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PUiYac\ PRlic\

ScRSe
This Polic\ applies to directors, committee members, volunteers, coaches, contractors, and 
other decision-makers Zith AKBA in the case of personal information that is collected, used or 
disclosed in connection Zith an\ commercial activit\.

DefiQiWiRQV
The folloZing terms have these meanings in this Polic\:

a) Acts - Personal Information Protection and Electronic Documents Act 
b) Commercial Activit\ - an\ particular transaction, act or conduct that is of a commercial 

character
c) Organi]ation - includes an association, a partnership, a person, an unincorporated 

association, a trust, a not for profit organi]ation, a trade union and a corporation.
d) Personal Information - an\ information about an identifiable individual, but does not 

include an emplo\ee's name, title, business address or telephone number.
e) Personal Health Information - an\ health information about an identifiable individual.
f) Representatives- Directors, officers, emplo\ees, committees, members, volunteers, 

coaches, contractors and other decision makes Zith AKBA.

PRlic\
At AKBA, Ze respect the privac\ needs of our valued customers, members and partners. The 
folloZing Privac\ Polic\ outlines Zhat specific information is collected b\ AKBA in Zhat manner, 
and hoZ it is used, in compliance Zith the implementation of the Acts.  When personal 
information is supplied to AKBA it is used for the purpose for Zhich it Zas collected (e.g. 
repl\ing to \ou regarding a question \ou asked, registering for a program or course, etc.). 

SWaWXWRU\ ObligaWiRQV - AKBA is governed b\ the Acts in matters involving the collection, use 
and disclosure of personal and personal health information.

AddiWiRQal ObligaWiRQV - In addition to fulfilling all requirements of the Acts, AKBA and its 
Representatives Zill also fulfill the additional requirements of this Polic\. Representatives of 
AKBA Zill not:

a) Disclose personal information to a third part\ during an\ business or transaction 
unless such business, transaction or other interest is properl\ consented to in 
accordance Zith this polic\;

b) KnoZingl\ place themselves in a position Zhere the\ are under obligation to an\ 
person to disclose personal information;

c) In the performance of their official duties, disclose personal information to famil\ 
members, friends or colleagues, or to organi]ations in Zhich their famil\ members, 
friend or colleagues have an interest;

d) Derive personal benefit from personal information that the\ have acquired during 
the course of fulfilling their official duties Zith AKBA; and

e) Accept an\ gift or favor that could be construed as being given in anticipation of, or 
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in recognition for, the disclosure of personal information.

RXliQg RQ PRlic\ - E[cept as provided in the Acts, the Board of Directors of AKBA Zill have 
the authorit\ to interpret an\ provision of this Polic\ that is contradictor\, ambiguous, or 
unclear.

BoaUd aSSUoYed laVW: 23 OcWobeU 2019
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OSeUaWiRQal PURcedXUeV

AUWicOe 2 - AccRXQWabiOiW\

2.1 PeUVRQal IQfRUmaWiRQ - AKBA Zill be responsible for personal information that is in its 
custod\ or under its control and Zill implement policies and practices to secure all personal 
information during collection, use and disclosure.
2.2 PUiYac\ OfficeU - AKBA Zill designate an individual to oversee the implementation and 
monitoring of this Privac\ Polic\ and the securit\ of personal information.
2.3 DXWieV - The Privac\ Officer Zill:

a) Implement procedures to protect personal information;
b) Establish procedures to receive and respond to complaints and inquiries;
c) Ensure all volunteers implements the proper procedures to protect personal 

information.
d) Make his/her identit\ and contact information knoZn to the public via AKBA¶s Zeb site 

and Zill be publicl\ accessible;
e) Respond to all requests and inquiries in regard to personal information;
f) Train volunteers and communicate to volunteers information about the AKBA's 

policies and practices; and
g) Develop information to e[plain AKBA's policies and procedures to members and the 

public.
2.4 DiVclRVXUe WR ThiUd PaUWieV - A contract made Zith a third-part\ having access to 

personal information held b\ AKBA Zill include a clause that ensures the third part\ does not 
breach AKBA's privac\ policies.
2.5 IQfRUmaWiRQ - Information Zill be made available to the public via AKBA's Zebsite 
e[plaining privac\ policies and procedures.
2.6 AQQXal ReYieZ - This Polic\ Zill be revieZed annuall\ b\ the Privac\ Officer and 
necessar\ changes Zill be made to ensure the protection of personal information and 
compliance Zith the laZ.

