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What is FIPPA

FIPPA stands for the “Freedom of Information and Protection of Privacy Act.”

The purpose of the act is two-fold:
1. It allows the public access to information held by institutions (and outlines the procedure
that must be followed), and
2. It controls what type of personal information institutions are legally allowed to ask for
and keep on record.

We use the term FIPPA to describe the process of formally and legally requesting information
from an institution.

There are limits to the type of information that can be requested in a FIPPA. You cannot ask for
things such as®:
e Personal information
Trade secrets (in our sector for example, anything considered under intellectual property)
Information that may interfere with a legal matter
Information that may compromise the security of an institution
Information about third parties
Information that was given in confidence
Information protected under solicitor-client privilege
Information from a labour relations matter (i.e. content of a resolution from a grievance?)
Information considered frivolous or vexatious®

FIPPA requests must be specific enough to allow the institution to locate the requested
document(s). We have had experiences where the institution will intentionally avoid giving
information by claiming that the request was not specific enough.

The institution must give the requested documentation within 30 days of receiving the request.
Thus requests must be submitted a head of the time they are needed.

Universities typically charge a nominal submission fee, $5.00. But it is important to note that if
there is a high volume of paper being requested the institution has the right to charge additional
photocopying fees.

! To be more accurate, requests for any information in the list will be denied

% This is not to be confused with the information a union has privileged access to. Rather, a third part cannot fill out
a FIPPA and request the settlement to a grievance

® This is used to apply to situations where an individual(s) are making numerous requests for no apparent purpose, or
for the purpose of being a nuisance
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Why is FIPPA Important

We need information to defend our work and make advancements in bargaining. In this section
we outline a few specific reasons why FIPPA requests are important in our Sector.

Budget Information

The budget information Ontario universities publish does not contain nearly enough detail;
particularly as it relates to certain revenue sources and expenditures (for example there is
typically a large amount of information and break-down of tuition fees, but little to no
information about the “non-governmental contracts and donations*”). This is why we are calling
for greater transparency and accountability. A FIPPA request can give you access to these
details.

Be aware, Ontario universities have 2 budgets:
1. Operating budget for income and expenses
2. Capital budget for assets and holdings

We should initially be more focused on Operating budgets, which will detail where the funding
is coming from and how it is spent.

Ontario universities typically project deficits in their operating budget each year. While we
agree Ontario universities are underfunded, how do they afford %2 million dollar salaries for
presidents or the purchase of prime downtown Toronto real estate while simultaneously crying
poverty?

The question is not about how much they receive, it is about WTF!
Salaries and Expense accounts

FIPPA requests will get your local detailed information about employment contacts for
administrators, many of who have 6 figure salaries, various perks and expense accounts.

As an example, those university administrators on the Sunshine List, making over $100,000 a
year, have taken wage increases of 10% in 2008, 7% in 2009, 9% in 2010 and 3% in 2011.

Contracts with private corporations

After we have reviewed the detailed financial information, we will have a better idea of the
sources of privatization on campuses. FIPPA requests can then give us access to the contents
of any contracts with private corporations.

* These are the most direct sources of private donations
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How Do | File a FIPPA Request

Every Ontario university will have a FIPPA request procedure. You can locate a FIPPA request
form on your university’s webpage or through the Ministry of Government Services webpage:
http://www.mgs.gov.on.ca/en/infoaccessandprivacy/STDU_102686.html?openNav=freedom_of
information_%28f0i%?29 (scroll down and click “Access or Correction Request Form™)

Here are a few examples to help guide you through your institution’s webpage, and to show you
what you are looking for.

We recommend you start with a google search (i.e. Queen’s University FIPPA)

Queen’s University FIPPA requests:

/v queensu.ca

Queen’s University SRR IR i 5carch Queens... | I 'CucensUisOLUS [N T

Freedom of Information
and Protectlon of Privacy

Reading Room | Requests | Resources

Home | The Act | Qpesations n
Home

[ Download Foms  Access a riv

* E-mail Guidelines
(PDF 177 KB) Welcome to the Office of the Access & Privacy Coordinator at Queen’'s University.

