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Executive Summary

TEAM Work Cooperative is an independent, not for profit organization comprised of 29 shareholder organizations with a mission to: To facilitate the full participation of Persons with Disabilities in the Nova Scotia labour force.

Respecting personal privacy, safeguarding confidential information and ensuring security are critical to this mission. To this end TWC has in place an active privacy program to:

· Ensure that TWC’s privacy principles, policies, procedures and practices are current and in harmony with existing legislation and public opinion.

· Monitor developments in privacy legislation, privacy enhancing technologies and public opinion.

· Enhance TWC’s data protection tools and activities.

· Foster transparency and increase awareness of TWC’s privacy principles, policies and procedures.

· Support staff and shareholders in applying TWC’s privacy principles, policies and procedures.

· Support controlled access to and responsible use of personal information under TWC’s management.

A key component of TWC’s privacy program is its statement of privacy principles and policies. The principles and policies guide TWC’s operations and inform others of TWC’s practices. TWC has self-regulated on the basis of its stated policies since its inception and, in concert with current privacy legislation, it continues to do so. The principles and policies are reviewed on a regular basis.

TWC has chosen to align its principles and policies with the Schedule 1 of the federal Personal Information Protection and Electronic Documents Act, with modifications related to the context within which TWC functions.  

Scope

The principles and policies in this document apply to TWC’s data holdings of 

· Personal information, which includes:

 - information about receipts of TWC services 

 - registration and identifying information about TWC clients 

· Organizational identifiable information
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Introduction

Mandate

TEAM Work Cooperative is an independent, not for profit organization comprised of 29 shareholder organizations with a mission to: To facilitate the full participation of Persons with Disabilities in the Nova Scotia labour force.

To coordinate the development of an integrated approach to increasing the number of Persons with Disabilities that are gainfully employed in the Nova Scotia labour force; and

To provide and coordinate the provision of accurate and timely information required for

Establishing sound employment policies

Generating public awareness about factors affecting employment for persons with disabilities

Development of effective management procedures and policies

A Board of Directors, representing the 29 shareholder organizations, government partners and corporate partners. The board consists of:

The Chair

12 Board Members

More information on the Board is available on the TEAM Work Cooperative web site at www.teamworkcooperative.ns.ca.

The information data holdings are the foundation for analysis and reports that help planners, policy makers, and providers make informed decisions aimed at making current and future programs and services more efficient. TWC reports also help individuals make more informed decisions regarding their individual employment plans.

Reliable accurate and timely data is critical to providing dependable information to support these activities, to assess the current situation and to evaluate options. To assist policy makers, managers and the public. TWC’s core functions include the gathering extracts of personal information from a variety of sources, such as cooperative shareholders, government partners and individual clients.

TWC’s Privacy Program     

Respecting personal privacy, safeguarding confidential information and ensuring security are critical for carrying out TWC’s mission successfully.

The privacy program includes:

A Privacy Officer who reports directly to the Executive Director and Board of Directors;

An active Privacy, Confidentiality and Security TEAM that includes the Executive Director, Privacy Officer, Managers and selected Board Members.
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Key activities of the Privacy Program include:

Policy activities and application:

· monitoring privacy and data protection legislation

· ongoing review of TWC’s privacy and confidentiality principles and policies;

· reviewing and resolving privacy and confidentiality issues

· reviewing requests for data

Fostering a culture of privacy at TWC by:

· supporting development activities to ensure that privacy and data protection issues are addressed; 

· working with other members of the cooperative to enhance TWC’s data protection practice and tools;

· conducting staff training and communicating with staff on privacy and confidentiality policies and procedures;

· ensuring staff sign a confidentiality pledge that indicates the consequences of breaches which could result in termination and legal action; 

Communications

· developing user-friendly and accessible information about TWC’s privacy program 

· liaising with privacy experts and officials to increase its expertise in the area of privacy and protection of personal information

· acting as a contact point for individuals wishing to access their own personal information and for privacy related complaints;

2004 Edition

Consistent with TWC’s ongoing commitment to the protection of privacy, TWC initiated a comprehensive review in 2003. This broad review included 

· Examination of existing and proposed legislation for the protection of personal information; and

· Consultation with privacy experts, Privacy Commissioners, and government officials when necessary

This document reflects the outcome of the above activities. This document has been extensively revised to follow closely the 10 standards contained in Schedule 1 of the Federal Personal Information and Protection and Electronic Documents Act. 

