Annual Report
Privacy Act

April 1, 2012 to March 31, 2013

2012-2013 Annual Report:
Privacy Act

Table of Contents
2

Introduction
Privacy Act
Canada Council for the Arts Mandate

2

Privacy Infrastructure
Delegation of Authority
The Access to Information and Privacy (ATIP) Office

4

ADMINISTRATION OF REQUESTS UNDER THE PRIVACY ACT
PART 1 - Privacy Requests

4

PART 2 - Requests closed during the reporting period
Relevant pages processed and disclosed
Exemptions and Exclusions
Format of information released

7

PART 3 - Disclosures under subsection 8(2)

8

PART 4 - Requests for correction of personal information and notations

8

PART 5 - Extensions
Deemed refusals

8

PART 6 - Consultations received from other institutions and organizations
Recommendations and completion time (government institutions)
Recommendations and completion time (organizations)

9

PART 7 - Consultations on Cabinet confidences

9

PART 8 - Resources related to the Privacy Act
Human Resources
Privacy Impact Assessments
Costs

9

Privacy Policies, Guidelines and Procedures

10

Information Sharing Activities

10

Training and Awareness Initiatives for Canada Council for the Arts Employees

10

Personal Information Banks / Classes of Personal Information

11

Complaints, Investigations and Reviews to the Federal Court

11

Reporting Requirements - Reviews and Recommendations

13

Appendices
Appendix A: Completed Privacy Impact Assessments (PIAs)
Appendix B: Statistical Report on the Privacy Act
Appendix C: Delegation Order

2012-2013 Annual Report:
Privacy Act

Introduction
Privacy Act
The Privacy Act (the Act), a legislated obligation for federal government institutions, gives individuals the
right of access to information about themselves held by the federal government with certain specific and
limited exceptions. The Act, also applies to the handling practices of personal information, protecting an
individual's privacy by setting out provisions related to the collection, retention, use and disclosure of
personal information. Personal information is broadly defined as “information about an identifiable
individual that is recorded in any form”. The Privacy Act also applies to employee information in federal
government institutions balancing an employer’s “need to know” with the employees’ right to privacy
through the collection, use and disclosure of personal information about employees for legitimate
requirements.
In accordance with section 72 of the Privacy Act the annual report is prepared and tabled in Parliament at
the close of each fiscal year. This report describes how, during the fiscal year 2012-2013, the Canada
Council for the Arts fulfilled its privacy responsibilities.
Canada Council for the Arts Mandate
The Canada Council for the Arts is a federal Crown corporation created by an Act of Parliament in 1957
(Canada Council for the Arts Act) "to foster and promote the study and enjoyment of, and the production
of works in the arts."
The Canada Council offers a broad range of grants and services to professional Canadian artists and arts
organizations in music, theatre, writing and publishing, visual arts, dance, media arts and integrated
(interdisciplinary) arts. It raises public awareness of the arts through its communications, research and arts
promotion activities.
The Canada Council prizes and fellowships celebrate creativity by recognizing some 200 exceptional
Canadians in the arts, humanities and sciences every year. The Canadian Commission for UNESCO
operates under the general authority of the Council. The Canada Council Art Bank, which contains 17,500
works of contemporary Canadian art in its collection, rents to the public and private sectors.
The Canada Council is governed by an 11-member Board. Members of the Board and the Director/CEO of
the Council are appointed by the Governor in Council for fixed terms. The Canada Council relies heavily on
the advice of artists and arts professionals from all parts of Canada (over 650 serve annually as jurors, or
peer assessors) and works in close co-operation with federal, provincial/territorial and municipal cultural
agencies and departments. As a federal Crown corporation, the Council reports to Parliament through the
Minister of Canadian Heritage.
For more information about the Canada Council for the Arts, visit www.canadacouncil.ca.
Privacy Infrastructure
Delegation of Authority
Ministers and heads of agencies are responsible for ensuring that their organizations comply with privacy
legislation.
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The powers, duties and functions of the administration of the Privacy Act have been delegated by the
Director and CEO of the Canada Council pursuant to section 73 of the Act and related regulations. Full
delegation rests with the Finance and Administration Director / CFO, and the Access to Information and
Privacy Coordinator to establish effective privacy practices related to the creation, collection, retention,
accuracy, use, disclosure or disposition of personal information, including personal information of
employees under the control of the Canada Council for the Arts. This also includes privacy breach
management.
Some areas of responsibility were revised in 2012-2013 to include the Senior
Administrative Assistant, Finance and Administration to streamline request processing. These delegations
are identified in the Delegation Order (Appendix C).

