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Introduction

Note: This introduction to Info Source is in large print to assist
persons with visual disabilities.

About Info Source

Info Source: Sources of Federal Employee Information will help
you, as a current or former federal employee, to locate your personal
information held by the government. It will also help you to exercise
your rights under the Privacy Act.

This book is a complementary volume to Info Source: Sources
of Federal Government Information which contains information
about the Government of Canada, its organization and its
information holdings.

Info Source combines and replaces the Access Register and the
Index to Personal Information, two publications you might have
seen or used before.

The annual edition of Info Source is complemented by bulletins,
including the Directory of Federal Government Enquiry Points.

Inside Info Source
This Info Source book has three main components:

Table of Contents

The Table of Contents is organized alphabetically by the commonly
used name of the department or agency, such as Agriculture and
Agri-Food Canada, or Health Canada, rather than by their legal titles,
Department of Agriculture and Agri-Food, or Department of Health.
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Introduction

The Introduction includes:

e information about the terms used in this book, some essential
points about the Privacy Act, and directions on how to locate
information by using Info Source or by making a formal request
under the Privacy Act;

e a listing of Access to Information and Privacy Coordinators, which
is organized in the same order as the Table of Contents, gives
you the address and telephone number of all Access to Information
and Privacy offices; and

¢ the description of the Standard Banks — see definition below.

Chapters

There is one chapter for each federal government department or
agency subject to the Privacy Act. Each chapter contains a
description of personal information relating to current and former
employees of the institution.

This book contains three types of personal information banks,
as follows:

Standard Banks There are 23 Standard Banks that consist of
administrative information which many government institutions
maintain about their employees. Institutions may require several of
these banks. They contain information about, pay and benefits,
training and development, performance, etc.

Central Banks These banks are maintained by central agencies such
as the Public Service Commission, Public Works and Government
Services Canada, and the Treasury Board of Canada Secretariat.
They include information about employees from all or several
government institutions.

Particular Banks Particular Banks contain personal information
about employees that is specific to the requirements of each
department or agency.



Privacy Act

In its day-to-day operations, federal government departments and
agencies collect personal information from almost all Canadians.

The Privacy Act gives Canadian citizens and people present in Canada
the right to have access to information that is held about them by

the federal government. It also protects against unauthorized
disclosure of personal information. In addition, it strictly controls

how the government will collect, use, store, disclose and dispose of
any personal information.

Most information available when you ask In many cases, you, as a
federal employee, may be able to obtain your personal information
from a government institution without applying under the Privacy Act.
You should seek information about gaining access to your records

by contacting a personnel officer at your employing institution at
headquarters, or in the regions, as appropriate.

Some personal information is confidential The federal government
must keep some personal information confidential under the

Privacy Act, much of which relates to other people, national security
or law enforcement.

How to apply
When you have decided to make a formal request under the

Privacy Act, there are certain procedures to follow.

e (Obtain a Personal Information Request Form at any location
where Info Source is available (including the Web site:
http://www.tbs-sct.gc.ca/gos-sog/infosource/Info_6/Request-
Frms_e.html)

e Fill out the form and identify yourself in such a way that the
government institution can verify who you are, i.e. that it is you, and
not someone else, asking for your information. The more precise
the information you provide, the faster your request can be
answered.
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¢ |f you are currently a federal employee, send the form to the
Access to Information and Privacy Coordinator in your department
or agency.

¢ [f you are a former federal employee, you should contact the
National Archives of Canada, 395 Wellington Street, Ottawa,
Canada, K1A ON3, (613) 995-5138.

There is no charge to apply for information under the Privacy Act.

To change the information If you believe the information which a
federal institution has on file about you is untrue or misleading, you
can ask to have it corrected. Even if the department or agency does
not agree to change this information, it must make a note that you
have asked for the change and attach it to the file.

Safeguarding personal information The protection of your personal
information and privacy is also a very important purpose of the Privacy
Act. The Act states how and when the government can collect, store
and dispose of personal information. It also covers specifically why
and how the information can be used or given out, as well as who
can use or receive it.

Giving out information The government can only disclose your
information to someone else with your consent or when one or
more of the criteria in the Privacy Act are met, such as to comply
with a subpoena.

Turnaround time Under the law, all or most of the information you ask
for should be disclosed within 30 days of receiving the request. If a
time extension is required, you will be notified within the first 30 days
and told why up to another 30 days may be needed.

Privacy Commissioner

The Privacy Commissioner is a representative of the people with the
power to look into complaints of improper collection, use, storage,
disclosure or disposal of personal information. The Privacy
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Commissioner can also help if you are dissatisfied with the results
of your formal application or the time it has taken to see your
personal information.

When the Privacy Commissioner’s investigation is complete, an

individual who is of the opinion that they have not been given access
to all of their personal information which they are entitled has the right
to apply to the Federal Court — Trial Division for a review of the matter,

You can write or call the Privacy Commissioner’s office at:

Office of the Privacy Commissioner
Place de Ville, 3" Floor, Tower B
112 Kent Street, Ottawa, Ontario K1A 1H3

General Enquiries . ... ... . (613) 995-2410
Fax (613) 947-6850
Toll-free . . ..o 1-800-282-1376
TTY (613) 992-9190
Web Site: ........... ... .. .. ... ... http://www.privcom.gc.ca

Using Info Source quickly and effectively

Determine the correct chapter Turn to the chapter of the department
or agency you think has the information and check the personal
information banks.

If you are unsure about the correct department or agency, a telephone
call or letter to any Access to Information and Privacy Coordinator’s
office should provide the answer.

For persons with disabilities Individuals who are unable to exercise
their rights using regular procedures may obtain further assistance
from any Access to Information and Privacy Coordinator’s office.
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Where to obtain more information

You may consult Info Source publications and obtain copies of
brochures on the Access to Information Act and the Privacy Act at
various locations within departments and agencies, such as offices of
Access to Information and Privacy Coordinators and libraries.

If you would like more information about Info Source, Sources
of Federal Government Information, Sources of Federal
Employee Information, or the Privacy Act, you may contact
(please see note below):

Treasury Board of Canada Secretariat
L’Esplanade Laurier, 8" Floor, East Tower
140 O’Connor Street, Ottawa, Ontario K1A OR5

Telephone . . ... .. .. (613) 957-2455
Fax o (613) 952-7287
Internet: . ... ... .. infosource@tbs-sct.gc.ca
Web Site: ... ... http:// www@tbs-sct.gc.ca

If you would like a copy of the Directory of Federal Government
Enquiry Points or a brochure on the Access to Information Act or
the Privacy Act, please contact:

Treasury Board Distribution Centre
|’Esplanade Laurier, Room P-140, Level P-1W
300 Laurier Avenue West, Ottawa, Ontario K1A OR5

Telephone . . ... .. . (613) 995-2855
Fax (613) 996-0518
Internet: . ...... ... ... L Services-Publications@fin.gc.ca
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If you would like to purchase a copy of Sources of Federal
Government Information or Sources of Federal Employee
Information, please contact:

Canadian Government Publishing - PWGSC
Ottawa, Ontario K1A 0S9

Telephone . . ... ... . (819) 956-4800
Fax (819) 994-1498
Toll-free . . ... . 1-800-635-7943
Web Site: .............. ... ... http://publications.pwgsc.gc.ca
Info Source is also available on the Internet at:
(Government) . ........ http://www.tbs-sct.gc.ca/gos-sog/infosource
(Non-Government) ................ infosource.gc.ca/index-e.html

Note: Privacy Act requests must be addressed to the appropriate
institutions, at the addresses listed in the pages which follow.
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Access to Information and Privacy Coordinators

Agricultural Products Board
see Agriculture and Agri-Food
Canada

Agricultural Stabilization Board
see Agriculture and
Agri-Food Canada

Agriculture and Agri-Food
Canada

Victor Desroches

Room 255,

Sir John Carling Building
930 Carling Avenue
Ottawa, Ontario K1A 0C5
Tel: (613) 759-7083

Fax: (613) 759-6547

Atlantic Canada
Opportunities Agency
Claudia Gaudet

Blue Cross Centre

644 Main Street, 3" Floor
P.O. Box 6051

Moncton, New Brunswick
E1C 9J8

Tel: (506) 851-3845 /
1-800-561-7862

Fax: (506) 851-7403

Atlantic Pilotage

Authority Canada

Peter MacArthur

Purdy’s Wharf, Tower 1

1959 Upper Water Street,
Suite 1402

Halifax, Nova Scotia B3J 3N2
Tel: (902) 426-2550

Fax: (902) 426-4004

Bank of Canada

Ted Requard

234 Wellington Street, 4 — Centre
Ottawa, Ontario K1A 0G9

Tel: (613) 782-8537

Fax: (613) 782-7003

British Columbia Treaty
Commission

Chief Commissioner

1155 West Pender Street,
Suite 203

Vancouver, British Columbia
V6E 2P4

Tel: (604) 482-9200

Fax: (604) 482-9222
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Business Development
Bank of Canada

Robert D. Annett

5 Place Ville Marie, Suite 400
Montréal, Quebec H3B 5E7
Tel: (514) 283-3554

Fax: (514) 283-9731

Canada Council for the Arts

lrene Boilard

350 Albert Street, 9" Floor

P.O. Box 1047

Ottawa, Ontario K1P 5V8

Tel: (613) 566-4414 Ext 4261
1-800-263-5588 Ext 4161

Fax: (613) 566-4411

Canada Customs and
Revenue Agency

Suzanne Lafrance

Albion Tower

25 Nicholas Street, 111 Floor
Ottawa, Ontario K1A OL5
Tel: (613) 957-8819

Fax: (613) 941-9395

Canada Deposit
Insurance Corporation
Claudia Morrow

50 O’Connor Street, 17t Floor

Ottawa, Ontario K1P 5W5
Tel: (613) 947-0268
Fax: (613) 996-6095

Canada Economic
Development for

Quebec Regions

Jean-Yves Roy

800 Victoria Square, Suite 3800
P.O. Box 247

Montréal, Quebec H4Z 1ES8
Tel: (514) 283-8418

Fax: (514) 283-9679

Canada Industrial

Relations Board

Ruth Smith

C.D. Howe Bldg

240 Sparks Street, 4t Floor West
Ottawa, Ontario K1A 0X8

Tel: (613) 947-5441

Fax: (613) 947-5407

Canada Information Office
Marlene Fournier

155 Queen Street, 5t Floor
Ottawa, Ontario K1P 6L1
Tel: (613) 992-8950

Fax: (613) 992-8350

Canada Lands

Company Limited

see Public Works and
Government Services Canada
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Canada Mortgage and
Housing Corporation
D.V. Tyler

700 Montreal Road
Ottawa, Ontario K1A OP7
Tel: (613) 748-2892

Fax: (613) 748-4098

Canada-Newfoundland
Offshore Petroleum Board
Jim Doyle

TD Place

140 Water Street, 51" Floor
St. John’s, Newfoundland
A1C 6H6

Tel: (709) 778-1464

Fax: (709) 778-1473

Canada-Nova Scotia Offshore
Petroleum Board

Michael S. McPhee

TD Centre, 6t Floor

1791 Barrington Street

Halifax, Nova Scotia B3J 3K9
Tel: (902) 422-5588

Fax: (902) 422-1799

Canada Post Corporation
Richard A. Sharp

2701 Riverside Drive,

Suite NO643

Ottawa, Ontario K1A 0B
Tel: (613) 734-6871

Fax: (613) 734-7329

Canadian Advisory Council
on the Status of Women
see Status of Women Canada

Canadian Artists and
Producers Professional
Relations Tribunal

Josée Dubois

240 Sparks Street, 8t Floor West
Ottawa, Ontario K1A 1A1

Tel: (613) 996-4053

Fax: (613) 947-4125

Canadian Centre for
Management Development
Lisa Robinson

P.O. Box 420, Station A

373 Sussex Drive

Ottawa, Ontario K1N 8V4
Tel: (613) 996-1363

Fax: (613) 943-1038

Canadian Centre for
Occupational Health and Safety
Bonnie Easterbrook

250 Main Street East

Hamilton, Ontario L8N 1H6

Tel: (905) 572-2981 Ext 4401

Fax: (905) 572-2206
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Canadian Commercial
Corporation

Sharon Fleming

50 O’Connor Street, Suite 1100
Ottawa, Ontario K1A 0S6

Tel: (613) 943-0953

Fax: (613) 995-2121

Canadian Cultural Property
Export Review Board

Sonia M. Lismer

15 Eddy Street, 3 Floor
Hull, Quebec K1A OM5

Tel: (819) 997-7761

Fax: (819) 997-7757

Canadian Dairy Commission
Susan E. Doherty

1525 Carling Avenue, Suite 300
Ottawa, Ontario K1A 022

Tel: (613) 792-2032

Fax: (613) 998-4492

Canadian Environmental
Assessment Agency

Ann Amyot

200 Sacré-Coeur Boulevard,
Room 905

Hull, Quebec K1A OH3

Tel: (819) 953-8351

Fax: (819) 953-2891

Canadian Film Development
Corporation

John P. Pelletier

2 Bloor Street West, 2219 Floor
Toronto, Ontario M4W 3E2
Tel: (416) 973-6436 Ext 2510
Fax: (416) 973-2826

Canadian Food

Inspection Agency

Reg Gatenby

59 Camelot Drive

Nepean, Ontario K1A 0Y9
Tel: (613) 225-2342 Ext 4215
Fax: (613) 228-6639

Canadian Forces
see National Defence

Canadian Forces
Grievance Board

Pierre Beaudry

270 Albert Street, 11t Floor
Ottawa, Ontario K1P 5G8
Tel: (613) 996-7027

Fax: (613) 996-6491

Canadian Government
Standards Board

see Public Works and
Government Services Canada

Canadian Grain Commission
see Agriculture and Agri-Food
Canada
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Canadian Heritage
E.W. Aumand

25 Eddy Street, 3@ Floor
Hull, Quebec K1A OM5
Tel: (819) 997-2894

Fax: (819) 953-9524

Canadian Human Rights
Commission

Lucie Velllette

Canada Place

344 Slater Street, 8t Floor
Ottawa, Ontario K1A 1E1

Tel: (613) 943-9505

Fax: (613) 941-6810

Canadian Institutes of

Health Research

Guy D’Aloisio

410 Laurier Avenue W., 9t Floor
Address Locator 4209A

Ottawa, Ontario K1A OW9

Tel: (613) 954-1946

Fax: (613) 954-1800

Canadian International
Development Agency
Diane Richer

200 Promenade du Portage,
12t Floor

Hull, Quebec K1A 0G4

Tel: (819) 997-0846

Fax: (819) 953-3352

Canadian International
Trade Tribunal

Susanne Grimes

333 Laurier Avenue West
Ottawa, Ontario K1A 0G7
Tel: (613) 993-4717

Fax: (613) 998-1322

Canadian Museum
of Civilization

|Louise Dubois

100 Laurier Street

Hull, Quebec J8X 4H2
Tel: (819) 776-7115
Fax: (819) 776-7122

Canadian Museum of Nature
Greg Smith

P.O. Box 3443, Station D
Ottawa, Ontario K1P 6P4

Tel: (613) 566-4214

Fax: (613) 364-4022

Canadian Nuclear Safety
Commission

Bernard E. Beaudin

280 Slater Street

P.O. Box 1046, Stn. B
Ottawa, Ontario K1P 559
Tel: (613) 947-2977

Fax: (613) 995-5086
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Canadian Polar Commission
Alan Saunders

Constitution Square

360 Albert Street, Suite 1710
Ottawa, Ontario K1R 7X7

Tel: (613) 943-8605

Fax: (613) 943-8607

Canadian Radio-television
and Telecommunications
Commission

Jennifer Wilson

Terrasses de la Chaudiére

1 Promenade du Portage,
5t Floor

Hull, Quebec K1A ON2

Tel: (819) 997-1540

Fax: (819) 994-0218

Canadian Security
Intelligence Service
Raymond Fournier

P.O. Box 9732, Station T
Ottawa, Ontario K1G 4G4
Tel: (613) 231-0506 /
1-877-995-9903

Fax: (613) 231-0672

Canadian Space Agency
Sylvie Garbusky

6767 route de I’Aéroport
Saint-Hubert, Quebec J3Y 8Y9
Tel: (450) 926-4866

Fax: (450) 926-4878

Canadian Transportation
Agency

John Parkman

Jules Léger Building

15 Eddy Street

Hull, Quebec K1A ON9
Tel: (819) 994-2564

Fax: (819) 997-6727

Canadian Wheat Board
Deborah Harri

423 Main Street

P.O. Box 816, Station Main
Winnipeg, Manitoba R3C 2P5
Tel: (204) 983-1752

Fax: (204) 984-7815

Citizenship and
Immigration Canada
Diane Burrows

Narono Building

360 Laurier Avenue West,
10t Floor

Ottawa, Ontario K1A 1L1
Tel: (613) 957-6512

Fax: (613) 957-6517

Copyright Board Canada
lvy Lai

56 Sparks Street, Suite 800
Ottawa, Ontario K1A 0C9
Tel: (613) 952-8628

Fax: (613) 946-4451
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Correctional Investigator
Canada

Todd Sloan

275 Slater Street, Room 402
Ottawa, Ontario K1P 5H9
Tel: (613) 990-2690

Fax: (613) 990-9091

Correctional Service of Canada
Jennifer Wheatley

340 Laurier Avenue West,

18t Floor

Ottawa, Ontario K1A OP9

Tel: (613) 992-8248

Fax: (613) 995-4412

Custodian of Enemy Property
see Public Works and
Government Services Canada

Defence Construction Canada
Sue Greenfield

Place de Ville, Tower B

112 Kent Street, 17t Floor
Ottawa, Ontario K1A 0OK3

Tel: (613) 998-0998

Fax: (613) 998-1218

Department of Finance Canada
Cynthia Richardson

| ’Esplanade Laurier, East Tower
140 O’Connor Street, 215t Floor
Ottawa, Ontario K1A 0G5

