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1. Purpose 
The purpose of this policy is to explain how the Town of Cottesloe (Town) collects, uses, protects and 
shares personal information.  

The Town is committed to managing personal information responsibly, transparently and in accordance 
with the Privacy and Responsible Information Sharing Act 2024 (PRIS Act). This includes balancing the 
protection of individual privacy with the need to provide services, meet legal obligations and support 
community wellbeing.  

This policy supports the Town’s broader commitment to good governance, public trust and accountable 
decision-making.  

2. Scope 

This policy applies to how the Town handles personal information in the course of its functions and 
services.  

It applies to all interactions with the Town, including:  

• access to the website;  
• contact by phone, email or in person;  
• use of services; or  
• participate in consultations, programs or community activities.  

This policy also applies to information handled by the Town’s Elected Members,  
employees, contractors and service providers.  

3. Policy Statement 

The Town manages personal information in a way that is lawful, proportionate and respectful of 
individual privacy.  

The Town collects only the amount of personal information that is reasonably necessary for it to 
perform its functions or activities. Information is used and disclosed in ways that are consistent with the 
purpose for which it was collected, unless the law permits or requires otherwise.  

Where appropriate, the Town may share information with other government agencies or authorised 
organisations to support service delivery, manage risk, or protect the safety and wellbeing of the 
community. Any information sharing is undertaken carefully and in accordance with legislative 
requirements and internal controls.  
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The Information Privacy Principles in the PRIS Act, guide the Town’s use, storage and sharing of 
information:  

• personal information is handled openly and transparently;  
• only the minimum necessary information is collected and used;  
• information is kept secure and protected from misuse;  
• individuals can access and correct their personal information; and  
• information sharing decisions are justified, documented and accountable.  

Collection of Personal Information  

The Town collects personal information through routine interactions such as Council meetings, 
correspondence, customer requests, service delivery, regulatory functions and community engagement.  

This may include contact details, property information, service history, and records of enquiries or 
complaints. In some circumstances, additional information may be required to deliver services, meet 
regulatory obligations or administer Town functions.  

Sensitive information is only collected where:  

• the individual has provided consent; or  
• the collection is required or authorised by law.  

Where possible, individuals may choose not to identify themselves or to use a pseudonym. However, this 
may limit the Town’s ability to provide certain services.  

Use of Personal Information  

Personal information is used to:  

• deliver and administer Town services;  
• respond to enquiries and requests;  
• meet statutory obligations; and  
• improve the quality and effectiveness of services.  

Information may also be used for planning, reporting and research purposes. Where this occurs, the 
Town will take reasonable steps to ensure individuals are not identified unless identification is necessary.  

Disclosure and Information Sharing  

The Town will only disclose or share personal information where:  

• the individual has consented;  
• the disclosure is required or authorised by law; or  
• the disclosure is reasonably necessary to perform the Town’s functions and is permitted under 

the PRIS Act.  

Where information is shared, the Town will ensure that:  

• only relevant information is provided;  
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• the purpose of the sharing is clear and appropriate; and  
• suitable safeguards are applied.  

The Town does not sell personal information or use it for unrelated commercial purposes.  

Website and Digital Services  

The Town’s website may use cookies and similar technologies to understand how it is used and to 
improve functionality. These tools collect general usage information and do not identify individuals unless 
information is knowingly provided.  

Security of Personal Information  

The Town takes reasonable steps to protect personal information from misuse, interference, loss and 
unauthorised access. This includes physical, electronic and administrative safeguards designed 
to maintain the integrity and security of information.  

If a data breach occurs that is likely to result in harm, the Town will respond promptly. This may 
include containing the breach, investigating its cause and notifying affected individuals 
where appropriate.  

Access and Correction  

Access to personal information held by the Town can be requested and asked to be corrected if it is 
inaccurate or incomplete. Requests can be made through the Town’s Administration and may require 
verification of identity. In some cases, access may be limited by law, including under the Freedom of 
Information Act 1992.  

Privacy Concerns and Complaints  

The Town will consider all privacy concerns and complaints about how information has been handled and 
respond in a timely manner.  

4. Roles and Responsibilities 
Role  Responsibilities  

Council  Approves this policy and oversees governance  

Chief Executive Officer  Ensures systems and controls are in place to comply with privacy and 
information sharing laws  

Directors  Ensure implementation within their business areas  
All employees and 

contractors  
Handle personal information in accordance with this policy and related 
procedures  

5. Related Documents and References 
• Privacy and Responsible Information Sharing Act 2024   
• Local Government Act 1995  
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• Freedom of Information Act 1992  
• State Records Act 2000  
• Town of Cottesloe Records Management Policy  
• Town of Cottesloe Code of Conduct  
• Town of Cottesloe Information Sharing Policy (internal)   
• Town of Cottesloe Data Breach Response Plan (internal)  

6. Definitions 
Term  Definition  

Personal Information  Information or an opinion about an identified or reasonably 
identifiable individual  

Sensitive Information  Personal information about matters such as health, 
beliefs, affiliations or criminal history  

Information Privacy Principles 
or IPPs 

Eleven IPPs in Schedule 1 of the PRIS Act that guide how IPP entities 
are to collect, use, store, keep secure and dispose of information.  

Information Sharing  The disclosure of personal information to another agency or 
authorised body in accordance with legislation  

Data Breach  Unauthorised access to, disclosure of, or loss of personal 
information  

7. Review and Approval 

This policy will be reviewed every two years, or earlier if required to reflect changes in legislation or 
operational practices.  

The policy is to be reviewed by the Governance team and approved by Council. 

Document Control 
Version  Date  Author/Approver  File ref  
1.0  28 July 2020  

(amended 25 October 2022)  
Council  
Council 

D20/26359 
D22/43515 

2.0  23 June 2026  Council   OCM088/2026 
 

 


	1. Purpose
	2. Scope
	3. Policy Statement
	4. Roles and Responsibilities
	5. Related Documents and References
	6. Definitions
	7. Review and Approval
	Document Control