AUWicOe 3 - IdeQWif\iQg PXUSRVeV

3.1 CRllecWiRQ - AKBA Zill onl\ collect information reasonabl\ necessar\ for the identified 
purposes set out in Article 3.3 and Zill identif\ in Zriting the purposes for Zhich personal 
information is collected at or before the time of collection. The purposes Zill be stated in a 
manner that an individual can reasonabl\ understand hoZ the information Zill be used or 
disclosed.
3.2 NRWificaWiRQ - Before or at the time of collecting personal information AKBA Zill notif\ the 
individual in Zriting or orall\ the purposes for Zhich the information is collected and the name 
of the Privac\ Officer.
3.3 PXUSRVe - Personal information ma\ be collected from prospective members, 
members, participants, coaches, referees, managers, and volunteers ("Individuals") and 
used b\ AKBA Representatives for purposes that include, but are not limited to, the 
folloZing:

a) Name, address, phone number, cell phone number, fa[ number and e-mail address 
for the purpose of providing information to AKBA.

b) Nationalit\ for statistics as required b\ Sport Canada
c) NCCP number, education, resumes and e[perience for database entr\ at the 

Coaching Association of Canada to determine level of certification and coaching 
qualifications.

d) Credit card information for registration at conferences, purchasing equipment, 
coaching manuals and other resources.
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e) Date of birth and athlete biograph\ for media releases and to determine age group.
f) Banking information, social insurance number, criminal records check, resume, 

and beneficiaries for AKBA's pa\roll, compan\ insurance and health plan.
g) Personal health information including provincial health card numbers, allergies, 

emergenc\ contact and past medical histor\ for use in the case of medical 
emergenc\.

h) Personal health information for individuals Zith a disabilit\ in order to determine 
eligibilit\ to compete and classification.

i) Athlete information including height, dietar\ supplements taken, uniform si]e, shoe 
si]e, feedback from coaches and trainers, performance results, biograph\ information 
and AKBA registration number for required registration forms, outfitting uniforms, 
media relations, and components of selection.

j) Athlete Zhereabouts information including sport/discipline, training times and 
venues, training camp dates and locations, travel plans, competition schedule, and 
disabilit\, if applicable, for Canadian Centre for Ethics in Sport inquiries for the 
purpose of out of competition doping testing.

k) Individual measurements for adjusting equipment.
I) Bod\ Zeight, mass and bod\ fat inde[ to monitor ph\sical response to training and 

to maintain an appropriate Zeight for competition.
m) Marketing information including attitudinal and demographic data on individual 

members to determine membership demographic structure, and program Zants and 
needs. n)

n) Passport numbers and frequent fl\er numbers for travel purposes.
o) Individuals providing their addresses or e-mail addresses to AKBA Zill receive an 

advertisement from neZ and e[isting Corporate Partners, an alumni letter, a 
neZsletter and donation request for the purpose of fundraising.

3.4 PXUSRVeV QRW IdeQWified - AKBA Zill seek consent from individuals Zhen personal 
information is used for a purpose not previousl\ identified. This consent Zill be documented 
as to Zhen and hoZ it Zas received.

AUWicOe 4 - CRQVeQW

4.1 CRQVeQW - AKBA Zill obtain consent from individuals at the time of collection prior to 
the use or disclosure of this information.
4.2 LaZfXl MeaQV - Consent Zill not be obtained b\ deception.
4.3 ReTXiUemeQW - AKBA Zill not, as a condition of a product or service, require an 
individual to consent to the collection, use or disclosure of information be\ond that required 
to fulfill the specified purpose.
4.4 FRUm - Consent ma\ be Zritten, oral or implied. In determining the form of consent to 
use, AKBA Zill take into account the sensitivit\ of the information, as Zell as the individual's 
reasonable e[pectations. Individuals ma\ consent to the collection and specified used of 
personal information in the folloZing Za\s:

a) B\ filling out an application form;
b) B\ signing a form;
c) B\ checking a check off bo[;
d) B\ providing Zritten consent either ph\sicall\ or electronicall\;
e) B\ consenting orall\ in person; or
f) B\ consenting orall\ over the phone.

4.5 WiWhdUaZal - An individual ma\ ZithdraZ consent to the collection, use or disclosure of 
personal information at an\ time, subject to legal or contractual restrictions, provided the 
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individual gives one Zeek's notice of such ZithdraZal. AKBA Zill inform the individual of the 
implications of such ZithdraZal.
4.6 Legal GXaUdiaQV - Consent Zill not be obtained from individual Zho are minors, 
seriousl\ ill, or mentall\ incapacitated and therefore Zill be obtained from a parent, legal 
guardian or person having poZer of attorne\.