Tel: (613) 992-6923

Fax: (613) 947-8331

Department of Foreign Affairs
and International Trade
Barbara Richardson

Lester B. Pearson Building

125 Sussex Drive

Ottawa, Ontario K1A 0G2

Tel: (613) 992-1487

Fax: (613) 995-0116

Department of Justice Canada
Anne Brennan

284 Wellington Street, 15t Floor
Ottawa, Ontario K1A OH8

Tel: (613) 952-8361

Fax: (613) 957-2303

Director of Soldier Settlement
see Veterans Affairs Canada

Director Veterans’ Land Act,
The
see Veterans Affairs Canada

Energy Supplies
Allocation Board
see Natural Resources Canada

Environment Canada

René Bolduc

Les Terrasses de la Chaudiere,
North Tower

10 Wellington Street, 4" Floor
Hull, Quebec K1A OH3

Tel: (819) 997-2992

Fax: (819) 997-1781
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Ethics Counsellor
see Industry Canada

Export Development
Corporation

Serge Picard

151 O’Connor Street, 7t Floor
Ottawa, Ontario K1A 1K3

Tel: (613) 598-2899

Fax: (613) 598-3113

Farm Credit Corporation
Canada

Doug Higgins

1800 Hamilton Street

P.O. Box 4320

Regina, Saskatchewan S4P 413
Tel: (306) 780-7361

Fax: (306) 780-8641

Federal Bridge

Corporation Limited

Norman B. Willans

55 Metcalfe Street, Suite 1210
Ottawa, Ontario K1P 6L.5

Tel: (613) 993-6880

Fax: (613) 993-6945

Federal Mortgage Exchange
Corporation

see Department of Finance
Canada

Federal-Provincial
Relations Office
see Privy Council Office

Finance Canada
see Department of Finance
Canada

Financial Transaction and
Reports Analysis Centre
Joanna Leslie

222 Somerset Street West,
6t Floor

Ottawa, Ontario K1A 0G5
Tel: (613) 943-1347

Fax: (613) 943-7931

Fisheries and Oceans Canada
Terry Murray

200 Kent Street, 5t Floor
Station 5W080

Ottawa, Ontario K1A OE6

Tel: (613) 993-2937

Fax: (613) 998-1173

Fisheries and Oceans
Research Advisory Council
see Fisheries and Oceans
Canada

Fisheries Prices Support Board
see Fisheries and Oceans
Canada

Foreign Affairs and
International Trade

see Department of Foreign Affairs
and International Trade
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Forestry Canada
see Natural Resources Canada

Fraser River Port Authority
Sarb Dhut

713 Columbia Street, Suite 500
New Westminster,

British Columbia V3M 1B2

Tel: (604) 524-6655

Fax: (604) 524-1127

Freshwater Fish Marketing
Corporation

Millie Smith

1199 Plessis Road

Winnipeg, Manitoba R2C 3L4
Tel: (204) 983-6461

Fax: (204) 983-6497

Great Lakes Pilotage
Authority Canada
Christine Doherty

202 Pitt Street

P.O. Box 95

Cornwall, Ontario K6H 5R9
Tel: (613) 933-2991 Ext 208
Fax: (613) 932-3793

Gwich’in Land and

Water Board

Robert Alexie

P.O. Box 2118

Inuvik, Northwest Territories
XOE OTO

Tel: (867) 777-4954

Fax: (867) 777-2616

Gwich’in Land Use
Planning Board

Deena Clayton

P.O. Box 2478

Inuvik, Northwest Territories
XOE OTO

Tel: (867) 777-3506

Fax: (867) 777-2616

Halifax Port Authority

Joan Macleod

Ocean Terminals

1215 Marginal Road

P.O. Box 336

Halifax, Nova Scotia B3J 2P6
Tel: (902) 426-6536

Fax: (902) 426-7335

Hazardous Materials
Information Review
Commission

Sharon Watts

200 Kent Street, Suite 9000
Ottawa, Ontario K1A OM1
Tel: (613) 993-4472

Fax: (613) 993-5016

Health Canada

J.A. (Hank) Schriel

Brooke Claxton Building (0909D)
Room 967D

Ottawa, Ontario K1A OK9

Tel: (613) 957-3051

Fax: (613) 941-4541
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Historic Sites and Monuments
Board of Canada

Michel Audy

Jules-Léger Building, 51" Floor
Les Terrasses de la Chaudiéere
25 Eddy Street

Hull, Quebec K1A OM5

Tel: (819) 997-4059

Fax: (819) 953-4909

Human Resources
Development Canada
Jean Dupont

Phase IV, 15t Floor

140 Promenade du Portage
Hull, Quebec K1A 0J9

Tel: (819) 953-3384

Fax: (819) 953-0659

Immigration and

Refugee Board

Sergio Poggione

344 Slater Street, 14 Floor
Ottawa, Ontario K1A 0K1
Tel: (613) 995-3514

Fax: (613) 996-9305

Indian and Northern

Affairs Canada

Diane Leroux

Les Terrasses de la Chaudiéere,
North Tower

10 Wellington Street, Room 517
Hull, Quebec K1A OH4

Tel: (819) 997-8277

Fax: (819) 953-5492

Industry Canada

Marilyn G. Eades

C.D. Howe Building,

6t Floor West

235 Queen Street, Room 632-D
Ottawa, Ontario K1A OH5

Tel: (613) 954-2753

Fax: (613) 941-3085

International Centre for Human
Rights and Democratic
Development

Raymond Bourgeois

1001 de Maisonneuve East,
Suite 1100

Montreal, Quebec H2L 4P9

Tel: (514) 283-6073

Fax: (514) 283-3792

International Development
Research Centre

Diane Ryerson

250 Albert Street

P.O. Box 8500

Ottawa, Ontario K1G 3H9
Tel: (613) 236-6163 Ext 2112
Fax: (613) 235-6391

Jacques Cartier and Champlain
Bridges Incorporated

Sylvie Lefebvre

Suite 600, West Tower

1111 St-Charles Street West
Longueuil, Quebec J4K 5G4

Tel: (450) 651-8771 Ext 229

Fax: (450) 651-3249
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Justice Canada
see Department of
Justice Canada

Laurentian Pilotage
Authority Canada

Nicole Sabourin

715 Victoria Square, 6" Floor
Montréal, Quebec H2Y 2H7
Tel: (514) 283-6320 Ext 213
Fax: (514) 496-2409

Law Commission of Canada
Lucie Gagné

Trebla Building, 11 Floor
473 Albert Street

Ottawa, Ontario K1A OH8
Tel: (613) 946-8980

Fax: (613) 946-8988

Leadership Network (The)
Jocelyne Geoffroy

122 Bank Street, 39 Floor
P.O. Box 3431, Station D
Ottawa, Ontario K1P 1H3
Tel: (613) 943-9313

Fax: (613) 943-5205

Mackenzie Valley
Environmental Impact

Review Board

Heidi Klein

Box 938

Yellowknife, Northwest Territories
X1A 2N7

Tel: (867) 873-9029

Fax: (867) 920-4761

Mackenzie Valley Land

and Water Board

Wanda Anderson

4910 — 50 Avenue, 7t Floor
P.O. Box 2130

Yellowknife, Northwest Territories
X1A 2P6

Tel: (867) 669-0506

Fax: (867) 873-6610

Merchant Seamen
Compensation Board
see Human Resources
Development Canada

Military Police Complaints
Commission

Eric Boucher

270 Albert Street, 10t Floor
Ottawa, Ontario K1P 5G8
Tel: (613) 943-5592

Fax: (613) 947-5713
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Millennium Bureau of Canada

Tom Volk

255 Albert Street, 10" Floor
P.O. Box 2000

Ottawa, Ontario K1P 1E5
Tel: (613) 995-5444

Fax: (613) 943-3115

Montreal Port Authority
Sylvie Vachon

Port of Montreal Building,
Wing No.1

Cite du Havre

Montreal, Quebec H3C 3R5
Tel: (514) 283-2735

Fax: (514) 496-9121

Nanaimo Port Authority
Bill Mills

104 Front St.

P.O. Box 131

Nanaimo, British Columbia
VIR 5K4

Tel: (250) 753-4146

Fax: (250) 753-4899

National Archives of Canada
Sarah Gawman

395 Wellington Street

Ottawa, Ontario K1A ONS3

Tel: (613) 995-5493

Fax: (613) 992-9350

National Arts Centre
LLouise Dalpé

P.O. Box 1534, Station B
Ottawa, Ontario K1P 5W1
Tel: (613) 947-7000 Ext 519
Fax: (613) 943-1402

National Battlefields
Commission

Michel Leullier

390 de Bernieres Avenue
Quebec, Quebec G1R 2L7
Tel: (418) 648-3506

Fax: (418) 648-3638

National Capital Commission
Ginette Grenier

40 Elgin Street, Suite 202
Ottawa, Ontario K1P 1C7

Tel: (613) 239-5198

Fax: (613) 239-5361

National Defence

Judith Mooney

North Tower, 8t Floor

101 Colonel By Drive
Ottawa, Ontario K1A OK2
Tel: (613) 995-3888

Fax: (613) 995-5777
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National Energy Board
Michel L. Mantha

444 — Seventh Avenue S.W.
Calgary, Alberta T2P 0X8
Tel: (403) 299-2714

Fax: (403) 292-55083

National Farm

Products Council

Lise Leduc

344 Slater Street, 10" Floor
Ottawa, Ontario K1R 7Y3
Tel: (613) 995-1411

Fax: (613) 995-2097

National Film Board of Canada
Genevieve Cousineau

3155 Cobte de Liesse Road
St-Laurent, Quebec H4N 2N4
Tel: (514) 283-9028

Fax: (514) 496-1646

National Gallery of Canada
James Lavell

380 Sussex Drive

Ottawa, Ontario K1N 9N4
Tel: (613) 990-1928

Fax: (613) 993-9163

National Library of Canada
Paul McCormick

395 Wellington Street
Ottawa, Ontario K1A ON4
Tel: (613) 996-2892

Fax: (613) 996-3573

National Museum of Science
and Technology

Graham Parsons

P.O. Box 9724, Station T
Ottawa, Ontario K1G 5A3

Tel: (613) 991-3033

Fax: (613) 990-3635

National Parole Board
John Vandoremalen

410 Laurier Avenue West,
7t Floor

Ottawa, Ontario K1A OR1
Tel: (613) 954-6547

Fax: (613) 957-3241

National Research
Council Canada

Huguette Brunet

Building M-58, Room W314
Montreal Road Campus
Ottawa, Ontario K1A OR6
Tel: (613) 990-6111

Fax: (613) 991-0398

National Round Table on the
Environment and the Economy
Pierrette Guitard

344 Slater Street, Suite 200
Ottawa, Ontario K1R 7Y3

Tel: (613) 943-2182

Fax: (613) 995-0605
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Natural Resources Canada
Jean Boulais

580 Booth Street, 11t Floor
Ottawa, Ontario K1A OE4
Tel: (613) 995-1305

Fax: (613) 995-0693

Natural Sciences and
Engineering Research
Council of Canada

Victor Wallwork

350 Albert Street, 13t Floor
Ottawa, Ontario K1A 1H5
Tel: (613) 995-6214

Fax: (613) 992-5337

Northern Pipeline
Agency Canada

Michel Tétu

Lester B. Pearson Building
125 Sussex Drive

Ottawa, Ontario K1A 0G2
Tel: (613) 944-0358

Fax: (613) 944-8493

North Fraser Port Authority
Valerie Jones

2020 Airport Road
Richmond, British Columbia
V7B 1C6

Tel: (604) 273-1866

Fax: (604) 273-3772

Northwest Territories

Water Board

Vicki Losier

Goga Cho Building, 29 Floor
P.O. Box 1500

Yellowknife, Northwest Territories
X1A 2R3

Tel: (867) 669-2772
Fax: (867) 669-2719

Office of Privatization
and Regulatory Affairs
see Department of
Finance Canada

Office of the Auditor
General of Canada
Susan A. Kearney

240 Sparks Street
Ottawa, Ontario K1A 0G6
Tel: (613) 995-3708

Fax: (613) 947-9556

Office of the Chief

Electoral Officer

Diane Davidson

257 Slater Street, Room 9-106
Ottawa, Ontario K1A OM6

Tel: (613) 990-5596

Fax: (613) 993-5880
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Office of the Commissioner
of Official Languages
Ronald Fauvel

344 Slater Street, 3" Floor
Ottawa, Ontario K1A 0T8
Tel: (613) 947-5598

Fax: (613) 993-5082

Office of the

Comptroller General

see Treasury Board of Canada
Secretariat

Office of the Inspector General
of the Canadian Security
Intelligence Service

Martin Somberg

340 Laurier Avenue West,

8th Floor

Ottawa, Ontario K1A 0P8

Tel: (613) 993-7204

Fax: (613) 990-8303

Office of the Superintendent of
Financial Institutions Canada
Allan Shusterman

255 Albert Street, 15" Floor
Ottawa, Ontario K1A OH2

Tel: (613) 990-8031

Fax: (613) 952-5031

Pacific Pilotage

Authority Canada

Bruce Chadwick

1000 — 1130 West Pender Street
Vancouver, British Columbia

VGBE 4A4

Tel: (604) 666-6771

Fax: (604) 666-1647

Parks Canada Agency
E.W. Aumand

25 Eddy Street, 39 Floor
Station 57

Hull, Quebec K1A OM5
Tel: (819) 997-2894

Fax: (819) 953-9524

Patented Medicines Prices
Review Board

Sylvie Dupont

Standard Life Centre

333 Laurier Avenue \West,
Suite 1400

P.O. Box L40

Ottawa, Ontario K1P 1C1
Tel: (613) 954-8299

Fax: (613) 952-7626

Pension Appeals Board
Mina McNamee

P.O. Box 8567, Station T
Ottawa, Ontario K1G 3H9
Tel: (613) 995-0612 /

1 888 640-8001

Fax: (613) 995-6834
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Petroleum Compensation
Board
see Natural Resources Canada

Petroleum Monitoring
Agency Canada
see Natural Resources Canada

Port Alberni Port Authority
Linda Kelsall

2750 Harbour Road

Port Alberni, British Colombia
VOY 7X2

Tel: (250) 723-5312

Fax: (250) 723-1114

Prairie Farm Rehabilitation
Administration

see Agriculture and Agri-Food
Canada

Prince Rupert Port Authority
Joe Rektor

110 — 39 Avenue West

Prince Rupert, British Colombia
V8J 1K8

Tel: (250) 627-7545

Fax: (250) 627-7101

Privy Council Office
Ciuineas Boyle

Blackburn Building

85 Sparks Street, Room 400
Ottawa, Ontario K1A 0OA3
Tel: (613) 957-5210

Fax: (613) 991-4706

Procurement Review
Board of Canada

see Canadian International
Trade Tribunal

Public Service Commission

of Canada

Michael Nelson

|’Esplanade Laurier, West Tower
300 Laurier Avenue \West,

Room 1954

Ottawa, Ontario K1A OM7

Tel: (613) 992-2425

Fax: (613) 992-7519

Public Service Staff
Relations Board

Monique Montgomery

C.D. Howe Bldg, West Tower
240 Sparks Street, 6t Floor
P.O. Box 1525, Station B
Ottawa, Ontario K1P 5V2
Tel: (613) 990-1757

Fax: (613) 990-1849

Public Works and Government
Services Canada

Anita Lloyd

Place du Portage, Phase |l

11 Laurier Street, Room 15A2
Ottawa, Ontario K1A 0S5

Tel: (819) 956-1816

Fax: (819) 994-2119
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Quebec Port Authority
Kathleen Paré

150 Dalhousie Street

P.O. Box 2268

Quebec, Quebec G1K 7P7
Tel: (418) 648-4956 Ext 216
Fax: (418) 648-4160

Regional Development
Incentives Board
see Industry Canada

Royal Canadian Mint
Marguerite Nadeau

320 Sussex Drive

Ottawa, Ontario K1A 0G8
Tel: (613) 993-1732

Fax: (613) 990-4665

Royal Canadian

Mounted Police
Superintendent Christian Picard
1200 Vanier Parkway

Ottawa, Ontario K1A OR2

Tel: (613) 993-5162

Fax: (613) 993-5080

Royal Canadian Mounted
Police External Review
Committee

Garry Wetzel

60 Queen Street, Room 513
P.O. Box 1159, Station B
Ottawa, Ontario K1P 5Y7
Tel: (613) 990-1860

Fax: (613) 990-8969

Royal Canadian Mounted
Police Public Complaints
Commission

Kay R. Baxter

P.O. Box 3423, Station D
Ottawa, Ontario K1P 6L4
Tel: (613) 946-5211

Fax: (613) 952-8045

Saguenay Port Authority
Richard Brabant

6600 Terminal Road

Ville de La Baie, Quebec
G7B 3N9

Tel: (418) 697-0250

Fax: (418) 697-0243

Sahtu Land and Water Board
Larry Wallace

P.O. Box 1

Fort Good Hope,

Northwest Territories XOE OHO
Tel: (867) 598-2413

Fax: (867) 598-2325

Sahtu Land Use

Planning Board

Barry Hunter

P.O. Box 235

Fort Good Hope, Northwest
Territories XOE OHO

Tel: (867) 598-2055

Fax: (867) 598-2545
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Statistics Canada