Director & CEO

Finance and
Administration
Director / CFO
Senior
Administrative
Assistant
ATIP
Coordinator

The Access to Information and Privacy (ATIP) Office
The Access to Information and Privacy Office (ATIP Office) is responsible for administering the Privacy Act
within the Canada Council for the Arts (the Canada Council). The ATIP office consists of a full-time Access
to Information and Privacy Coordinator, reporting through the Finance and Administration Director / CFO,
and a part-time temporary Senior Administrative Assistant.
Acting on behalf of the Director and CEO of the Canada Council, the ATIP office receives all access
requests and consultations (internally and externally), provides quality responses ensuring compliance
with legislation, regulations, and government policy, creates organizational directions, standards, and
provides professional advice and training within the Canada Council in all matters relating to the Act.
Additional responsibilities of ATIP practitioners include responding to Parliamentary Questions on behalf
of the Canada Council for the Arts.
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ADMINISTRATION OF REQUESTS UNDER THE PRIVACY ACT
The Canada Council for the Arts’ statistical report summarizing Privacy Act activity, attached as Appendix
B, covers the period between April 1, 2012 and March 31, 2013. The ATIP office coordinates and
processes requests to provide a timely service to requesters.
PART 1 - Privacy Requests
Individuals, including those in Canada who are not permanent residents or citizens, have the right to
access and to correct their own personal information under the control of government institutions.
The Canada Council for the Arts received 15 requests under the Privacy Act during the reporting period of
April 1, 2012 and March 31, 2013. 1 request was carried over from the previous fiscal year. 4 requests are
carried forward into fiscal year 2013-2014. (Appendix B: Part 1)
PART 2 - Requests closed during the reporting period
Of the 16 requests received, the Canada Council for the Arts completed processing 12 (75%) active
requests in the current fiscal year. There were 2 instances where no records exist, 1 instance in which
information was all disclosed and 9 instances where the information was disclosed in part. Requests are
closed when a response has been sent to the requester. No requests were considered abandoned, all
exempted or all excluded. 4 requests were carried forward into the next fiscal year.
Disposition of Completed Requests
0 (0 %)
All excluded
No information was disclosed
because all of the information
requested qualified for
exclusion under sections 69,
69.1, 70 or 70.1 of the Privacy
Act.

All exempted

No records exist
2 (17 %)

Disclosed in part
9 (75 %)
Only a portion of the information
requested was disclosed
because the remainder was
exempt and/or excluded.

All disclosed
1 (8 %)
All records relevant to the
request were disclosed to the
applicant (without the
application of exemptions or
exclusions)

The request provided
sufficient information to
identify the specific
information sought but no
relevant records were found.

No information was disclosed
because all of the information
requested qualified for
exemption.

Request abandoned
A request is considered
abandoned when the
applicant formally withdraws it
or when the applicant does
not respond to a notice
indicating that the request will
be closed if the applicant
does not respond within the
time period specified by the
institution.

(Appendix B, Table 2.1)
11 requests were closed in 15 days or less; and 1 request was closed between 31 to 60 days during fiscal
year 2012-2013. The Office of the Privacy Commissioner (OPC) was notified of the extension as required
under the Act. The Canada Council is committed to ensuring timely responses to all requests.
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Number of Requests

Completion Time (in days)

8
7
6
5
4
3
2
1
0

1 to 15
days
1

16 to 30
days
0

31 to 60
days
0

Disclosed in part

8

0

1

No records exist

2

0

0

All disclosed

(Appendix B: Table 2.1)

Relevant pages disclosed by requests
In 2012-2013 the number of relevant pages disclosed in full or in part totaled 578, averaging 48 pages per
request, an increase of 21% over the previous year. The increase in the number of pages affects the
processing of requests, requiring additional time for review and processing. These numbers do not reflect
the number of pages or records examined to determine relevancy through internal consultations.
Request Processing
1200

Pages Disclosed

1000
800
600
400
200
0

FY 20092010
5

FY 20102011
76

FY 20112012
19

FY 20122013
12

Number of Pages Disclosed

76

1,089

479

578

Average number of pages per request

15

14

25

48

Requests Closed

(Appendix B: Table 2.5.1)

Factors affecting the complexity of requests include the number of pages processed and disclosed and
the size of the request (requiring additional time to identify and retrieve documents, and review and
exclude information in accordance with the Act). Program specialists provide context and guidance on the
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sensitivity of information in the responsive records to the ATIP practitioners who review these records
line-by-line, citing specific provisions of the Act if information is withheld.

