


Website Privacy Notice Maintenance Guide
Your privacy notice is a living document that should evolve alongside your business and website. It must be reviewed and verified or updated at least every 12 months, but there may be scenarios where an ad hoc update is appropriate. This guide will help you identify material changes where you should consult legal counsel to determine if an ad hoc privacy notice update is necessary. 
When to Update Your Privacy Notice – General Guidance
Generally, you should review and update your privacy notice whenever there are changes to how you collect, use, store, or share personal data. For example: 
· Collecting new categories of personal data, such as biometrics, health, or financial information
· Using personal data for new purposes, such as targeted advertising or certain AI usage
· Any other significant changes to your data collection, use, and sharing
Below are common situations where you should consider consulting legal counsel to determine whether a privacy notice update is necessary. 
Jurisdictional Changes
It is best practice to consult legal counsel about a privacy notice update when your company expands into new states or countries that may be subject to different privacy laws. For example: 
· Expanding operations into a different state or country, including marketing efforts or opening new offices
· Hiring employees in a new state or country
· Any other activity that creates a legal presence or customer base in a new jurisdiction
New Website or App Features
It is best practice to consult legal counsel about a privacy notice update when you add or change features on your website or app that impact data collection or user interaction. For example: 
· Adding or changing cookies, pixels, or other tracking technologies (including, e.g., Meta or TikTok pixels)
· Introducing new forms that collect personal information (e.g., sign-ups, surveys, applications).
· Implementing interactive features such as chatbots or AI tools
· Adding login capabilities, including single sign-on (SSO)
· Integrating social media plugins or links
· Allowing users to make purchases on your website or app
· Any other feature change that affects how or what personal data you collect through your digital platforms
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