Pamela White

R.H. Coats Bldg., 25t floor
Tunney’s Pasture

Ottawa, Ontario K1A 0T6
Tel: (613) 951-3255

Fax: (613) 951-3825

Status of Women Canada
Céline Champagne

350 Albert Street, 5t Floor
Ottawa, Ontario K1A 1C3

Tel: (613) 995-4008

Fax: (613) 957-3359

Statute Revision Commission
see Department of
Justice Canada

Thunder Bay Port Authority
Denis Johnson

100 Main Street

Thunder Bay, Ontario P7B 6R9
Tel: (807) 345-6400

Fax: (807) 345-9058

Toronto Port Authority
Michele Dale

60 Harbour Street
Toronto, Ontario M5J 1B7
Tel: (416) 863-2008

Fax: (416) 863-4830

Transportation Safety
Board of Canada

Ann Martin

Place du Centre

200 Promenade du Portage,
4t Floor

Hull, Quebec K1A 1K8

Tel: (819) 994-0385

Fax: (819) 997-2239

Transport Canada

Linda Savoie

Place de Ville, Tower C

330 Sparks Street, 26" Floor
Ottawa, Ontario K1A ON5
Tel: (613) 993-6161

Fax: (613) 991-6594

Treasury Board of

Canada Secretariat

Jocelyne Sabourin

|’Esplanade Laurier, East Tower
140 O’Connor Street, 9" Floor
Ottawa, Ontario K1A OR5

Tel: (613) 957-7154

Fax: (613) 998-9071

Trois-Riviéres Port Authority
Roger Marceau

1545 du Fleuve, Suite 300
Trois-Rivieres, Quebec G9A 5K2
Tel: (819) 378-2887

Fax: (819) 378-2487
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Saint John Port Authority
Pam Flemming

133 Prince William Street,
5t Floor

Saint John, New Brunswick
E2L 2B5

Tel: (506) 636-4982

Fax: (506) 636-4443

Seaway International Bridge

Corporation Ltd

Hendrik Saaltink

P.O. Box 836

Cornwall, Ontario K6H 5T7
Tel: (613) 932-6601 Ext 23
Fax: (613) 932-9086

Security Intelligence
Review Committee
Susan Pollak

P.O. Box 2430, Station D
Ottawa, Ontario K1P 5W5
Tel: (613) 990-8441

Fax: (613) 990-5230

Sept-iles Port Authority
Guy Gingras

1 Quai Mgr-Blanche
Sept-lles, Quebec G4R 5P3
Tel: (418) 961-1235

Fax: (418) 962-4445

Social Sciences and
Humanities Research
Council of Canada

Caroline T. Rahal

350 Albert Street, Room 1192
Ottawa, Ontario K1P 6G4
Tel: (613) 992-0562

Fax: (613) 947-4010

Solicitor General Canada
Duncan Roberts

340 Laurier Avenue West
Ottawa, Ontario K1A 0P8
Tel: (613) 991-2931

Fax: (613) 990-9077

St. John’s Port Authority
Sean Hanrahan

1 Water Street

P.O. Box 6178

St.John’s, Newfoundland
A1C 5X8

Tel: (709) 738-4780

Fax: (709) 738-4784

Standards Council of Canada
Susan MacPherson

270 Albert Street, Suite 200
Ottawa, Ontario K1P 6N7

Tel: (613) 238-3222 Ext 113
Fax: (613) 569-7808
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Vancouver Port Authority
Wendy Petruk

1900 Granville Square

200 Granville Street
Vancouver, British Columbia
V6C 2P9

Tel: (604) 665-9054

Fax: (604) 665-9062

Veterans Affairs Canada
Barry Johnston

P.O. Box 7700
Charlottetown, Prince Edward
Island C1A 8M9

Tel: (902) 566-8228

Fax: (902) 368-0496

Veterans Review Appeal
Board Canada
see Veterans Affairs Canada

Western Economic
Diversification Canada

Mr. Tim Earle

Canada Place

1500, 9700 Jasper Avenue
Edmonton, Alberta T5d 4H7
Tel: (780) 495-3194

Fax: (780) 495-7618

Windsor Port Authority
David Cree

251 Goyeau Street, Suite 502
Windsor, Ontario N9A 6V2
Tel: (519) 258-5741

Fax: (519) 258-5905

Yukon Surface Rights Board
Mark Hoppe

P.O. Box 31201

Whitehorse, Yukon Territory
Y1A 3V1

Tel: (867) 667-7695

Fax: (867) 668-5892

Yukon Territory Water Board
Judi Doering

419 Range Road, Suite 106
Whitehorse, Yukon Y1A 3V1
Tel: (867) 667-3980

Fax: (867) 668-3628
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Standard Bank Descriptions

Attendance and Leave

Description: This bank contains absence reports and
leave applications, as well as physicians’ certificates
associated with sick leave, all of which include the
individual’s Personal Record |dentifier and
correspondence about attendance and leave. The annual
record of attendance and leave is attached to the
Employee Personnel Record. Some attendance and leave
information exists in automated form in institutional
personnel databases, especially in time/attendance, leave
control and absenteeism systems. Class of Individuals:
Employees of the institution. Purpose: The purpose of
this bank is to support administration of employee
attendance and leave within government departments
and agencies. Consistent Uses: To record attendance
and authorize leave. To support decisions on pay and
benefits, such as those concerning leave and termination
of employment, and to evaluate use of leave and rates of
absenteeism. Retention and Disposal Standards: Two
years after expiry of fiscal year, after which period the
records are destroyed. Bank Number:; PSE 903

Conflict of Interest and Post-Employment Code
Description: This bank contains (1) Employee
Certification Documents indicating that an employee has
read and understood the Code of the Public Service and
agrees to observe the Code as a condition of
employment and indicating whether or not an employee
has assets or liabilities identified in sections 21 and 22,
participates in activities specified in section 26 of the
Code of the Public Service; (2) Confidential Reports of
assets, liabilities and participation in outside activities
subject to confidential reporting in accordance with the
Conflict of Interest and Post-Employment Code for the
Public Service; and (3) investigation reports and
correspondence about potential and actual employee
conflicts between the private interests or holdings of an
employee and the employee’s official duties and
responsibilities. Class of Individuals: Employees of
government institutions. Purpose: The purpose of this
bank is to maintain information (1) as to whether an
employee has read and understood the Code of the
Public Service and agreed to observe it as a condition of
employment; (2) about potential and actual conflict of
interest situations for employees of a government
institution; (3) to record potential conflicts of interest; and
(4) to record any post-employment compliance action
required of the employee, including decisions reducing
the limitation period. Consistent Uses: To resolve
situations of potential and actual conflicts of interest and
to support decisions on transfers, discipline and
termination of employment if conflict of interest exists. To
enable designated officials to determine whether a former
public servant to whom post-employment compliance
measures apply is in compliance. This impacts on a
current public officer’s ability to deal with the former
public servant. Retention and Disposal Standards:
Records are retained by the employing institution to

which the Certification Document and Confidential Report
were submitted for the duration of employment plus

two years, after which the records are destroyed.

Bank Number: PSE 915

Discipline

Description: This bank contains notices of disciplinary
action and correspondence about employee misconduct;
testimony by witnesses; legal opinions; investigations of
possible misconduct and analysis reports of these
investigations. It is important to note that notices of
disciplinary action may be attached to the Employee
Personnel Record. Class of Individuals: Employees of
the institution. Purpose: The purpose of this bank is to
maintain information used in disciplinary actions in
government institutions and to determine the need for
and nature of disciplinary actions. Consistent Uses: To
support decisions on pay and benefits; attendance and
leave; transfer, demotion and termination of employment.
Retention and Disposal Standards: Documentation
related to disciplinary action for individual cases will be
destroyed after 2 years have elapsed since the
disciplinary action was taken, provided that no further
disciplinary action has been recorded during this period
or for notices of disciplinary action, including notices
attached to the Employee Personnel Record, the time
limit is that specified in applicable collective agreements.
In cases where a disciplinary action has been rescinded,
onus is on the institution to ensure that the
documentation of the action concerned is immediately
destroyed. Bank Number: PSE 911

Electronic Network Monitoring Logs

Description: This bank contains information about
electronic network use which is compiles when there is
suspected misuse of a federal government electronic
network, as defined by institutional or Treasury Board
policies on the use of electronics networks. Examples of
information that may be in the bank include network logs
that may link an employee’s workstation to an IP address,
listings of sites visited and information on any transactions
conducted, including date, time, duration and nature of the
visit or transaction. It may also include information on the
use of authorization codes assigned to particular individuals,
including successful or unsuccessful use of the codes, date,
time and frequency. Class of Individuals: Employees of
the institution and other individuals using federal
government electronic networks. Purpose: The
information contained in the bank is compiled to support
the investigation of suspected or alleged misuse of
government electronic networks. Consistent Uses: The
information may be used to substantiate any disciplinary
action taken where violation of institutional or Treasury
Board policies on the use of electronics networks is
determined. Retention and Disposal Standards:
Personal information that has been used by a
government institution for an administrative purpose
shall be retained by that government institution for a least
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two years following the last use of the information unless
the subject individual consents to its earlier disposal.
Bank Number: PSE 922

Employee Assistance

Description: This bank contains information treated in a
confidential fashion that is relative to an employee’s
involvement in an Employee Assistance Program (EAP);
notice of voluntary or mandatory (supervisory
work-performance related) referral; records of reference
1o, or reports and correspondence from a health
professional or rehabilitation agency; and only
non-medical interpretations concerning an employee’s
work capability or limitations. All personal medical data
shall be maintained in a medical protected status under
the control of the Occupational and Environmental Health
Services Agency. Records relating to work performance
deficiencies, absenteeism and disciplinary matters are
to be held in the appropriate institutional personal
information bank and not held with EAP files. Class of
Individuals: Employees of the institution. Purpose: The
purpose of this bank is to record information necessary
for the administration of the Employee Assistance
Program. To determine the need for employee assistance
counselling, referrals for medical evaluations and
participation in rehabilitation programs. Consistent
Uses: To support decisions regarding employee
assistance measures. Retention and Disposal
Standards: Two years following the date of the most
recent reference to employee assistance, after which the
records are destroyed. Bank Number: PSE 916

Employee Personnel Record

Description: This bank provides a summary record of an
individual’s employment with government institutions. It is
maintained for the purpose of facilitating personnel
administration. Information about an individual may be
used in decisions relating to the areas of: staffing,
attendance and leave, pay and benefits, training and
development, occupational health and safety, official
languages, discipline, and level of security, where
information in one area may affect a decision in another
area. In the above cases, the information in this bank
summarizes and refers to more detailed information in
other banks. This information may be used, provided
such use is consistent with the main uses of the
information, to ensure that personnel actions within
government institutions are coordinated in the interests of
both the individual and the employer. The Employee
Personnel Record relating to an employee is under the
control of his/her current employing institution and
contains information concerning personal characteristics,
including age and sex; Social Insurance Number;
Personal Record Identifier; home address; citizenship;
education, including transcripts, certificates and
diplomas; non-government employment history; career
resumeés and references; geographical and organization
location; appointments, transfers, promotions and
demotions; periods of employment, including
probationary periods, layoffs and tenure; classification,
including position numbers, groups, levels, titles and
salaries; superannuation and insurance, including names

of beneficiaries. Also included where applicable is
information concerning military service, including periods
and areas of service; collective bargaining exclusion,
including designation status and bargaining agent
identification; professional achievements, including
publications, patents and awards; passports and firearm
permits related to employment; and termination of
employment, including certificates and reasons for
termination. The Employee Personnel Record contains
summary records of decisions relating to staffing;
attendance and leave; pay and benefits; training and
development; decisions concerning compensation and
fitness for work; official languages; discipline; and level of
security clearance. The major series of information
concerning these topics is, however, found in the various
other Standard Banks. The Employee Personnel Record
may not include the personal information actually used to
make decisions in the areas noted above. Class of
Individuals: Employees of the institution. Purpose: To
provide documentation and authorization of
appointments, transfers, promotions, demotions,
termination of employment and superannuation.
Consistent Uses: To authenticate decisions on staffing,
attendance and leave; pay and benefits; training and
development; occupational health and safety; official
languages; discipline; and level of security clearance, as
well as to verify employment references. Information is
also provided to Public Works and Government Services
Canada to facilitate payment of salaries; to various
provincial health insurance plans; to group insurers,
where applicable; to unions for dues check-off purposes
and to Human Resources Development Canada for
pension purposes. Retention and Disposal Standards:
Retained by the current employing institution for the
duration of employment plus one year, and then
transferred to the control of National Archives. The
information is destroyed when the individual reaches the
age of 80, or two years after the death of the individual,
provided two years have elapsed since the last
administrative action concerning the information. For
records relating to disciplinary action, the time limit for
disposal is that specified in applicable collective
agreements or three years following the date of
disciplinary action, provided no further disciplinary action
has been recorded in the meantime. In cases where a
disciplinary action has been rescinded, onus is on the
institution to ensure that the documentation of the action
concerned is immediately destroyed. Records of
individuals, if judged by the National Archivist of Canada
to be of historical interest or archival value, are retained
permanently by the National Archives of Canada. Bank
Number: PSE 901

Employment Equity Program

Description: The bank contains personal information on
employees such as education, work history and career
aspirations, and training and development, which is
collected by means of questionnaires and/or interviews or
compiled from employees’ files or automated data
systems. The information is collected on a voluntary
basis, and respondents are asked to identify whether they
are male or female, whether they are an aboriginal
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person, and whether they have a disability or are a
member of a visible minority group. The Personal Record
Identifier may be used to identify employees in instances
where government institutions are not able to employ an
anonymous questionnaire, as well as when these
identifiers are required to locate employee records. Class
of Individuals: Employees of the institution. Purpose:
This bank provides documentation for the implementation
of the employment equity policy in government
institutions falling under the Public Service Staff Relations
Act, Part |, Schedule I. Data are collected to provide a
comprehensive picture of employees by sex and by
target group status (e.g., women, aboriginal peoples,
persons with disabilities and members of visible minority
groups). This information is used to compile a personnel
profile of employees and to compare the situation of
target group members with non-target group members
within a government institution and with their
counterparts in the general labour market. The Personal
Record Identifier may be used to link information in this
bank with that in another bank containing employee
information (e.g., the Personnel Management Information
System) in order to obtain statistical information, where
the securing of such information would be consistent with
the uses for which the personal information was
collected. Self-identification information may be obtained
from the departmental banks on Staffing (PSE 902).
Consistent Uses: The department may collect data for
statistical purposes, for purposes relating to individuals,
or for both. Personal data are released to the
Employment Equity Target Group Data Bank (TBS PCE
706) for statistical purposes only. The information
gathered will be used for institutional purposes in the
government’s employment equity program to identify and
eliminate systemic discrimination in employment and to
introduce temporary special measures to ensure that
target groups participate in and are equitably represented
in the federal public service. It may also be used for
policy and planning purposes related to employment
equity. Retention and Disposal Standards: The disposal
criteria for this bank are to be established. Records are
retained for two years after most recent administrative
action. Bank Number: PSE 918

Grievances

Description: This bank contains presentations by
employees and bargaining unit representatives; receipt
notices and replies by management; testimony by
witnesses; legal opinions; investigation and analysis
reports; job descriptions in regard to classification
grievances, and correspondence about grievances. Class
of Individuals: Employees of the institution. Purpose:
The purpose of this bank is to record information used in
the grievance process through all levels up to the Public
Service Staff Relations Board. Consistent Uses:
Information contained in this bank is used exclusively to
accommodate and, where possible, resolve grievances
through all levels in the grievance process, up to referral
to the Public Service Staff Relations Board. Retention
and Disposal Standards: Three years following date of
resolution or date of decision by the Public Service Staff
Relations Board the records are destroyed. Bank
Number: PSE 910

Harassment

Description: This bank contains information related to
formal and informal complainst of harassment, to the
resolution of conflicts, and to workplace assessments.
The records include the letters of complaint regarding
incidents of harassment; records of interviews both with
complainants and alleged harassers; records of interviews
with witnesses to incidents; summations of management
investigations and analyses of events and records of
decisions taken about particular incidents. When
mediation is used, profiles and evaluations of the
mediators, mediation and settlement agreements, and
notes and opinions of the mediators may be included in
the file. Such information must be retained as a separate
record and not placed on the complainant’s Employee
Personnel Record. When a disciplinary action results from
an investigation, information may be transferred to the
Discipline Bank. Class of Individuals: Employees of the
institution, including contractors and persons hired
through temporary help agencies. Purpose: The purpose
of this bank is to record information necessary for dealing
with complaints of personal harassment and with conflicts
in the workplace, at the workplace, to make decisions in
specific instances on whether or not personal harassment
is occurring, and when this is the case to determine the
appropriate action, including disciplinary action, to be
taken to end a harassment situation. Consistent Uses:
To support decisions on transfer and discipline of
employees and to ensure fairness in the harassment
investigation process, information concerning the findings
and recommendations resulting from the investigation of
a complaint of harassment may be disclosed to the
complainant as well as the person(s) against whom the
complaint was lodged. Any disciplinary and administrative
action taken against the individual as a result of a
founded complaint may also be disclosed to the
complainant. Retention and Disposal Standards:
Records are destroyed two years after the most recent
administrative activity in relation to an individual case.
Bank Number: PSE 919

Identification and Building-Pass Cards

Description: This bank contains photographs,
identification forms and correspondence related to the
issuance of identification and building-pass cards.
Class of Individuals: Employees of the institution.
Purpose: The purpose of this bank is to maintain
information relating to the issuance of identification and
building-pass cards. Consistent Uses: To issue
identification and building-pass cards. Retention and
Disposal Standards: Records are destroyed two years
after expiry of identification and building-pass cards.
Bank Number: PSE 917

Occupational Safety and Health

Description: The bank contains accident and
occupational injury or illness investigation reports, related
correspondence and copies of the supervisor’s Accident
Investigation Report, which are retained by institutions in
the appropriate responsibility centre. First Aid Treatment
records are also retained by the institution in accordance
with Treasury Board policy. Records, including medical
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documents about individuals; claims for compensation;
related correspondence and records of monies paid are
held by Human Resources Development Canada (HRDC).
Records of occupational health evaluations and all
personal medical data are retained by the Medical
Services Branch, Health Canada under medical
confidential status. Records concerning the occurrence,
investigation and settlement of vehicle accidents are
retained in Standard Bank PSE 908. Class of
Individuals: Employees of the institution. Purpose: The
purpose of this bank is to provide documentation for the
administration of occupational safety and health
programs in government institutions, including accident
prevention, health protection and authorization of leave
and benefits associated with work-related injury or illness.
Safety and health details and causes of accidents/injuries
for accident prevention and health protection purposes
are also recorded to support the effective administration
of each institution’s safety and health program.
Consistent Uses: To support decisions relating to
worker’s compensation and injury-on-duty leave; to act
as a means of preventing injuries and illnesses and
subsequent disabilities arising out of, or aggravated by,
conditions of work; to establish that individuals subject to
certain identified occupational risks are able to continue
working without detriment to their health or safety or to
that of others; and to establish the conditions under
which certain individuals with identified illnesses or
disabilities are able to continue to work under controlled
conditions. Retention and Disposal Standards: Five
years for first aid treatment records; ten years for
accident and occupational injury or illness investigation
reports, including related correspondence and the
supervisor’'s Hazardous Occurrence Investigation Report;
thirty years for these reports and correspondence if the
incident results from exposure to a hazardous substance.
After which the records are destroyed. Records held by
HRDC and Health Canada are retained for the periods
specified in the relevant bank descriptions. Bank
Number: PSE 907

Official Languages

Description: This bank contains course enrolment and
attendance information; language training applications
containing basic personal data, such as first official
language, date of birth, and Personal Record Identifier for
purposes of identification; language knowledge
examination scores; training certificates and
correspondence about the official languages qualifications
of employees. The bank may also contain duplicate input
forms for the Official Languages Information System
(OLIS). Language examination, exemption and training
records are attached to the Employee Personnel Record.
Similar data is also held in Particular Banks of the Public
Service Commission and Treasury Board Secretariat.
Class of Individuals: Employees of the institution.
Purpose: The purpose of this bank is to provide
documentation for administration of official languages
policies as they pertain to employees of the federal public
service, to document and support decisions pertaining to
official languages qualifications and language testing and
to document the language training needs and

accomplishments of employees. Consistent Uses: To
support and document decisions concerning individual
employees on staffing, entitlement to bilingual bonus,
transfers and promotions; and to aid in determining the
linguistic status of employees and auditing of the
administration of official language programs. Retention
and Disposal Standards: Two years after last
documentation the records are destroyed.

