CANADORE COLLEGE

OPERATIONAL POLICY MANUAL

TITLE: Protection of Privacy

EFFECTIVE DATE: December 18, 2007

1. SCOPE

1.1  Authority

1.1.1 This policy is issued under the authority of the Board of Governors.

1.2 Application

1.2.1 All employees.

1.3 Purpose and Principles

1.3.1 The purpose of this policy is:

o To express the College’s commitment to respecting privacy and protecting
personal information in accordance with applicable legislation.

e To provide guiding principles for the collection, use, disclosure and
retention of personal information in the custody of the College that
comply with applicable legislation.

1.4 Policy

1.4.1 Canadore College is subject to the legal requirements respecting the collection,
use, disclosure and retention of personal information set out in the Freedom of
Information and Protection of Privacy Act.

1.4.2 Employees have a responsibility when working with personal information to
collect, use and disclose it only when necessary to perform job duties, and to
maintain personal information in a secure manner.

1.4.3 Personal information must be used and disclosed only for the purposes(s) for

which it was collected and must be kept secure at all times. Personal information
may be disclosed to other employees only on a “need to know” basis where they
require the information to perform their assigned duties and responsibilities.
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1.4.4 Personal information must be retained and destroyed in accordance with records
retention schedules established by the College or applicable legislation.

2. ROLES AND RESPONSIBILITIES

2.1 President

Changes to this policy will be processed through the President and approved by
the Board of Governors.

2.2 College Departments

2.2.1 Employees must report any privacy breaches, complaints or requests for personal
information from third parties to their supervisors as soon as possible.

2.3 Evaluation

This policy will be reviewed every 3 years.
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