In order to ensure the continuing appropriateness of TWC’s privacy principles and policies this document will continue to be revised and updated on a regular basis.
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Principles and Policies for the Protection of Personal Information

Principle 1: Accountability for Personal Information

TWC is responsible for personal information under its control and has designated an individual who is accountable for TWC’s compliance with the following principles.

	Policies
	Related Procedures

	Policy 1.1

Accountability for TWC’s compliance with the 

principles rests with TWC’s Executive Director even though other individuals within TWC are responsible for the day-to-day collection and processing of personal information. In addition, other individuals within TWC are delegated to act on behalf of the Executive Director

As the Executive Director is accountable for TWC’s compliance he or she has decision-making authority regarding the interpretation and the application of the principles and policies subject to the Complaints section.    
	Procedure 1.1

a) The Privacy Officer, or designate drafts a privacy chart that

· Lists the specific accountabilities of the Executive Director for compliance with TWC’s Privacy and Confidentiality policies.

· Indicates the TWC staff with delegated authority to act on behalf of the Executive Director for each area of accountability

b) Following consultation with privacy experts the Executive Director or designate revises the draft policy and recommends its approval to the Board of Directors of TEAM Work Cooperative Ltd. 

c) The Executive Director:

- reviews the recommended delegation chart;

- modifies the delegation chart as he or she deems appropriate; and

- approves the privacy delegation chart for release to all staff

d) The Privacy Officer:

- Reviews the delegation chart as required and at least every two years

- Follows steps a) to c) above to prepare and issue a revised delegation chart.
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	Policies
	Related Procedures

	Policy 1.2

Reporting to the Executive Director, TWC’s Privacy Officer is responsible for providing leadership on privacy matters throughout the organization.


	Procedure 1.2

No related procedures.

	Policy 1.3

TWC is responsible for personal information in its possession or custody, including personal information that has been transferred to third parties for processing. TWC uses contractual or other means to provide a comparable level of protection while the information is being processed by a third party.
	Policy 1.3

a) In cases where temporary staff may have access to personal information, the appropriate manager ensures that temporary staff signs a confidentiality pledge.

b) TWC Managers ensure that standard contract wording includes provisions that specify the contractor’s obligations required to protect personal information

c) When preparing contracts that involve contractor access to personal information for processing or other purposes the appropriate manager or designate:

· May consult with privacy experts regarding the specific terms and conditions in the contract related to the contractor’s protection of personal information.

· Adds additional provisions as required to the standard contract wording to specify the contractor’s obligations to protect the personal information to a level comparable with TWC’s Privacy and Confidentiality Policies, which may include non-disclosure agreements and confidentiality pledges.

· Ensures that the contract is executed prior to the third party gaining access to personal data.

d) This procedure applies to all new contracts and will be reviewed and amended as required.   
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	Policies
	Procedures

	Policy 1.4

TWC has procedures in place to give effect to the principles of:

· Protecting personal information (Principle 7 Safeguards)

· Receiving and responding to complaints and inquiries (Principle 10 Complaints)

· Staff training and a mechanism for communicating information about TWC’s policies and procedures to staff (Principle 7 Safeguards)

· Providing information and explaining TWC’s policies and procedures (Principle 8 Openness)

Policy 1.5

The Privacy Officer can be contacted to assist individuals with their information request relating to their personal information held by TEAM Work Cooperative Ltd. through a written request  


	Procedure 1.4

Protecting personal information 

· See principle 7 and related procedures

Receiving and responding to complaints and inquires.

· See principle 10 and related procedures

Staff training and a mechanism for communicating information about TWC’s policies and procedures to staff.

· See principle 7 and related procedures 

Providing information and explaining TWC’s policies and procedures.

· See principle 8 and related procedures

Procedure 1.5  

The Privacy Officer can be contacted by writing to:

Janice Ainsworth, Executive Director

TEAM Work Cooperative Ltd.

7071 Bayers Road, Suite M278

Halifax, NS  B3L 2C2
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Principle 2: Identifying Purposes For Personal Information Collection
TWC identifies the purposes for which it collects personal information prior to the time the information is collected. 

	Policies
	Related Procedures

	Policy 2.1

Identifying the purposes for which it collects personal information prior to the time of collection allows TWC to determine the information it needs to fulfill these purposes.

Policy 2.2

TWC only collects personal information once the purposes have been identified in consultation with appropriate stakeholders. TWC supports data providers informing individuals

about the purposes at or before the time of collecting personal information.

Policy 2.3

Data providers have a responsibility to ensure that the legal authority exists for the disclosure of personal information to TWC.