Bank Number: PSE 906

Parking

Description: This bank contains permit applications and
correspondence about parking of motor vehicles on
government-owned or leased property. Records for
deductions for payment of parking fees are included in
the Pay and Benefits Bank while records of parking
violations are maintained by the RCMP or the City of
Ottawa. Class of Individuals: Employees of the
institution. Purpose: The purpose of this bank is to
maintain information for the administration of parking
privileges. Consistent Uses: To issue parking permits.
Retention and Disposal Standards: Records are
destroyed two years after the permit expires. Bank
Number: PSE 914

Pay and Benefits

Description: This bank contains certificates for pay,
allowances and deductions, which set out pay and
benefit information for each employee, and include the
Social Insurance Number as well as correspondence
related to the administration of pay and benefits.

The bank may also include orders for garnishment,
attachment, and diversion of funds. (N.B. Earning and
superannuation records are attached to the Employee
Personnel Record.) Class of Individuals: Employees of
the institution. Purpose: The purpose of this bank is to
provide documentation for the administration of pay and
benefits within government institutions and to approve
disbursement of salaries and allowances and retention of
deductions. The Social Insurance Number is used for
purposes of identification and to ensure consistency in
administration of pay and benefits. Provision of the SIN is
mandatory for this bank, subject to exemption of some
individuals under special circumstances. Consistent
Uses: To enable audit and reconciliation of payroll
accounts (e.g. employee remuneration and entitlements),
to support the recovery of overpayments and debts owed
to the Crown and, where applicable, to enable execution
of orders of garnishment, attachment, or diversion of
funds in accordance with the Garnishment, Attachment
and Pension Diversion Act. Retention and Disposal
Standards: Records are destroyed two years after expiry
of fiscal year, for general pay and deduction
documentation and for correspondence, except in
instances where there is a need to settle overpayments,
to collect debts owed the Crown or to enforce orders of
garnishment, attachment or diversion of funds, in which
case records are retained until the overpayment is settled,
the debt collected or the garnishment, attachment or
diversion order is no longer in force. Bank Number:

PSE 904
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Performance Reviews and Employee Appraisals
Description: This bank contains appraisals, reports and
correspondence concerning an employee’s work
performance in terms of skills, abilities, accomplishments
and interests. Class of Individuals: Employees of the
institution. Purpose: The purpose of this bank is to
maintain information regarding the level of performance
on individual employees within government institutions
and to determine the level of performance of individual
employees, including the identification of training and
development needs, approval of performance pay and
annual increments, retention of employees, extension of
probation and rejection of employees on probation.
Consistent Uses: To support decisions regarding
promotions, transfers, demotion, employee assistance,
discipline and termination of employment. Retention and
Disposal Standards: Records are retained for five years
for all employees and then destroyed. Bank Number:
PSE 912

Recognition Policy

Description: The bank includes information on public
servants who have been nominated for awards under the
federal government’s Recognition Policy. Such information
may include curricula vitae, narratives in support of
meritorious contributions related to their duties or
practised suggestions for improvement of public service
operations and completed recommendation reports.
Class of Individuals: Public servants who have been
nominated for awards under the federal government’s
Recognition Policy. Purpose: To identify individuals who
have been nominated for awards under the federal
government’s Recognition Policy. Consistent Uses: The
information in this bank is used to establish precedents
for awards and to provide an audit trail for the
disbursements of funds. Retention and Disposal
Standards: Operational files are kept for a minimum of
two years then destroyed; financial files for six years then
destroyed; and precedent setting files for 15 years then
destroyed. Bank Number: PSE 920

Reliability Checks

Description: This bank contains information gathered by
government institutions in conducting reliability checks on
individuals working or applying for work with the
institution by way of appointment, assignment or contract
in accordance with the Security Policy of the Government
of Canada. The bank includes certification data of
educational and professional qualifications, employment,
criminal records and, where required, credit data, as well
as other personal information. Class of Individuals:
Individuals working or applying for work with the federal
government by way of appointment, assignment or
contract. Purpose: To confirm identity and determine
whether individuals can be trusted to carry out their tasks
reliably and honestly. Consistent Uses: To support
decisions on transfers, promotions, discipline and
termination of employment. Retention and Disposal
Standards: The information in this bank is destroyed two
years after an employee leaves the institution for which
the check was done. Bank Number: PSE 921

Security Clearances

Description: This bank contains completed personal
histories; summaries of Canadian Security Intelligence
Service (CSIS) (previously, RCMP Security Service)
investigations; fingerprint cards; criminal histories; Social
Insurance Number; security briefings and correspondence
related to the security clearances of individuals working or
applying for work with the federal government by way of
appointment, assignment or contract. Notation of level of
clearance may be attached to the Employee Personnel
Record. Details of CSIS investigations are maintained in a
CSIS bank. Class of Individuals: Individuals working or
applying for work with the federal government by way of
appointment, assignment or contract. Purpose: The
purpose of this bank is to record information pertinent to
the determination of the appropriate level of security
clearance for individuals working or applying for work
with the federal government by way of appointment,
assignment or contract whose position requires a security
classification; to determine the level of security clearance;
and to provide information for the administration of
government security measures. In making decisions on
levels of clearance, institutions may refer only to the
information contained in this bank and not to investigative
information contained in the CSIS bank. Consistent
Uses: To support decisions on transfers, promotions,
discipline, and termination of employment. Retention
and Disposal Standards: Two years after an employee
leaves the institution for which the clearance was done,
after which the records are destroyed. Bank Number:
PSE 909

Staffing

Description: The bank contains staffing requests;
position descriptions; salary ranges; selection profiles;
competition posters; transfer requests; layoff lists; human
resources inventory print-outs; candidates’ applications;
lists of candidates; rating board assessments, including
evaluation notes from staffing boards; examination papers
and test results; eligibility lists; offers of employment;
notices to candidates; notices of right of appeal and
appeal documents; and correspondence concerning
staffing by various processes, including competitions and
human resources inventory searches. Records in the
bank contain a variety of personal information which may
include age, sex, education level, Social Insurance
Number and voluntary self-identification data relating to
employment equity. (N.B. Notations of staffing decisions
may also appear in the Employee Personnel Record).
Class of Individuals: Employees of the institution.
Purpose: The bank provides a record of the information
used in staffing positions in a government institution. It is
also a source of data for employment equity programs
and services. Consistent Uses: To select candidates,
staff positions and process appeals for appointments
and promotions. Voluntary self-identification information
relating to employment equity programs and services may
be linked with data contained in other banks where the
securing of this information is consistent with the uses
for which the personal information was collected. On
request, information may be provided to a participant in a
selection action in accordance with the Public Service
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Commission (PSC) policy on Disclosure of Information
Following a Selection Action to explain the reasons for
the selection decision. Access procedures: Competition
number, where applicable, should be quoted. Retention
and Disposal Standards: Records are retained for two
years after the eligible list for a staffing action expires, or
two years after any other administrative action, at which
time the records are destroyed. Bank Number: PSE 902

Training and Development

Description: This bank contains personal data including
course applications and evaluations; Personal Record
Identifier; employment equity target group status;
examination results and certificates; records of fee
payments; and correspondence related to participation
of employees in training and development activities
sponsored by the government and operated by private
organizations. It should be noted that participation and
achievement records are attached to the Employee
Personnel Record and that information on an employee’s
needs for individual development related to performance
is contained in the Performance Reviews and Employee
Appraisals Bank. Class of Individuals: Employees of the
institution. Purpose: The purpose of this bank is to
provide documentation for the administration of training
and development programs, including those related to
employment equity, within government institutions.
Consistent Uses: To approve and register the
participation of employees in training and development
activities and to certify the achievements of employees.
To link voluntary self-identification data to information
contained in other banks for the purpose of implementing
and evaluating government policies relating to
employment equity programs. Retention and Disposal
Standards: Records are destroyed two years after
completion of the particular training and development
undertaken by an employee. Bank Number: PSE 905

Travel and Relocation

Description: This bank contains authorizations,
advances, claims, receipts, travel arrangements and
itineraries, and correspondence concerning travel,
relocation or postings of employees. Class of
Individuals: Employees of the institution. Purpose: The
purpose of this bank is to maintain information regarding
travel, relocation and postings of government employees.
Consistent Uses: To administer the travel and relocation
functions with respect to their approval as well as posting
authorizations, advances and claims. Retention and
Disposal Standards: Records are destroyed six years
following the fiscal year in which the travel or relocation
claim was settled. Bank Number: PSE 913

Vehicle, Ship, Boat and Aircraft Accidents
Description: This bank contains reports on accidents;
claims of damages; legal decisions; settlement
transactions and correspondence concerning accidents
involving government-owned and leased vehicles, ships,
boats and aircraft as well as privately-owned vehicles,
ships, boats and aircraft used on official business.
Records concerning occupational health and safety, as
well as authorization of leave and benefits associated with
work-related injury or illness are retained in Standard

Bank PSE 907. Class of Individuals: Employees of the
institution. Purpose: The purpose of this bank is to
maintain information regarding vehicle, ship, boat and
aircraft accidents involving employees of a government
institution. Consistent Uses: To determine liability for
such accidents and to approve damage settlements.
Retention and Disposal Standards: Two years after
the settlement of individual claims, after which the
records are destroyed. Bank Number; PSE 908

Workplace Day Care

Description: This standard bank contains information
collected from employee surveys conducted by
departments for the purpose of estimating employee
demand for workplace day care and from workplace day
care centre records for evaluating the workplace day care
policy. Such information may include employee or user
personal data, data on their children, anticipated demand
for day care and probability and reasons for enroling a
child in a department-sponsored workplace day care
centre. Class of Individuals: All federal employees
included in Schedule 1, Part 1 of the Public Service Staff
Relations Act. Purpose: The bank is to be used to
determine whether sufficient employer interest and
demand exist to merit further consideration (viability
study) by the department of the possibility of establishing
a workplace day care centre. It will be used to determine
the level of ongoing federal rental support for the
workplace day care centre. It will also be used for the
purposes of evaluating the day care centre policy.
Consistent Uses: The information in this bank will be
used for administrative and statistical purposes
associated with the establishment of a day care centre.

It will also be used for the evaluation and monitoring of
the federal public service workplace day care policy.

The information may be disclosed to Treasury Board,

the department, an authorized committee of the
department, a custodian department and the Board of
Directors of the Day Care Centre. Together with the linked
information from the files identified below, this information
will form the basis for tabulations of the extent and type
of employee day care users. Retention and Disposal
Standards: The retention and disposal period for this
bank is yet to be established. Bank Number: PSE 930
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Agriculture and Agri-Food Canada

Chapter 1

Particular Banks

Departmental and Interdepartmental Assignments
Description: This bank contains information on
employees on assignment and/or seeking assignments
within and outside the department such as names,
curriculum vitaes, assignment agreements, approval of
agreements. Class of Individuals: Employees on
assignments with Agriculture and Agri-Food Canada and
other Departments. Purpose: To monitor and to ensure
that all facts on the agreement are respected. Consistent
Uses: The information is used for information purposes,
for statistical purposes and for human resources
planning. Retention and Disposal Standards: This
information is kept for three years after completion of
secondment agreement. PAC Number: 86-001 Related
to PR#: AAFC HRB 927 TBS Registration: 002699
Bank Number: AAFC PPE 821

Employee Personnel Record

Description: This bank provides a summary record of
an individual’s employment with government institutions.
It is maintained for the purpose of facilitating personnel
administration. Information about an individual may be
used in decisions relating to the areas of: staffing,
attendance and leave, pay and benefits, training and
development, occupational health and safety, official
languages, discipline, and level of security, where
information in one area may affect a decision in another
area. In the above cases, the information in this bank
summarizes and refers to more detailed information in
other banks. This information may be used, provided
such use is consistent with the main uses of the
information, to ensure that personnel actions within
government institutions are co-ordinated in the interests
of both the individual and the employer. The Employee
Personnel Record relating to an employee is under the
control of his/her current employing institution and
contains information concerning personal characteristics,
including age and sex; Personal Record Identifier (PRI);
home address; citizenship; education, including
transcripts, certificates and diplomas; non- government
employment history; career resumes and references;
geographical and organization location; appointments,
transfers, promotions and demotions; periods of
employment, including probationary periods, lay-offs and
tenure; classification including position numbers, groups,
levels, titles and salaries; superannuation and insurance,
including names of beneficiaries, performance appraisals;
may include language proficiency, leave and attendance
records. Also included, where applicable, is information
concerning military service, including periods and areas
of service; collective bargaining exclusion, including
designation status and bargaining agent identification;
professional achievements, including publications, patents
and awards; passports and firearm permits related to
employment; and termination of employment, including
certificates and reasons for termination. The Employee
Personnel Record contains summary records of decisions
relating to staffing; attendance and leave; pay and

benefits; training and development; decisions concerning
compensation and fitness for work; official languages;
discipline; and level of security clearance. The major
series of information concerning these topics is, however,
found in the various other Standard Banks. The Employee
Personnel Record may not include the personal
information actually used to make decisions in the areas
noted above. Class of Individuals: Departmental
employees. Purpose: To provide documentation and
authorization of appointments, transfers, promotions,
demotions, termination of employment and
superannuation. Consistent Uses: To authenticate
decisions on staffing, attendance and leave; pay and
benefits; training and development; occupational health
and safety; official languages; discipline; and level of
security clearance, as well as verifying employment
references. Information is also provided to Public Works
Government Services Canada to facilitate payment of
salaries; to various provincial health insurance plans; to
group insurers, where applicable; to unions for dues
check-off purposes and to Health Canada for pension
purposes. Retention and Disposal Standards: Retained
by the current employing institution for the duration of
employment plus one year and then transferred to the
control of National Archives of Canada. Should the
employee move to another government department, the
file is transferred as well. The information is destroyed
when the individual reaches the age of eighty, or two
years after the death of the individual, provided two years
have elapsed since the last administrative action
concerning the information. For records relating to
disciplinary action, the time limit for disposal is that
specified in applicable collective agreements or two years
following the date of disciplinary action, provided no
further disciplinary action has been recorded in the
meantime. In cases where a disciplinary action has been
rescinded, onus is on the institution to ensure that the
documentation of the action concerned is immediately
destroyed. Records of individuals, if judged by the
National Archivist to be of historical interest or archival
value, are retained permanently by the National Archives
of Canada. PAC Number: 85-001 Related to PR#:
AAFC HRB 860 TBS Registration: 000913 Bank
Number: AAFC PPE 808

Employment Equity Program

Description: This bank resides within Departmental
Human Resources Management System. Information is
collected by means of a voluntary questionnaire.
Respondents are asked whether they are male, female;
whether they are of aboriginal descent; if they have
disabilities; and if they are members of a visible minority.
Name and Personal Record Identifier (PRI) are used as
employee identifiers but are requested on a voluntary
basis. Class of Individuals: Departmental employees
Purpose: This bank provides documentation for the
implementation of the employment equity policy in
government institutions falling under the Public Service
Staff Relations Act, Part 1, Schedule 1. Data is collected
to provide a comprehensive picture of employees by sex
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and by designated group status (e.g. women, Aboriginals,
persons with disabilities (physical or mental) and members
of visible minority groups). The Personal Record Identifier
(PRI) is used for the purpose of identification. Use of the
PRI is required mandatory for this bank. Consistent Uses:
The information gathered will be used for institutional
purposes in the government’s Employment Equity
program to identify and eliminate systemic discrimination
in employment and to introduce temporary special
measures to ensure that designated groups participate in
and are equitably represented and distributed in the
Federal Public Service. It may also be used for training,
development, policy and planning purposes related to
Employment Equity. Retention and Disposal Standards:
SOS performed on quarterly basis. PAC Number: 85-001
Related to PR#: AAFC HRB 860 TBS Registration:
003648 Bank Number: AAFC PPE 818

