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5.  What activities will occur within the initiative? Use the bullet points below to make action statements,
Replace the example action statement. Add or delete bullets as necessary,

Data collection is used for;

¢ Housing applications.

¢+ Managing housing assignments and residence life activities,
« Facilitating communication between students and staff,

s Staff scheduling.

s Supporting administrative workflows.

s Ensuring compliancev hinstitutional pc :ies.

» Conduct and incident reporting.

6. Inabulleted list, please list all the types of data or information you might collect, use, store, disclose, or
access In your initiative - even if they are not Personal Information. Replace the bullet points below with the
actual elements of information or data.

o Student first and last name

s Student ID number

s Email and physic address

= Phone number

=« Genderidentity

» Interaction logs (e.g. incident reparts, room condition reports)

7.  Didyou list Personal Infermation in question 6 s any recorded Information about an
identiflable individual, other than business contact intormanon. rersona iformation includes information
that can be used to identify an Individual through association or reference.

(=] Yes O No

8. you answered “No” to question 7, in three tc  ve sentences explain how will you ensure that you do not
unintention. y collect Person. Information?

9.  Does the initiative involve integration between Camosun Cc :ge IT systems and Third-Party systems?

) Yes O No O N/A

If yes, list below: (put N/A on the first row If you answered No or N/A above. Add or delete rows)
Camosun IT system: Third party system integrated: Colleague
If there is Personal Information involved in this initiative, continue to complete the remaining sections of the PIA. If

there Is not any Personal Information Invalved in this Initiative, please submit questions 1-9 to the Privacy Officer
along with the completed signatures page.
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FIPPA sets out requirements and restrictions related to disclosure of Personal Information, This section will help
identify the legal authority for disclosing Personal Information, and consider risks related to that disclosure. Fill
out this section If Question 26 was answered “Yes"

N/A

Complete this section if you are disclosing Sensitive Personal Information to be stored outside of Canada. You may
need help from the Privacy Office.

27

28,

28,

Is any Personal Information being disclosed outside of Canada under FIPPA section 33(2)(f)? This section
allows for information to be made available to the public under an enactment that authorizes or requires
the information to be made pu*'ic,

O Yes X No

Is any of the Personal Infermation being disclosed outside of Canada under FIPPA section 33(2}(p}? This
sectional allows disclosure for the purposes of (i) a payment to be made to or by Camosun College, {ii)
authorizing, administering, processing, verifylng, or cancelling a payment, or {iill} resolving an Issue regarding
a payment.

a Yes M No
O The payment processor is out of scope of this PIA

Describe the privacy risks for disclosure of Personal Information outside of Canada.

Use the table to indicate the privacy risks. For each privacy risk you identify, describe the potential
impact to individuals or Camosun College, and describe a privacy risk response that is proportionate
to the level of risk posed.

This may include reference to the measures to protect the Sensitive Personal Information (contractual,
physical, technical, administrative measures) you outline elsewhere in this PIA, Privacy risks below are
examples only; add new rows if necessary,
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How will Camosun College ensure that the Personal Information is accurate and complete? (Check all that
apply)

®  Individuals input their own Personal Information

®  Individuals update their own Personal Information

®  Employee verlifles that information is accurate and complete before processing

Documented processes to ensure accurate and complete data entry and maintenance

O  The Third Party manages the accuracy and completeness of Personal Information
under the direction of Camosun Coliege

O Software or service uses automated processes to enter and manage Personal

Information
B  Unknown - the entire process is not yet known,
O Other; (fill in details)

Is there a documented process in place to correct Personal Information?
= Yes | Mo

Sometimes it Is not possible to correct the Personal Information. FIPPA requires a process to make a note
on the record about the request for correction if it isn't possible to correct the record itself. Is there a
documented process in place to annotate the record?

O Yes O Mo - K N/A(Corrections possible)

If there is a request for correction from an individual and Camosun College or the Third Party disclosed that
individual's Personal Information in the last year, FIPPA requires that Camosun College or the Third Party
provide the applicable other public body or Third Party about the request for correction. Will Camosun
College or the Third Party ensure that these notifications are done when necessary?

@  Camosun College will forward correction notifications

O  Third Party will forward correction notifications

O  Camosun College and Third Party will split responsibility based on who was authorized to
disclose Personal Informaticon to third parties before a correction request was made.
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FIPPA requires that public bodies keep Personal Informa n for a minimum of one year after it is used to make a
decision. Person Information needs to be disposed of to limit privacy risk after legal retention timelines.

a4,

45,

46.

47.

How lang will Camosun College need to retain the recards containing Personal Information? [f there are
different retention timelines for different types of records, | :ase state each retention time e based on
record type.

Colleague information kept indefinitely,

How longv  the vendor need to retain the records containing Persona! Information? If there are different
retention timelines for different types of records, please state each retention timeline based on record type.

vendor will keep Indefiniti " unless contract expires.

How will you ensure that the records containing Personal Information are ¢ posed of in accordance with
the retention schedule noted in questions above? (Check all that apply)

M  Schedule records review and disposition dates in Ou ok calendars
M  Build conditions for disposal into department Standard Operating Procedures
B Send direct written communication to staff or service providers.

What methods will be used to dispose of Personal Information following retention pericd? {Check all that
apply.)

Camosun College business unit shredding on campus

Camosun College contracted shredding service provider

Camosun College deletion of electronic record(s)

Service Provider shredding/deletion of record(s} under Camosun College contract
Service Provider shredding/deietion of record(s) under Camosun College written
Instruction

Other (explain):

Other (explain)

K KXCO

o
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