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PART 1: FOIPOP

Á Introduction of Policy

Á Review of FOIPOP Act, personal information, access and privacy rights

Á Collection, Use & Disclosure

PART II: Privacy: Best Practices

Á Privacy Breach

Á Best Practices

Á Passwords

Á Email, FAX, Phone, Copying

Á Office Practices

Á Taking Work Home

Questions/Discussion
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FOIPOP 
Freedom of Information and Protection of Privacy

ÁNova Scotia was the first province in Canada to enact a 

Freedom of Information Actin 1977.

ÁThe Actwas replaced in 1993 by the considerably 

improved Freedom of Information and Protection of Privacy 

Act(in force 1994). 

ÁIn 1999, the provincial Actwas also extended to cover 

local public bodies including hospitals, universities , 

colleges and school boards (in force since 2000). 

https://nslegislature.ca/sites/default/files/legc/statutes/freedom%20of%20information%20and%20protection%20of%20privacy.pdf


A Summary of FOIPOP

Duty to Assist: A Balanced Approach

òPursuant to the Acts, all public bodies, municipalities and local public bodies are 

obliged to adopt a policy of accountability, openness andtransparency 

and to provide a right of access to information with limited exceptions. They 

are also obliged to ensure the protection of individuals' personal privacy.ó

- NS Office of the Information and Privacy Commissioner
https://oipc.novascotia.ca/about-the-review-office

https://oipc.novascotia.ca/about-the-review-office


When Do Access Rules Apply?

ÅALL records in custody, or under the control of Saint Maryôs 

University are subject to the Act, and are ñfoi-ableò

ÅRecords are defined in the Act to include anything on which 

information is recorded, and include emails, texts, PINs, 

photographs, etc.

ÅIf an employee does work on a personal device, or uses 

personal email, that record must be produced in response to an 

access to information request.



When Do Privacy Rules Apply?

Privacy rules apply to all COLLECTION, USE & 

DISCLOSURE  of personal information



What is Personal Information?

(i) the individualõs name, address or telephone number,

(ii) the individualõs race, national or ethnic origin, colour, 

or religious or political beliefs,

(iii) the individualõs age, sex, sexual orientation, marital 

status or family status,

(iv) an identifying number , symbol or other particular 

assigned to the individual,

(v) the individualõs fingerprints, blood type or inheritable 

characteristics,

(vi) information about the individualõs health-care history, 

including a physical or mental disability, 

(vii) information about the individualõs educational , 

financial, criminal or employment history,

(viii) anyone elseõs opinions about the individual, and

(ix) the individualõs personal views or opinions, except if 

they are about someone else;

3.1 (i) òPersonal Informationó means recorded information about an identifiable 

individual, including:

Information about an identifiable individual that is recorded in ANY FORM
NS FOIPOP Act: https://nslegislature.ca/sites/default/files/legc/statutes/freedom%20of%20information%20and%20protection%20of%20privacy.pdf

https://nslegislature.ca/sites/default/files/legc/statutes/freedom%20of%20information%20and%20protection%20of%20privacy.pdf


Information and Privacy Rights

There are two major rights under the Act: 

1. Access: the right of access to records in the custody or 

under the control of a public body, including your own 

personal information; and

2. Privacy: the right of protection for the privacy of your 

personal information in the custody or under the control of 

a public body.

As employees of a public body we share in these responsibilities and duties.



What is a record under the Act?

ÅA record is documented or fixed information. This 

information may be correspondence, a video, emails, 

databases or any other source of recorded or stored 

information. 

ÅThe Act applies to ALL records in the custody or under the 

control of the public body. 

Note: You have the right to request access to your personal 

information, to view this information, to ensure its accuracy , and to 

request correction of errors.



FOIPOP: Balancing access and the 

protection of privacy

Anyone can apply

$5 fee for general information

$0 to request your own personal 
information

30 days to respond

What are the basic access to information rules?



FOIPOP: Balancing access and the 

protection of privacy

Full disclosure unless exemption applies

15 limited and specific exemptions

Duty to sever

FOIPOP Officer/coordinator processes 
the request

What are the basic access to information rules?



Access rules for staff

Keep good records ïalways file centrally

Follow records retention schedules whenever possible

Respond promptly and thoroughly to any search 
request

Keep personal information secure

Know the privacy rules that apply to your work



Office of the Registrar

VMaintains/protects official student academic 

records

VControls access to student information

VAuthorises the release of official information
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Three Points...

In the process of getting students from admission 

to graduation the University must collect personal 

information from students.

Åthere is a duty to ensure that information is used 

only for the intended purpose for which the 

information was collected

Åthere is a duty to ensure that information is held in 

confidence and that studentsõ privacy is respected
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Three Pointsé

The Office of the Registrar oversees studentsõ 

academic records at Saint Maryõs University.  

Åaccess is controlled

Åofficial information may only be released under 

certain conditions

2



Three Pointsé

A clear distinction must be made between public 

and private information.

Åexpectations about privacy are changing due to 

changes in legislation, and decisions rendered by the 

courts

Åonly a very few pieces of information may be 

released without the studentõs permission
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Disclosures Authorized by FOIPOP 

Information considered to be public record:

ü period of registration

ü programme of studies

ü credentials awarded

ü dates of graduation

NOTE: Students have the right to request that this information NOT be made 

publicly available.



Basic Privacy Rules

ÅNo collection unless authorized

ÅNo use unless authorized

ÅNo disclosure unless authorized

ÅKeep personal information secure



Advice

Be respectful of 
studentsõ privacy, 

and follow 
University 
policies

When in doubt, 
ask the Registrar, 
or contact the 

FOIPOP Officer



Part II 

Privacy: Best Practices



Privacy Quiz



Privacy Quiz