Executive Group Personnel Record

Description: This bank contains the PRI No., Name,
Branch, Group and Level, Status, Status Start Date,
Status end date, Region location, sex, language,
appointment to level, appointment to position, Potential
retirement date, supervisor's name, orientation course,
performance appraisals from appointment date at the
Executive Group level to present. Class of Individuals:
Members of the Executive Group in Agriculture and
Agri-Food Canada. Purpose: To help in the staffing of
Executive Group. Consistent Uses: To update and
maintain staffing information on members of the Executive
Group. Retention and Disposal Standards: Records are
kept for a period of 2 years. PAC Number: 86-001
Related to PR#: AAFC HRB 860 TBS Registration:
002698 Bank Number: AAFC PPE 819

Expenditure Accounts — Departmental Employees
Description: This bank contains such records as claims,
authorizations, expense reports, receipts, cheque
requisitions, advances, correspondence and other
supporting documents relating to expenses being
reimbursed, fees being paid, claims being settled, and
other payments. Class of Individuals: Employees of the
Department claiming travel, relocation and hospitality
expenses; course fees, membership fees; and other
payments. Purpose: This bank is used for the payment
of invoices and claims to employees of the Department
claiming travel, relocation and hospitality expenses;
course fees; membership fees; and other payments. The
Social Insurance Number (SIN) is used for the purpose of
identification and to ensure consistency in administration
in pay and benefits. Provisions of the SIN is mandatory
for this bank, subject to exemption of some individuals
under special circumstances. Consistent Uses: Records
are also used for the issuance of statements of taxable
benefits for income tax purposes. Retention and
Disposal Standards: Records are retained for six years.
PAC Number: 86-001 Related to PR#: AAFC CSB 914
TBS Registration: 002285 Bank Number:

AAFC PPE 817

Financial Management Information System — SATURN
Description: The official financial and material
management information system for the department, the
Canadian Food Inspection Agency and the Canadian

Pari-Mutuel Agency. Information is classified as to:
Responsibility (fund/cost) centre); Authority (fund);
Purpose (activity) Project (Internal order) and Object of
Expenditure (GL) account. Personal information (i.e.
addresses, telephone numbers, age, sex, marital status,
country of birth, citizenship, etc.) with the exception of
employee name is not captured in Saturn. For persons
receiving taxable payments from the department, their
Social Insurance Numbers (SIN) are captured and
retained in Saturn. Class of Individuals: Non
Departmental employees. Purpose: The SIN is required
for inclusion on the Tax Information slip and on the tax
information file that the department is required to transmit
to Revenue Canada. Consistent Uses: Refer to Purpose
of the bank. Retention and Disposal Standards:
Information remains on Saturn and is rolled for year to
year. When there is no further activity, the information

is removed from the system. Related to PR#:

AAFC CSB 852 TBS Registration: 002945 Bank
Number: AAFC PPE 805

Garnishment

Description: The purpose of this bank is to provide
documentation for garnishment proceedings for the
administration of pay and benefits within the Department.
Class of Individuals: Information is held on employees of
the Department of Agriculture and Agri-Food against
whom garnishment proceedings have been taken.
Purpose: To enable execution of orders of garnishment
attachment or diversion of funds in accordance with the
Garnishment Attachment and Pension Diversion Act.
Consistent Uses: This bank is also used to approve
deductions from salary. Retention and Disposal
Standards: Files are retained two years after debt is paid.
If the employee moves to another department before the
debt is paid, the file follows. If the employee moves to
another department after the debt is paid, the file remains
with the Department of Agriculture and Agri-Food and is
destroyed after the two-year period. PAC Number:
86-001 Related to PR#: AAFC HRB 925 TBS
Registration: 002048 Bank Number: AAFC PPE 807

Managerial Profile

Description: Collection of data on the knowledge factors
and identification of the aggregate difference between the
management abilities of an individual and the profile.
Class of Individuals: All employees of Agriculture and
Agri-Food Canada occupying positions from EX minus 2
to top of Executive Group. Purpose: The purpose of
identifying this difference, described above, is to provide
managers, at all levels, with greater opportunities to grow,
professionally and personally, by focusing their training
and development on specific abilities. Consistent Uses:
Same as for ‘Purpose’. Retention and Disposal
Standards: Minimum retention of 5 years as per
authority. PAC Number: 86-001 Related to PR#: AAFC
HRB 860 TBS Registration: 002946 Bank Number:
AAFC PPE 820

Parking

Description: This bank contains permit applications and
correspondence regarding parking of motor vehicles on
government-owned or -leased property, medical
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information used in issuing preferred parking permits to
the physically handicapped, and violations. Records for
deductions for payment of parking fees are included in
the Pay and Benefits Bank. Records of parking violations
are maintained by the RCMP. Class of Individuals:
Employees of the institution. Purpose: The purpose of
this bank is to maintain information for the administration
and control of parking privileges. Consistent Uses: The
information is also used to issue parking permits and
control parking privileges. The departmental Parking
Administration System is linked to the Human Resource
Information System to keep information current and

to update the Parking Administration System on a
continuous basis. Retention and Disposal Standards:
Records are destroyed two years after the permit expires,
except for medical information which is retained in the
employee’s file. PAC Number: 85-001 Related to PR#:
AAFC CSB 913 TBS Registration: 002283 Bank
Number: AAFC PPE 816

Persons with Disabilities: Background Information on
Employees for Departmental Advisory Committee
Description: This bank contains personal information on
employees such as their name, title, group and level,
Branch, address (some will submit both office and home
addresses), telephone number; as well, if the employee
wishes to stand for nomination to the advisory
committee; is interested in having input on topics or
issues relating to the committee; is willing to participate
on sub-committees or working groups; would like to be
kept informed of the activities of the committee; and any
personal comments made by the respondents of the
form. Class of Individuals: The information relates to
employees in Agriculture and Agri-Food Canada of all
groups and levels and from all regions. Purpose: The
purposes of the information are to set up a departmental
advisory committee and to build a distribution list of
individuals interested in issues and topics touching on
employing persons with disabilities. Consistent Uses:
The information is for the use of the committee, the
Assistant Deputy Minister of Corporate Services Branch
and his/her advisors. Retention and Disposal
Standards: To be determined TBS Registration: 003928
Bank Number: AAFC PPE 828

Priority Placement System

Description: The content of the data base consists of

3 different screens. 1) Basic data which comprise of the
first and last name of the priority employees priority type,
reason for surplus, department, region, directorate,
position number, first official language, sex, advisor name
and phone number and if the employee has been offered
and accepted the Early Retirement Incentive (ERI) or the
Early Departure Incentive (EDI). 2) Marketing Fata which
contains the start and end date of priority, their mobility,
the work location, their availability for work, their second
language, results and dates that they were tested their
willingness to accept a lower level position, the possible
group and level acceptable, the title of their actual
position, their skill profile, their education and experience
and their home and business telephone numbers.

3) Outcome (Managers cannot access this screen,

it can only be accessed by the HRB unit for statistical

purposes.) This screen contains information on
employees who have accepted positions, who have
resigned from the Public Service, laid-off and entail details
such as whether they are salary protected, whether they
have been retrained and at what cost. Information on
employees paid out benefit such as pay in view,
separation benefits, turnkey payments and retention
payments. Class of Individuals: Priority employees.
Purpose: To market our employees who have been put
on priority for other suitable employment. Consistent
Uses: There will be no other use of this information.
Retention and Disposal Standards: Two years after the
last administrative use. PAC Number: 78-001 Related to
PR#: AAFC HRB 920 TBS Registration: 003320

Bank Number: AAFC PPE 800

Reliability Checks

Description: The bank contains such information as
Canadian Police Information Centre (CPIC) checks and, if
applicable, civil fingerprint forms, investigative reports and
criminal records. Class of Individuals: Prospective and
existing Agriculture and Agri-Food Canada employees
who do not have a security clearance, but who require
reliability checks because of their ready access to
sensitive information or valuable assets. Purpose: To help
ensure that prospective and existing Agriculture and
Agri-Food Canada employees who are subject to the
reliability check meet the standards of reliability and
trustworthiness required by their duties or tasks.
Consistent Uses: The records are used to help
determine an individual’s reliability. Identifying information
is disclosed to the RCMP, in order to determine whether
individuals have criminal records. Retention and
Disposal Standards: Records are retained for two years
after last administrative use (which is usually upon
transfer, promotion or termination of employment) and
then destroyed. If notified that a pardon has been
granted, the Department destroys the criminal record

in question or any reference thereto immediately.
Related to PR#: AAFC HRB 860 TBS Registration:
002099 Bank Number: AAFC PPE 813

Request for Transfer File

Description: The bank contains transfer requests from
individuals from within Agriculture and outside
departments. Records may contain personal résumeés.
Performance appraisals may also be included. Class of
Individuals: Employees of Agriculture and Agri-Food
Canada and outside departments. Purpose: To provide
a record of information used in staffing positions in a
government institution. Consistent Uses: To select
possible candidates to staff positions on a transfer basis
within Agriculture and Agri-Food Canada. Retention and
Disposal Standards: Records are kept for a period of
2 years. PAC Number: 86-001 Related to PR#: AAFC
HRB 860 TBS Registration: 002701 Bank Number:
AAFC PPE 822

Research Skills Inventory

Description: The bank contains personal information on
employees such as: name, PRI, classification, first official
language, professional skills and retirement data. Class of
Individuals: Research Branch Scientific and Professional
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Category employees. Purpose: To be used for human
resources planning purposes. This inventory serves to
establish the Branch’s actual scientific and professional
population and to forecast the future needs/demand.
Consistent Uses: To plan future demand for scientific
and professional personnel. Retention and Disposal
Standards: The bank is to be updated annually. Records
are kept for a period of five years. PAC Number: 86-001
Related to PR#: AAFC HRB 921 TBS Registration:
002700 Bank Number: AAFC PPE 803

Security Clearances

Description: This bank contains completed personal
histories; summaries of Canadian Security Intelligence
Services (CSIS) previously RCMP Security Services)
investigations; fingerprint cards; criminal histories; security
briefings and correspondence related to the security
clearances of individuals working or applying for work
with the federal government by way of appointment,
assignment or contract. Notation of level of clearance
may be attached to the employee Personnel Record.
Details of CSIS investigations are maintained in a CSIS
personal information bank. Class of Individuals:
Individuals working or applying for work with Agriculture
and Agri-Food Canada by way of appointment,
assignment or contract. Purpose: The purpose of

this bank is to record information pertinent to the
determination of the appropriate level of security
clearance for individuals working or applying for work
with Agriculture and Agri-Food Canada by way of
appointment, assignment or contract whose position
requires a security classification; to determine the level of
security clearance; and to provide information for the
administration of government security measures. In
making decisions on levels of clearance, Agriculture and
Agri-Food Canada may refer only to the information
contained in this bank and not to investigate information
contained in the CSIS bank. Consistent Uses: To
support decisions on transfers, promotions, discipline and
termination of employment. The departmental Security
Information System is linked to the Human Resources
Information System to obtain current information on
employees and to update the Security Information
System on a continuous basis. Retention and Disposal
Standards: Two years after an employee leaves
Agriculture and Agri-Food Canada after which the records
are destroyed. Related to PR#: AAFC CSB 852 TBS
Registration: 002943 Bank Number: AAFC PPE 826

Telecommunication

Description: This bank contains all or part of the
following information about telecommunication equipment
and services installed or available for use at departmental
offices including details of long distance calls placed from
a departmental telephone, lists of employees assigned
government authorization codes allowing access to the
Government Intercity Network and the cost associated
with the equipment and use of these services. It may
include call detail recording information for long distance
calls placed from departmental telephones. The
information could consist of the originating number or
extension, the number dialled, the location dialled, the

date and time the call started and ended, the duration of
the call, the route taken and cost. The above information
is also available for long distance calls using government
authorization codes. Telephone numbers dialled may
include any telephone which is accessible locally or
through the government intercity network, the commercial
long distance service an other dedicated departmental
networks. Since many telephone numbers or extensions
are identified with specific employees, the call patterns
and numbers dialled may reveal information about a
specific departmental employee. Class of Individuals:
Employees of the Department. Purpose: This bank is
compiled to facilitate telecommunication management.
The call detail recording information is collected to
provide a basis to calculate and charge the actual cost of
services to departmental organizations. It also provides
managers of organizational units with information to
monitor the use of services and their related costs.
Consistent Uses: This information is used for day-to-day
telecommunication management, allocating actual costs
based on utilization of services and to provide information
on employees usage of the services to their respective
departmental manager. Retention and Disposal
Standards: These records are retained for two years
except for the information on financial transactions is kept
for six years. Related to PR#: AAFC CSB 852 TBS
Registration: 003319 Bank Number: AAFC PPE 827

Training and Development

Description: This bank within Human Resources
Management System contains personal data including
course applications and evaluations; personal record
Identifier (PRI); records of certificates; records of fee
payments; and correspondence related to participation of
employees in training and development activities,
sponsored both by the government and operated by
private organizations. It should be noted that participation
and achievement records are attached to the Employee
Personnel Record and that information on an employee’s
needs for individual development related to performance
is contained in the Performance Reviews and Employee
Appraisals Bank. It also contains applications for personal
and professional developmental programs. Class of
Individuals: Employees of the institution. Purpose: To
provide documentation for the administration and the
application to training and development programs within
government institutions. The PRI is used for the purpose
of identification and financial administration of training.
Provisions of the PRI is mandatory for this bank, subject
to exemption of some individuals under special
circumstances. Consistent Uses: To approve and
register the participation of employees in training and
development activities and to certify the achievements of
employees. Retention and Disposal Standards:
Records are destroyed two years after completion of the
particular training and development undertaken by an
employee. PAC Number: 85-001 Related to PR#: AAFC
HRB 927 TBS Registration: 000917 Bank Number:
AAFC PPE 810
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Travel and Relocation

Description: This bank contains authorized requests for
departmental credit cards and individual credit cards,
foreign travel, relocations, advances, claims, travel
arrangements and itineraries, information on passports
and visas and correspondence concerning travel and
relocation of employees. Class of Individuals:
Employees of the institution. Purpose: The purpose of
this bank is to obtain authorization at the corporate level
(required by policy) regarding credit cards, travel and
relocation, and to obtain passports and visas for
employees travelling overseas. Consistent Uses: The
information is also used to administer the travel and
relocation functions with respect to their approval and to
issue credit cards, passports and visas. Retention and
Disposal Standards: Records are destroyed six years
following the fiscal year in which the travel or relocation
claim was settled except for: credit cards, which are
retained until the expiry date and passports,which are
retained for a minimum of five years. PAC Number:
85-001 Related to PR#: AAFC CSB 852

TBS Registration: 002282 Bank Number:

AAFC PPE 815

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Attendance and Leave

Conflict of Interest and Post-Employment Code
Discipline

Grievances

Harassment

Identification and Building-Pass Cards
Occupational Safety and Health

Official Languages

Pay and Benefits

Performance Reviews and Employee Appraisals
Security Clearances

Vehicle, Ship, Boat and Aircraft Accidents

Atlantic Canada Opportunities Agency

Chapter 2

Particular Banks

Attendance and Leave

Description: This bank contains information on all
approved leave requests as well as on monthly
attendance reports and notes including physical
certificate forms justifying absences. Class of
Individuals: The information held in this bank relates to
the Atlantic Canada Opportunities Agency’s (ACOA)
employees. Purpose: Information is obtained for the
administration of employee attendance and leave. It is
also used in the verification of absences against leave
credits, and of salary payments against attendance
reports. It is used to record leave on annual leave report
forms as well as to evaluate the use of leave and rates of
absenteeism. Retention and Disposal Standards: The
records are destroyed two years after the end of the fiscal
year. TBS Registration: 003380 Bank Number: ACO
PPE 801

Incentive Awards

Description: This bank includes information on public
servants who have been nominated for awards under the
federal government’s Incentive Awards Plan or any other
departmental based employee awards programs. Such
information may include curriculum vitag, narratives in
support of meritorious contributions related to their duties
or practical suggestions for improvement of Public
Service operations. Class of Individuals: Information in
this bank relates to all employees of the Public Service

who have been nominated for awards under the Incentive
Awards Plan or any other departmental based employee
awards program. Purpose: The purpose of this bank is
to identify individuals who have been nominated for
awards under the federal government’s Incentive Awards
Plan or any other departmental Employee Awards
Program. The information in this bank is used to establish
precedents for awards and to provide an audit trail for the
disbursements of funds. Retention and Disposal
Standards: Operational files are kept for a minimum of
two years then destroyed; financial files for six years then
destroyed and precedent setting files for 25 years then
destroyed (subject to National Archives approval). TBS
Registration: 003379 Bank Number: ACO PPE 804

Performance Reviews and Employee Appraisals
Description: This bank contains information regarding
the performance of individual employees in terms of skills,
abilities, and accomplishments. Class of Individuals:
Files contain copies of annual Performance Reviews and
Employee Appraisals reports which contain employee
evaluations, summaries of performance reviews, career,
training and development objectives. Information relates
to all employees of the institution. Purpose: This bank

is used to determine employees’ annual salary rate and
to collect statistical data. The bank is also used

to determine training and development needs. Retention
and Disposal Standards: Records are retained for

five years for all employees and are then destroyed.