Policy2.4

TWC staff who receive personal information from data providers for a data holding are able to explain

the purposes for which the information is being 

collected. 


	Procedure 2.1, 2.2, 2.4

a) A draft statement that identifies the purposes for data collection and holding.

b) Input is sought from those with expertise, key stakeholders, and other related groups in the area of privacy law on the draft statement.

c) If required, the program manager revises the draft statement based on input received.

d) The Executive Director and the Board of TWC approves the stated purposes for the data collection and holding and provides a copy to other key shareholders.

e) Prior to the collection of personal information, TWC communicates with the data providers to:

i) Provide the statement of purposes for the collection and holding of data in order to facilitate their understanding of and support for the purposes; and 

ii) Indicate that under Policy 2.2 TWC supports data providers informing individuals about these purposes at or before the time of collecting personal information

f) TWC ensures that staff that gather personal information from data providers are able to explain the statement of purposes to any person who makes an inquiry.

g) A statement of purposes for the collection of and storage of data is included in appropriate documentation, including the TWC website.
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Principle 3: Consent for the Collection, Use or Disclosure of Personal Information

TWC acknowledges the principle that “the knowledge and consent of the individual are required for the collection, use or disclosure of personal information, except where inappropriate.” TWC consults with data providers about the implementation of this principle. As TWC obtains personal information from data providers (who are themselves covered by this legislation) and directly from individuals TWC recognizes that data providers must determine what actions are necessary to comply with any consent requirements.

	Policies
	Related Procedures

	Policy 3.1

TWC discusses the principle of knowledge and consent for the collection, use and disclosure of personal information with partner and shareholder organizations. 
	Procedure 3.1

TWC communicates with the data providers that TWC:

· Supports the principle that “the knowledge and consent of the individual are required for the collection, use or disclosure of personal information, except where inappropriate.

· Recognizes that data providers must determine what actions are necessary to comply with current legislation.

    

	Policy 3.2

TWC works with partner organizations and shareholders to implement knowledge and consent processes for data holdings.
	Procedure 3.2

a) TWC consults with shareholders and partner organizations on the application of the principle of notification and consent for the collection use and disclosure of personal information.

b) TWC will collaborate with shareholder’s and partner organizations, as appropriate, to support their use notification, consent or both.

c) TWC will seek the advice of those specializing in the area of protection of personal information for assistance with the above consultations when necessary. 



	Policy 3.3

When TEAM Work Cooperative Ltd. obtains personal information directly form an individual, TEAM Work Cooperative will identify the purposes for which it collects personal information prior to the time of collection and obtain the consent of the individual for the use of their personal information.   


	Procedure 3.3

TEAM Work Cooperative Ltd. obtains personal information directly form an individual, written consent will be obtained from the individual whose personal information is being collected. 
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Privacy and Confidentiality of Personal Information

Principle 4: Limiting Collection of Personal Information

TWC Ltd. limits the collection of personal information to that which is necessary for its identified purposes. TWC Ltd. collects information by fair and lawful means.

	Policies
	Related Policies

	Policy 4.1

Both the amount and the type of personal information collected are limited to what is necessary to fulfill the purposes for data collection.
	Procedure 4.1

For each new data holding that contains personal information:

a) The TEAM Work Cooperative Ltd. consults with advisory groups, and other appropriate stakeholders to define the personal information necessary for the identified purposes of the new data holding.

b) Following the consultation, TEAM Work Cooperative Ltd. prepares data elements, with definitions or explanations and documents the need for each identifying data element in relation to the identified purposes of data collection and holding.

c) If required, TEAM Work Cooperative Ltd. conducts additional consultations on the draft data sets.

d) Once there is broad agreement amongst key stakeholders on the proposed data sets the data sets will be adopted and copies provided to all concerned parties.

e) TEAM Work Cooperative Ltd. maintains an inventory of the approved data for all data holdings that contain personal information.

f) Should data be submitted that goes beyond the approved data sets, the data provider is asked to remove it from all future data submissions.

g) Should the data provider be unwilling or unable to remove the personal information which goes beyond the approved data sets from future submissions, TEAM Work Cooperative Ltd. will implement procedures to destroy or block all access to it as soon as possible after it has been submitted to TEAM Work Cooperative Ltd. 

h) The approved data sets are re-examined at least every three years to determine if revisions to the data sets are required.

i) If the data sets require revision, steps a) to g) as listed above are followed.
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	Policies
	Procedures

	Policy 4.2

TEAM Work Cooperative Ltd. promotes personal information collection practices that are fair and lawful and convey to individuals the purpose for which information is being collected.
	Procedure 4.2

a) TEAM Work Cooperative Ltd. communicates with data providers to indicate that TWC Ltd:

· Supports collection practices that accurately convey to individuals the purpose for which information is being collected  

· Recognizes that data providers must determine what actions are necessary to comply with legislation in their jurisdictions.

b) The Privacy Officer advisory groups, and other appropriate stakeholders, indicate that TWC Ltd.