Disposition
All disclosed
Disclosed in part
All exempted
All excluded
Abandoned
Total

Relevant pages disclosed by request
Less than 100 pages
100-500 pages
Number of
Pages disclosed
Number of
Pages disclosed
requests
requests
1
11
0
0
8
129
1
438
0
0
0
0
0
0
0
0
0
0
0
0
9

140

1

438

Note: during this reporting period there were 2 instances where no records exist.
(Appendix B: Table 2.5.1; 2.5.2)

Exemptions and Exclusions
Under the Privacy Act, an individual can only request access to his/her personal information under the
control of the institution. When a record or document contains additional information, the Access to
Information Act is applied.
Sections 18 through 28 of the Privacy Act set out the exemptions protecting information pertaining to
specific public or private interests, forming the only basis for refusing access to information.
Due to the nature of the information collected by the Canada Council through its programs and activities,
exemptions were applied in 9 instances during the current reporting period, though efforts are made to
release as much information as possible, respecting the spirit of the Act.
In processing privacy requests, responses may include interwoven information (relevant records contain
information about another individual that is interwoven with the requester’s personal information). Section
26 of the Privacy Act sets an exemption to the right of access to personal information about an individual
other than the individual who made the request. This is the only cited exemption during this reporting
period and was applied 6 times; all related records were partially disclosed. All exemptions invoked are
cited when releasing the records, unless doing so would reveal the exempted information or cause injury.
Privacy
section
26

Application of exemption and description
6 instances
records containing information about another individual
(Appendix B: Table 2.2)

No other exemptions were invoked under the Privacy Act during this reporting period. The application of
exemptions has been consistent throughout FY 2009-2010 to 2012-2013.
The Privacy Act does not apply to personal information available to the public (section 69) or confidences
of the Queen's Privy Council with the exception of section 70 which requires consultation with the Privy
Council Office.
Exclusions were not invoked during this reporting period, nor did the Canada Council exclude information
under sections 69 or 70 of the Privacy Act. (Appendix B: Table 2.3)
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Format of information released
“Format” refers to the method chosen by the applicants to access their documents, including the choice to
receive copies of their documents or examine documents to the Canada arts Council.
The following table indicates the preferred method that requesters have chosen to access their records,
including the choice to receive copies of their records or to examine the records onsite at the Canada
Council, identifying whether copies of the original records were released in whole or in part: during FY
2012-2013.
Format of information released

Number of requests

7
6
5
4
3
2
1
0
Disclosed in part
All disclosed

Paper
3

Electronic
6

0

1

Note: during this reporting period there were 2 instances where no records exist.
(Appendix B: Table 2.4)

70% of responses were provided electronically using case management software which prepares
responses in PDF format. The remaining 30% of requests were provided as paper copies of responsive
records. No other formats were used in response to requests.
During the reporting period consultations, translations into the other official language and legal advice
were not required to respond to privacy requests. (Appendix B: Table 2.5.3; 2.7)
PART 3 - Disclosures under subsection 8(2)
Personal information under the control of a government institution may be disclosed under certain terms
in accordance with subsection 8(2) of the Privacy Act.



Section 8(2)(e) allows disclosure for the purpose of enforcing any law of Canada or a province or
to carry out a lawful investigation.
Section 8(2)(m) allows for the disclosure of personal information where the public interest in the
disclosure clearly outweighs any invasion of privacy or the disclosure would clearly benefit the
individual to whom the information relates.

In 2012-2013 there were no disclosures of personal information pursuant to those provisions of the
Privacy Act. (Appendix B: Part 3)
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PART 4 - Requests for correction of personal information and notations
Under the Privacy Act, as per section 12(2), individuals have the right to request corrections or have a
notation added to any personal record under the control of a government institution. The right of access
and to request correction may be limited under certain conditions set forth in the Act. The Privacy
Regulations contain procedures related to the correction of personal information collected, used and
disclosed by government institutions.
The Canada Council received 3 requests to correct personal information; all corrections were accepted.
(Appendix B: Part 4)