4.7 E[ceSWiRQV fRU CRllecWiRQ - AKBA is not required to obtain consent for the collection, 
of personal information if:

a) it is clearl\ in the individual's interests and consent is not available in a timel\ Za\;
b) knoZledge and consent Zould compromise the availabilit\ or accurac\ of the 

information and collection is required to investigate a breach of an agreement or 
contravention of a federal or provincial laZ;

c) the information is for journalistic, artistic or literar\ purposes;
d) the information is publicl\ available as specified in the Acts.

4.8 E[ceSWiRQV fRU UVe - AKBA ma\ use personal information Zithout the individual's 
knoZledge or consent onl\:

a) if AKBA has reasonable grounds to believe the information could be useful Zhen 
investigating a contravention of a federal, provincial or foreign laZ and the information 
is used for that investigation;

b) for an emergenc\ that threatens an individual's life, health or securit\;
c) for statistical or scholarl\ stud\ or research (AKBA must notif\ the Privac\ 

Commissioner before using the information);
d) if it is publicl\ available as specified in the Acts;
e) if the use is clearl\ in the individual's interest and consent is not available in a 

timel\ Za\; or
f) if knoZledge and consent Zould compromise the availabilit\ or accurac\ of the 

information and collection Zas required to investigate a breach of an agreement 
or contravention of a federal or provincial laZ.

4.9 E[ceSWiRQV fRU DiVclRVXUe - AKBA ma\ disclose personal information Zithout the 
individual's knoZledge or consent onl\:

a) to a laZ\er representing AKBA;
b) to collect a debt the individual oZes to AKBA;
c) to compl\ Zith a subpoena, a Zarrant or an order made b\ a court or other bod\ 

Zith appropriate jurisdiction;
d) to a government institution that has requested the information, identified its laZful 

authorit\, and indicated that disclosure is for the purpose of enforcing, carr\ing out an 
investigation, or gathering intelligence relating to an\ federal, provincial or foreign laZ; 
or that suspects that the information relates to national securit\ or the conduct of 
international affairs; or is for the purpose of administering an\ federal or provincial 
laZ;

e) to an investigative bod\ named in the Acts or government institution on AKBA¶s 
initiative Zhen AKBA  believes the information concerns a breach of an agreement, or 
a contravention of a federal, provincial, or foreign laZ, or suspects the information 
relates to national securit\ or the conduct of international affairs;

f) to an investigative bod\ for the purposes related to the investigation of a breach of 
an agreement or a contravention of a federal or provincial laZ;

g) in an emergenc\ threatening an individual's life, health, or securit\ (AKBA must 
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inform the individual of the disclosure);
h) for statistical, scholarl\ stud\ or research (AKBA must notif\ the Privac\ 

Commissioner before disclosing the information);
i) to an archival institution;
j) 20 \ears after the individual's death or 100 \ears after the record Zas created;
k) if it is publicl\ available as specified in the regulations; or
I) if otherZise required b\ laZ.

AUWicOe 5 - LiPiWiQg CROOecWiRQ

5.1 LimiWiQg CRllecWiRQ - AKBA Zill not collect personal information indiscriminatel\. 
Information collected Zill be for the purposes specified in Article 3.3.
5.2 MeWhRd Rf CRllecWiRQ - Information Zill be collected b\ fair and laZful means.

AUWicOe 6 - LiPiWiQg UVe, DiVcORVXUe, aQd ReWeQWiRQ

6.1 LimiWiQg UVe - Personal information Zill not be used or disclosed for purposes other 
than those for Zhich it Zas collected as described in Article 3.3, e[cept Zith the consent of 
the individual or as required b\ laZ.
6.2 ReWeQWiRQ PeUiRdV - Personal information Zill be retained for certain periods of time 
in accordance Zith the folloZing:

a) Registration data and athlete information Zill be retained for a period of three \ears 
after an individual has left the program in the event that the individual chooses to return 
to the program;

b) Parental/famil\ information Zill be retained for a period of three \ears after an individual 
has left the program in the event that the individual chooses to return to the program;

c) Credit Card information Zill be destro\ed immediatel\ upon completion of a financial 
transaction.

d) Information collected b\ coaches Zill be retained for a period of three \ears after an 
individual has left the program in the event that the individual chooses to return to the 
program, and in order to communicate program and conference dates.

e) Emplo\ee information Zill be retained for a period of seven \ears in accordance Zith 
Canada Customs and Revenue Agenc\ requirements.