· Supports data collection practices that accurately convey to individuals the purposes for which personal information is being collected; and 

· Recognizes that data providers must determine what actions are necessary to comply with legislation in their jurisdiction.
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Principle 5: Limiting Use, Disclosure and Retention of Personal Information

TEAM Work Cooperative Ltd. does not use or disclose personal information for purposes other than those for which it was collected, except with the consent of the individual or as required by law. Personal information is retained only as long as necessary for the fulfillment of those purposes.

	Policies-Use
	Related Procedures

	Policy 5.1

TWC uses personal information for analysis and reporting, consistent with the identified purposes of the collection and holding of data consistent with TWC’s mission and core functions. 

	Procedure 5.1

The privacy officer:

a) Reviews the uses of personal information in the data holdings and, if required, consults with appropriate stakeholders.

b) When the proposed use is consistent with the identified purpose of the data holding, the privacy officer may authorize the use of that personal information.

c) The privacy officer monitors all uses of personal information in the data holdings to ensure that they have been authorized

d) When a new use is requested the privacy officer reviews that use under steps a) to c) above.

	Policy 5.2

If TWC uses personal information for a new purpose. It fully documents this purpose. When a new purpose is identified for personal information that has been previously collected. TEAM Work Cooperative Ltd. will make a reasonable effort to notify and obtain the consent of the appropriate stakeholders/individuals of the reason for the new use of their personal information previously collected.


	Procedure 5.2

The privacy officer:

a) Reviews each proposed new purpose for personal information and consults with key stakeholders, and other organizations as appropriate, to determine if the proposed new purpose falls within the approved purposes statement for the data holding.

b) If the new use is not covered by the approved purposes statement, the privacy officer may add the new purposes to the purposes statement if the procedural steps for “Principle 2: Identifying Purposes” are followed to amend the purposes statement for the data holding.

c) When a new use is requested the privacy officer reviews that use under steps a) to b) above.

d) No individual’s personal information will be used for a new purpose without first obtaining their consent. 
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	Policies – Use
	Related Procedures

	Policy 5.3

TWC may conduct analysis of personal information for external parties within TWC’s secure environment, consistent with the identified purposes of the data holdings and subject to disclosure policies in Privacy and Confidentiality of Personal Information at TWC.
	No Related Procedures

	Policy 5.4

TWC allows only authorized staff to access and use specific data holdings of personal information on a need to know basis, as required to perform their duties.


	Procedure 5.4 

Employee access is controlled through the designated program manager for each data holding. Access is monitored and action taken on unauthorized attempts by employees to access data holdings.

“Employee” Includes but is not limited to both student and contractor.

1. The employee’s manager and the employee discuss:

· The need to access a specific data holding(s)

· Why access is required 

· Whether the requirement is on-going or short term 

2. The employee’s completes an information request form.

As signatures are required for authorization this document must be printed and completed manually.

3. When an employee requires access to data holdings that are the responsibility of another manager, then the employee’s manager sends an information request to the data holding owner which specifies:

· Why access is required for the employee’s job responsibilities.

· Whether the requirement is on-going or short term;

· The type of access required (read, create, update, delete); and

· Related restrictions (e.g. no access to specified data elements)

Procedure 5.4 (cont’d)

4. The data holding owner decides if access is to be granted, after considering:

· Whether access is needed for the employee’s job responsibilities (convenience alone is not sufficient justification); and 

5. If access is approved, the data-holding owner is notified in writing.

6. IMS Administrator implements and monitors data holdings access by:

· Notifying the data-holding owner, the employee and the employee’s manager (if applicable), when access has been implemented.

· Maintaining a record of the employees who have access to particular data holdings including start and end dates for short term access;

· Asking each data holding owner, regularly and at least annually, to review the list of employees with access to their data holding(s); and

· Removing access when:

           - The short term end date is reached

           - The employee’s manager advises that              

an employee with data holding access is no longer employed at that organization or access is no longer required.



