Town of Drayton Valley

Directory of Personal Information Banks (PIB) as of 2025 (Human Resources)

Personal Who the Purpose of Disclosure Legal Authority Location
PIB Name Information Information is | Collection and (Who has to Collect (Business Unit)
Maintained About Use access) Information
Personnel Files Employee Town Evaluation & Personnel file Employment Human
history, name, Employees Training, has sub-files Standards Act, Resources
address, tracking within: Human Occupational
birthdate, employment Resources staff | Health &Safety,
application, records, record | and the Employment
resume, offer employee employee - all Insurance Act,
letter, absence and sections Municipal
employment and salary Supervisor: Government Act,
position history, continuance performance Section 4(c)
criminal record section Protection of
checks, drivers Privacy Act,
abstracts, ATIA
education,
performance
evaluation,
discipline, payroll
information,
deduction
amounts, salary
information,
salary increases,
pension and
benefits, training,
hearing test,
termination
Claim Files WCB, includes Town Track and Safety, and Occupational Safety
name, date of Employees record Human Health and
birth, employee injury | Resources Safety Act,
department, & illness which Personnel Workers
current salary, prevents them Compensation
date and status from working Board Act,

of claims, SIN
Number,

and to provide

Section 4(c)
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Town of Drayton Valley

Directory of Personal Information Banks (PIB) as of 2025 (Human Resources)

Personal Who the Purpose of Disclosure Legal Authority Location
PIB Name Information Information is | Collection and (Who has to Collect . .
Maintained About Use access) Information (Business Unit)

address, salary Protection of

personal phone continuance Privacy Act

number
Employment May contain Applicants for To identify Human Employment Human
Applications name, address, | jobs with the potential Resources staff, | Standards Act, Resources

phone number, Town candidates for hiring panel Municipal

email address, job competitions Government Act.

application form, and to Section 4(c) in

resume, cover determine the Protection of

letter, level of eligibility for Privacy Act,

education, work employment

history
Exit Interviews Name, Optional for Gather Human Section 4(c) Human

Department, exiting information to Resources and Protection of Resources

Position, employees improve work supervisors Privacy Act

Employee environment which the

response to and find employee has

survey efficiencies. provided

Identify trends permission to
share
information with.

Grievance and Name, grievance | Grievor, Document the Human Labour Human
Investigation Records | forms, witnesses grievance Resources Staff | Relations Act, Resources

Respectful process or Occupational

workplace complaint Health and

complaint forms, investigation Safety Act,

investigation process Section 4(c)

notes, Protection of

disciplinary Privacy Act

notice, replies,

grievance
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Town of Drayton Valley

Directory of Personal Information Banks (PIB) as of 2025 (Human Resources)

Personal Who the Purpose of Disclosure Legal Authority Location
PIB Name Information Information is | Collection and (Who has to Collect (Business Unit)
Maintained About Use access) Information
decision awards,
supporting
documentation,
arbitration
notices,
communications,
arbitrator
decisions
Incident Name, Town To document Human Occupational Human
Investigations Department, employees incident Resources H&S | Health and Resources,
phone number, and/or 3" party | investigation Compliance Safety Act, Safety
number of years | damage related | information to Specialist, Workers
with City, date of | to identify safety Wellness & Compensation
birth, workplace deficiencies and | Accommodation | Board Act,
injury/iliness info required Coordinator, Alberta
(if injury/iliness), corrective H&S Advisor, Transportation
incident details, if actions Employee, (NSC vehicle
a motor vehicle department related) Section
incident 3rd party supervisors & 4(c) Protection
insurance management of Privacy Act
required info, (only if
Police report (if documenting) as
required) originals come to
HR for hardcopy
Years of Service Name, position, | Town To provide Human HR Policy, Human
Awards department, Employees employees with | Resources Section 4(c) in Resources
years of service timely the Protection of
recognition of Privacy Act,
long service
Recruitment/Interview | Name, address, | Applicants for To document Human Employment Human
Files phone number, jobs with the hiring process Resources, Standards Act, Resources
email address, Town hiring panel Section 4(c)
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Town of Drayton Valley

Directory of Personal Information Banks (PIB) as of 2025 (Human Resources)

Personal Who the Purpose of Disclosure Legal Authority Location
PIB Name Information Information is | Collection and (Who has to Collect (Business Unit)
Maintained About Use access) Information
education, Protection of
employment Privacy Act
history, Municipal
references, Government Act
interview scoring
Contacts Name, job title, Town To provide Town employees | Section 4(c) Human
department, employees access to Protection of Resources
Town email contact Privacy Act
address, phone information to
number(s) fellow
employees
Shout Out Name, Town To reward fellow | Town employees | Section 4(c) Human
coworkers, employees employees on Protection of Resources
opinion of job well done Privacy Act
employee
Safety Reports Name, Town To document Health & Safety | Occupational Human
Department, employees, incident Health and Resources/Safety
description of people involved | investigation Safety Act,
incident, firstaid | in incident information to Section 4(c)
provided, name identify safety Protection of
of person deficiencies and Privacy Act
providing first required
aid, first aider corrective
qualifications, actions
nature of injury
Training Records Name, date, Town To collect Human Section 4(c) Human
department, Employees training Resources Protection of Resources
training required documents and Privacy Act
track
attendance
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