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Administration records
General Records:  Any records used during the day-to-day operations of the university
Personal Information Banks

Liaison Files

Location: Senate Office, Board of Governors, University Secretariat, all offices and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, business information
Uses:  To maintain valuable contacts with outside organizations.
Users:  Senate Office, Board of Governors, Board Committees, University Secretariat
Individuals in Bank:  Individuals from organizations that serve as contacts between the university and their organization
Retention & Disposal:  varied/to be determined

Chronological Correspondence

Location: Senate Office, Board of Governors, University Secretariat, all offices and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, business information

Uses:  
To maintain a record of all administrative related correspondence.
Users:  Senate Office, Board of Governors, University Secretariat, all offices
Individuals in bank:  Any individuals engaged in administrative related correspondence
Retention & Disposal:  varied/to be determined

Appointments

Location: Senate Office, Human Resources, Dean’s Offices
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, occupation, education, public or professional organization experience, biographical information, CV, chronological correspondence, appointments, personnel files, employment contracts and agreements
Uses:  To maintain a record of appointments to various Board, Senate, and Committee positions.
Users:  Senate Office, Board of Governors, Board Committees, University Secretariat

Individuals in Bank:  Individuals appointed to positions in the Senate, the Board of Governors, and Committees
Retention & Disposal:  varied/to be determined

Elections

Location: Senate Office, Board of Governors, University Secretariat
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, occupation, education, public or professional organization experience, biographical information, CV, chronological correspondence, appointments, personnel files, employment contracts and agreements

Uses:  To maintain a record of those elected to available positions in university government.
Users:  Senate Office, Board of Governors, Board Committees, University Secretariat

Individuals in Bank:  Individuals elected to serve in various positions
Retention & Disposal:  varied/to be determined

Inquiries

Location: Senate Office, Board of Governors, University Secretariat, all offices and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, business information

Uses:  To maintain a record of inquiries received by university administrative offices.
Users:  Senate Office, Board of Governors, Board Committees, University Secretariat, all offices
Individuals in Bank:  Any individuals conducting inquiries
Retention & Disposal:  varied/to be determined

Committee Records:  Records kept by the various university committees containing minutes, resolutions and general information on the committees.
Historical, Constitutive, Regulatory:  These records contain historical information as well as files relating to university charters, statutes, letters patent, regulations, and by-laws.
Personal Information Banks

Honorary Distinctions
Location: Senate Office, University Secretariat

Legal Authority:  Carleton University Act, 1957

Information Maintained:  convocation and graduate details, recipients of awards, scholarships, medals and prizes, name, gender, address, phone, email, occupation, education, public or professional organization experience, biographical information, CV, chronological correspondence, appointments, academic recommendations

Uses:  To maintain a record of all honorary distinctions awarded by Carleton.
Users:  Senate Office, University Secretariat

Individuals in Bank:  Honorary distinction recipients
Retention & Disposal:  varied/to be determined

Planning, Organization, Internal Governance:  Records kept for the purposes of service and administrative planning and governance including policies, procedures, and delegation of authority.
Personal Information Banks
Client Services

Location:  Client Services Division
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, student/employee number, login passwords and names, administrative login passwords and names
Uses:  To contribute to the effective and innovative use of information technology at Carleton by providing a broad range of support services for a wide variety of hardware and software to students, faculty and staff.
Users:  Client Services Division
Individuals in Bank:  students, faculty, staff
Retention & Disposal:  varied/to be determined
Audit Reports
Location:  Internal Audit and Advisory Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  financial information, system operations data regarding policies, plans, procedures, laws, and regulations, inferences relating to certain positions that could relate directly to an identifiable individual

Uses:  To assist members of the University in the effective discharge of their responsibilities by providing cost effective analyses, recommendations, counsel, and information concerning the areas examined.

Users:  Internal Audit and Advisory Services, President, Board of Governors
Individuals in Bank:  Those individuals and departments audited
Retention & Disposal:  varied/to be determined

Reports & Statistics:  Records outlining various reports, statistics, inquiries, surveys, studies, and analysis.
Personal Information Banks
Studies & Analysis
Location:  Office of Institutional Research and Planning, Department of University Communications 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  Results of various analysis and studies concerning university operations, name, phone number, email
Uses:  To promote and support institutional planning, evidence-based decision-making, and accountability, by providing quantitative information and analysis, and related professional services, to Carleton's senior management, faculty and staff.  
Users:  Office of Institutional Research and Planning
Individuals in Bank:  students, staff, faculty
Retention & Disposal:  varied/to be determined

Statistics
Location:  Office of Institutional Research and Planning, Department of University Communications 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  statistical records on university demographics such as the number of undergraduate, graduate, and international students, enrolment based on year, program, faculty, full-time and part-time equivalency, various other academic related statistics, personnel and faculty statistics, name, student/employee number, phone number, address, email, personal academic information
Uses:  To foster understanding of the University's activities by defining, collection and disseminating standardized statistics, and by performing innovative institutional research.