» Request Access to Since June 10, 2006, the Access & Privacy Coordinator has been respansible for the
Information administration of the Freedom of Information and Protection of Privacy Act at Queen's University.
PDF 75 KB) The Coordinator also acts as a resource for members of the University community who encounter

privacy issues in the course of their work or study at the University.
= Consent to a Reference
Check On this website you will find guidance on how to request access to records held by the University,
(PDF 205 KB) how to request corrections to personal information, and how to address privacy concerns. This
website also provides guidance for students. staff. and faculty who collect, maintain, use, or
disclose personal information in the course of their study or work at Queen's University.

& Queen's University

e Request Access to Information (red circle) will take you to a PDF of the request
form

e The Act (pink circle) gives you information about The Freedom of Information
and Privacy Protection Act

e Requests (green arrow) gives you some information about making a request and
also gives you information about supplemental fees you may be charged

e Resources (blue arrow) gives you information about how your University deals
with these requests

e Contact (red arrow) contains FAQs and contact information for the department
that handles these requests
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University of Toronto FIPPA requests:

~ -, ;
€ o fippa.utoronto.ca/procedure htm = BB - uofTHPPA A
— \

% Uof THome Portal ROSI | Contacts Maps A-Z Index
UNIVERSITY OF Freedom of Information

TORONTO & Protection of Privacy Qe
T

About FIPPA ~ About the FIPP Office Policies & Procedures| Requests Procedures = perations & Administration
>Freedom of nformation and Protection of Privacy > Requests Procedures

N
Gl

.

About FIPPA

e Requests Procedures

Policies & Procedures Informal Request [
Requests Procedures The University of Toronto promotes accass to information and transparency of its governance and decision making. In many cases

the information you seek may already be avaiable, for example, on the Uniersity’s website. Bafore making a formal request for
access to information (or to correct your personal information) under the Act, contact the department or faculty you believe has the
information you are seeking and ask them if they are able to provide you with the information. If the information is readily available
then the department or faculty will direct you to the information, or where appropriate, send the information to you. By contrast, an
access request can longer to process and may require payment of fees,

Operations & Administration
Formal Request

When an informal request for access to information (or to correct your personal information) is not possible, you can meke a formal
request to the University of Toronto's FIPP Office. You can download the request form by dlicking on the following link. Reguest

$ Form (PDF). Although you are not required to use the provided form, we recommend that you do so to help ensure that your
request is processed as quickly as possible. The Unwversity will not accept oral requests or requests.

Please note: i a department or faculty in unable to grant your informal request, making 2 formal request does not necessarily mean
that you will be given access to the information. For example, if the department or faculty refused your informal request because you
are reguesting access to information respecting research then making a formal request will not change the outcome. The Act does
not cover research.

e About FIPPA (pink circle) tells you about the University’s FIPPA policy and some
background information

e Requests Procedure (red circle) tells you about the process of filling out the form

e Forms (green arrows) take you to the PDF request form

On your university’s website, you are looking for a page with a link to “forms” or “request
form”. The form itself will give you directions as to who/where to submit the FIPPA request
form, as well as any fees for the request.

If your institution does not appear to have a form itself, there will at least be a page wherein the
procedure is described.

The example below is from Brock University.
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A=
€ i brocku.ca/uniiversity- secretariat freedom-i rotection-privacy/request o Brock FIPPA i & D~
\
5@ | Text Size (1 ] Print (= © Email & | Share 5] [Search.. =
About Brock  Academics Admissions Research  Services ContactUs Quick Links ;
1964-2014

Home = University Secretariat = Freedom of Information and Protection of Privacy » Making a Request for Information

MAN __ Making a Request for Information
PROPOSED NEW RESEARCH CENTRES  Haw do | make an informal or formal request for access
AND INSTITUTES T e .
to a university record or personal information?

