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Camosun College Faculty Association Privacy Policy

in compliance with the

BC Personal Information and Privacy Act (PIPA)

 

 

Purpose:  The Camosun College Faculty Association (hereafter known as the “CCFA”) complies with the BC Personal Information and Privacy Act (hereafter known as the “Act”) and all applicable federal and provincial statutes, and shares with them a commitment to protect the privacy and confidentiality of our members’ Personal Information.

 

Scope:  This policy applies to all records in the custody, or under the control of the CCFA, or information provided to service providers of the CCFA.

 

Principles:

1. The CCFA will comply in full with the provisions of the Act. 
2. For the purposes of the Act, the CCFA Clerical Assistant is designated the Privacy Officer.  The Clerical Assistant can be reached through the CCFA office, Room 221 of the Young Building, Lansdowne Campus, Camosun College, 3100 Foul Bay Road, Victoria, BC  V8P 5J2; by phone to (250) 370-3655; or by fax to (250) 370-3641. 
3. This policy was developed in the spirit of the Ten Principles for The Protection of Privacy (Appendix B of this Policy). 
 

Limits:  This Policy will apply to personal information collected after December 31, 2003.  However, the CCFA will make every effort to manage all personal information in its care and custody in the spirit of confidentiality, privacy and respect.

 

Definitions:

Commissioner:  The Information and Privacy Commissioner of B.C. appointed under Section 37 (1) or 39 (1) of the Freedom of Information and Protection of Privacy Act.

 

Contact Information:  Information to enable an individual at a place of business or organization to be contacted and includes the name, position name or title, business telephone number, business address, business email, or business fax number of the member.  It does not include Personal Information.

 

Document:  Includes:

a) a)     a thing on or by which information is stored; and

b) b)     a document in electronic or similar form.

 

Member:  A member of the Camosun College Faculty Association.

 

Personal Information:  Information about a member that includes information collected, used or disclosed solely for the purposes reasonably required to establish or manage a relationship between the CCFA and that individual member, but does not include personal information that is not about an individual’s employment.

 

Personal information includes name, home address, home telephone number, race, birth date, political or religious beliefs, marital or family status, and any identifying number or symbol assigned to an individual such as a unique number or employee identification number.  Personal Information also includes a member’s personal history regarding finances, education, health, criminal records and employment.  Personal Information does not include Contact Information.

 

This definition of Personal Information is not exhaustive.

 

Privacy Officer:  The person in the CCFA charged with administering the CCFA Privacy Policy.

 

Role of the Privacy Officer

The role of the CCFA Privacy Officer is to:

1. Ensure that information collected is: 
a) a)     collected only as authorized under the Act;

b) b)     used only for the purposes for which it was collected;

c) c)     accurate and up to date;

d) d)     retained in accordance with the Act;

e) e)     protected by appropriate security measures, and that appropriate policy and procedures are in place to reflect these principles.

2. Maintain appropriate location, retrieval and disposal systems of all personal information collected by the CCFA. (See Appendix A of this document.) 
3. Respond to requests for or correction of personal information, and general issues concerning personal information in a timely manner. 
4. Guide members through a complaint-handling process where a member has a complaint regarding the handling of a request for personal information. This may include a complaint to the BC Information and Privacy Commissioner. 
 

Responding to Requests

Under Part 7, Section 23 (1) of the Act, on the request of a member, the CCFA will provide the member’s Personal Information under the control of the CCFA; information about the ways in which the member’s Personal Information has been and is being used by the CCFA; and the names of individuals and organizations to whom the member’s Personal Information has been disclosed by the CCFA.

 

Requests for a member’s Personal Information must be made to the CCFA Privacy Officer in writing.

 

When a written request is received by the CCFA Privacy Officer, the officer will make every reasonable effort to provide the applicant with the requested information, or if copies of the requested Personal Information cannot reasonably be provided, provide the applicant with a reasonable opportunity to examine the Personal Information in the CCFA office, within 30 days after receiving the applicant’s request.  

 

If access to the information cannot reasonably be given within 30 days, the Privacy Officer will notify the requester  in writing within 30 days, stating reasons for the delay and giving a new deadline for provision of the requested information. 

 

As per Section 32 (1) of the Act, fees will not be charged to a member for disclosure of Personal Information concerning that member.  A reasonable fee will be charged for copying of large quantities of materials should the member request such copies.

 

Appeal Process

Should members be dissatisfied with any portion of the process to access their Personal Information with the CCFA, they may file an appeal.  This must be done by writing a letter to the CCFA Executive Committee, care of the CCFA President, outlining the complaint and the reason for the appeal.

 

The CCFA President and Executive Committee will investigate and respond to all complaints within 30 days of receipt of the written complaint.