Users:  Office of Institutional Research and Planning
Individuals in Bank:  students, staff, faculty
Retention & Disposal:  varied/to be determined

Legal Affairs:  Records pertaining to legal matters such as claims, contracts, patents, etc.
Personal Information Banks
Intellectual Property & Patents
Location:  Innovation Transfer Office, Technology and Research Development Office
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, email, telephone, fax, student number, employee number, banking information, business information, confidential project details/plan outlines, legal advice for patent and licensing, funding and financial information, funding negotiation terms, academic information, professional information, CVs
Uses:  Advice on how to apply for a patent (searching existing patents, preparing applications, etc.), management of patent agents on patent prosecution, marketing of the technology to potential licensees, negotiation of license agreements and monitoring of licenses
Users:  Innovation Transfer Office, Technology and Research Development Office

Individuals in Bank:  faculty, staff, students  

Retention & Disposal:  varied/to be determined

Legal Opinion and Advice
Location:  University Secretary, Department of Human Resources
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, telephone, email, comments and opinions, details concerning an individual’s legal issue, labour relations, advice given 
Uses:  To ensure that legal services are sought where appropriate.
Users:  University Secretary, Department of Human Resources
Individuals in Bank:  university personnel, university ancillary units
Retention & Disposal:  varied/to be determined

Legal Proceedings, Minor & Major Claims
Location:  University Secretary, Department of Human Resources
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, telephone, email, fax, banking information, comments and opinions, labour disputes/proceedings, advice, case details/notes on proceedings, university administration information
Uses:  To provide for a uniform budgetary treatment of legal expenses and handle university related disputes accordingly.

Users:  University Secretary, Department of Human Resources
Individuals in Bank:  university personnel, university ancillary units
Retention & Disposal:  varied/to be determined

_______________________________________________________________
human resources records
Staffing:  Records involving staff positions management, functions, recruitment, and hiring. 
Personal Information Banks
Position Management
Location:  Human Resources, manager’s offices/departments, Academic Staff Association, Educational Development Centre 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, occupation, education and employment information, personal views/opinions, attendance and leave records, performance evaluations

Uses:  To keep track of the various management positions, their availability and operations.  

Users:  Human Resources, manager’s offices/departments
Individuals in Bank:  

Retention & Disposal:  varied/to be determined

Staff Hiring
Location:  Human Resources, manager’s offices/departments 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, occupation, education and employment information, social insurance number, performance evaluations, benefit options, salary, next-of-kin, CV
Uses:  Maintain records on individuals hired to the university.

Users:  Human Resources, manager’s offices/departments
Individuals in Bank:  Individuals applying for jobs with the university
Retention & Disposal:  varied/to be determined

Personnel Files:  Records and files created by university personnel for professional use.
Personal Information Banks
Electronic
Location:  Computing and Communications Services, faculty/staff computers
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, address, email, employment information, comments and opinions, employee number, correspondence records, information on internal affairs
Uses:  Electronic records created by personnel for business related purposes.  

Users:  staff, faculty
Individuals in Bank:  staff, faculty, public
Retention & Disposal:  varied/to be determined

Professors and Lecturers
Location:  various academic offices and departments 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, address, email, student academic information, student numbers, grades/evaluations, student work, lesson plans, course outlines, comments and opinions, electronic and written communications, records of meetings/advice given
Uses:  To aid in the evaluative process for students.

Users:  professors, lecturers, relevant departmental staff  
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Auxiliary Teaching Staff
Location:  various academic offices and departments 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, address, email, student academic information, student numbers, grades/evaluations, student work, lesson plans, course outlines, comments and opinions, electronic and written communications, records of meetings/advice given
Uses:  To aid in the evaluative process for students.


Users:  auxiliary teaching staff, relevant departmental staff
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Managerial, Administrative, and Support
Location:  all offices and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, address, email, fax, employee numbers, employment information, employee evaluations, administrative documents concerning internal operations, comments and opinions, electronic and written correspondence, records of meetings, attendance/leave records, emergency contact information, office/department project information
Uses:  To maintain records of internal operations, employees, and business correspondence for professional use.

Users:  various managers, administrative and support staff
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Student Staff, Interns
Location: all offices and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, address, email, student academic information, student numbers, grades/evaluations, student work, lesson plans, course outlines, comments and opinions, electronic and written communications, records of meetings/advice given, employment/placement information, liaison information
Uses:  To maintain operational records pertaining to the duties and requirements of the position.  