f) Personal health information Zill be immediatel\ destro\ed in the event that the individual 
chooses to leave the program

g) Personal health information of Paral\mpic athletes Zill be retained for a period of three 
\ears after an individual has left the program in the event that the individual chooses to 
return to the program;

h) Marketing information Zill be immediatel\ destro\ed upon compilation and anal\sis of 
collected information.

i)As otherZise ma\ be stipulated in federal or provincial legislation.
6.3 DeVWUXcWiRQ Rf IQfRUmaWiRQ - Documents Zill be destro\ed b\ Za\ of shredding 

and electronic files Zill be deleted in their entiret\.
6.4 E[ceSWiRQ - Personal information that is used to make a decision about an individual Zill 
be maintained for a minimum of one \ear of time to alloZ the individual access to the 
information after the decision has been made.
6.5 ThiUd PaUWieV- Information Zhich has been consented to be disclosed to a third part\ Zill 
be protected b\ a third-part\ agreement to limit use and disclosure.

AUWicOe 7 - AccXUac\

7.1 AccXUac\ - Personal information Zill be accurate, complete and up to date as is 
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necessar\ for the purposes for Zhich it is to be used to minimi]e the possibilit\ that 
inappropriate information ma\ be used to make a decision about the individual.
7.2 USdaWe - Personal information Zill onl\ be updated if it is necessar\ to fulfill the 
purposes for Zhich the information Zas collected unless the personal information is used 
on an ongoing basis.
7.3 ThiUd PaUWieV - Personal information disclosed to a third part\ Zill be accurate and up-
to- date.

AUWicOe 8 - SafegXaUdV

8.1 SafegXaUdV - Personal information Zill be protected b\ securit\ safeguards appropriate 
to the sensitivit\ of the information against loss or theft, unauthori]ed access, disclosure, 
cop\ing, use or modification.
8.2 SeQViWiYiW\ - The nature of the safeguards Zill be directl\ related to the level of sensitivit\ 
of the personal information collected. The more sensitive the information, the higher the level 
of securit\ emplo\ed.
8.3 MeWhRdV Rf PURWecWiRQ - Methods of protection and safeguards include, but are not 
limited to, locked filing cabinets, restricted access to offices, securit\ clearances, need-to-
knoZ access and technological measures including the use of passZords, encr\ption, and 
fireZalls.
8.4 VRlXQWeeUV - Volunteers Zill be made aZare of the importance of maintaining 
personal information confidential and ma\ be required to sign confidentialit\ agreements.
8.5 CRacheV IQfRUmaWiRQ - Personal information in the possession of coaches Zill be 
secured in a locked filing cabinet and/or on a passZord protected computer managed b\ the 
VP of Finance & Admin and onl\ accessed b\ the Board & Member Services Coordinator.
8.6 FiQaQcial IQfRUmaWiRQ - Personal information of volunteers Zill be secured in a locked 
filing cabinet and/or on a passZord protected computer accessed onl\ b\ the VP of Finance 
& Admin.
8.7 MembeUVhiS IQfRUmaWiRQ - Membership information Zill be secured in a locked filing 
cabinet and/or on a passZord protected computer accessed onl\ b\ the Board and other ke\ 
volunteers Zith the permission of the VP of Member Services.
8.8 AWhleWe IQfRUmaWiRQ - Athlete information Zill be secured in a locked filing cabinet in 
AKBA's office and/or on a passZord-protected computer, accessed onl\ b\ the Board and 
other ke\ volunteers Zith the permission of the VP of Member Services.
8.9 MaUkeWiQg IQfRUmaWiRQ - Marketing information Zill be secured in a locked filing 
cabinet and on a passZord-protected computer, both of Zhich Zill onl\ be accessed b\ the 
VP of Finance & Admin.

AUWicOe 9 - OSeQQeVV

9.1 OSeQQeVV - AKBA Zill make publicl\ available information about its policies and 
practices relating to the management of personal information. This information Zill be in a 
form that is generall\ understandable.
9.2 IQfRUmaWiRQ - The information made available Zill include:

a) the name or title, and the address, of the person Zho is accountable for the 
organi]ation 's policies and practices and to Zhom complaints or inquiries can 
be forZarded;

b) the means of gaining access to personal information held b\ the organi]ation;
c) a description of the t\pe of personal information held b\ the organi]ation, 

including a general account of its use;
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d) a cop\ of an\ brochures or other information that e[plain the organi]ation's 
policies, standards, or codes; and

e) organi]ations such as RoZing Canada, and Coaches Association of Canada in 
Zhich personal information is made available.

