacy collection statement builder OFFICIAL 

Department of Energy, Environment and Climate Action 

Step  IPP 1.3 Requirements Suggested Wording Explanation/Examples 

4 

Any law that requires the 

particular information to be 

collected. 

Insert (if applicable): 

This information is being collected in accordance with  

(quote specific legislation here). 

Optional (there may not be a law that requires this collection). 

5 

The main consequences (if 

any) for the individual if all 

or part of the information is 

not provided. 

Insert (if applicable): 

If all requested information is not received, (insert 

agency name) will be unable to (insert applicable 

transaction, application, etc that will not be able to be 

processed). 

Optional (consequences may be nil or minimal). 

Example: 

For most licence/permit applications personal information about the 

applicant is required otherwise the licence/permit cannot be issued. 

6 

Contact details and the fact 

that he or she is able to 

gain access to the 

information provided and 

collected by your agency. 

Insert: 

You may access the information you have provided to 

(insert agency name) by contacting (insert name and 

contact details of responsible person). 

This should be name and contact details (usually telephone number) 

for either a specific staff member (eg project manager) or for a specific 

team/unit that can respond to enquiries about this particular 

transaction. 

For advice about the preparation of your collection statement or for review of your final statement, please contact your agency’s privacy officer. 
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Creative Commons 

This work is licensed under a Creative Commons Attribution 4.0 International licence, visit the Creative Commons website (http://creativecommons.org/licenses/by/4.0/). 

You are free to re-use the work under that licence, on the condition that you credit the State of Victoria as author. The licence does not apply to any images, photographs 

or branding, including the Victorian Coat of Arms, and the Victorian Government and Department logos. 

Disclaimer 

This publication may be of assistance to you but the State of Victoria and its employees do not guarantee that the publication is without flaw of any kind or is wholly 

appropriate for your particular purposes and therefore disclaims all liability for any error, loss or other consequence which may arise from you relying on any information in 

this publication. 

Accessibility 

To receive this document in an alternative format, phone the Customer Service Centre on 136 186, email customer.service@delwp.vic.gov.au, 
or contact National Relay Service on 133 677. Available at DEECA website (www.deeca.vic.gov.au). 

 

We acknowledge Victorian Traditional Owners and their Elders past and 

present as the original custodians of Victoria’s land and waters and commit 
to genuinely partnering with them and Victoria’s Aboriginal community to 
progress their aspirations. 

http://creativecommons.org/licenses/by/4.0/
http://creativecommons.org/licenses/by/4.0/
mailto:customer.service@delwp.vic.gov.au
http://www.deeca.vic.gov.au/