PART 5 - Extensions
Section 14 of the Act obliges federal institutions to respond to requests within 30 days of receipt. A
federal institution may be entitled to an extension of that time limit by a maximum of 30 days, if meeting
the original time limit would unreasonably interfere with the institution’s operations, or if consultations
are necessary to comply with the request and they cannot reasonably be completed within the original
time limit. (Privacy Act s. 15)
The Canada Council has 30 calendar days to respond to a request. Extensions are limited to an additional
30 calendar days under the Privacy Act and the reasons are limited to subsections 15(a)(i) interference
with operations, 15(a)(ii) consultations with other parties, or 15(b) translation or conversion.
One legal extension for Privacy requests was invoked during the 2012-2013 fiscal year for the purposes of
consultation (ATI s. 15(a)(ii)); however the response was provided within 31 days of receipt of the request.
(Appendix B: Table 2.6.2; 5.1; 5.2)

Deemed refusals
Statutory deadlines were met for all 12 requests during the 2012-2013 fiscal year. Workload and
consultations did not impact the Canada Council for the Arts ability to meet the deadlines for these
requests. 4 requests were carried forward into FY 2013-2014. (Appendix B: Table 2.6.1)
PART 6 - Consultations received from other institutions and organizations
When other institutions receive access requests that include information originating from the Canada
Council, the ATIP office assists that institution in processing the request by reviewing and providing
recommendations on the disclosure of records in collaboration with sources within the Canada Council.
(Appendix B: Table 6.1)

