4iT Support Pty Ltd
Cookies Policy Template
Free template for Australian small and medium businesses

What this is
A cookies policy for a typical Australian small or medium business website. It explains what cookies your site sets, what they do, how long they last, and how a visitor can control them.
How to use it
1. Read it through before you change anything. A policy you have not read is not a policy.
1. Replace every item in square brackets. The table below lists all of them.
1. Delete anything that does not describe your business. A shorter policy that is true beats a longer one that is not.
1. Delete this first page once you are done, so the document reads as your own.
1. Have someone sign it off, record the date, and set a calendar reminder to review it every 12 months.
Before you start
This is the shortest of the four templates and the one most often wrong, because the cookie table has to describe the cookies your site sets in practice rather than a generic list. Get the real list before you publish it.
If your website has visitors in the United Kingdom or the European Union, the consent rules there are stricter than in Australia and a banner that only informs is not enough. Get advice if that applies to you.
If you use a consent banner, check that it does block non-essential cookies until consent is given. A banner that sets analytics cookies on page load and then asks permission is worse than no banner, because it documents the problem.
Placeholders to replace
	Replace this
	With

	[ORGANISATION NAME]
	Your legal entity name, as registered

	[ABN]
	Your Australian Business Number

	[WEBSITE ADDRESS]
	The website this policy covers

	[REVIEW DATE]
	The date you finish adapting this document

	[PARTY]
	First party or third party, for each row of the table

	[ANALYTICS PROVIDER]
	The analytics tool you use, if any

	[AD PROVIDER]
	The advertising platform you use, if any. Delete the row if none

	[PERIOD]
	How long each cookie lasts. Your developer or platform can tell you

	[PRIVACY POLICY ADDRESS]
	Where your privacy policy lives

	[COOKIES POLICY ADDRESS]
	Where this policy will live

	[CONTACT NAME AND TITLE]
	Who handles website and privacy enquiries

	[EMAIL ADDRESS]
	Contact email address

	[TELEPHONE NUMBER]
	Your business phone number



Why an insurer asks for this
Australian cyber insurance proposal forms list a cookies policy alongside a privacy policy and a data retention and destruction policy in a single tick-list question. All three have to exist for the answer to be yes, which makes this short document worth the half hour it takes to complete.
Important
This template is general information, not legal advice. It is a starting point drafted for a typical Australian small business, and it will not cover every obligation that applies to yours. If your business handles health information, credit information, tax file numbers, biometric data or children’s information, or if you operate outside Australia, get advice from a lawyer before you rely on it. 4iT Support Pty Ltd accepts no liability for any use of this template.


Cookies Policy
This policy explains how [ORGANISATION NAME] ABN [ABN] uses cookies and similar technologies on [WEBSITE ADDRESS], what they do, and how you can control them.
This policy was last reviewed on [REVIEW DATE].
What cookies are
A cookie is a small text file that a website asks your browser to store on your device. It lets the site recognise your browser on a later visit, remember choices you have made, and measure how the site is used. Similar technologies include local storage, pixels and tracking scripts. In this policy, "cookies" covers all of them.
Cookies set by our own website are called first-party cookies. Cookies set by another company whose service we use, such as an analytics or advertising provider, are third-party cookies.
Why we use cookies
1. To make the website work, including keeping you signed in and remembering what is in a form.
1. To remember your preferences, such as your cookie choices.
1. To understand how visitors find and use the site, so we can improve it.
1. [ADD OR DELETE: to measure the performance of our advertising and show you relevant ads.]
The cookies we use
Complete the table below with the cookies your site sets in practice. Your web developer or your website platform can produce this list, and a browser developer console or a free cookie scanner will confirm it. Delete any category you do not use.

	Category
	First or third party
	What it does
	How long it lasts

	Strictly necessary
	First party
	Keeps the site working: session management, security, load balancing, remembering your cookie choice. The site cannot function without these.
	Session, or up to [PERIOD]

	Preferences
	First party
	Remembers choices such as language or region so you do not have to set them again.
	Up to [PERIOD]

	Analytics
	[PARTY]
	Counts visits and reports which pages are used, in aggregate. Provider: [ANALYTICS PROVIDER].
	Up to [PERIOD]

	Advertising
	[PARTY]
	Measures ad performance and may be used to show you our ads elsewhere. Provider: [AD PROVIDER].
	Up to [PERIOD]

	[OTHER CATEGORY]
	[PARTY]
	[WHAT IT DOES]
	[PERIOD]



Your consent
[CHOOSE ONE AND DELETE THE OTHER]
Option A, if you use a consent banner: when you first visit our site we ask for your consent to non-essential cookies. Strictly necessary cookies are set without consent because the site cannot work without them. You can change or withdraw your consent at any time using the cookie settings link in the footer of our website.
Option B, if you only use strictly necessary cookies: we only set cookies that are necessary for our website to work, so we do not ask for consent to set them. We do not use analytics or advertising cookies.
Controlling cookies in your browser
You can block or delete cookies in your browser settings, and you can set your browser to warn you before a cookie is stored. Every major browser has these controls in its privacy or security settings. Blocking strictly necessary cookies will stop parts of our website working properly.
You can also opt out of some third-party advertising cookies through the industry opt-out pages operated by the Digital Advertising Alliance and the Network Advertising Initiative.
Cookies and your personal information
Some cookies collect information that can identify you, either on their own or when combined with other information we hold. Where that happens we handle it in line with our Privacy Policy, available at [PRIVACY POLICY ADDRESS]. That policy explains your rights to access and correct your information and how to make a complaint.
Changes to this policy
We review this policy at least every 12 months, and whenever we add or remove a tool that sets cookies. The current version is always available at [COOKIES POLICY ADDRESS].
Contact us
[CONTACT NAME AND TITLE], [ORGANISATION NAME]
Email: [EMAIL ADDRESS]    Telephone: [TELEPHONE NUMBER]
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