 

If a complainants are not satisfied with the CCFA’s response to the complaint, they have the right to take their complaint to the Information and Privacy Commissioner of BC.

 

In order to comply with the Act, a complaint must be delivered to the Commissioner within 30 days of the date on which the person making the complaint is notified of the circumstances on which the complaint is based.

 

This complaint does not apply if the complaint involves a failure by the CCFA to respond within the required 30 days as established by the Act.

 

The Office of the Information and Privacy Commissioner of BC is located at 3rd Floor, 756 Fort Street, Victoria, BC  V8W 9A4. Mailing Address:  PO Box 9038, Stn. Prov Govt, Victoria, BC V8W 9N8   Phone:  (250) 387-5629    Fax: (250) 387-1696.  Email:  OIPC@gems5.gov.bc.ca.  Website:  www.oipc.bc.ca.

 

Appendix A

 

Records Retention Policy

 

Personal Information will be retained by the CCFA only as long as necessary to fulfill the purpose for which it was collected, or as required by provincial or federal laws.

 

Accordingly:

 

1. Paper Professional Development documents (Short Term application forms, Short Term Expense Claims, Long Term Proposals and Long Term Expense Claims) will be shredded after seven (7) years from the end of the fiscal year in which the PD activity occurred. 
2. Electronic Professional Development documents will be purged from the PD Database after seven (7) years from the end of the fiscal year in which the PD activity occurred. 
3. Paper Treasurer’s documents will be shredded seven (7) years after the end of the fiscal year for which they were recorded.   Electronic documents and records will be purged seven (7) years after the end of the fiscal year for which they were kept. 
4. Personnel files will be shredded two (2) years after the date that a member ceases to be employed by Camosun College. 
5. Grievance and other Contract Management Committee documents may be kept on file indefinitely to be used as precedent in subsequent similar cases.  This information will be kept, as will all Personal Information, in locked cabinets in the CCFA or CCFA Committee members’ office. 

Appendix B

 

Ten Principles for The Protection of Privacy:

 

1. Being Accountable – for the personal information collected by org (including info transferred to other organizations, i.e. CIEA, for processing, and ensuring that org has a comparable level of protection) by developing and implementing policies and practices for the handling of personal information and making this information available to the public on request. 
 

2. Identifying the Purpose – why is personal info needed/kept, how will it be used & disclosed? Is collection necessary? Is individual aware that info is collected? 

 

3. Obtaining consent – Must be obtained at time of collection. Be clear when obtaining consent the use for which the info is being collected, and that the individual clearly understands the reasons. 
 

4. Limiting Collection – Collection must be fair and lawful, and limited to that which is necessary. Collect directly from the individual. 
 

5. Limiting Use, Disclosure and Retention – information should be kept only as long as necessary to fulfill the purpose for which it as collected.  Info used to make a decision about an individual must be kept for at least one year so individual has reasonable opportunity to obtain access to it.  Personal info must be destroyed, erased or rendered anonymous as soon as it is no longer serving the purpose for which it was collected and is no longer necessary for a legal or business purpose. 
 

6. Being Accurate – reasonable efforts must be made to ensure that info used to make a decision or may be shared with another org is up-to-date. 
 

7. Using Appropriate Safeguards – Org must make reasonable security arrangements to protect personal info in its custody or under its control (regardless of format) from loss, theft & unauthorized access, collection, use, disclosure, copying, modification or disposal by both individuals within and outside the organization.  To include physical measure (locking file cabinets), technical tools (passwords, firewalls) and organizational controls (i.e. “need to know”) where appropriate. 
 

8. Being Open – the following information must be made available to employees and members on request: 
· Brochures or other info explaining Union’s personal info policies and practices 
· Name and contact info of Privacy Officer responsible for info policies and practices, and who can answer questions about union’s purposes for collecting personal info. 
· How individuals can gain access to their personal info. 
· Process for making a complaint about union’s personal info practices. 
 

9. Giving Individuals Access – for Access to Info requests, applicants must be provided with access to their personal info, an explanation of how their info is being used, and a list of individuals or orgs to which their info has been disclosed.  Must be provided with a copy of info they have requested within 30 days, unless an extension is permitted. If all or part of request is refused, applicant must be provided with reasons and provision of the Act on which refusal is based, and information on how to request a review by the Privacy Commissioner. For Correction of Personal Information requests, information verified as inaccurate must be corrected and a copy of the corrected personal info sent to each org to which it was disclosed in past year. If not correction made to request, annotate personal info to indicate correction requested by not made. 
 

10. Providing a Complaint Process – Union must develop & implement simple & easily accessible complaint handling procedures. Complainant must be informed of avenues of recourse, including own and access to Information & Privacy Commissioner. All complaints must be investigated, and if necessary, steps taken to correct info handling practices & procedures as a result. 
 

