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Our mission is to educate learners to their fullest potential in preparation for life-long learning. 
 

be taken periodically to substantiate that the information collected is 
relevant to the operation of the organization and that each form contains a 
use/notice of collection statement, Section 29[2] of the Act. 
 

4. Specific Freedom of Information and Protection of  Privacy issues for staff and students 
is located in Administrative Guideline – Freedom of Information and Privacy – Staff and 
Students – May 25 , 2000. 
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3. Preliminary Review 
 

• all records are forwarded to the Head/Designate for consideration, 
• Head/Designate reviews the record and undertakes whatever consultations are  

necessary to determine if any exemptions in the Act apply.  If any  applicable  
exemptions are discretionary, the Department decides whether discretion  should be  
exercised in favour of releasing the record, in the circumstances of that  particular 
case, 

• Requester is given a fee estimate regarding disclosure of records(s), as required. 
 
4. Process Request 
 

• Retrieve the record(s) 
• Determine if exemptions apply and access method, 
• If a fee estimate is issued and the requester responds with an application fo
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Appendix B 

 

 
 

 
Request to Correct Personal Information 
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