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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
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