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Learning Objectives

eDifference between
an access request and
a disclosure

Difference between a
personal information
request vs. a general
records request

*Tips for completing
the statistical report

Agenda

e Annual report
requirement under
FIPPA and MFIPPA

*Overview of each
section of the
statistical report

eSupport provided by
the IPC

*Questions and
Answer



Annual Report Requirement

Institutions: FIPPA (s.34(1))/MFIPPA
(s.26(1))

A head shall make an annual report, In
accordance with this section, to the
Commissioner.

IPC: FIPPA (s.58(1))

“The Commissioner shall make an
annual report to the Speaker of the
Assembly in accordance with
subsections (2) and (3).



Who Completes the Report

* the head of the institution or the person the
head desighates to do so



Section 1: Ildentification

 Formal Contact Person: Is the person
responsible for the content of the report

« Content Contact Person: Is the person that
actually completes the report and responds
to questions about the what is in the report



Section 1: cont'd

Your institution is:
e FIPPA

-check off if your institution is a ministry (e.g.
Ministry of Energy) or an agency of the ministry
(e.g. Hydro One Inc.)

-if the head of your agency is the minister check off
the box “Is the minister the head of your institution?”

. MFIPPA

-check off only one box that is appropriate for your
Institution (e.g. school, transit, etc.)



Section 2: Inconsistent Use of
Personal Information

 The number of times personal information Is
used or disclosed in a different way than it
was originally intended to be used or
disclosed.



Section 3: Number of Requests
Recelved and Completed

TIP:

» All requests categorized as a personal
Information or general records request must
be consistently reported throughout the
report as such. In other words a personal
Information request at the beginning report
cannot be changed to a general records
request part way through the report.



TIP:

Personal Information
Request General Records

« a person asking for Request

access to theirown e request for non-
personal

Information pefrsona!
+ a lawyer with his information
client’s consent  a person asking for

asking for the

client’s personal someone else’s

information on_ persona! |
behalf of the client information without
* aperson’s consent

substitute decision
maker asking for
the person’s
personal
Information



Section 3.1: New reqguests received
during reporting year

* (a) any requests that have been received
directly by your institution from the requester

 (b) any requests that have been sent to
your Institution from another institution to be

completed

e the sum of (a) and (b) is the total number of
new requests received during the reporting
year



Section 3.2: Total Number of Requests
Completed for the Reporting Year

ADD: SUBTRACT:

* New requests * Requests transferred
received for the from your institution
reporting year (see to another institution
section 3.1) to complete

 Requests carried  Requests that your
forwarded from the Institution were
previous reporting unable to complete
year during the current

reporting year that
were carried over to
the next reporting
year



Section 4: Source of Requests

TIP: From this point forward only report on
requests that have been completed for the
reporting year.

 The total number of personal information
and general records requests for this
section must be equal to section 3.2 (total
number of requests completed)



Section 5: TIME TO COMPLETION

TIP: Include requests that have been
withdrawn and abandoned.



Section 6: COMPLIANCE WITH THE
ACT

 Reguests where no notices were issued:
— Notice of Extension
— Notice to Affected Person

 Requests where both of the above notices
were issued

 Reqguests where only a Notice of Extension
was issued

 Requests where only a Notice to Affected
Person was issued



Section 6;: COMPLIANCE WITH THE
ACT cont'd

e Each section is broken down into two parts
— In compliance
— Non-compliance

e Each section is mutually exclusive of the
other



6(a). Contributing Factors

e Include:

— Reasons why your institution was unable
to complete a request within the statutory
time limit

— Include anything that your institution is in
the process of doing or will be

Implementing in the future to improve the
ability to comply with the Act



Section 7. Disposition of Requests

e Disclosed in Part and Nothing Disclosed
-Partly exempt or excluded
-Frivolous or vexatious
-No record exists

-Outside of the Act (e.g. Young
Offenders Act)



Section 8. Exemptions & Exclusions
Applied

 Number of requests where each exemption
or exclusion was used to deny access



Section 9: Fees

9.1 Number of requests

-only those requests where additional
fees were collected

-do not include those where only
application fees were collected



Section 10: Reason for Additional
Fee Collection

« Personal Information Requests

-Fees can only be collected for:
Reproduction and Computer Costs

 General Records Requests

-Fees can be collected for Search time,
Reproduction, Preparation, Shipping,
Computer Costs, Invoice Costs



Section 11: Corrections and Statements of
Disagreement

 Individuals have a right to request
corrections to be made to their personal
Information

e |f your Institution had no requests for
Information, but only had a request for
correction first complete section 1 & 2 and
jump straight to section 11



Support

« Statistical Report
— Glossary of terms
— Guide to complete the report
— Reconciliation chart
e |nformation available on the IPC website:

— Publication and presentations (e.g. Publication:
A Guide to Ontario Legislation Covering the
Release of Students’ Personal Information)

— orders written by the IPC
e Calling the IPC