Recommendations and completion time (government institutions)
The Canada Council did not receive new consultations from other government institutions subject to the
Privacy Act during this fiscal year and as a result there are no recommendations or completion times to
report. In addition, no outstanding consultations from the previous fiscal year were carried forward, nor
are any consultations carried over to the next reporting period. (Appendix B: Table 6.2)
Recommendations and completion time (organizations)
The Canada Council did not receive recommendations for consultations from other organizations subject
to the Privacy Act during this fiscal year and as a result there are no recommendations or completion
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times to report. In addition, no outstanding consultations from the previous fiscal year were carried
forward, nor are any consultations carried over to the next reporting period. (Appendix B: Table 6.3)
PART 7 - Completion time of consultations on Cabinet confidences
Privacy requests during the fiscal year 2012-2013 did not require consultations on Cabinet confidences
with the Privy Council Office on the application of section 70 of the Act. (Appendix B: Part 7)
PART 8 - Resources related to the Privacy Act
Human Resources
ATIP staffing for FY 2012-2013 amounted to 1 full-time employee dedicated part-time to privacy activities
(57%) and 1 part-time employee dedicated part-time to privacy activities (43%). (Appendix B: Table 8.2)
These figures exclude the time spent by the employees of the other Canada Council divisions on the
processing of personal information requests as well as the time and other resources that were involved in
the implementation measures to protect the privacy of the Canada Council’s employees, applicants and
other Canadians. Canada Council program staff participated in identifying and supplying relevant records
to the ATIP office for the requests reported.
Privacy Impact Assessments (PIA)
The PIA process is used to identify, assess and mitigate risks associated with the collection and
administrative use of personal information for new or modified Canada Council programs or activities.
No Privacy Impact Assessments (PIAs) were completed during this reporting period (attached as
Appendix A).
Costs
The Canada Council for the Arts invested a total of $93,840 in the management of the Privacy Act. Salary
costs related to the administration of the Act account for $74,100 and goods and services costs (expenses
other than salaries and overtime) account for $19,740. (Appendix B: Table 8.1)
During this reporting period the Canada Council has no expenditures to report concerning contracts for
privacy impact assessments or other profession service contracts.
Privacy Policies, Guidelines and Procedures
During this reporting period the following policies, guidelines or procedural developments related to the
Privacy Act were made available for employee reference on the Canada Council’s intranet:
Privacy Principles
Describes the principles used to review and improve handling practices of personal information and to
meet the obligations set out in the Privacy Act.
Guidelines for Privacy Breaches
Privacy breaches are often predictable and with proper foresight and planning can be avoided. Guidelines
for responding to a privacy breach.
Privacy Breach Incident Management Report
Documenting a privacy breach.
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Access to Information and Privacy Acts - Canada Council roles and responsibilities
Describes the roles and responsibilities of employees for complying with the Privacy Act, and supporting a
coordinated and effective management of access functions.
Privacy Risk Assessment Tools for the Canada Council for the Arts
Managing privacy risk through Privacy Impact Assessments (PIAs) and Information Sharing Agreements.
Privacy impact assessment (PIA) 2012 form
PIA initiation, completion and approval process
What is an Information Sharing Agreement?
Describes the content required for contracting when sharing personal information beyond the Canada
Council for the Arts.
Under the Privacy Act, the Treasury Board President is the designated Minister responsible for preparing
policy instruments concerning the operation of the Act and its Regulations. The Privacy Act establishes
that policy and guidelines are the appropriate vehicles for supporting its administration.
Internally, privacy reports and recommendations were provided to program activities on a regular basis
Information Sharing Activities
No information sharing activities occurred during FY 2012-2013. These activities involve the disclosure or
exchange of personal information collected and held by one institution and shared with another
institution. The Privacy Act imposes standards related to the collection, use and disclosure of personal
information.
Training and Awareness Initiatives for Canada Council for the Arts Employees
Information about Privacy is provided on the Canada Council for the Arts’ website. The website describes
the ATIP Office’s roles and responsibilities and provides information on the Privacy Act.
To raise awareness and understanding of accessibility to Canada Council records and documentation, 7
privacy policy, guideline and procedure documents were posted to the Canada Council’s intranet site
during this fiscal year for reference purposes (see: Privacy Policies, Guidelines and Procedures above).
The ATIP Coordinator supports information sharing, serving as a consultative source for contracts and
Memorandum of Understanding ensuring privacy principles are addressed. In addition, the ATIP Office
counseled on specific privacy issues through one-on-one meetings.
To assist the Canada Council to proactively release information to the public, the ATIP office provides
informal assistance and maintains a presence on the Canada Council’s intranet.
Personal Information Banks / Classes of Personal Information
No new Personal Information Banks (PIB) or Classes of Personal Information have been identified during
this reporting period.
Creation and registration of personal information banks (PIBs) are a requirement under the Privacy Act.
PIBs describe the organization and retrieval of personal information by name or identification number
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assigned to an individual. PIBs also describe the administrative purpose the personal information serves
and are published annually in Info Source.
Personal information not used administratively or not retrievable by a personal identifier are identified as
Classes of Personal Information accounting for all personal information government institutions hold.
Complaints, Investigations and Reviews to the Federal Court
A requester may file a complaint with the Office of the Privacy Commissioner (OPC) for any number of
reasons such as delays in responding to the request, exemptions and/or exclusions invoked, incomplete
responses, missing information and so on.
During 2012-2013, no complaints related to the Privacy Act were undertaken with the Office of the Privacy
Commissioner of Canada (OPC). No complaints were received in relation to sections 4 to 8 of the Act –
privacy breaches. As a result no key issues were raised since no Privacy complaints or investigations
occurred during the reporting period.
If an investigation has been conducted and the conclusion was that the OPC’s refusal to provide
information was valid, the requester has the right to apply to the Federal Court for review. The application
must be filed within 45 days after the Privacy Commissioner has reported the results of the investigation
to the requester.
No applications or appeals were submitted to the Federal Court or the Federal Court of Appeal during
fiscal year 2012-2013.
Reporting Requirements - Reviews and Recommendations
The Treasury Board of Canada's Secretariat (TBS) is responsible for monitoring compliance with the Policy
on Access to Information and the Policy on Privacy Protection.
During this reporting period, the ATIP Office prepared the Canada Council for the Arts Info Source chapter.
The primary purpose of Info Source is to assist individuals in exercising their rights under the Access to
Information Act and the Privacy Act, providing private individuals and federal government employees
(current and former) with the information required to access their personal information held by
Government institutions subject to the Privacy Act. This chapter facilitates access to information
regarding Canada Council activities and is aligned with the Canada Council’s Program Activity
Architecture. Under this approach, all classes of records and personal information banks are directly linked
to the relevant institutional program and/or activity. The Canada Council for the Arts 2012 submission for
Info Source: Source of Federal Government and Employee Information met TBS requirements gaining an
“excellent” rating.
There were no additional recommendations raised by other Agents of Parliament during fiscal year 20122013.
The Canada Council for the Arts met its reporting obligations on the administration of the Privacy Act
for the reporting period, by preparing and submitting, according to requirements, the:


Annual reports to Parliament
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Annual statistical reports
Annual review and update of institutional Info Source chapter

June 2013
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Appendices
Appendix A
Completed Privacy Impact Assessments (PIAs)
Institution

Number of Completed PIAs

Canada Council for the Arts

nil
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Appendix C: Delegation Order

Delegation of Powers, Duties and Functions Pursuant to
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