COUNCIL POLICY

Policy Title: Privacy Management Program Policy
Policy #: C-03-26

Effective Date:  May 20t 2025

Resolution #: 121/2026

Review Date:

1. Purpose

The Town of Drayton Valley is committed to the privacy of individuals and ensuring
compliance with applicable privacy legislation. The Privacy Management Program
(PMP) establishes governance, accountability and operational practices to safeguard
personal information, data derived from personal information and non-personal
information.

The Privacy Management Program enables risk management tools to identify, assess,
and mitigate privacy risk proactively. Supports business objectives by integrating
privacy into business operations and enables innovation while respecting individual's
rights.

a. The Privacy Management Program shall be proportional to the volume
and sensitivity of the personal information, data derived from personal
information, and non-personal data in the custody or under the control of
the Town of Drayton Valley.

b. Given that some files contain more highly sensitive personal information,
including financial information, the Town of Drayton Valley will implement
the stringent PMP as outlined in Part 4 of the Protection of Privacy Act
(Ministerial) Regulation.

2. Definitions

a. “PMP” - means Privacy Management Program as defined by the Protection
of Privacy Act.

b. “PI” — means personal information.

c. “POPA” — means the Protection of Privacy Act statutes of Alberta, 2024 ¢. P-
28.5 and Ministerial Regulation 143/2025.

d. “PIB” — means Personal Information Bank.

e. “OIPC” — means the Office of the Information and Privacy Commissioner.

f. “Privacy Officer” — refers to the delegated position overseeing the Privacy
Management Program.

g. “ATI Clerk” — refers to the delegated position under the Privacy Officer,
assisting with the release of Access to Information requests.

h. “Applicant” — means any person, business or other entity that has submitted
a request for information.



i. “PIA” — means Privacy Impact Assessment, implemented for every new
program or system utilized by the Town of Drayton Valley.

3. General Policy

All records and information collected and created in the service of the Town of Drayton
Valley remain the property of the municipality. The Town is accountable for managing
these records and information throughout the entire life cycle. The Town is directed by
the core principle that the right of access is the foundation of an open, transparent and
accountable public body. The Town believes that:

a. Public Right of Access: residents, staff and the general public retain the
fundamental right of access to Town of Drayton Valley records and
information. This right is maintained, subject only to the limited and
specific exemptions authorized in The Access to Information Act statutes
of Alberta, 2024 c. A-1.4.

b. Transparent and Proactive Disclosure: The Privacy Management
Program (PMP) must be regularly reviewed, assessed and updated to
ensure that it remains relevant and effective.

4. Roles, Responsibilities, and Accountability

Compliance with the Protection of Privacy Act (POPA) requires clear assignment of
roles and responsibilities across the organization as follows.

a. Head of the Public Body — The Chief Administrative Officer is
responsible for the decisions made under POPA and ensuring the
protection of privacy within the Town of Drayton Valley.

b. Delegation of Authority — The CAO will delegate any power, duty, or
function under POPA to a specific position or title within the Town of
Drayton Valley's organizational chart. The delegation of any duty, function,
or responsibility under this policy does not relieve the Head of the Public
Body (CAO) of their statutory or legal accountability. All delegated actions
remain subject to the oversight, authority, and ultimate responsibility of the
CAO who retains full legal liability for compliance with all applicable laws,
regulations, and organizational requirements.

c. Delegation of Privacy Officer - the Privacy Officer role and
responsibilities will be delegated to the Legislative Services Manager
including the below listed duties.
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Xi.
Xii.

Xiii .
Xiv.

Xvii.

. Authorize

Ensure compliance with the Protection of Privacy Act
including, creation and maintenance of the Privacy
Management Program,

. Maintain accuracy of PIB's across the organization,
iii. Establish controls over the collection, use and disclosure of

personal information,
routine correction of personal information
requests,

Ensure authorized purpose of collection,

. Assure proper collection and notification,
vii.
viii.
ix. Assure appropriate uses of Pl,

Assuring accuracy of personal information,
Apply retention standards,

Establish purposes of data matching,

Establish uses of data derived from personal information,
Assure appropriate use and of disclosure of non-personal
data,

Calculation of fees applicable to the requested information,
Annual reporting to the Office of the Information and Privacy
Commissioner,

Breach notification to OICP and individuals.

. Ensure each employee of the Town of Drayton Valley has

received appropriate fraining that ensures the protection of
personal information and the non-authorized release of
information.

Prepare Privacy Impact Assessments in order to identify,
analyze, and mitigate privacy risks.

b. Delegation of ATI Clerk — the ATI Clerk role and responsibilities will be
delegated to the Records Clerk. The Records Clerk will function as a
support to the Privacy Officer assisting with the duties listed below.

jii.
iv.
V.
vi.
vii.

viii.
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File searches,

Communication with applicants regarding receiving each
individual request, compilations of results and final release.
Compiling applicant requests,

Applying required redaction to information,

Ensuring accurate record keeping for each individual
applicant request.

Track the time required for searching, redaction and
conversion of requested records,

Track the number of pages for reformatting or converting a
record, and the format they were converted from/into,

Track the number of pages reproduced for each request.
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ix. Track and adhere to legislated timelines.
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