






Tip Off Process 

tip offs are currently captured in the Resolve APP-PI file type with the sub-type ‘Tip offs’. 

Upon receipt of a tip off in the mailbox, case officers will generally need to: 

1) Register the tip off as an APP-PI file

2) Send out the appropriate acknowledgement letter if it has not been sent out
previously: D2023/011877.

• Note that if the tip off came through the wrong channel (i.e. NDB form) the
NDB acknowledgement letter is automated and would not be the
appropriate one.

3) Assess the tip off for risk and determine next steps. Next steps would be either:

• close NFA

• close with guidance to the respondent

• in limited circumstances, conduct preliminary inquiries (and close or
refer on thereafter).

The Assessment template used to assess tip offs are: 

• One historically used: D2023/011870.

• New Assessment form that is used by the CII Team across all matters:
D2024/025514 (in line with our new Statement of Regulatory Approach).

As discussed, your team is welcome to determine what Assessment form would be fit 
for purpose to assess the risks and consider next steps. 

For examples please contact Intake and Triage team. 
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CHANGE SENDER CONTAINED IN ‘FROM’ FIELD (ABOVE) TO YOUR OWN EMAIL ADDRESS 

INSERT YOUR OWN EMAIL SIGNATURE AT THE BASE OF THIS EMAIL - THEN DELETE THESE TWO LINES 
OF TEXT 

Our reference: EN##/##### 

INFORMANT’S NAME 
By email: INFORMANT’S EMAIL ADDRESS 

Thank you for your email informing the Office of the Australian Information Commissioner (OAIC) 
about a possible breach of the Privacy Act 1988 (Cth). 

The Office of the Australian Information Commissioner (OAIC) has a number of powers to allow us to 
work with regulated entities to facilitate legal compliance and best privacy practice, as well as 
investigative and enforcement powers. We receive a large number of allegations about possible 
privacy breaches, and can only investigate a small proportion of those allegations. We explain our 
powers and how and when we use them in our Privacy Regulatory Action Policy. 

The information you have provided has been passed to the area in the OAIC that is responsible for 
reviewing allegations about possible breaches of privacy. 

Your involvement in any action taken by the OAIC 

The OAIC typically conducts regulatory action directly with the respondent organisation or agency. As 
such, we are unlikely to provide you with updates on our response to your allegations. However, in 
some circumstances the OAIC communicates information publicly on its regulatory action, in 
accordance with its Regulatory Action Policy. This information will generally be available on our 
website: www.oaic.gov.au. However, we may contact you if we have any queries about the 
information you have provided. 

Confidentiality 

We may put the information you have provided to us to the person your allegation is about. The 
requirements of natural justice mean that typically we need to put adverse information to a 
respondent before we can rely on that information to take enforcement action. 

If we do that, we would not reveal your name. However, please be aware that it is possible that the 
respondent may be able to deduce or guess your identity. If you have any specific concerns about 
this, please contact us immediately. 

Thank you again for drawing this issue to our attention. 

Kind regards 
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