TBS Registration: 003378 Bank Number:

ACO PPE 803
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Training and Development

Description: This bank contains personal data including
course applications and evaluations; social insurance
numbers; examination results and certificates; records of
fee payments and correspondence related to participation
of employees in training activities sponsored by both
government and non-government organizations; record of
approved courses for employees in annual training plans;
departmental training records for in-house courses;
information required for central agency reporting
purposes including forms (training — expenditure, and
training — human resource reports) detailing resources
expended (financial and human) in the provision of
training; individual records on employees who are on
extended education leave, Career Assignment Program
(CAP) and other special development programs.

Class of Individuals: This information includes résumés,
performance reviews, return of service undertaking
agreements, and forms indicating management approval;
inventory of training/authorization forms; inventory of
CAP participants; inventory of interchange participants;
inventory of educational/leave participants; and inventory
of professional development leave participants.
Information in this bank relates to employees of the
Atlantic Canada Opportunities Agency (ACOA) and

other public servants who have either attended ACOA
courses or who have acted as instructors in ACOA
courses. Purpose: The purpose of this bank is to provide
documentation for the administration of training and
development programs within the Agency and to prepare
files submitted to human resources committees for
approval. The bank is also used by central agencies in
the administration of the Training and Development
Information System, and development programs. The

bank is also used to register employees on courses and
maintain a record of courses taken, to enable follow-up
concerning payment as well as to provide management
and Treasury Board with information concerning
employee training and planned training activities.
Retention and Disposal Standards: Records are
destroyed two years after completion of training and
development undertaken by the employee. TBS
Registration: 003381 Bank Number: ACO PPE 802

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Conflict of Interest and Post-Employment Code
Employee Assistance

Employee Personnel Record
Grievances

Identification and Building-Pass Cards
Occupational Safety and Health
Official Languages

Pay and Benefits

Reliability Checks

Security Clearance

Travel and Relocation

Vehicle, Ship, Boat and Aircraft Accidents

Atlantic Pilotage Authority Canada

Chapter 3

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Employee Personnel Record
Occupational Safety and Health
Pay and Benefits

Bank of Canada
Chapter 4

Particular Banks

Access Cards

Description: This bank contains Access Card
Authorization forms, names, photo images, security
levels, employment status and employee identification
numbers for the issuance of access cards, which are
used to identify individuals authorized to be present on
Bank premises. Class of Individuals: Bank of Canada

employees and pensioners; contractors; tenants.
Purpose: The purpose of this bank is to maintain
information relating to the issuance of access cards.
Consistent Uses: To issue and control access cards.
Retention and Disposal Standards: These records are
kept for a period of two years after an individual leaves
the Bank or two years after the last administrative use,
then destroyed. TBS Registration: 003289 Bank
Number: BOC PPE 818
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Attendance and Leave

Description: This bank contains absence input forms
and summary reports which include the employee
identification number, leave applications, and
correspondence related to attendance and leave. The
annual summary of attendance and leave is attached to
the Employee Personnel Record. Some attendance and
leave information exists in automated form, as modules
of institutional personnel databases, especially as
time/attendance, leave control and absenteeism systems.
Class of Individuals: Bank of Canada employees.
Purpose: The purpose of this bank is to support the
administration of employee attendance and leave.
Consistent Uses: To record attendance and authorize
leave, to support decisions on pay and benefits, such as
those concerning leave and termination of employment,
and to evaluate the use of leave and rates of
absenteeism. Retention and Disposal Standards:
Records are kept for a period of three years, then
destroyed. TBS Registration: 002211 Bank Number:
BOC PPE 821

Discipline

Description: This bank contains notices of disciplinary
action and correspondence about employee misconduct,
testimony by witnesses, legal opinions, investigations of
possible misconduct, and analysis reports of these
investigations. It is important to note that notices of
disciplinary action may be attached to the Employee
Personnel Record. Class of Individuals: Bank of Canada
employees. Purpose: The purpose of this bank is to
maintain information used in disciplinary actions.
Consistent Uses: To determine the need for and nature of
disciplinary actions, and to support decisions on pay and
benefits, attendance and leave, transfer, demotion and
termination of employment. Retention and Disposal
Standards: Records are kept for a period of five years
following the date of disciplinary action, then destroyed.
TBS Registration: 002219 Bank Number: BOC PPE 836

Employee Health Record

Description: This bank contains occupational health
evaluations and all personal medical data including
employee assistance records and copies of Workers
Compensation reports. Class of Individuals: Bank of
Canada employees. Purpose: The purpose of this bank
is to maintain health evaluations on Bank employees,
and to provide documentation for the administration of
occupational health and certain benefit programs.
Retention and Disposal Standards: Records are kept
for a period of 20 years after the employee leaves the
Bank, or following the last intervention if this occurs after
the employee has left the Bank, and a further 20 years
for certain records relating to designated substances or
procedures, i.e. audiograms. TBS Registration: 002215
Bank Number: BOC PPE 830

Employee Personnel Record

Description: Information concerning personal
characteristics, including age and sex;employee
identification number; home address; citizenship;
education, including transcripts, certificates and
diplomas; employment history, curricula vitae and

references; geographical and organization location;
appointments, transfers, promotions and demotions;
periods of employment, including probationary periods,
tenure; performance reviews and employee appraisals;
classification including position numbers, groups, levels,
titles and salaries; superannuation and insurance,
including names of beneficiaries. Also included, where
applicable, is information concerning military service,
including periods and areas of service; and termination
of employment, including certificates and reasons for
termination. The Employee Personnel Record may
contain summary records of decisions relating to staffing,
attendance and leave, pay and benefits, training and
development, decisions concerning compensation and
fitness for work, official languages, discipline, and level
of security clearance. The major series of information
concerning these topics is, however, found in other
personal information banks described in this chapter.
The Employee Personnel Record may not include the
personal information actually used to make decisions in
the areas noted above. Some of the above information
exists in a computer-based system in order to generate
reports on such topics as training, human resources
inventory searches, attendance and leave and other
related reports as required. Class of Individuals: Bank of
Canada employees. Purpose: This bank provides a
record of an individual’s employment and is maintained
for the purpose of facilitating personnel administration.
Information about an individual may be used in decisions
relating to the areas of staffing, attendance and leave, pay
and benefits, training and development, occupational
health and safety, official languages, discipline, and level
of security, where information in one area may affect a
decision in another area. In some of the above cases, the
information in this bank is a summary which refers to
other more detailed information in other banks. This
information may be used, provided such use is consistent
with the main uses of the information, to ensure that
personnel actions are co-ordinated in the interests of
both the individual and the employer. Consistent Uses:
The main use of this bank is to provide documentation
and authorization regarding appointments, transfers,
promotions, demotions, termination of employment and
superannuation. It is also used to authenticate decisions
on staffing, attendance and leave; pay and benefits;
training and development; occupational health and safety;
official languages; discipline; and level of security
clearance; as well as to verify employment references.
Retention and Disposal Standards: After an employee
leaves the Bank, the personnel record is kept until the
individual reaches the age of seventy, or two years after
the death of the individual, provided two years have
elapsed since the last administrative action concerning
the information. Performance appraisals are kept on an
employee’s file for a period of five years and then
destroyed. TBS Registration: 002210 Bank Number:
BOC PPE 810

Employment Equity Program

Description: This bank contains personal information

on employees that is needed to support the Bank’s
Employment Equity program. This information is collected
on a voluntary basis, and respondents are asked to
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identify their gender, whether they are an aboriginal
person, whether they have a disability, or are a member
of a visible minority group. Class of Individuals: Regular
full-time employees; regular part-time employees;
contract and temporary employees of the Bank of
Canada. Purpose: This information is used for purposes
specified in the Employment Equity Act; that is for
implementation of the employment equity policy and
program. Data are collected to provide a comprehensive
picture of Bank staff by designated groups (e.g., women,
aboriginal peoples , persons with disabilities and
members of visible minority groups). This information may
be linked with that in other banks containing employee
information using the Employee Number in order to
obtain statistical information used in the preparation of
the Annual Report to the Minister of Human Resources
Development Canada. This data is also used to compare
the situation of designated group members with
non-designated group members within the Bank and with
their counterparts in the general labour market.
Self-identification information may also be obtained from
the bank on Applications for employment (BOC PPU
035). Consistent Uses: The information gathered is
used in the delivery of the Bank’s Employment Equity
program to help create a more representative workforce.
It may be used to compile statistical data or for
administrative purposes that support measures to ensure
that designated groups are equitably represented in the
Bank. Retention and Disposal Standards: Employment
Equity questionnaires are retained for a period of two
years after an employee leaves the Bank, then destroyed.
When questionnaires are superseded, the previous
questionnaires are immediately destroyed. TBS
Registration: 001942 Bank Number: BOC PPE 817

Facility Management Database

Description: This bank contains records of employee
names, employee identification numbers, employment
status, job levels and access card numbers which are
used to support the management of space allocation and
related resources. Class of Individuals: Bank of Canada
employees and contractors. Purpose: To assist the Bank
in managing space allocation resources. Consistent
Uses: To allocate space and assets related to space
such as furniture, phones, etc. Retention and Disposal
Standards: Records are kept for a maximum of

6 months after an individual leaves the Bank, then
destroyed. TBS Registration: 004236 Bank Number:
BOC PPE 819

Garnishees

Description: This bank contains orders of garnishment
and related correspondence. Class of Individuals: Bank
of Canada employees. Purpose: The purpose of this
bank is to maintain information concerning orders for
garnishment. The social insurance number may or may
not be present. If present, it is in some cases authorized
under the Income Tax Act and the Family Orders and
Agreements Enforcement Assistance Act and
Regulations. Consistent Uses: To provide for the
execution of orders of garnishment. Retention and
Disposal Standards: Records are kept for a period of six
years after the garnishment order is no longer in force,

then destroyed. TBS Registration: 000076 Bank
Number: BOC PPE 822

Grievances

Description: This bank contains presentations by
employees, receipt notices and replies by management,
testimony by witnesses, legal opinions, investigation and
analysis reports, job descriptions required in the
grievance process regarding classification; and
correspondence about grievances. Class of Individuals:
Bank of Canada employees. Purpose: The purpose of
this bank is to record information used in the grievance
process. Consistent Uses: Information contained in this
bank is used exclusively to accommodate and, where
possible, to resolve grievances at all levels in the
grievance process. Retention and Disposal Standards:
Records are kept for a period of five years following date
of resolution, then destroyed. TBS Registration: 002218
Bank Number: BOC PPE 835

Occupational Injury

Description: This bank contains accident and
occupational injury or illness records, claims for
compensation, and related correspondence, including
first aid records. Summaries of accident reports are also
produced using a microcomputer. Class of Individuals:
Bank of Canada employees. Purpose: To maintain
records relating to occupational injuries or illnesses and
subsequent disabilities arising out of, or aggravated by,
conditions of work. It also provides documentation for
the administration of occupational safety and health
programs in the Bank of Canada. Consistent Uses:

To record safety and health details and causes of
accidents/injuries in order to assist in accident prevention
and health protection. To assure Bank employees receive
proper compensation for accidents/injuries. Retention
and Disposal Standards: First aid records are retained
for two years, then destroyed. Accident and occupational
injury or illness records are held for 10 years following the
date of the occurrence, then destroyed. TBS
Registration: 002217 Bank Number: BOC PPE 831

Official Languages

Description: This bank contains basic personal data
such as first official language and the employee
identification number for purposes of identification;
language knowledge levels; training certificates and
correspondence about the official languages qualifications
of employees. Class of Individuals: Bank of Canada
employees. Purpose: The purpose of this bank is to
provide documentation for administration of official
languages policies as they pertain to employees.
Consistent Uses: To document the language training
needs and accomplishments of employees, and to aid in
determining the linguistic status of employees and in
auditing the administration of official language programs.
Retention and Disposal Standards: Records are kept
for a period of two years after the employee leaves the
Bank, then destroyed. TBS Registration: 002214 Bank
Number: BOC PPE 826

Parking
Description: This bank contains permit applications and
correspondence about parking of motor vehicles on
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public property. Records for deductions for payment of
parking fees are included in the Pay and Benefits Bank.
Class of Individuals: Bank of Canada employees.
Purpose: The purpose of this bank is to maintain
information for the administration of parking privileges.
Consistent Uses: To maintain a record of parking
permits. Retention and Disposal Standards: Records
are kept for a period of three years after the permit
expires, then destroyed. TBS Registration: 002236
Bank Number: BOC PPE 842

Pay and Benefits

Description: This bank contains certificates for pay,
allowances and deductions, which set out pay and
benefit information for each employee, including the
social insurance number, as well as correspondence
related to the administration of pay and benefits. The
bank may also include orders for garnishment,
attachment, and diversion of funds. Earning and
superannuation records are attached to the Employee
Personnel Record. Some of the above information exists
in a computer-based system in order to generate salaries,
pensions, deductions or to adjust an employee
payroll/personnel record. Class of Individuals: Bank of
Canada employees. Purpose: The purpose of this bank
is to provide documentation for the administration of pay
and benefits. The use of the social insurance number is a
requirement under the Income Tax Act, the Employment
Insurance Act. Consistent Uses: To approve the
disbursement of salaries and allowances and the
retention of deductions. The social insurance number is
used for purposes of identification and to ensure
consistency in administration of pay and benefits.
Provision of the SIN is mandatory for this bank, subject
to exemption of some individuals under special
circumstances. The bank enables audit and reconciliation
of payroll accounts (e.g., employee remuneration and
entitlements) and supports the recovery of overpayments
and debts owed to the Crown and, where applicable,
enables execution of orders of garnishment, attachment,
or diversion of funds in accordance with the Garnishment,
Attachment and Pension Diversion Act. Retention and
Disposal Standards: After an employee leaves the Bank,
the personnel record is kept until the individual reaches
the age of 70, or two years after the death of the
individual, provided two years have elapsed since the last
administrative action concerning the information. TBS
Registration: 002212 Bank Number: BOC PPE 820

Personal Harassment

Description: This bank contains letters of complaint
regarding incidents of harassment; records of interviews
with both complainants and alleged harassers; records of
interviews with witnesses to incidents; summations of
management investigations; and analyses of events and
records of decisions taken about particular incidents.
Such information must be retained as a separate record
and not placed on the complainant’'s Employee Personnel
Record. When a disciplinary action results from an
investigation, information will also be filed in the Discipline
Bank. Class of Individuals: Bank of Canada employees.
Purpose: The purpose of this bank is to record

information necessary for dealing with complaints of
personal harassment at the workplace. Consistent Uses:
To make decisions in specific instances on whether or not
personal harassment is occurring and when this is the
case to determine the appropriate action, including
disciplinary action, to be taken to end a harassment
situation. Retention and Disposal Standards: Records
are kept for a period of five years following the date of
the most recent administrative activity in relation to an
individual case, then destroyed. TBS Registration:
002237 Bank Number: BOC PPE 837

Reliability Checks and Security Clearances
Description: This bank contains employee identification
numbers, completed fingerprint forms, results of the
Royal Canadian Mounted Police criminal records name
checks and/or fingerprinting records checks, credit
bureau checks and Access Card Authorization forms. In
addition, this bank contains completed Personnel
Security Clearance Questionnaires and Personnel
Security Assessments, summaries of Canadian Security
Intelligence Service records checks and investigations,
completed Government of Canada Personnel Screening
Request and Authorization forms, and security briefings.
Notation of level of security clearance may be attached to
the Employee Personnel Record. Class of Individuals:
Bank of Canada employees; employees of a contracted
company; service personnel and construction workers
requiring temporary access to buildings. Purpose: The
purpose of this bank is to maintain reliability check
documentation; to record information pertinent to the
determination of the appropriate level of security
clearance for employees whose position requires a
security clearance. Consistent Uses: The records are
used to help determine an individual’s reliability, to
determine the level of security clearance and to provide
information for the administration of the Bank’s security
measures. It is also used to support decisions on
reliability checks and security clearances, transfers,
promotions, discipline and termination of employment.
Retention and Disposal Standards: Records are kept
for a period of two years after an employee leaves the
Bank, then destroyed. Contracted company employees’
records are kept for two years after the last administrative
use, then destroyed. In the case where a criminal record
exists, and if notified that a pardon has been granted, the
criminal record in question is destroyed immediately. TBS
Registration: 002216 Bank Number: BOC PPE 816

Relocation

Description: This bank contains authorizations,
advances, claims, receipts, and correspondence
concerning the relocation of employees. Class of
Individuals: Bank of Canada employees. Purpose: The
purpose of this bank is to maintain information regarding
the relocation of employees. Consistent Uses: To
administer the relocation functions with respect to their
approval, as well as advances and claims. Retention and
Disposal Standards: Records are kept for a period of
seven years following the date of the last transaction,
after which they are destroyed. TBS Registration:
000074 Bank Number: BOC PPE 840
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Staffing

Description: The bank contains competition posters
which describe the positions available, salary ranges and
selection profiles. It includes transfer requests; human
resources inventory print-outs; candidates’ applications;
lists of candidates; interview notes and test results;
offers of employment; notices to candidates; and
correspondence concerning staffing by various
processes, including by competition and human
resources inventory searches. Records in the bank
contain a variety of personal information which may
include education levels and the employee identification
number. Notations of staffing decisions may also appear
in the Employee Personnel Record. Class of Individuals:
Bank of Canada employees. Purpose: The bank provides
a record of the information used in staffing positions.
Consistent Uses: To select candidates and staff
positions. Retention and Disposal Standards: Staffing
applications are kept for a period of three years after the
year in which they are received, then destroyed. TBS
Registration: 002013 Bank Number: BOC PPE 815