GOVERNANCE

Step 1
SENATE Begin the process with an informal request by contacting the department or
BOARD OF TRUSTEES office you believe may hold the record(s) you seek. Discuss your request with

a staff member to determine if the record(s) exist that respond to your
request and if the record(s) can be disclosed to you routinely through regular
FACULTY HANDBOOK procedures. Access to information is subject to limited and specific
exemptions, some of which are mandatory while others are discretionary.

Step 2

~  If the department does not provide access to the record(s), you may submit a
formal request in writing with the required $5 fee, either delivering it by hand
or mailing it to the Freedom of Information and Privacy Coordinator. Make
your check or money order payable to Brock University. Requests received by
electronic mail are generally not accepted. See Contact Information.

Step 3

When making a formal written request, include your name, address and

BROCK UNIVERSITY ACT

HOMNORARY DEGREES

UNIVERSITY POLICIES

FREEDOM OF INFORMATION AND
PROTECTION OF PRIVACY

Abaut FIPPA (PDF) &2

$ palking a Request far nformation
nformation

ersor

day-time telephone number, and identify the specific record(s) or personal
information to which you seek access. Also, specify dates or a time period for
the record(s)/personal information you request. A clearly defined request will
greatly assist the University to identify the record(s)/personal information
sought.

Once you have found the form, you then need to fill it out. This can be the more tricky part of
the procedure. On the next few pages you will see examples of forms that have been filled
out to use as a guide.

If you need help filling out the forms contact the OUWCC and/or your National Staff
Representative.

The OUWCC will be coordinating filing FIPPA requests both to the Ministry of Training,
Colleges and Universities, as well as a coordinated FIPPA request among all the locals in
Ontario to request specific information (the OUWCC will provide the appropriate language
for the request).

Once you have successfully filed a FIPPA and received the requested documentation, you
will need to be able to analyze the results. Keep this in mind when filing a request, you need
to make sure the information you are requesting will be helpful to your local, and that you
have someone available to help you analyze the data you receive.

Tips:
e FIPPA requests must be specific to allow the institution to locate the requested
document(s). Usually this means doing background research to know what to ask for
e The university must send you the requested documentation within 30 days of receiving
the request. So plan ahead!
e Universities charge a nominal fee with the submission of a FIPPA requests, typically
$5.00. The institution has the right to charge for associated photo copying costs.
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Sample FIPPA Requests

Access to Information and Correction of Personal Information
YORKEF REQUEST FORM

UNIVIRS Iy

Please Note: a $5.00 application fee is required to process all requests (cheque or money order, payable to YORK UNIVERSITY).

First, read the FIPPA Access Request Procedure at www.yorku.ca/ipo/AccessDocs/ FIPPAAccessRequestProcedure.pdf on the
Information and Privacy Office website. Complete this form by filling in the fields below, then print.

Request for (check one only): Name of York University office to which you are making your request:
E‘/Access to General Records Bﬁ;rmation and Privacy Office
[] Accessto own Personal Information [} Other, please specify:

[[] Correction of own Personal Information

Last name: \\\) o0 QL

First name: g_“,\a 0 Middle name:
Street address, apartment: i
treet address, apartmen ,&)\ F{‘Dn* S’\‘(EE’& \1\3 ffjjf
City, town: "f o0 '\T) Province: e \ Postal code: H A\ 2T ")
Email (optional): ;rjl' NS Tel,nQ. '
ay}(ﬂw.zﬂ 37 |(evening):

If request is for access to, or correction of, own personal information records:

Last name appearing onrecords  [_] same as above, or (specify):

