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PIB Name 
Personal 

Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and 

Use 

Disclosure 
(Who has 
access) 

Legal Authority 
to Collect 

Information 

Location 
(Business Unit) 

Children’s Files Name, address, 
DOB, physicians 
name, number 
and address, 
Parent’s email 
address, 
Emergency 
contact 
information, 
Addresses, 
personal health 
number 

The children in 
care 

Administration of 
child care 
services 
children’s records 

Program 
Manager, 
Program 
Assistant 
Manager, 
Administrative 
Assistant, 
Community 
Services General 
Manager 

Early Learning 
and Child Care 
Regulation, 
Section 4(c) of 
the Protection of 
Privacy act 
 

Community and 
Recreation 
Services 
Department   
 
Child Care 

Staff Personnel 
Files 

Name, DOB, 
emergency 
contact, home 
address, phone 
number, email, 
Criminal Record 
Check, Child and 
Family 
Background 
Check, First Aid 
certificate 
Performance 
appraisals 

Staff employed at 
the centre 

Staff 
performance and 
retention. 
 
Information as 
required by the 
Early Learning 
and Child Care 
Regulation 

Program 
Manager, Human 
Resources 
Manager, 
Community 
Services General 
Manager 

Early Learning 
and Child Care 
Regulation 
 
Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
Department   
 
Child Care  

Visitor sign -in 
registry 

Name/ date/ time 
in or out and 
purpose of visit 

Visitors to the 
child care centre 

Security and 
safety 

RCMP, Fire, 
CFSA Licensing 
Inspector, 
General Manager 
Community  and 
Recreational 
Services 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, 
Section 4(c) of 
the Protection of 
Privacy act 

Community and 
Recreation 
Services 
 
Child Care 
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PIB Name 
Personal 

Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and 

Use 

Disclosure 
(Who has 
access) 

Legal Authority 
to Collect 

Information 

Location 
(Business Unit) 

 

ATIA Forms  Parent name, 
Child’s name 

 To share 
children’s 
attendance hours 
with Child and 
Family Services, 
To track photo 
permission 
release for use of 
photos. 

CSRD staff, 
communications, 
ECDC staff. 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, 
Section 4(c) 
under the 
Protection of 
Privacy Act, ATIA 

Community and 
Recreation 
Services 
 
Child Care 

Volunteers Name, address, 
phone, email, 
resume, hours 
log, criminal 
record check 

Volunteers Track volunteer 
hours. Supports 
program 
operation. 

Program 
Manager, 
Program 
Assistant 
Manager, 
Finance 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 

Practicum 
Students 

Name, address, 
phone number, 
schedule and 
contract from 
post secondary 

College 
practicum 
students 

Program 
operation and 
student 
evaluation 

Program 
Manager, 
Program 
Assistant 
Manager, 
Administrative 
Assistant and 
Child Care 
Coordinator 
supervising. 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 

Invoices Name, address, 
amount owing, 
amount paid, 
email address 

Child care 
parents  

Invoicing Service 
and payment 
tracking 

ECDC Program 
Manager, 
Finance 

Section 33(c) 
Freedom of 
Information and 
Protection of 

Community and 
Recreation 
Services 
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PIB Name 
Personal 

Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and 

Use 

Disclosure 
(Who has 
access) 

Legal Authority 
to Collect 

Information 

Location 
(Business Unit) 

Privacy Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 

Child Care 

FLHA/ First Aid 
Reports 

Name, First aid 
provided, name 
of person 
providing first aid, 
certification, 
nature of injury, 
child’s name, 
parent’s name 

Town Employees, 
children in 
attendance of the 
child care 
program 

H&S compliance 
Early Learning 
and Child Care 
regulation 
compliance 

Program 
Manager, 
Program 
Assistant 
Manager, 
Administrative, 
Health and 
Safety Manager 

Occupational 
Health and 
Safety Act 
 
Early Learning 
and Child Care 
Regulation, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 
 

Community and 
Recreation 
Services 
 
Child Care 

Contest Draws Name and phone 
number 

Individuals who 
enter ECDC 
contests 

To notify the 
winner 

Program 
Manager, 
Program 
Assistant 
Manager or 
Administrative 
Assistant 
notifying winner 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 

