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Easy read collection notice templates 
An agency must take the steps that are reasonable in the circumstances to notify individuals, or otherwise make them aware, of the matters listed in Queensland Privacy Principle 5 (QPP 5). This is often done by giving the individual a collection notice. 
Easy to read collection notices will help agencies comply with QPP 5 when collecting personal information from children, people with low literacy or an intellectual disability, or other people who may have trouble understanding complex or technical information. 
The templates and example must be read in conjunction with the OIC’s QPP 5 information and the Information Privacy Act 2009 (Qld). 
Using the templates
These templates explain what must be included in a collection notice, and what should only be included if relevant, for the three different kinds of collection contemplated by QPP 5:
1. Collection from an individual aware of the collection.
2. Collection from an individual who might not be aware of the collection.
3. Collection from someone other than the individual. 
Note: Blue italicised text is explanatory information and should be deleted. 
An example easy to read collection notice based on these templates is included at the end of this document. 
Template 1: Collection from an individual aware of the collection
Who are we
This is where you put the name of your agency and its contact details. 
If the collection notice relates to one specific part of your agency, particularly if the agency is large or has multiple responsibilities, it is helpful to include those details. 
If there is more information your agency wants them to know, eg a webpage with information about the program or law, you could also include that here. 
Why we need this information 
In simple language, explain why you are asking for the information. 
If you are collecting it under a law, or because of a court order, explain what the law/order is and how it relates to the collection.  
What happens if you don’t tell us [delete if does not apply]
Always include this if the individual will face consequences for not giving you the information, eg you will not be able to process their request or they may stop receiving a benefit. 
Explain the consequences and if the consequences are because of a law, explain that as well. 
Where appropriate, if there are no consequences for not providing the information, you could include a statement to that effect 
Who we usually give this information to [delete if does not apply]
List the names of any agencies or other third parties that you usually disclose this information to. Make sure you understand the definition of disclosure.
Only include this section if your agency knows that it usually discloses the personal information to someone else. Possible or speculative disclosures do not count as usual.
Don’t mention it just because your agency thinks it might disclose it to someone else in the future or because your agency sometimes discloses this kind of information under QPP 6. 
We may send your information to a different country [delete if does not apply]
Only include this section if your agency knows it is likely to disclose this information out of Australia. Possible or speculative disclosures do not count as likely. 
Explain what country it will be disclosed to and why. Make sure you understand the definition of disclosure.
Don’t include this section just because your agency thinks it might disclose the information out of Australia at some point or because it will be stored on an overseas server but will remain in your agency’s control. 
Where can you find out more 
Explain that they can look at your agency privacy policy to find out how to access their information, correct it if it’s wrong, or make a complaint if they think you did the wrong thing with their information. 
You can also tell them where they can find more information about the purpose of collection, eg a webpage that explains the program or benefit for which they’re providing their information.  

Template 2: Collection from an individual who might not be aware of the collection
Who are we
This is where you put the name of your agency and its contact details. 
If the collection notice relates to one specific part of your agency, particularly if the agency is large or has multiple responsibilities, it is helpful to include those details. 
If there is more information your agency wants them to know, eg a webpage with information about the program or law, you could also include that here. 
Why are we contacting you 
Explain that you collected their personal information, what information you collected, how/when it happened. 
You could also explain that you wanted to make sure they knew that your agency had collected their information.  
Why did we collect your information 
In simple language, explain why you collected their information. 
If you collected it under a law, or because of a court order, explain what the law/order is and how it relates to the collection.  
Who we usually give this information to [delete if does not apply]
List the names of any agencies or other third parties that you usually disclose this information to. Make sure you understand the definition of disclosure.
Only include this section if your agency knows that it usually discloses the personal information to someone else. Possible or speculative disclosures do not count as usual.
Don’t mention it just because your agency thinks it might disclose it to someone else in the future or because your agency sometimes discloses this kind of information under QPP 6. 
We may send your information to a different country [delete if does not apply]
Only include this section if your agency knows it is likely to disclose this information out of Australia. Possible or speculative disclosures do not count as likely. 
Explain what country it will be disclosed to and why. Make sure you understand the definition of disclosure.
Don’t include this section just because your agency thinks it might disclose the information out of Australia at some point or because it will be stored on an overseas server but will remain in your agency’s control. 
Where can you find out more 
Explain that they can look at your agency privacy policy to find out how to access their information, correct it if it is wrong, or make a complaint if they think you did the wrong thing with their information. 
You can also tell them where they can find more information about the purpose of collection, eg a webpage that explains the program or benefit for which they’re providing their information.  