AUWicOe 10 - IQdiYidXaO AcceVV

10.1 IQdiYidXal AcceVV - Upon Zritten request, and assistance from AKBA, an individual 
Zill be informed of the e[istence, use, and disclosure of his or her personal information 
and Zill be given access to that information.

10.2 AmeQdmeQW - An individual Zill be able to challenge the accurac\ and completeness 
of the information and have it amended as appropriate.
10.3 DeQial - An individual ma\ be denied access to his or her personal information 
and provided a Zritten e[planation as to Zh\ if:

a) the information is prohibitivel\ costl\ to provide;
b) the information contains references to other individuals;
c) the information cannot be disclosed for legal, securit\, or commercial 

proprietar\ reasons, and
d) the information is subject to solicitor-client or litigation privilege.

10.4 CRQWeQWV Rf RefXVal - If AKBA determines that the disclosure of personal 
information should be refused, AKBA must inform an individual the folloZing:

a) the reasons for the refusal and the provisions of the Acts on Zhich the refusal is based;
b) the name, position title, business address and business telephone number of the 

Privac\ Officer Zho can ansZer the applicant's questions; and
c) that the individual ma\ ask for a revieZ Zithin thirt\ (30) da\s of being notified of 

the refusal.
10.5 SRXUce - Upon request, the source of personal information Zill be disclosed along Zith 
an account of third parties to Zhom the information ma\ have been disclosed.
10.6 IdeQWiW\ - Sufficient information ma\ be required to confirm an individual's identit\ prior 
to providing that individual an account of the e[istence, use, and disclosure of personal 
information.
10.7 ReVSRQVe - Requested information Zill be disclosed Zithin 30 da\s of receipt of the 
request at minimal e[pense for cop\ing or no cost to the individual, unless there are 
reasonable grounds to e[tend the time limit. The requested information Zill be provided in a 
form that is generall\ understandable.
10.8 CRVWV - Costs ma\ onl\ be levied if an individual is informed in Zriting in advance of 
the appro[imate cost and has agreed to proceed Zith the request.
10.9 IQaccXUacieV - If personal information is inaccurate or incomplete, it Zill be amended 
as required and the amended information Zill be transmitted to third parties in due course.
10.10 UQUeVRlYed CRmSlaiQWV - An unresolved complaint from an individual in regard to the 
accurac\ of personal information Zill be recorded and transmitted to third parties having 
access to the information in question.

AUWicOe 11 - ChaOOeQgiQg CRPSOiaQce

11.1 ChalleQgeV - An individual Zill be able to challenge compliance Zith this Polic\ and 
the Acts to the designated individual accountable for compliance.
11.2 PURcedXUeV - Upon receipt of a complaint AKBA Zill:

a) Record the date the complaint is received;
b) Notif\ the Privac\ Officer Zho Zill serve in a neutral, unbiased capacit\ to resolve 

the complaint;
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c) AcknoZledge receipt of the complaint b\ Za\ of telephone conversation and clarif\ 
the nature of the complaint Zithin three (3) da\s of receipt of the complaint;

d) Appoint an investigator using AKBA personnel or an independent investigator, Zho 
Zill have the skills necessar\ to conduct a fair and impartial investigation and Zill 
have unfettered access to all file and personnel, Zithin ten (10) da\s of receipt of 
the complaint.

e) Upon completion of the investigation and Zithin tZent\-five (25) da\s of receipt of 
the complaint, the investigator Zill submit a Zritten report to AKBA.

f) Notif\ the complainant the outcome of the investigation and an\ relevant steps taken 
to rectif\ the complaint, including an\ amendments to policies and procedures Zithin 
thirt\ (30) da\s of receipt of the complaint.

11.3 AVViVWaQce - AKBA Zill assist an individual in preparing a request for information.

11.4 WhiVWleblRZiQg - AKBA must not dismiss, suspend, demote, discipline, harass or 
otherZise disadvantage an emplo\ee of AKBA, or den\ that emplo\ee a benefit because 
the emplo\ee, acting in good faith and on the basis of reasonable belief:

a) has disclosed to the commissioner that AKBA has contravened or is about to 
contravene the Acts;

b) has done or stated an intention of doing an\thing that is required to be done in order 
to avoid having an\ person contravene these Acts;

c) has refused to do or stated an intention of refusing to do an\thing that is in 
contravention of these Acts.

AKBA is committed to protecting \our privac\ and the personal information that \ou provide to us. 

Should \ou have an\ questions or comments about this Privac\ Polic\ or to report an\ violations of 
the Privac\ Polic\, please contact the Privac\ Officer.

AKBA
B\ Email: akbaprivac\officer@gmail.com

mailto:akbaprivacyofficer@gmail.com

