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Indirect Collection Guidelines - Appendix A

Application to the Information and Privacy Commissioner for Authorization to Indirectly Collect Personal Information

The following headings should be used as a format guide for institutions requesting authorization from the Information and Privacy Commissioner to indirectly collect personal information. The points under each heading highlight the most significant information which should be included in that section of the application. However, institutions should not restrict the information they provide to just these points as the Commissioner's review of the proposal will be based on the adequacy of the information provided. 

1. Background

· description of program/service for which the personal information is required 

· names, positions, addresses and telephone numbers of contacts in both the requesting institution and the originating source 

· name and position of individual who approved the proposed indirect collection in the requesting institution 

2. Authority to Collect the Personal Information

· specify which provision of section 38(2) of the Act is applicable 

3. Description of the Personal Information to be Collected

· use definition of personal information provided in section 2(1) of the Act 

· does the information pertain to one individual or to group of individuals 

· approximate number of records to be collected 

· current format or medium of personal information 

· identify of individual 

· if third party personal information involved 

· how personal information collected by the originating source 

4. Purpose of the Collection

· research or administrative purpose 

· why personal information is required 

· consequences of non-collection 

· if personal information needs to be collected in identifiable form 

5. Reasons for Indirect Collection

· why need to collect personal information from originating source rather than from individual(s) to whom the information relates 

6. Duration of Collection

· one-time occurrence, time-limited or on-going 

· start and completion dates 

7. Method of Collection

· will personal information collected be linked or matched with any other information 

· method of transfer 

· controls in place 

8. Verification of Personal Information

· description of steps taken to verify accuracy, completeness, currentness and security of personal information to be collected 

9. Notice Requirement

· whether a waiver from the responsible minister has been requested and, if so, was it approved 

Please send completed application to:
The Commissioner 
Information and Privacy Commissioner/Ontario 
2 Bloor Street East
Suite 1400 
Toronto, Ontario 
M4W 1A8
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