	Policy 5.5

TWC retains personal information in electronic format permanently for long-term analysis and reporting.
	Procedure 5.5 

Under Development



	Policy 5.6

Personal Information that is no longer required to fulfill the identified purposes is destroyed erased or made anonymous. 
	Procedure 5.6

Under Development
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Principle 6: Accuracy of Personal Information

Personal information is as accurate, complete and up-to-date as necessary for the purposes for which TWC Ltd. uses it.

	Policies
	Related Procedures

	Policy 6.1

Personal information is as accurate, complete and up-to-date as necessary for the approved purposes of the data holdings.

Policy 6.2

TWC Ltd. updates personal information only when necessary to fulfill the purposes for which the information was collected.


	Procedure 6.1, 6.2

a) TWC Ltd. implements practices and processes to foster the collection of quality data, which may include:

· The development and communication of data coding standards.

· The training of data provider staff in the use of data coding standards; 

· The use of data edits to identify data errors and omissions; and 

· The use of other measures, such as a Data Quality program to enhance the quality of the personal information in the data holding.

b) TWC ensures that personal information is only updated in accordance with the purposes of the data holding.
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Principle 7: Safeguards for Personal Information

TWC Ltd. protects personal information with security safeguards appropriate to the sensitivity of the information.

	Policies
	Related Procedures

	Policy 7.1

The security safeguards protect personal information against loss or theft as well as unauthorized access, disclosure, copying, use, or modification. TWC protects personal information that it holds or transmits regardless of the format in which it is held.

Policy 7.2

The nature of the safeguards depends on the sensitivity of the information that has been collected, the amount, distribution, and format of the information and the method of storage. A higher level of protection safeguards more sensitive information.

Policy 7.3

Care is used in the disposal or destruction of personal information to prevent unauthorized parties from gaining access to the information.


	Procedure 7.1 & 7.2

a) The Privacy Director is responsible for protecting personal information in electronic formats against lost or theft, copying or modification, by;

· Developing, implementing and monitoring procedures and processes to support the secure collection, access, retention, destruction, storage, transfer and release of personal information.

· Implementing privacy and security enhancing technologies to counter threats to personal information and
Maintaining Recovery Plans.

· Responding to security incidents and breaches and taking corrective action to prevent similar breaches in the future.

· Maintaining up-to-date system control and audit logs.

· Regularly reviewing and testing the effectiveness of the safeguards.  

   b) The Program Manager is responsible for protecting personal information in non-electronic formats against the loss or theft as well as unauthorized access, disclosure, copying, use or modification, by;

· Implementing and monitoring program procedures and processes to safeguard personal information from such risks in keeping with the policies;

· Designating staff who have responsibilities under the program procedures; and 

· Regularly reviewing and testing the effectiveness of the safeguards.  

	Policy 7.4

TWC makes its employees aware of the importance of maintaining the confidentiality of personal information through a privacy awareness program and mechanisms for communicating information about TWC’s policies and procedures. 
	Procedure 7.4

a) TWC Ltd. ensures that each new employee:

· Receives a copy of TWC’s Privacy Policy and signs a confidentiality pledge/agreement as a condition of employment; and 

· Receives an orientation program and training as required
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Principle 8: Openness about the Management of Personal Information

TWC Ltd. makes information available about its policies and practices relating to the management of personal information.

	Policies 
	Related Procedures

	Policy 8.1

TWC Ltd. is open about its policies and practices with respect to management of personal information. Individuals are able to acquire information about TWC Ltd. policies and practices without unreasonable effort. This information is made available in a form that is generally understandable.  

Policy 8.2

· The information made available includes: the name or title and address who is accountable for TWC’s privacy policies and practices and to whom inquires or complaints may be forwarded.

· The means for gaining access to personal information held by TWC Ltd. and how to request access to the complete information being held.

· Copies of brochures or other information held by TWC Ltd. that explain TWC’s Ltd. mandate activities, policies, standards, or codes. 

Policy 8.3

TWC Ltd. makes information available in a variety of ways. For example, TWC Ltd. may choose to make brochures available in its offices, mail information to its clients and\or provide on-line access.
	Procedure 8.1, 8.2, 8.3

a)

Determine the most appropriate means to make information available to individuals about TWC’s Ltd. management of personal information.

Such means may include:

· TWC’s Web Site

· Brochures, booklets, and/or copies of key privacy related documents.

b) 

· TWC Ltd. ensures that the following are available to the public:

· General Information on the TWC Ltd. privacy practices;

· Frequently asked questions about TWC Ltd. privacy practices;

· Descriptions of TWC Ltd. holdings of personal information and the purpose for holding personal information.