Training and Development

Description: This bank contains personal data including
sex of the individual, language preference, course
applications and evaluations; employee identification
numbers; examination results and certificates; records of
fee payments; and correspondence related to employee
participation in training and development activities, both
sponsored by the Bank and operated by other
organizations. It should be noted that participation and
achievement records are attached to the Employee
Personnel Record. Information on an employee’s needs
for individual development related to performance is
mentioned on the Performance Review and Employee
Appraisal Form which is in turn attached to the Employee
Personnel Record. Class of Individuals: Bank of Canada
employees. Purpose: The purpose of this bank is to
provide documentation for the administration of training
and development programs. Consistent Uses: To
approve the participation of employees in training and
development activities, to register the employees and to

certify their achievements. Retention and Disposal
Standards: Records are kept for a period of five years,
then destroyed. TBS Registration: 002213 Bank
Number: BOC PPE 825

Training and Development — Development
Assignment Programs

Description: This bank contains employee profiles,
interview information, details of assignments, assignment
proposal forms and agreements, and correspondence
related to various development assignment programs.
Class of Individuals: Bank of Canada employees who
have been selected for possible assignments within their
own department as well as in other departments of the
Bank as well as those who have expressed their intention
of participating in one of the programs. Purpose: This
bank was created to maintain an inventory of employees
interested in or selected for possible assignments within
the Bank, and to administer the programs. Consistent
Uses: The information is used to identify interested
employees for referral to available assignment
opportunities within the Bank. It is also used for
statistical, administrative and career planning purposes.
Retention and Disposal Standards: Records are
retained for 2 years after completion of assignments or
2 years of inactivity (no assignments). Selected
information on all candidates is computerized and
retained for statistical purposes for ten (10) years. TBS
Registration: 003424 Bank Number: BOC PPE 827

Travel

Description: This bank contains advances, claims,
receipts, travel arrangements, itineraries and
correspondence concerning employee business travel.
Class of Individuals: Bank of Canada employees.
Purpose: The purpose of this bank is to maintain
information regarding the travelling expenses of
employees. Consistent Uses: To provide advances and
approve claims for business travel expenses. Retention
and Disposal Standards: Records are kept for a period
of seven years, then destroyed. TBS Registration:
000075 Bank Number: BOC PPE 841

British Columbia Treaty Commission

Chapter 5

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Employee Personnel Record
Performance Reviews and Employee Appraisals
Staffing

Travel and Relocation
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Business Development Bank of Canada

Chapter 6

Particular Banks

Discipline

Description: This bank contains notices of disciplinary
action and correspondence about employee misconduct,
testimony by witnesses, legal opinions, investigations of
possible misconduct, and analysis reports of these
investigations. It is important to note that notices of
disciplinary action may be attached to the Employee
Personnel Record. Class of Individuals: BDC
employees. Purpose: The purpose of this bank is to
maintain information used in disciplinary actions.
Consistent Uses: To determine the need for and nature
of disciplinary actions, and to support decisions on pay
and benefits, attendance and leave, transfer, demotion
and termination of employment. Retention and Disposal
Standards: Portions of these records are kept for 6 years
then destroyed. Other portions may be transferred to the
“Employee Personnel Record” and retention periods for
that bank apply. TBS Registration: 003923 Bank
Number: BDBC PPE 820

Employee Assistance Program

Description: This bank contains information pertaining to
a voluntary confidential counselling service offered to
employees and their dependents. Employees and their
dependents requiring counselling contact the consultant
directly. The services of the consultant have been retained
by BDC for the purpose of providing an Employee
Assistance Program to the above mentioned group.
Records relating to counselling sessions are maintained
with the consultant and not kept at BDC. This is to
ensure confidentiality of the program. Class of
Individuals: BDC employees and their dependents.
Purpose: The bank allows the consultant to ensure
continuity of service to BDC employees and their
dependents in order to ensure confidentiality to those
requesting these services. Retention and Disposal
Standards: The information is kept by the consultant until
contract termination. TBS Registration: 003748 Bank
Number: BDBC PPE 805

Employee Awards Program

Description: This bank contains information on employees
who were nominated for awards under the BDC’s former
suggestion programs. Data elements include name,
employee title, suggestion number, type of suggestion with
outline, and whether it was awarded and/or implemented.
Class of Individuals: BDC employees who have applied
under the program. Purpose: The purpose of this bank
was to identify individuals who have made suggestions and
to provide a record of the evaluation of the suggestion.
Consistent Uses: The computer system was used to
control the processing of suggestions and the giving of
awards, when appropriate. Retention and Disposal

Standards: File is active for a 2 year period. If the
suggestion is not acted upon within 2 years, the file is
deemed inactive and records are retained for a further 3
years then destroyed. TBS Registration: 003922 Bank
Number: BDBC PPE 815

Employment Equity Survey

Description: This bank contains information on self-
identification with regard to sex, race, ethnic origin and
disabilities. Class of Individuals: Permanent full-time
employees; permanent part-time employees; and
temporary employees. Purpose: The purpose of this
bank is to implement an employment equity program and
to prepare workforce analysis reports which are to be
submitted to Human Resources Development, Canada.
Data are collected to provide a comprehensive picture of
employees by designated-group status (e.g. women,
aboriginal people, persons with disabilities and persons
belonging to a visible minority). Consistent Uses: The
information gathered will be used for institutional
purposes in the employment equity program to identify
and eliminate systemic discrimination, and to introduce
special measures (e.g. training, accommodations) to
ensure that persons in designated groups are equitably
represented. It may also be used for policy and planning
purposes. Retention and Disposal Standards: These
records will be retained for a period of at least five years
after the year in respect of which a report is made. TBS
Registration: 003752 Bank Number: BDBC PPE 801

Pay and Benefits

Description: This bank contains certificates for pay,
allowances and deductions, which set out pay and
benefit information for each employee, and include the
social insurance number as well as correspondence
related to the administration of pay and benefits. The
bank may also include orders for garnishment,
attachment, and diversion of funds. (N.B. Earning and
superannuation records are attached to the Employee
Personnel Record.) Class of Individuals: Employees of
the BDC. Purpose: The purpose of this bank is to
provide documentation for the administration of pay and
benefits within the BDC and to approve disbursement of
salaries and allowances and retention of deductions. The
social insurance number is used for purposes of
identification and to ensure consistency in administration
of pay and benefits. Provision of the SIN is mandatory for
this bank, subject to exemption of some individuals under
special circumstances. Consistent Uses: To enable audit
and reconciliation of payroll accounts (e.g. employee
remuneration and entitlements), to support the recovery
of overpayments and debts owed to the Crown and,
where applicable, to enable execution of orders of
garnishment, attachment, or diversion of funds in
accordance with the relevant legislation. Retention and
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Disposal Standards: Records are retained by BDC for
the duration of employment plus one year. They are then
merged with the corresponding Employee Personnel
Record file and transferred to the control of National
Archives of Canada and follow the same retention and
disposal standards as the Employee Personnel Record
standard file. Exception to this procedure occurs however
in instances where there is a need to settle overpayments,
to collect debts owed to the Crown or to enforce orders of
garnishment, attachment or diversion of funds, in which
case records are retained until the overpayment is settled,
the debt collected or the garnishment, attachment or
diversion order is no longer in force. TBS Registration:
003751 Bank Number: BDBC PPE 810

Standard Banks

Please see the INTRODUCTION to this publication
for the definition of Standard Banks and a description
of their contents.

Attendance and Leave

Employee Personnel Record
Harassment

Identification and Building-Pass Cards
Occupational Safety and Health
Official Languages

Performance Reviews and Employee Appraisals
Security Clearances

Staffing

Training and Development

Travel and Relocation

Vehicle, Ship, Boat and Aircraft Accidents

Canada Council for the Arts

Chapter 7

Particular Banks

Conflicts of Interest

Description: This bank contains voluntary disclosures
by employees concerning potential conflict of interest
situations and investigation reports and correspondence
about potential and actual employee conflicts between
the private interests or holdings of employees and their
official duties. Class of Individuals: Employees of the
Council. Purpose: The purpose of this bank is to
maintain information about potential and actual conflict of
interest situations, to record potential conflicts of interest
and to register solutions to resolve actual conflicts of
interest. Consistent Uses: To support decisions on
transfers, discipline and termination of employment.
Retention and Disposal Standards: These files are
kept 2 years after the last administrative action. TBS
Registration: 003780 Bank Number: CAC PPE 805

Employee General Record

Description: This bank contains personal characteristics
including age, sex, social insurance number, marital
status, home address and telephone number, and
correspondence related to engagement and termination,
pay and allowances, deductions and benefits,
superannuation, attendance and leave and physicians
certificates associated with sick leave. Class of
Individuals: The information relates to current and former
employees. Purpose: The purpose of this bank is to
provide documentation and authorization of engagement,
termination and superannuation; attendance and leave;
disbursement of salary and allowances and retention of
deductions. The social insurance number is used for
purposes of identification and to ensure consistency in
the administration of pay and benefits. Consistent Uses:

This bank is also used to authenticate decisions on
engagement and termination; attendance and leave; pay,
allowances and benefits; superannuation; and to enable
audit and reconciliation of payroll accounts. Retention
and Disposal Standards: These records are destroyed
at age 80 provided two years have elapsed since the
last administrative action on file. Records are retained
for the duration of employment plus one year and then
transferred to the control of the National Personnel
Records Centre. TBS Registration: 003781 Bank
Number: CAC PPE 810

Employment Equity Program

Description: The bank contains personal information on
employees such as education, work history and career
aspirations, and training and development, which is
collected by means of questionnaires and/or interviews
or compiled from employees’ files or automated data
systems. The information is collected on a voluntary
basis, and respondents are asked to identify whether
they are male or female, whether they are an aboriginal
person, and whether they have a disability or are a
member of a visible minority group. An employee number
may be used to identify employees in instances where
government institutions are not able to employ an
anonymous questionnaire, as well as when these
identifiers are required to locate employee records. Class
of Individuals: Employees of the institution. Purpose:
This bank provides documentation for the implementation
of the employment equity policy. Data are collected to
provide a comprehensive picture of employees by sex
and by target group status (e.g. women, aboriginal
peoples, persons with disabilities and members of visible
minority groups). This information is used to compile a
personnel profile of employees and to compare the
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situation of target group members with non-target group
members within a government institution and with their
counterparts in the general labour market. The employee
number may be used to link information in this bank that
in another bank containing employee information (e.g.,
the Personnel Management Information System) in order
to obtain statistical information, where the securing of
such information would be consistent with the uses for
which the personal information was collected. Consistent
Uses: The council may collect data for statistical
purposes, for purposes relating to individuals, or for both.
Personal data are released to the Employment Equity
Target Group Data Bank (TBS TBS 706) for statistical
purposes only. The information gathered will be used for
institutional purposes in the government’s employment
equity program to identify and eliminate systemic
discrimination in employment and to introduce temporary
special measures to ensure that target groups participate
in and are equitably represented in the federal public
service. It may also be used for policy and planning
purposes related to employment equity. Retention and
Disposal Standards: The disposal criteria for this bank
are to be established. TBS Registration: 003782

Bank Number: CAC PPE 815

Performance File

Description: This bank contains appraisals, reports and
correspondence concerning an employee’s work
performance in terms of skills, abilities, accomplishments
and interests. It also contains course applications and
evaluations; letters of recommendation; notices of
disciplinary action and correspondence about employee
misconduct; investigations of possible misconduct and
analysis reports of these investigations. Class of
Individuals: Employees of the institution. Purpose: The
purpose of this bank is to maintain information regarding

the level of performance on individual employees within
government institutions and to determine the level of
performance of individual employees, including the
identification of training and development needs, approval
of performance pay and annual increments, retention of
employees, extension of probation and rejection of
employees on probation. Consistent Uses: To support
decisions regarding promotions, transfers, demotion,
employee assistance, discipline and termination of
employment. Retention and Disposal Standards:
Records are retained for the duration of employment
plus one year for all employees and then transferred to
the control of the National Personnel Records Centre.
Information concerning disciplinary actions are removed
after two years, provided that there has been no
further disciplinary action. TBS Registration: 003783
Bank Number: CAC PPE 820

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Attendance and Leave
Discipline

Grievances

Parking

Pay and Benefits

Staffing

Training and Development

Travel and Relocation

Canada Customs and Revenue Agency

Chapter 8

Particular Banks

Activity Management and Costing Data Bank
Description: Data contained in this bank pertains to
weekly activities performed by each employee and
includes data (in terms of time and cost) by activity,
organization/operating budget, and project/case, plus
non-compliance and unreported time/production reports.
Class of Individuals: Individuals identified in this bank are
all employees of Canada Customs and Revenue Agency,
as well as staff members who have been engaged under
personal service contracts. Purpose: The purpose of this
information bank is to maintain production utilization data,
in terms of time and cost, on all continuing departmental
employees as well as term/casual employees and staff
members who have been engaged under personal
service contracts. This bank is used to provide managers
and management information systems with information
regarding production time and cost of departmental
employees and contract staff through a series of reports.

An individual report containing one staff member’s
activities for the current fiscal year to date can be
produced on request. Access will not be permitted
without adequate proof of identification and/or authority.
Retention and Disposal Standards: Records in this
bank are maintained for two years. TBS Registration:
003544 Bank Number: CCRA PPE 811

Canada Customs and Revenue Agency Employee
Classification Audit Report Files

Description: This bank contains information concerning
all completed classification audits. This includes a record
of interviews with employees whose positions were
audited, findings of the audit, recommendations for
corrective action and summary of final audit interview
with management. Access will not be permitted without
adequate proof of identification and/or the necessary
authorization. Class of Individuals: Canada Customs
and Revenue Agency employees. Purpose: The purpose
of the bank is to provide a record of all classification



54

audits completed. Consistent Uses: It also provides
management with required information on positions
audited within the last two years. Retention and
Disposal Standards: Records in this bank are
maintained for a period of two years after completion
of an audit. Related to PR#: RC MSB 918 TBS
Registration: 002025 Bank Number: CCRA PPE 802

Canada Customs and Revenue Agency Leave

and Overtime Reporting System

Description: Data contained in this bank pertain to
occurrences of leave, overtime, shiftwork and standby,
by individual employee by fiscal year. Individuals identified
in this bank are all employees of the CCRA Agency with
the exception of terms under three months. Class of
Individuals: Employees of the Agency. Purpose: The
purpose of this information bank is to maintain detailed
leave, overtime, and shiftwork data on all continuing
departmental employees, as well as term employees over
three months, of tax services offices and headquarters.
The bank is used to provide line managers with
information regarding employees, in respect to overtime
worked, and leave balances. It is also used to
accumulate data for tape transmission to Public Works
and Government Services Canada to meet Treasury
Board requirements. An individual report, containing
detailed information of leave and overtime activity, is
available to individual employees on a scheduled basis.
This report is also available on request. Access will not be
permitted without adequate proof of identification and/or
authority. Retention and Disposal Standards: Current
year plus two. TBS Registration: 003543 Bank
Number: CCRA PPE 804

Canada Customs and Revenue Agency

Operations and Staff Matters Bank

Description: This information bank relates to the
investigation of Canada Customs and Revenue Agency
employees emanating from allegations of fraud,
defalcation, bribe, breaches of trust, misuse of the
Agency'’s electronic networks, or misconduct. Access will
not be permitted without adequate proof of identification
and/or the necessary authorization. Class of Individuals:
Employees of the Canada Customs and Revenue Agency
who are, or have been under investigation for fraud,
defalcation, bribe breaches of trust, misuse of the
Agency’s electronic networks or misconduct, and
members of the general public interviewed in the course
of such investigations. Purpose: The information is
compiled to carry out investigations of such employees.
Retention and Disposal Standards: Records in this
bank are retained for five years after the case is closed.
TBS Registration: 002026 Bank Number:

CCRA PPE 803

Employee Use of Material Card

Description: This bank consists of written agreements
and cards maintained to record the issuance of material,
particularly equipment to agency employees for use of
government premises. Class of Individuals: Employees
of the Canada Customs and Revenue Agency. Purpose:
To track and maintain the location of material when being
utilized off government premises. Retention and

Disposal Standards: Files are retained for two years
after return of equipment. PAC Number: 78-001 TBS
Registration: 001764 Bank Number: CCRA PPE 806

Internal Investigations

Description: This bank contains investigative reports and
correspondence between officials of the Canada
Customs and Revenue Agency with respect to whether
an allegation against an employee is founded or not
founded. Class of Individuals: Current or former
employees of the Canada Customs and Revenue Agency
and members of the general public interviewed in the
course of such investigations. Purpose: The purpose of
this bank is to record all information concerning any
alleged or suspected violation of Canada Customs and
Revenue Agency legislation, or of other laws, which could
adversely affect the interests of the Agency. The bank
also contains notes of interviews with members of

the general public interviewed in the course of such
investigation. This information is used to determine an
appropriate course of action, including recovery of
moneys owed to the Crown, disciplinary action against
individuals or prosecution against individuals and to
comply with the Financial Administration Act, the Treasury
Board Policy on Losses of Money and Offences and
Other lllegal Acts Against the Crown, and the Canada
Customs and Revenue Agency Policy on Terms and
Conditions of Employment. Consistent Uses: Information
contained in this bank may be provided to the Royal
Canadian Mounted Police, Enforcement or Investigation
Agencies prescribed by other related laws and to the
Department of Justice. Retention and Disposal
Standards: Files are maintained for five years after the
case is closed. TBS Registration: 000004 Bank
Number: CCRA PPE 813

Managerial and Confidential Exclusions

Description: Information in this bank includes the criteria
on which the position is excluded, position number and
title, organizational location, bargaining unit identification,
effective date of the exclusion status of the position, the
employee name, employee group and level, the effective
date of the termination of union dues checkoff. The
information with respect to the termination of union dues
checkoff is attached to the employee personnel record.
Class of Individuals: Employees of the CCRA occupying
or have occupied a managerial or confidential excluded
position. Purpose: The purpose of this bank is to
maintain a complete listing of all managerial or
confidential excluded positions in the Department. It is
the only official record of such positions. Retention and
Disposal Standards: Information is retained until the
position is de-excluded. PAC Number: 86-001 TBS
Registration: 000003 Bank Number: CCRA PPE 812

Public Key Infrastructure (PKI) Internal Identification
Description: As per the CCRA Certificate Authority
Internal Certificate Policy (CCRA CA CP - Internal), the
identify of individuals employed by the CCRA must be
verified prior to issuance of PKI certificates enabling
secure online transactions. The information may be
collected in paper or electronic format and may include
protected information such as employee name, PRI or
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date of birth. Information collected for identification and
authentication purposes includes the employee’s PRI
which is hashed and included in the X.500 directory in
order to uniquely identify the employee. Class of
Individuals: Employees, contractors, organisational roles,
and applications within CCRA. Purpose: PKI certificates
will be used to enable telecommuting capabilities and
secure email for all CCRA employees. Consistent Uses:
The information gathered prior to the issuance of PKI
certificates is for identification and authentication
purposes only. Retention and Disposal Standards: All
records containing sensitive plaintext information are
stored in accordance with the Government Security
Policy (GSP). CCRA correspondence (Subscribers’
Agreements and any identification and authentication
information) and reports are archived for a minimum of
six (6) years All records are considered Protected B and
destroyed as per guidelines. TBS Registration: 004487
Bank Number: CCRA PPE 818

Recognition Program

Description: The bank includes information about
CCRA’s Recognition Program. A new approach for
recognition was approved on October 15, 1998. This
new program is a result of a proposal recommending the
redesign of the two programs in Canada Customs and
Revenue Agency (Recognition and Rewards in Customs
and Excise and Innovation and Excellence in Taxation).
The information may include the name of the employee; a
synopsis of the achievements; the employee group, level
and work location; and award. Class of Individuals:
Agency employees who have been nominated for a local
regional or branch award, a CCRA Award of Excellence,
a Minister’s Award or an External Award. Purpose: To
assist in the administration of Recognition Program.
Consistent Uses: Some local offices use the bank for
local record keeping. Some records are maintained on file
nationally. Retention and Disposal Standards: Local
files should be kept for a period of 5 years then closed
and destroyed; any file of a precedent setting nature
must be transferred to Information Management Section;
financial records should be kept for 5 years then
destroyed. Note: This bank was formerly entitled
Innovation and Excellence. TBS Registration: 003212
Bank Number: CCRA PPE 810

Students’ records of the Customs Inspector

Recruit Training Program (C.I.R.T.P.)