Users:  student staff, interns, supervisors, managers, senior administrators
Individuals in Bank:  students, staff, public   
Retention & Disposal:  varied/to be determined

Work Conditions and Benefits:  Records involving employee salary and benefit programs.
Personal Information Banks
Payroll
Location: Human Resources
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, position, department, social insurance number, employee number, attendance and leave records, salary, payroll transactions  
Uses:  To ensure proper payout for hours worked.

Users:  Human Resources
Individuals in Bank:  students, staff, faculty
Retention & Disposal:  varied/to be determined

Benefits Management & Group Insurance
Location:  Human Resources, Great-West Life
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital status, dependants, address, phone, email, position, department, staff category, employee number
Uses:  To ensure that proper benefits and insurance options are extended to eligible employees of the university.

Users:  Human Resources
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Claims Data
Location:  Human Resources, Great-West Life
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital status, dependants, address, phone, email, position, department, staff category, employee number, dental/orthodontic procedure completed, cost
Uses:  To ensure proper payout of claims under the employee dental plan.

Users:  Human Resources
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Life Insurance
Location:  Human Resources, University Life Insurance Plan 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital status, dependants, address, phone, email, position, department, staff category, employee number, health information
Uses:  To maintain a record of life insurance plans extended to eligible employees of the university.
  

Users:  Human Resources, University Life Insurance Plan
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Accident, Illness, Drug Insurance
Location:  Human Resources, Great-West Life
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital status, dependants, address, phone, email, position, department, staff category, employee number, health information, record of claims
Uses:  To provide accident, illness, and drug insurance to eligible employees.  

Users:  Human Resources, Great-West Life
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Retired Employees
Location:  Human Resources
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital status, dependants, address, phone, email, position, department, staff category, employee number, health information, years of service
Uses:  To maintain a record of all retired employees of the university.   

Users:  Human Resources
Individuals in Bank:  retired staff, retired faculty
Retention & Disposal:  varied/to be determined

Pension Plans
Location:  Office of Pension Fund Management
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital status, dependants, address, phone, email, position, department, staff category, employee number, health information
Uses:  To maintain and manage the stakeholders covered in the university’s pension plan.
Users:  Office of Pension Fund Management

Individuals in Bank:  retired employees eligible for pension coverage
Retention & Disposal:  varied/to be determined

Occupational Health & Safety:  Records detailing occupational health, safety, and accidents, as well as employee medical records.
Personal Information Banks
Occupational Accident Records
Location: various supervisors’ offices, Human Resources
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, job title, department, date of incident, location of incident, contributing factors, description of events
Uses:  To provide a thorough report of any workplace accidents in order to administer compensation where necessary and to comply with the Workplace Safety and Insurance Board.  

Users:  Human Resources
Individuals in Bank:  injured staff, injured faculty

Retention & Disposal:  varied/to be determined
Employee Medical Records
Location: Health and Counselling Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, employee number, email emergency contact, health information, OHIP number, record of physical examination, record of counselling, medical history, x-ray and immunization records
Uses:  To maintain a record of employee counselling, health, and medical history in order to provide proper care and service.  

Users:  Health and Counselling Services  
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Employee Evaluations, Development, Promotion:  Records covering professional development information, employee evaluations and assitance, and various staff social events.
Personal Information Banks
Personnel Evaluations
Location:  Various supervisors’/manager’s offices, designated Human Resources Advisor
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, appointment date, position, department, employee responsibilities, evaluation of performance, areas of improvement, comments and opinions
Uses:  To maintain a record of employee performance in order to ensure effective work operations. 

Users:  Appropriate managers/supervisors, designated Human Resources Advisor
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Employee Assistance Programs
Location:  Health and Counselling Services, Employee Assistance Program 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, employee number, email, emergency contact, health information, personal family situation, marriage status, sexual orientation, emotional condition, addictions counselling, OHIP number, record of counselling
Uses:  To provide a confidential professional counselling and referral services to employees and their families.  

Users:  Employee Assistance Program

Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Labour Relations:  Records pertaining to Union and employee associations, and employment contracts/agreements.
Personal Information Banks
Employment Contracts & Agreements
Location:  Human Resources, supervisor’s/manager’s offices, CUPE 2424
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, employee number, email, position, department, employee responsibilities/duties, benefits
Uses:  To maintain a record of the expectations, duties, and rights of employees.  

Users:  Human Resources, supervisor’s/manager’s offices, CUPE 2424
Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

_______________________________________________________________
Financial Resources Records
Funding:  Records involving grant calculations, fundraising campaigns, endowments, etc.
Personal Information Banks
Fundraising Campaigns
Location: Development Services, Alumni Services, various departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, email, phone, financial information, amount donated
Uses:  To keep a record of monies collected and donors during university fundraising campaigns.  

