
We are bound by the Privacy Act 1988 and it’s Australian Privacy Principles (APP’s) regarding the collection, 
use and storage of our client’s personal information. 
 
Types of personal information collected and how we use it: 
 
We collect information directly from you either electronically or verbally which we use to arrange your insur-
ance requirements. They types of information we collect are full name, contact details, employment details, 
and any other information we may need to provide our services. We only collect the information that is rea-
sonably necessary for us to assess and arrange your insurance. 
 
We disclose this information directly to insurance underwriters, reinsurers, loss adjusters, accountants, or 
lawyers who may be involved in the insurance process. 
 
Disclosure may also occur for other specific purposes with your consent or where required by law. 
 
How we store your personal information: 
 
We store your personal information within computer systems either maintained by us, our related parties or 
third-party providers. We may also hold your Personal Information in hard copy form in a third-party facility. 
 
We take reasonable steps to protect your personal information from misuse, interference, loss, and unau-
thorized access. This includes using secure IT systems with firewalls and passwords, as well as physical se-
curity measures. 
 
Your rights to access and correct your personal information: 
 
You have the right to request access to the Personal Information we hold about you, subject to legal re-
strictions or exemptions.  
 
You also have the right to request correction of any inaccurate, outdated, or incomplete Personal Infor-
mation. 
 
To request access or correction, please contact us. 
 
How to make a complaint: 
 
If you have a complaint about how we have handled your personal information, or any other aspect relating to 
privacy, please contact us: 
 
Phone:  (02) 6262 6115 
Email:  info@civicinsurance.com.au 
Mail:   GPO Box 420, CANBERRA, ACT, 2601 
 
Our Privacy Policy is also available on our website www.civicinsurance.com.au and may be updated from 
time to time. 
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