Please give a detailed description of requested records, personal information or personal information to be corrected. )
A O\ and Com?\e}e CopY of Yhe detailed aodt or audis
of Gnances; mcloding ewpend\hreb and revenves , for the

fsca\l pecied & G@r.\ 2010 - Yacch 2o\l

NOTE 1: if you are requesting access to or correction of your own personal information, please identify the personal information bank or record
containing the personal information, if known. NOTE 2:if you are requesting a correction of personal information, please state the desired
correction and, if appropriate, attach any supporting documentation, You will be notified if the correction is not made and you may require thata
statement of disagreement be attached to your personal information.

z;ii;r:g :::;I::: of [[] examine original Er/ecewe copy |Signature: Date:
Information and Privacy Office updated June 2012 page 10of2
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Access to Information and Correction of Personal Information
YORKHEY REQUEST FORM

UNIVERSITY

Please Note: a $5.00 application fee is required to process all requests (chegue or money order, payable to YORK UNIVERSITY).

First, read the FIPPA Access Request Procedure at www yorku.ca/ipo/AccessDocs/FIPPAAccessRequestProcedure pdf on the
Information and Privacy Office website. Complete this form by filling in the fields below, then print,

Request for (check one only): Name of York University office to which you are making your request:
@/Access to General Records [£¥Tnformation and Privacy Office
[[] Access to own Personal Information [C] Other, please specify:

[J Correction of own Personal Information

Last name: E)r OLaN

First name: L Qv Middle name:

Street address, apartment: -")DE \j IC,‘ITD(IO, 6%\”(’6 ‘l‘

City, town: "roron 4,() Province: O(\J Flomal el H5DB ‘2.#) 3
3 i Tel. no. Tel. no.

Email (optional): (daY}G‘HQqﬁ' A7 (evening):

If request is for access to, or correction of, own personal information records:

Last name appearing on records [ same as above, or (specify):

Please give a detailed description of requested records, personal information or personal information to be corrected.

A Tl ané Com?lcl(c. Copy o the e,mp!c-h( ment contract beteen
Hamdooh Shooke, foc the pesbon of President, and Yock
Uni\re(‘S:J"[r incloded but not Vimited 1o | walaries, bo“05€§;
Popeches, lease hc\&n‘:‘gﬁ o other such emplf.‘)-] men-t ﬁrf“h"f\f's;
“\ous.'ncjf .\—rqnslc,b(.-}aa}gcr\ ) and any othee emolomends.

NOTE 1:if you are requesting access to or carrection of your own personal information, please identify the personal information bank or record
containing the personal information, if known. NOTE 2: if you are requesting a correction of personal information, please state the desired
correction and, if appropriate, attach any supporting documentation. You will be notified if the correction is not made and you may require that a
statement of disagreement be attached to your personal information.

Preferred method of e [E/ .
| recei ture: .
accesstorecords: | Xamine origina ecelvecopy  Signature Date

Information and Privacy Office updated June 2012 page 10of 2
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Access/Correction
Carleton Request

ESRIEAVE RIS Freedom of Information and Protection of Privacy

Request for: Name of Department request made to:

/ Access to General Records D W ,
O Access to Own Personal Information L' ‘{ @C"( O C-e-'

[ Correction of Own Personal Information

If request is for access to, or correction of, own personal information records please indicate if the last name appearing on records is.

L same as below or
| Personal Details of Requester: |
Last Name: ‘Flﬂ'l Nam‘e: Middle Name: D Mr. 0 D Mrs. a
Lee O\N\OL OMs [ EMiss -
Address (Street/Apt. No./P.0. Box No./R.R. No.) City or Town Province
; \
15 laoaec BAve. East ottawa ON
Postal Code Telephone Number (s): Area Code Area Code

RIN (oND = 6\3 Al?- 57c0 |5

Please provide a detailed description of the requested records, personal information records or personal information to
be corrected.

If you are requesting a correction of personal information, please indicate the desired correction and, if appropriate, attach any
supporting documentation. You will be notified if the correction is not made and you may require that a statement of disagreement
be attached to your record of personal information.