Description: The data bank includes biographical
information prepared by the student, exams completed
by the students and the results. The file may occasionally
include manuscript notes pertaining to performance or
behavior of the student while at the College. Course titles
and dates of the particular training are to be quoted for
access to information. Class of Individuals: Employees
of Customs and Excise who are current or former
students on the Customs and Excise Inspector Recruit
Training Program. Purpose: The purpose of this bank is
to maintain up-to-date the evolution of the student on this
pass\fail training program. Also, this bank is to maintain
records for reference purposes to evaluate performance
and to assist in career planning and future work

assignments. Retention and Disposal Standards:
Records are retained for two (2) years after completion
of the particular training. PAC Number: 86-001 TBS
Registration: 000002 Bank Number: CCRA PPE 801

Supervisory In-Basket Exercise Results System
Description: Information in the bank includes Supervisory
In-Basket Exercise results, date of test, last name, first
name and initials, social insurance number or personal
record identifier, sex, date of birth, home address,

work and home telephone numbers, number of years
of service, education, membership in designated
employment equity groups and group and level of the
candidates. Class of Individuals: Records in this bank
apply to only those individuals who have written the
Supervisory In-Basket Exercise for a staffing competition.
Access will not be permitted without adequate proof of
identification and/or authority. Purpose: This information
bank was established to provide the Research and
Development Section of the Human Resources Branch
with a method of controlling the retest period, applying
test results from one competition to another, analyzing
test results and allowing for collection of follow-up

data for research purposes. Retention and Disposal
Standards: Records are retained indefinitely since test
results may be valid indefinitely. Test results may have to
be disclosed for appeal purposes. TBS Registration:
003211 Bank Number: CCRA PPE 807

Word Processing Equipment Training Reports
Description: This bank relates to the training of
departmental employees on word processing software
and contains comments by the trainer, and a copy of
the letter to the trainee’s supervisor regarding the results
of the training. Access will not be permitted without
adequate proof of identification and/or the necessary
authorization. Class of Individuals: Employees of
Canada Customs and Revenue Agency. Purpose: This
bank is used to provide a history of employees’ training
on word processing software. Retention and Disposal
Standards: Records in the bank are retained for five
years. TBS Registration: 002027 Bank Number:
CCRA PPE 805

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Attendance and Leave

Conflict of Interest and Post-Employment Code
Discipline

Employee Assistance

Employee Personnel Record

Employment Equity Program

Grievances

Harassment

Identification and Building-Pass Cards
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Occupational Safety and Health

Official Languages

Parking

Pay and Benefits

Performance Reviews and Employee Appraisals

Recognition Policy

Reliability Checks
Security Clearances
Staffing

Training and Development
Travel and Relocation

Vehicle, Ship, Boat and Aircraft Accidents

Canada Deposit Insurance Corporation

Chapter 9

Particular Banks

Conflict of Interest

Description: This bank contains voluntary disclosures by
employees concerning potential conflict of interest
situations and investigation reports and correspondence
about potential and actual employee conflicts between
the private interests or holdings of employees and their
official duties. Class of Individuals: Employees of the
Corporation. Purpose: The purpose of this bank is to
maintain information about potential and actual conflict of
interest situations, to record potential conflicts of interest
and to register solutions to resolve actual conflicts of
interest. Consistent Uses: To support decisions on
transfers, discipline and termination of employment.
Retention and Disposal Standards: These files are
kept 2 years after the last administrative action. TBS
Registration: 002296 Bank Number: CDI PPE 805

Employee Access to Premises

Description: Access cards are issued to CDIC
employees and contract workers to permit them access
to the premises. This bank is a data base which contains
the date and the time that holders of the access cards
enter and exit locked doors on CDIC premises. Class of
Individuals: Employees of the Canada Deposit Insurance
Corporation and other individuals who are given access
rights to CDIC premises. Purpose: While it is a function
of the electronic door security system to record this
information, the information is not used to monitor staff
movement and is considered to be of little value.
Retention and Disposal Standards: In the Ottawa
office, where the security system is controlled by CDIC,
this information is deleted from the data base every

six months. In the Toronto office, where the security
system is controlled by the landlord, the data is deleted
after five years. TBS Registration: 003708 Bank
Number: CDI PPE 806

Employee Personnel Record

Description: This bank contains personal characteristics
including age, sex, social insurance number, marital
status, home address and telephone number, and
correspondence related to engagement and termination,
performance reviews and employee appraisals, pay and
allowances, deductions and benefits, superannuation,
attendance and leave and physicians’ certificates

associated with sick leave. Class of Individuals: The
information relates to current and former employees.
Purpose: The purpose of this bank is to provide
documentation and authorization of engagement,
termination and superannuation; attendance and leave;
disbursement of salary and allowances and retention of
deductions. The social insurance number is used for
purposes of identification and to ensure consistency in
the administration of pay and benefits. Consistent Uses:
This bank is also used to authenticate decisions on
engagement and termination; attendance and leave; pay,
allowances and benefits; superannuation; and to enable
audit and reconciliation of payroll accounts. Retention
and Disposal Standards: These records are destroyed
at age 80 provided two years have elapsed since the
last administrative action on file. Records are retained
for the duration of employment plus one year and then
transferred to the control of the National Personnel
Records Centre. TBS Registration: 003652 Bank
Number: CDI PPE 801

Staffing

Description: This bank contains staffing requests;
position descriptions; salary ranges; selection profiles;
candidates’ applications; lists of candidates; rating board
assessments including evaluation notes from staffing
boards; examination papers and test results; offers of
employment; notices to candidates and correspondence
concerning staffing by various processes including human
resources inventory searches. Records in the bank
contain a variety of personal information such as age,
sex, education levels and social insurance numbers.
Class of Individuals: Employee applicants. Purpose:
The purpose of this bank is to select candidates and fill
staff positions. Retention and Disposal Standards:
These files are kept two years after the last administrative
action. TBS Registration: 002293 Bank Number:

CDI PPE 802

Training and Development

Description: This bank contains personal data including
course applications and evaluations; examination results
and certificates; records of fee payments; and
correspondence related to participation of employees in
training and development activities both sponsored by
the government and operated by non-government
organizations which may require the use of the social
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insurance number. It should be noted that participation
and achievement records and information on an
employee’s needs for individual development related to
performance is contained in the Employee Personnel File.
Class of Individuals: Current and former employees.
Purpose: The purpose of this bank is to approve and
register the participation of employees in training and
development activities and to certify the achievements of
employees. Consistent Uses: To support decisions on
pay and benefits, attendance and leave, transfers,
promotions and performance appraisals. Retention and
Disposal Standards: These files are kept for 2 years
after the last administrative action. TBS Registration:
002295 Bank Number: CDI PPE 804

Travel and Relocation

Description: This bank contains authorizations,
advances, claims, receipts, travel arrangements and
itineraries; and correspondence concerning travel,
relocation or postings of employees. Class of
Individuals: Employees of the Corporation. Purpose:
The purpose of this bank is to maintain information
regarding travel, relocation and postings of employees.
Consistent Uses: To administer the travel and relocation
functions with respect to their approval; and to post
authorizations, advances and claims. Retention and
Disposal Standards: These files are kept for 8 fiscal
years. TBS Registration: 002294 Bank Number:

CDI PPE 803

Canada Economic Development for Quebec Regions

Chapter 10

Particular Banks

Assignment Program

Description: This bank may contain résumés, appraisals,
assignment agreements, references, interview
information, referral results, employee requests for
assignment forms and general correspondence. Class of
Individuals: Federal government and CED’s employees

who have requested a department assignment. Purpose:

The information will be used to maintain an inventory of
employees interested in an assignment or vacancy and
to register the agreements. Retention and Disposal
Standards: Records are retained for a period of two
years after completion of an assignment. TBS
Registration: 003888 Bank Number: CED PPE 815

Interdepartmental Secondment

Description: This bank contains information on
employees on secondment assignment from other
departments such as names, curriculum vitae,
secondment agreements, approval of agreements. Class
of Individuals: Employees on secondments with CED
and other Departments. Purpose: To monitor and to
ensure that all facts on the agreement are respected.
Retention and Disposal Standards: This information is
kept for three years after completion on secondment
agreement. TBS Registration: 003223 Bank Number:
CED PPE 805

Request for Transfer File

Description: The bank contains transfer requests from
individuals from within CED and outside departments.
Records may contain personal résumés which may
include age, sex, education levels and social insurance
number. Performance appraisals may also be included.
Class of Individuals: Employees of CED and outside
departments. Purpose: To provide a record of
information used in staffing positions in a government
institution. Retention and Disposal Standards: Records
are kept for a period of two years after which they are
destroyed. TBS Registration: 003224 Bank Number:
CED PPE 810

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Attendance and Leave

Conflict of Interest and Post-Employment Code
Employee Personal Record

Employment Equity Program

Grievances

Harassment

Occupational Safety and Health

Official Languages

Pay and Benefits

Performance Reviews and Employee Appraisals
Staffing

Training and Development
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Canada Industrial Relations Board

Chapter 11

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Attendance and Leave

Conflict of Interest and Post-Employment Code
Employee Personnel Record

Employment Equity Program

Grievances

Harrassment

Identification and Building-Pass Cards
Occupational Safety and Health

Official Languages

Parking

Pay and Benefits

Performance Reviews and Employee Appraisals
Security Clearances

Staffing

Training and Development

Travel and Relocation

Canada Information Office
Chapter 12

Standard Banks

Please see the INTRODUCTION to this publication for
the definition of Standard Banks and a description of
their contents.

Employee Personnel Record

Canada Lands Company Limited

Chapter 13

NOTE: Information concerning the employees of the
Canada Lands Company Limited is held by Public Works
and Government Services Canada.

Canada Mortgage and Housing Corporation

Chapter 14

Particular Banks

CMHC Pension Plan

Description: The bank contains proofs of prior service;
pension election forms; pension observations and
correspondence concerning pensions. Records are
accessible by providing employee number and full name.
Class of Individuals: CMHC employees and pensioners.
Purpose: The purpose of this file is to determine the
CMHC pension benefits for its contributing employees.
This information may be used for statistical research

purposes and for planning, implementing and evaluating
CMHC policies, relating to pensions and CMHC benefits.
Consistent Uses: Pursuant to the Income Tax Act,
documentation supporting pension entitlements, including
the social insurance number is provided to the federal
Office of the Superintendent of Financial Institutions
Canada and to the Department of National Revenue
(Taxation) for bank RCT PPU 005 Individual Income Tax
Return. Information is also provided from time to time to
federal departments or agencies in cases of employee
transfers or to employers with whom CMHC has
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reciprocal transfer agreements. Retention and Disposal
Standards: Records are retained for two years after the
member and dependents are deceased, and the records
are then forwarded to National Archives of Canada. TBS
Registration: 003134 Bank Number: CMH PPE 845

Conflict of Interest

Description: This bank contains voluntary disclosures by
employees concerning potential conflict of interest
situations, investigation reports and correspondence
about potential and actual employee conflicts between
the private interests or holdings of employees and their
official duties. Class of Individuals: CMHC employees.
Purpose: The purpose of this bank is to maintain
information about potential and actual conflict of interest
situations for employees of a government institution, to
record potential conflicts of interest and to resolve actual
conflicts of interest. Consistent Uses: To support
decisions on transfers, discipline and termination of
employment. Retention and Disposal Standards: Seven
years after potential conflict of interest no longer exists or
actual conflict of interest has been resolved, at which time
the records are destroyed. PAC Number: 85-001 TBS
Registration: 000097 Bank Number: CMH PPE 808

Employee Assistance Program

Description: This bank contains information pertaining

to a voluntary confidential counselling service offered

to CMHC employees, retirees and their dependents.
Employees, their dependents and retirees requiring
counselling contact the consultant directly. The services
of the consultant have been retained by CMHC for the
purpose of providing an Employee Assistance Program to
the above mentioned group. Records relating to
counselling sessions are maintained with the consultant
and not kept at CMHC. This is to ensure confidentiality of
the program. Class of Individuals: CMHC employees,
their dependents and retirees. Purpose: The bank allows
the consultant to ensure continuity of service. Consistent
Uses: The consultant undertakes a systematic evaluation
of the EAP and provides statistical reports to CMHC in a
format that ensures the confidentiality of the individuals
who have used the service. Retention and Disposal
Standards: The information is kept by the consultant until
contract termination. Upon termination, and in order to
protect the confidentiality of the process, a mutually
agreed upon third party reviews the information and
makes recommendations as to its disposal. TBS
Registration: 003135 Bank Number: CMH PPE 850

Employee Medical Files (1977 to 31/12/97)
Description: This bank maintains the medical record of
employees and general medical information about family
members. Class of Individuals: CMHC employees and
family members. Purpose: This bank contains records
of all Health Centre consultations including emergency
treatments, return to work visits, counselling and referral
examinations. Consistent Uses: To provide employees
access to their medical records through the Access to
Information and Privacy Office. Retention and Disposal
Standards: Since 1977, the records are retained until the
individual reaches the age of 70 or two years after the
death of the individual provided two years have elapsed

since the last administrative action concerning the
information. TBS Registration: 001937 Bank Number:
CMH PPE 802

Employee Personal Record

Description: This bank contains a record of an
individual’s employment with CMHC. It is maintained for
the purpose of facilitating personnel administration.
Information about an individual may be used in decisions
relating to the areas of: staffing, attendance and leave,
pay and benefits, training and development, occupational
health and safety, official languages. The Employee
Personnel Record relating to an employee is under the
control of CMHC and contains information concerning
personal characteristics, including age and sex; social
insurance number; home address; citizenship; education;
including transcripts, certificates and diplomas; previous
employment history; career résumés and references;
geographical and organization location; appointments,
transfers, promotions and demotions; periods of
employment, including probationary periods, layoffs and
tenure; employee performance and appraisals;
classification, including position numbers, groups, levels,
titles and salaries; superannuation and insurance,
including names of beneficiaries. Also included where
applicable is information concerning military service,
including periods and areas of service; collective
bargaining designation status and bargaining agent
identification; professional achievements, including
publications, patents and awards; termination of
employment, including certificates and reasons for
termination. The Employee Personnel Record contains
records of decisions relating to staffing; attendance and
leave; pay and benefits; training and development;
decisions concerning compensation and fitness for work;
official languages; discipline; and level of security
clearance. Class of Individuals: CMHC employees.
Purpose: To authenticate decisions on staffing,
attendance and leave; pay and benefits; training and
development; occupational health and safety; official
languages; discipline; and level of security clearance, as
well as to verify employment references. Information is
also provided to various provincial health insurance plans;
to group insurers, where applicable; to unions for dues
check-off purposes. Consistent Uses: To provide
documentation and authorization of appointments,
transfers, promotions, demotions, pension fund and
termination of employment. Information is also provided
from time to time to federal departments or agencies in
cases of employee transfers and with employers with
whom CMHC has reciprocal transfer agreements
(pension). Retention and Disposal Standards: Retained
by CMHC for the duration of employment plus one year,
and then transferred to the control of National Archives.
The information is destroyed when the individual reaches
the age of 70, or two years after the death of the
individual, provided two years have elapsed since the last
administrative action concerning the information. Employee
Performance Evaluations 