Users:  Development Services, Alumni Services, various departments
Individuals in Bank:  students, staff, faculty, public
Retention & Disposal:  varied/to be determined
Foundation, Endowments
Location:  University Advancement, Alumni Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital/family status, address, phone, email, fax, occupation, education, financial information, chronological correspondence regarding donations, reports related to university campaigns/initiatives, planned gift commitments  
Uses:  To maintain and track the various donations, planned gift commitments and potential donors associated with the university.  

Users:  University Advancement, Alumni Services, University Communications
Individuals in Bank:  current and potential donors
Retention & Disposal:  varied/to be determined

Budgets:  Records outlining university budgetary plans and expenditures.
Accounting:  Records detailing accounts receivable and payable, student information, and grant payouts.
Personal Information Banks
Accounts Receivable 
Location:  Finance, all departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, telephone, email, fax, financial information
Uses:  To generate invoices for outstanding accounts and maintain a record of their status.  

Users:  Finance, finance administrators, all departments  
Individuals in Bank:  students, staff, faculty, public  

Retention & Disposal:  varied/to be determined

Accounts Payable

Location:  Accounting, all departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, phone, email, fax number, financial information
Uses:  To provide reimbursement for various employee related expenditures and to maintain a record of their status.

Users:  Accounting, finance administrators, all departments

Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Student Accounts
Location:  Business Office, Registrar’s Office, Finance 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, records of tuition and incidental fees paid and reimbursed, balances owing for residence fees, library fees, miscellaneous fees

Uses:  To manage student financial accounts with the University.  

Users:  Business Office, Registrar’s Office, Finance
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Grants
Location:  Dean’s offices, Registrar’s Office, Student Financial Assistance, Awards Office  
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, email, employment information, yearly income, personal financial information, education
Uses:  To aid in determining eligibility for a grant  

Users:  Dean’s offices, Registrar’s Office, Student Financial Assistance, Awards Office  
Individuals in Bank:  students, faculty
Retention & Disposal:  varied/to be determined

 Salary Management:  Records pertaining to the proper dispersal and payout of staff salaries.
Personal Information Banks
Salary Management
Location:  Human Resources, Carleton Finance
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, position, department, social insurance number, attendance and leave records, benefit options, salary, payroll and benefit transactions  
Uses:  To ensure the proper payout of earned salary.

Users:  Carleton Finance
Individuals in Bank:  faculty, staff
Retention & Disposal:  varied/to be determined

Banking, Loans, Investments, Guarantees:  Financial records of university transactions.
Financial Statements:  Final records and reports of institutional finances.
Taxes:  Records pertaining to university tax costs.
_______________________________________________________________
Facilities & Property

Real Property:  Contains records concerning property management and development, space allocation and parking records.

Personal Information Banks
Parking
Location:  Parking Services, University Safety, Finance and Administration
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, telephone, employee number, student number, license plate, driver’s license, personal health information or medical reports and assessments (for special needs parking requests) 

Uses:  To issue parking permits to staff, students, visitors, contractors, and issue fines and parking tickets when necessary.  

Users:  Parking Services, Finance and Administration
Individuals in Bank:  students, faculty, staff, public
Retention & Disposal:  varied/to be determined

Moveable Property:  Consists of records pertaining to moveable property that belongs to Carleton such as vehicles, equipment, and supplies.
Personal Information Banks
Vehicles
Location:  Physical Plant
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, position, department/organization, phone, email, driver’s license information  
Uses:  To ensure that all employees able to operate university owned vehicles are properly certified and to maintain a record of all vehicles under Carleton ownership.

Users:  Physical Plant, Maintenance 
Individuals in Bank:  University maintenance staff 

Retention & Disposal:  varied/to be determined

Maintenance & Repair:  Records pertaining to the physical operations of the university.
Security:  Records that outline the various safety and security resources on campus, including hazardous products, equipement, and access routes.
Personal Information Banks
Prevention Activities & Security Measures
Location: Patrol Services, University Safety, Finance and Administration 
Legal Authority:  Carleton University Act, 1957

Information Maintained:  nature of the offence, statements, name, gender, date of birth, physical descriptors (i.e. race, colour, ethnic origin), address, telephone, employee number, student number, license plate, driver’s license, personal health information or medical reports and assessments (for special needs parking requests)
Uses:  To maintain incident reports, issue security alerts on campus, and maintain a safe campus environment.