· TWC Ltd. privacy document “Privacy and Confidentiality of Personal Information At TEAM Work Cooperative”

· The name and address of the Privacy Officer at TWC Ltd., for purposes of inquires, complaints and resolution of disputes.

· The name and address of the Executive Director of TWC Ltd.,  for purposes of inquires complaints and resolution of disputes

c)

TWC Ltd. responds as soon as a request fro information on its privacy policy is received by:

· Directing the individual requesting the information-on to the TWC Ltd. Web site and/or providing copies of publicly available documents. 
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Principle 9: Individual Access To and Amendment of Own Personal Information 

Upon request, TWC Ltd. informs an individual of the existence, use and disclosure of his or her personal information and gives access to that information. When an individual challenges the accuracy and completeness of the personal information and requests to have it amended as appropriate, TWC Ltd. either refers the individual to the data provider and makes amendments if required after receiving notification from the data provider of its decision on the amendment request or undertakes amendments on data collected by TWC Ltd. when warranted.

	Policies 
	Related Procedures

	Policy 9.1

Upon request TWC Ltd. informs an individual whether TWC holds personal information about the individual. TWC Ltd. indicates the source of this information. TWC Ltd. also provides an account of the purpose for use of this information and discloses the third parties to which this information has been disclosed.

Policy 9.2

An individual is required to provide sufficient information to permit TWC Ltd. to provide an account of the existence, use of and that the disclosure of personal information provided is used only for this purpose.

Policy 9.3

Upon the receipt of a request form an individual to gain access to one’s personal information. TEAM Work Cooperative Ltd. reserves the right to charge a reasonable fee to cover administrative and other related expenses associated with the request for information. 


	Procedure 9.1, 9.2, 9.3 

a)

An individual may make a written request to:

Janice Ainsworth, Executive Director

TEAM Work Cooperative Ltd.

7071 Bayers Road, Suite M278

Halifax, NS  B3K 5Z7

The request may be made for:

· Access to his or her own personal information held by TWC Ltd.

· The source of this personal information;

· An account of the use of this personal information; and/or

· An account of third parties to which this personal information has been disclosed.

b)

The request must include:

· Authentication of the requestor’s identity in a form acceptable to TWC Ltd. Forms of authentication may include:

· Certified copies of two pieces of formal identification which include a photograph.

· An affidavit from a notary public or lawyer that certifies that the requestor is the individual they claim to be and at least one form of picture ID. 

c) 

TEAM Work Cooperative Ltd. reserves the right to charge a reasonable fee of no more than $25.00 per individual request to gain access to one’s personal information held by TEAM Work Cooperative Ltd.
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Principle 10: Complaints about TWC Ltd. Handling of Personal Information

An individual is able to lodge a formal complaint concerning compliance with its principles to TWC Ltd. Executive Director, who is accountable for TWC Ltd. compliance.

	Policies
	Related Procedures

	Policy 10.1

TWC Ltd. has procedures in place to receive and respond to complaints or inquiries about its privacy policies and practices related to the

handing of personal information. The

complaint procedures are easily accessible

and simple to use.

Policy 10.2

TWC Ltd. informs individuals who make inquiries or lodge complaints of the existence of relevant complaint procedures.

Policy 10.3

TWC Ltd. investigates all complaints. If a

complaint is found to be justified, TWC Ltd. takes appropriate measures, including, if necessary, amending its privacy policies and practices.


	Procedure 10.1, 10.2 and 10.3

a) Should any individual inquire about TWC Ltd. privacy complaints procedure, TWC Ltd. staff provides the individual with a copy of this procedure.

b) An individual may make a written complaint

about TWC Ltd. compliance with its privacy

principles, policies, procedures or practices to:

Janice Ainsworth, Executive Director

TEAM Work Cooperative Ltd.

7071 Bayers Road, Suite M278

Halifax, NS B3L 2C2

The written complaint should provide:

- Sufficient detail to permit investigation; and

- Contact information for communication with

the complainant, such as full name, address, phone number, fax number and email if available.




TEAM Work Cooperative Ltd.


7071 Bayers Road, Suite M278


Halifax NS, B3L 2C2


Tel.   902.422.3992


Fax.  902.422.3992


TTY 902.420.0721


Copyright 2004 TEAM Work Cooperative Ltd.
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