


1.0 Privacy Context

1.1 Description of Systems and Linkage to Legislation

The Workplace Management Systems project is intended to implement the Parklane Case Management Software as the
new OHSE and compensation system, replacing paper based processes and FileMaker Pro, an antiquated system that
can no longer be supported by University Systems or Vendors

Parklane will be hosted at UVic and UVic will be responsible for installing all software including on-going upgrades.

a) UVic hosted Parklane Case Management Software — Base System which includes the following modules:
e  Occupational Claim Management — Incident Reporting
e Non-Occupational Claim Management — Disability Management
e RTW, Modified Work — Work Accommodation
e Personal Data Module - Demographics interface with each of the above modules

This system will contain personally identifiable information for employees who have Work safe or disability
claims. Some of this information is categorized as confidential and highly confidential. The database will be
hosted by UVic and stored in Canada, and accessed only from within Canada, in compliance with FIPPA section
30.1.

b) During the file conversion process, highly confidential and personal information needs to be provided to the
vendor contractor for conversion purposes.

1.2 Use of System
The system will be used to create, track and monitor case files for both Occupational Worksafe incidents and
disability claims. Relevant documents will be attached directly to the case file and the system will produce
customizable form letters based on UVic’s requirements. Custom, return to work program phases with modified
duties for each employee will be created, detailing employee restrictions and defining temporary or permanent
modified duties. Standard delivered reports will be available for tracking and meeting legislative requirements.

The system will be restricted to HR — specifically:
e  Occupational Health
o Director (Andy Mavretic)
o Work Life Consultant (David Morgan)
e Compensation and Benefits
o Director (Rebecca Lumley)
o Work Life consultants (Tine Lathouwers, Cathy Boraston)

1.3 Custody and Control
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The accuracy of personal information will be ensured by the following means:

e Employee demographic information will be sourced from Banner, which is maintained by employees
through self-serve and Payroll using the appropriate forms and data obtained through the UVic hiring
process and Recommendation of Appointment forms provided by the department

This ensures compliance with FIPPA sections 28 and 29.

Maintenance and retention policies will be per retention policies in the Directory of Records database section
HR020-20, which is also in compliance with FIPPA section 31:

http://webapp.library.uvic.ca/uvicrecords/more.php?id=14

There will be a one-time file conversion to convert historical Worksafe claim data, which will include the
following data:

® name
e claim number
e date of injury
e type of injury

The conversion process will be completed in the following manner:

1.4 Personally identifiable information Data Types and Information Flows

Employee demographic and job information will be pulled directly from Banner. Information which is pulled
directly from Banner on a daily basis includes UVic ID (V-number), name, address, email, Position number,
status, key dates (e.g. LOA start & stop dates etc.), salary, union affiliation, emergency contacts.

Information entered by employees includes address, email and emergency contacts. Information entered by
Payroll includes Position, salary, union affiliation and key dates.

A diagram illustrating data flows within the Case Management process is shown below.
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