Users:  Patrol Services, University Safety
Individuals in Bank:  students, faculty, staff, public 
Retention & Disposal:  varied/to be determined 
_______________________________________________________________
Student affairs/services

Student Population:  Statistical records on the demographics of Carleton’s current student population.
Admission, Registration, Evaluations:  Student admissions and registration records.
Personal Information Banks
Advanced Standing, exemptions, recognition or earned transferred credits

Location:  Registrar’s Office, relevant faculty offices, Awards Office 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, date of birth, student number, program/course background, cumulative academic record, course registration/withdrawal, achievements and awards, degree lists, official transcripts
Uses:  To maintain a record of student academic progress and achievement.  

Users:  Registrar’s Office, relevant faculty offices, Awards Office 

Individuals in Bank:  students
Retention & Disposal:  varied/to be determined


Student Files

Location: Registrar’s Office, relevant faculty offices, instructor’s offices, Enriched Support Program, Student Academic Success Centre, Career Services, Bill Ellis Centre for Mature and Part-Time Students, Co-op Office
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, student number, program/course background, academic record, official transcripts, grades/evaluations, course registration/withdrawal, achievements and awards, electronic/written correspondence
Uses: Various uses including academic advising/guidance, evaluation, and employment advising.  

Users:  Registrar’s Office, relevant faculty offices, instructor’s offices, Enriched Support Program, Student Academic Success Centre, Career Services, Bill Ellis Centre for Mature and Part-Time Students, Co-op Office
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined


Unsuccessful Applicants

Location:  Registrar’s Office 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, address, phone, email, applicant number, high school transcripts, any prior education, extra-curricular history, letters of recommendation, program applied for, reason for denied admittance, comments, chronological correspondence
Uses:  To maintain a record of all unsuccessful applicants in the event of conflict or should the information be required for a re-application.  

Users:  Registrar’s Office
Individuals in Bank:  unsuccessful student applicants
Retention & Disposal:  varied/to be determined


Students Admitted But Not Registered
Location:  Registrar’s Office, Admissions
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, address, phone, email, student number, high school transcripts, any prior education, extra-curricular history, student status, letters of recommendation, program applied for, admission status, chronological correspondence 
Uses:  To maintain a record of admitted applicants.  

Users:  Registrar’s Office
Individuals in Bank:  admitted students
Retention & Disposal:  varied/to be determined


Students Admitted and Registered

Location:  Registrar’s Office, Admissions, relevant faculty offices
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, address, phone, email, student number, high school transcripts, any prior education, extra-curricular history, student status, program applied for, chronological correspondence, program/course choices
Uses:  To build and maintain a record of all admitted students and their registration information in order to facilitate proper administration of their university careers. 
Users:  Registrar’s Office, relevant faculty offices
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Student Discipline
Location:  Faculty Dean/Associate Dean designate 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, phone, email, student number, program/course background, official transcripts, student status, education history, employment history, comments and opinions, comments and opinions expressed about the student by another, information about disciplinary action
Uses:  To maintain a record of student academic misconduct and any follow up action taken.  


Users:  Faculties, Departments, other academic units
Individuals in Bank:  students under review for academic discipline and records of previous student violations
Retention & Disposal:  varied/to be determined

Student Services:  Various academic and non-acadmeic services offered to students.
Personal Information Banks
Orientation, Academic & Career Information Services
Location:  Admissions, Registrar’s Office, First Year Experience Office, Telecounselling Centre,  Faculty of Graduate Studies and Research, Undergraduate Recruitment Office, Career Services, Bill Ellis Centre for Mature and Part-Time Students, National Education Association of Disabled Students, Co-op Office
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, phone, email, student number, program/course information, year of study, academic record, official transcripts, course registration/withdrawal, achievements and awards, medical considerations/special needs, records of advising sessions, electronic and written correspondence, employment history, current employment information, comments and opinions, letters of reference, CVs
Uses:  To offer an array of comprehensive services that aims to accommodate the needs of students while making their transition and experience at Carleton a positive and productive one.  

Users:  Admissions, Registrar’s Office, First Year Experience Office, Telecounselling Centre,  Faculty of Graduate Studies and Research, Undergraduate Recruitment Office, Career Services, Bill Ellis Centre for Mature and Part-Time Students, National Education Association of Disabled Students, Co-op Office, relevant faculties/advisors
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined


Learning Assistance & Support Services
Location:  Enriched Support Program, Student Academic Success Centre, Learning Support Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, student number, email, program/course background, cumulative academic record, course registration/withdrawal, special needs considerations/medical information, records of advising sessions, electronic and written correspondence, comments and opinions
Uses:  To provide academic support resources for students who require or request additional help in achieving their academic goals.  