Tax Receipts Name, Address, 
Phone number of 
parent 

Parent who paid 
fees 

For family to 
provide for their 
taxation year 

ECDC Program 
Manager, 
Finance 
Manager, Comm 
& Rec Services 
General Manager 

Municipal 
Government Act 
Section 342,  
Section 4(c) 
under the 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 
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PIB Name 
Personal 

Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and 

Use 

Disclosure 
(Who has 
access) 

Legal Authority 
to Collect 

Information 

Location 
(Business Unit) 

Fundraisers Name, address, 
phone number, 
email address 

Person 
purchasing 
fundraising 
supplies 

To fulfill orders 
for the buyer 

Program 
Manager, 
Program 
Assistant 
Manager or 
Administrative 
Assistant 
notifying to pick 
up purchases 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, 
Section 5(f) and 
Section 4(c) of 
the Protection of 
Privacy act 
  

Community and 
Recreation 
Services 
 
Child Care 

       

Swim waivers Child’s name, 
parent name, 
address, phone 
number, Child’s 
DOB, Address, 
emergency 
contact phone 
number 

Children enrolled 
at ECDC taking 
lessons at the 
aquatic centre 

Permission for 
children to be 
taking lessons 
and 
understanding 
risk 

Program 
Manager, 
Program 
Assistant 
Manager, Admin 
Assist, Ricochet 
Aquatic Manager 
and Assistant 
Manager 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 
Aquatic Facility 

Indigenous 
Teaching 
Release of 
Liability Waiver 

Child’s name, 
Parent name, 
Parent name 

Child enrolled in 
indigenous 
teaching class 

Release of 
liability, 
assumption of 
risk and 
indemnify 
agreement. 
Signe agreement 
not retained at 
ECDC 

Program 
Manager 
Administrative 
Assistant 
Peyak Aski 
Teacher 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 
 

Photo Release 
Form 

Child’s name, 
age, phone 
number of parent 

Child attending  to take photos of 
programming for 
promotional 

Program 
Manager 
Administrative 
Assistant 

Section 33(c) 
Freedom of 
Information and 

Community and 
Recreation 
Services 
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PIB Name 
Personal 

Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and 

Use 

Disclosure 
(Who has 
access) 

Legal Authority 
to Collect 

Information 

Location 
(Business Unit) 

guardian and 
their names 

/evaluation 
purposes 

Peyak Aski 
Teacher 

Protection of 
Privacy Act 

Child Care 
 

Release of 
liability waiver 
Eagle Point Blue 
Rapids Park 

Child’s name, 
Parent name, 
Parent name 

Child enrolled in 
outdoor teaching 
class 

Release of 
liability, 
assumption of 
risk and 
indemnify 
agreement. 
Signe agreement 
not retained at 
ECDC 

Program 
Manager 
Administrative 
Assistant 
EPBRP Teacher 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 
Eagle Point Blue 
Rapids Park 

Professional 
Development 
Training 

Attendee’s name, 
address, phone 
number, email 

Attendees to 
training 
workshop/ 
conference 

For registration 
purposes 

Program 
Manager, 
Assistant 
Manager, 
Person(s) 
providing training 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 

Community and 
Recreation 
Services 
 
Child Care 
 

Contractors Name, address, 
phone number, 
email, copy of 
WCB 
certification, 
insurance 
certificate 

Person providing 
the service 

To ensure they 
are meeting all 
regulatory 
requirements 
through OH&S 

Program 
Manager, 
Program 
Assistant 
Manager, 
Administrative, 
Health and 
Safety Manager 

Occupational 
Health and 
Safety Act, , 
Section 4(c) 
under the 
Protection of 
Privacy Act 
 

Community and 
Recreation 
Services 
 
Child Care 
 

Professional 
Development 

Name, address, 
email, ELCC 
certification 
number  

Employee To submit 
request for 
repayment 
through the GOA 

Program 
Manager 
GOA 

Section 33(c) 
Freedom of 
Information and 
Protection of 
Privacy Act, , 

Community and 
Recreation 
Services 
 
Child Care 
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PIB Name 
Personal 

Information 
Maintained 

Who the 
Information is 

About 

Purpose of 
Collection and 

Use 

Disclosure 
(Who has 
access) 

Legal Authority 
to Collect 

Information 

Location 
(Business Unit) 

Section 4(c) 
under the 
Protection of 
Privacy Act 

 

 


