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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) 

Visitor Sign in 
Register 

Name, date, time 
in/out, purpose 

Visitors to the Civic 
Center. 

Security and safety Reception, Fire 
Warden in case of 
evacuation, Police in 
case of criminal or 
mischief behaviour 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
, Occupational 
Health and Safety Act 

Civic Center 

Safety Software – 
Work Hub, Safety 
Binder 

Incident 
Reports/Near Miss 
Reports - name, date 
of incident, 
description of injury.  

Employees of Town of 
Drayton Valley 

Safety of employees 
and guests 

General Managers, 
Managers, Health & 
Safety staff, Human 
Resources staff 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
, Occupational 
Health and Safety Act 

Health and Safety 
department, Human 
Resources 

Investigation Records Name, Safety Report 
forms, investigation 
notes, disciplinary 
notice, supporting 
documentation, 
communications. 

Griever, witnesses To document the 
investigation process 

General Managers, 
Managers, Health & 
Safety staff, Human 
Resources staff 

Labour Relations Act, 
Occupational Health 
and Safety Act, 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Health and Safety 
department, Human 
Resources 

Incident 
Investigations 

Name, Department, 
phone number, 
number of years with 
Town, date of birth, 
workplace 
injury/illness info (if 
injury/illness), 
incident details, if a 
motor vehicle 
incident 3rd party 
insurance required 
info, Police report (if 
required) 

Town Employees 
and/or 3rd party 
damage related info 

To document incident 
investigation 
information to 
identify safety 
deficiencies and 
required corrective 
actions 

Human Resources, 
Health & Safety 
General Manager, 
Manager, Employee, 
(only if documenting) 
as originals come to 
HR & Safety for 
hardcopy 

Occupational Health 
and Safety Act, WCB 
Act, Alberta 
Transportation (NSC 
vehicle related) 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Health and Safety 
department, Human 
Resources 

Near Miss / Hazard ID 
/ First Aid 
Report/Work Refusal 

Name, Department, 
first aid provided, 
name of person 
providing first aid, 
first aider 
qualifications, nature 
of injury 

Town employees, 
(Census and Election 
workers) 

To document incident 
investigation 
information to 
identify safety 
deficiencies and 
required corrective 
actions 

Health & Safety 
Manager Human 
Resources, General 
Manager, Manager, 
Employee, (only if 
documenting) as 

Occupational Health 
and Safety Act 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Health and Safety 
department, Human 
Resources 
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originals come to HR 
& Safety for hardcopy 

Training Records 
Software – Work Hub 

Name, position, start 
dates, training course 
completion 
information 

Town employees To document 
completion of training 
and flag renewal 
dates 

Safety, HR, 
Supervisor, Manager 

Occupational Health 
and Safety Act, 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Health and Safety 
department, Human 
Resources 

Training Registration Name, department, 
Course registration 
name 

Town employees To track registration of 
courses 

Safety, HR Staff Occupational Health 
and Safety Act, 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Health and Safety 
department, Human 
Resources 

Daily Department 
Sign in/out sheet 

Name, Department Town employee, Job 
interview applicants, 
contractors, visitors 

To track who is 
currently in the 
building in case of 
safety evacuation 
purposes 

Safety, HR, 
Department Manager, 
and Floor Warden 

Occupational Health 
and Safety Act, 
Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
 

Health and Safety 
department, HR 
Department 

Hired Snow Removal 
Packages or Hired 
Contractors 

Contractors name, 
address, phone 
number, cell number, 
business licence, 
insurance, contract, 
COR, SECOR 

Contractor's working 
for the Town 

Administration of the 
snow removal 
program, repairs, 
maintenance 

Managers, 
Supervisors, Office 
Administration, 
Health & Safety 
Department 

Section 4(C) of the 
Protection of Privacy 
Act (POPA) 
, Occupational 
Health and Safety Act 

 Health and Safety 
department 
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