Users:  Enriched Support Program, Student Academic Success Centre, Learning Support Services

Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Foreign Student Services & Exchange Programs
Location:  Registrar’s Office, relevant Faculty Offices, Student Academic Success Centre, Career Services, Co-op Office, International Student Services, AIESEC (International Cultural Work Exchange)

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, program/course information, health insurance, emergency contact, record of advising sessions and referral services.  Outgoing exchange and semester abroad application records, name, student number, address, telephone, email, emergency contact, course selection, liability waiver, host institution application, grade reports
Uses:  To provide counselling, advice, and academic guidance for international students, and assist in orienting them with their new surroundings on campus and in the community.  To facilitate the exchange programs with Carleton’s partner universities and maintain contact information for emergency and statistical purposes.
Users:  International Student Services, AIESEC (International Cultural Work Exchange)

Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Services for Students with Disabilities
Location:  Paul Menton Centre, Equity Services, Career Services, Co-Op Office, National Educational Association of Disabled Students
Legal Authority:  Carleton University Act, 1957

Information Maintained: name, address, phone, email, student number, program/course information, special accommodations, nature of the disability, medical information, counseling records, records of advising sessions, electronic and written correspondence, comments and opinions, employment information, CVs, letters of recommendation
Uses:  To provide accommodations/opportunities for students with an identified learning/physical disability in various areas including but not limited to academics and employment.
Users:  Paul Menton Centre, Equity Services, Career Services, Co-Op Office, National Educational Association of Disabled Students
Individuals in Bank:  students with an identified learning/physical disability
Retention & Disposal:  varied/to be determined


Locker Rental Services
Location:  Parking Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, student/employee number, location of locker, length of rental
Uses:  To maintain a record of all students and employees who have rented a locker, the length of the rental period and service payment.
Users:  Parking Services
Individuals in Bank:  students, faculty, staff
Retention & Disposal:  varied/to be determined


Sports Teams
Location:  Athletics
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, email, social insurance number, health card number, height, weight, financial information, student number, emergency contact, sports participation, program, year of study, general medical history, disciplinary information
Uses:  To record student participation in various varsity, athletics, and fitness programs, and to retain valid health and contact information in the event of a medical emergency.
Users:  Athletics
Individuals in Bank: students 

Retention & Disposal:  varied/to be determined


Institution Loans, Bursaries & Financial Assistance Services
Location:  Business Office, Registrar’s Office, Student Accounts, Financial Assistance, Awards Office, Dean/Faculty Offices, Graduate Student’s Association
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, age, gender, phone, email, student number, social insurance number, course/program, scholarship/award criteria, marital status, residency status, education, employment history, income and assets of applicant, sponsors, budget documentation, tax certificates
Uses:  To determine eligibility for financial aid, including awards, scholarships, emergency loans and funds dispersal.
Users:  Student Accounts, Financial Assistance, Awards Office, Dean/Faculty Offices, Graduate Student’s Association
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Government Loans & Grants
Location:  Awards and Financial Aid
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, age, gender, phone, email, student number, social insurance number, course/program information, scholarship/award criteria, marital status, residency status, education, employment history, current employment status, income and assets of applicant, parental income, budget documentation
Uses: To aid students in applying for various government loans and grants such as OSAP  

Users:  Awards and Financial Aid
Individuals in Bank:  students applying for government financial aid
Retention & Disposal:  varied/to be determined


Loans & Grants Awarded by Outside Organizations
Location:  all departments 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, age, gender, phone, email, student number, social insurance number, course/program information, scholarship/award criteria, marital status, residency status, education, employment history, current employment status, income and assets of applicant, budget documentation, reference letters, CV, proposals, opinions and comments
Uses:  To offer opportunities for students to apply for outside funding and to aid them in the preparation process.

Users:  all departments
Individuals in Bank:  students applying for funding from outside organization
Retention & Disposal:  varied/to be determined

Student Activities & Organizations:  Records maintained by the various organizations and events committees on campus.
Personal Information Banks

Student Organizations
Location: Carleton University Students’ Association
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, student number
Uses:  To maintain a record of all clubs and societies on campus, any funding provided to an organization, and the executive members of all clubs and societies.  

Users:  Carleton University Students’ Association
Individuals in Bank:  students 
Retention & Disposal:  varied/to be determined

Graduates:  Records on convocation events, graduates, and alumni.
Personal Information Banks

Alumni Services
Location:  Alumni Services, University Advancement
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, email, family and business relationships, convocation and graduate details, awards, scholarships, medals and prizes, occupation, education, public or professional organization experience, biographical information, CV, electronic and written correspondence, appointments
Uses:  To assist in planning alumni events and related activities.

