


Appendix One: Information collections register template
You can use this information collections register template to help get you started with documenting your collections and identifying the collections that’ll require notification when IPP 3A comes into effect. The headers used in this template are not fixed – you can adjust and amend the heading to best suit your agency.
You’ll see that we’ve included a drop-down box containing the exception types in the register template (click on the box with individual already aware in the example to see the drop-down list). Adding such functionality can help save you time entering data into your register. 
	Collection Name
	Purpose of Collection 
	Collection Source
	Summary of Information Collected
	Direct/Indirect Collection (Y/N)
	Exception (Y/N)
	Exception Type
	Notification Required (Y/N)
	Business Owner of Collection 
	Location of information

	E.g. Weekly Attendance Data
	To monitor attendance rates and reporting
	Schools
	Attendance rates, absence codes, attendance interventions
	Y
	Y
	Individual already aware
	N
	Jo Bloggs, Manager Business Systems
	Database XYZ

	
	
	
	
	
	
	Choose an item.
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