Template 3: Collection from someone other than the individual
Who are we
This is where you put the name of your agency and its contact details. 
If the collection notice relates to one specific part of your agency, particularly if the agency is large or has multiple responsibilities, it is helpful to include those details. 
If there is more information your agency wants them to know, eg a webpage with information about the program or law, you could also include that here. 
Why are we contacting you 
Explain that you collected their personal information, who you collected it from, and what information you collected. You could also explain that you wanted to make sure they knew that your agency had collected their information.  
If there is a law that allowed the other entity to share the information with you, it can be helpful to include that information. This lets the individual know that the other entity was allowed to give your agency the information. 
Why did we ask for your information 
In simple language, explain why and how you got their information from the other party. 
If you collected it under a law, or because of a court order, explain what the law/order is and how it relates to the collection. Remember: the law/order that allows your agency to collect it might be different from the law that allowed the other agency to disclose it. 

Who we usually give this information to [delete if does not apply]
List the names of any agencies or other third parties that you usually disclose this information to. Make sure you understand the definition of disclosure.
Only include this section if your agency knows that it usually discloses the personal information to someone else. Possible or speculative disclosures do not count as usual.
Don’t include it just because your agency thinks it might disclose it to someone else in the future or because your agency sometimes discloses this kind of information under QPP 6. 
We may send your information to a different country [delete if does not apply]
Only include this section if your agency knows it is likely to disclose this information out of Australia. Make sure you understand the definition of disclosure. Possible or speculative disclosures do not count as likely. 
Explain what country it may be disclosed to and why. 
Don’t include this section just because your agency thinks it might disclose the information out of Australia at some point or because it will be stored on an overseas server but will remain in your agency’s control. 
Where can you find out more 
Explain that they can look at your agency privacy policy to find out how to access their information, correct it if it is wrong, or make a complaint if they think you did the wrong thing with their information. 
You can also tell them where they can find more information about the purpose of collection, eg a webpage that explains the program or benefit for which they’re providing their information.  


Example easy to read collection notice 
Note: this collection notice would accompany the Unicorn Registration Form.  
Who are we
We are called the Department of Exotic Animals. We’re part of the Queensland government. 
There are rules for owning a unicorn in Queensland. Part of our job is to make sure people follow the rules. 
You can call us on 07 3333 0000 or email us on unicorns@exotics.qld.gov.au. 
You can visit our website: www.exotics.qld.gov.au/unicorns-in-qld.
Why we need this information 
Queensland has a law called the Unicorn Registration Act 2026. It makes the rules for owning a unicorn in Queensland. 
When we say law, we mean the Unicorn Registration Act.  
The law says all unicorns must be registered with us if they live in Queensland. 
We need you to fill out the form so we can register your unicorn. 
What happens if you don’t fill out the form 
If you don’t fill out the whole form and give it to us, we will not be able to register your unicorn. This means you will not be able to keep it. 
If you have an unregistered unicorn, we must take it away from you. 
You may not be able to get your unicorn back. You may also have to pay a fine.
Who we give this information to 
We will give some of your information to the New South Wales Unicorn Enforcement Department. The law says that we have to give them this information. 
We will give them: 
· your name 
· your address
· the date you registered your unicorn with us.
We will also tell them what your unicorn looks like and give them its microchip number. 
Where can you find out more 
We have a privacy policy. Our privacy policy tells you:
· how to get a copy of your information from us. 
· how to fix your information if you think we have got it wrong.
· how to complain to us if you think we didn’t follow the privacy rules. 
You can read our privacy policy on our website: www.exotics.qld.gov.au/privacy-policy. If you can’t use our website, you can call us or email us and we will send you a copy. 
You can also find out about unicorns on our website: www.exotics.qld.gov.au/unicornFAQ.
This page tells you more about:
· the unicorn law. 
· the work we do with unicorns. 
· what can happen to unregistered unicorns. 
If you can’t use our website, you can call us or email us and we will send you the information. 
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