Users:  Alumni Services, University Advancement, Dean’s Offices, Senate, University Communications

Individuals in Bank:  alumni, faculty, staff, donors, potential donors

Retention & Disposal:  varied/to be determined

_______________________________________________________________
campus services
Housing:  Records containing information on housing services and tenants of the university. 
Personal Information Banks

Housing services User Files
Location:  Housing Services, Residence Life Services, Admissions Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, room number and building, residence telephone, emergency contact information, financial information, behavior files, incident reports, survey responses, residence references, special needs consideration, organization name
Uses:  To maintain a record of those students and individuals using Carleton Residences for the purposes of administering proper services, billing, and regulation.  

Users:  Housing Services, Finance
Individuals in Bank:  students in residence, public (conference, hosted guests, summer renters)
Retention & Disposal:  varied/to be determined

Health Services:  Records containing informaton on the health care recipients of Carleton’s health services.
Personal Information Banks
Health Services User Files
Location: Health and Counselling Services, Equity Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, email, student number, employee number, emergency contact, health information, personal family situation, marriage status, emotional condition, OHIP number, record of physical examination, record of counselling, referrals, medical history, x-ray and immunization record

Uses:  To maintain current records of the health and treatment administered to patients and to facilitate proper care and accommodation.
Users:  Health and Counselling Services, Paul Menton Centre, Equity Services, National Educational Association of Disabled Students
Individuals in Bank:  faculty, staff, students, public
Retention & Disposal:  varied/to be determined

Legal Advice Services:  Records of personal legal advice requested and gained through Carleton.
Personal Information Banks
Legal Advice Services
Location:  Carleton Legal Clinic
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, comments and opinions, details concerning an individual’s legal issue, advice given
Uses:  To maintain a record of services administered through the joint legal advice service with Ottawa University.

Users:  Carleton Legal Clinic, Ottawa Legal Clinic
Individuals in Bank:  students, staff, faculty, public
Retention & Disposal:  varied/to be determined

Athletics:  Records maintained by Athletics services for non-varsity users.
Personal Information Banks
Athletics User Files
Location:  Athletics 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, email, financial information, student number, employee number, emergency contact, sports participation, record of athletics programs enrolled in, general medical history, disciplinary information
Uses:  To maintain records of facility use and to aid in the administration of proper services to the users of Carleton’s athletics services.  

Users:  Athletics
Individuals in Bank:  students, staff, faculty, public  

Retention & Disposal:  varied/to be determined

Food Services:  Records pertaining to the provision of food services on campus.
Social and Cultural Services:  Records pertaining to activities on campus that promote cultural awareness and equality.
Personal Information Banks
Social and Cultural Services
Location:  Equity Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, student number, employee number, electronic and written correspondence, record of advice given, records of grievances and complaints concerning unequal treatment, referrals, comments and opinions
Uses:  To aid in assessing and referring individuals in need of counseling and equity services.
Users:  Equity Services  
Individuals in Bank:  faculty, staff, students, members of the public seeking equity services
Retention & Disposal:  varied/to be determined

Conferences, Symposiums, Charity:  Records pertaining to conference services offered on campus and charitable activities that take place at Carleton.
Personal Information Banks
Conferences and Symposiums
Location: Conference Services, Classroom Reservations
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, telephone, email, student number, employee number, financial information, organization name/affiliate, length of rental, estimated attendance
Uses: To keep record of room bookings, conference and event planning, catering, and delivery. 

Users:  Conference Services, Classroom Reservations
Individuals in Bank:  students, staff, faculty, public
Retention & Disposal:  varied/to be determined
Charitable Activity
Location:  various offices and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, financial information, amount donated, education/employment history
Uses:  To maintain a record of donations made to the various charitable organizations and charity based clubs and societies on campus for financial and public relations purposes.  

Users:  executive heads of the charitable organization, club, or society
Individuals in Bank:  students, staff, faculty, alumni, donating members of the public  

Retention & Disposal:  varied/to be determined

_______________________________________________________________
teaching and learning

Teaching Organization:  Records of program and finance management for the various academic options offered at Carleton such as graduate and undergraduate programs, distance learning and continuing education programs.
Teaching Management:  Records pertaining to the academic management resources available for faculty, student, and department use, and general overviews of courses and programs offered.
Personal Information Banks
Student Trainee Files
Location:  Faculty of Graduate Studies and Research, Career Services, Co-op Office, supervisor’s/manager’s offices, relevant department/professor’s offices
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, student number, program/course information, year of study, academic record, official transcripts, achievements and awards, electronic and written correspondence, employment history, current employment information, comments and opinions, letters of reference, CVs
Uses:  To maintain a record of all student trainees working for and associated with the university.  