(Note: If you are requesting access to, or correction of, your personal information, please include your date of birth and identify the
personal information bank or record containing the personal information, if known.)

Dedaled bodge A informabon for "unrestricted donaboens
\ncome budget line Cacleton Univecsity Opecatbng Bu‘dﬂeJr
2010- 201\ (P’_‘j(ar) Incloding donaton source cz\mg&]ﬁgj\hojmg
each deonation and any Cczn&mc#s,a'j(f@—"ﬁmﬁ’ ‘PiJ(h -'h/
and othed sopperhng decomentaton associated wh ac
denaAhon -

’

Preferred method of access to records Signature: Date: Day Month Year

[] Examine Original

Receive Copy

EACH SEPARATE REQUEST MUST BE ACCOMPANIED BY A $5.00 APPLICATION FEE

(Payable by cheque or money order. Cheques should be made payable to Carleton University.)
All requests for personal information will require proof of identification before information can be released

The personal information requested on this form is collected in accordance with Sections 38(2) and 41(1) of the Freedom of
Information and Protection of Privacy Act (FIPPA), R.S5.0. 1990, c.F.31 as amended. The information provided will not be used for
any purposes other than those stated upon this form unless the applicant provides express written consent. Should you have any
questions concerning your personal information please contact Linda White, FIPPA Officer at phone: (613) 520-2600 ext. 2935,
fax: (613) 520-3731, e-mail Linda White@carleton.ca or mail: 607 Robertson Hall Carleton University 1125 Colonel By Drive,
Ottawa Ontario K1S 5B6. Carleton University is fully compliant with FIPPA and endeavors at all times to treat your personal
information in accordance with this law.

access_form_rev
1 May 2009
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Request Form
Please Note: A $5.00 application fee is required for all requests.

Request for: Name of Institution request made to:
Access to General Records Omivers -\»1 of Windsof

[0 Access to Own Personal Information

[ Correction to Own Personal Information

If request is for access to, or correction of, own personal information records:

Last name appeating on records: [] same as below, or:

[ OMr O, Bﬁs O Miss Last Name: ?Q)I e\

|

| | First Name' &)D\‘\ ]Q dedle Name

1"+ Piidrass: (Street;/Apt No/PO.BoxRR.No). lC1ty/'10wn mc\&gr

1280 Hain: Steeel \r\e5+ - :
Proyince; ON o PustalCode N(TE) Q{P%

ke Telephone Number (Day) (Sﬁ)zzﬁi m) _'Iélephone Number (Evemng) O

L+ | Detailed déscription of requésted records, personal information-or personal information to be corrected. (If you
“+ | are requesting access to or correction of your personal information, please identify the personal information bank
' or record containing the person information, if known.)

- L—iﬁ‘kn&/((’ﬁé’)(c\ o all Qaded (pecopied o vacand)

. OoSa\\on aumbers and  descaphons dhat Sall w.ﬂqr\ the.
J' -3(10@(_ clause. o? C,UPE Local 7613 cmA all ass aac&e::l

- do(‘,umeﬂjta‘hor\ o foans cmA/or diseossins b elminale
lany Souch Pesibons

Note: If you are réquesting a corrccuon of personal information, please indicate the desired correction, and if appropriate, attach any
|- supporting documentation. You will be notified if the correction is not made and you may require that a statement of disagreement be
attached to your personal information. : :

Preferred method [ Examine Original | Signature: Date:

of access to records: B Receive Copy ;
‘ For Institution Use Only | |

Date Received: Request Number: Comments

Personal Information contained on this form is collected pursuant to the Freedom of Information and Protection of Privacy Act/’Mummpa]
Freedom of Information and Protection of Privacy Act and will be used for the purpose of responding to your request. Questions about this |
collection should be directed to the Freedom of Information and Privacy Co-ordinator at the institution where the request is made. !
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