Users:  Faculty of Graduate Studies and Research, Career Services, Co-op Office, supervisor’s/manager’s office, relevant department/professor’s offices
Individuals in Bank:  students

Retention & Disposal:  varied/to be determined

Student Evaluation:  Records of student grades, evaluations, and assignments and academic assistance.
Personal Information Banks

Tutoring
Location:  all faculties and departments, Student Academic Success Centre, Paul Menton Centre
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, student number, program/course background, academic record, record of advising sessions, comments and opinions, course registration/withdrawal, final grades
Uses:  To aid the university in selecting qualified students to act as academic tutors.
Users:  all faculties and departments, Student Academic Success Centre, Paul Menton Centre
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined
Examinations & Tests
Location:  all faculties and departments, instructor’s/professor’s offices, Educational Development Centre, Paul Menton Centre 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, student number, course number, completed tests/exams, other assessments, grades/marks, comments and opinions
Uses:  To maintain a record of student academic progress and proper completion of course requirements.

Users:  all faculties and departments, instructors/professors
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Student Work
Location:  all faculties and departments, instructor’s/professor’s offices, Educational Development Centre, Paul Menton Centre 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, student number, course number, grades/marks, comments and opinions
Uses:  To maintain a record of student academic progress and proper completion of course requirements.

Users:  instructors/professors
Individuals in Bank:  students
Retention & Disposal:  varied/to be determined

Cooperation Teaching:  Records outlining the programs and professors participating in cooperative teaching.
_______________________________________________________________
research and development

Organization & Management:  Documents pertaining to R&D management, ethical codes and reviews for the various projects undertaken at the university.
Research & Development Funding:  Records outlining the programs and financial resources allocated to R&D at Carleton.
Personal Information Banks

Research Grant Applications – Projects Approved
Location:  all faculties and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, date of birth, gender, phone, email, student number, social insurance number, course/program information, grant criteria, marital status, residency status, education, employment history, current employment status, income and assets of applicant, budget documentation, reference letters, CV, grant proposal, opinions and comments
Uses:  To offer opportunities for faculty and postgraduate students to gain funding for their research.

Users:  all faculties and departments
Individuals in Bank:  students and faculty applying for grants
Retention & Disposal:  varied/to be determined

Research Grant Applications – Projects Rejected
Location:  all faculties and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, date of birth, gender, phone, email, student number, social insurance number, course/program information, grant criteria, marital status, residency status, education, employment history, current employment status, income and assets of applicant, budget documentation, reference letters, CV, grant proposal, opinions and comments
Uses:  To maintain a record of all unsuccessful applicants in the event of conflict or should the information be required for a re-application.  
Users:  all faculties and departments
Individuals in Bank:  students and faculty applying for grants

Retention & Disposal:  varied/to be determined

In-house Research:  Records containing information on current research projects at Carleton and any materials, live specimens, or biological materials being used.
Personal Information Banks

Research Files
Location:  all faculties and departments, instructor’s/professor’s offices 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, project notes, use of biohazardous materials, records of all substances/materials/animals used, tests carried out, research findings, comments and opinions
Uses:  To maintain a record of work/research in progress    

Users:  researchers  
Individuals in Bank:  researchers, co-workers on the project, supervisors  

Retention & Disposal:  varied/to be determined

Researchers:  A record of researchers at Carleton.
_______________________________________________________________
communications & public relations

Communications:  Various publication and events records.
Personal Information Banks
Conference, Addresses, Speeches
Location:  Department of University Communications
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, educational history, employment history, contents of address/speech
Uses:  To maintain a record of speeches and addresses given at Carleton.  

Users:  Department of University Communications
Individuals in Bank:  individuals who have given public addresses at Carleton.

Retention & Disposal:  varied/to be determined

Information:  Records pertaining to internal and external publications, academic publications, media relations, marketing and publicity.
Personal Information Banks
Reprography
Location:  Department of University Communications, all faculties and departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, phone, email, education/employment history, program/course information, marital/family status, release permission for photo publishing and reproduction 
Uses:  To maintain a record of all images collected by the University for internal and external promotions and to maintain release permission forms from any individuals photographed.
Users:  Department of University Communications, all faculties and departments
Individuals in Bank:  students, staff, faculty
Retention & Disposal:  varied/to be determined

Telecommunications:  Records of business contact information for the staff and faculty of the university.
Library & Archives:  Records of donors, content, acqusitions, holdings, and information available to the public.
Personal Information Banks

User Information
Location: Carleton Archives
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, affiliated organization/institution/company name, purpose of research, materials requested, number of files retrieved, publication plans, status (i.e. student, staff, alumni, etc.)
Uses:  To maintain a record of research requests for statistical and budgetary purposes.  


Users:  Carleton Archives  

Individuals in Bank:  individuals conducting research through the Archives.  

Retention & Disposal:  varied/to be determined
Audio-Visual and Computer:  Records of audio-visual equipment, software, systems mangement, and websites.
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