Request to Access Personal Information
Personal Information Protection Act (PIPA)

This Request to Access Information document was prepared as an administrative tool intended to assist individuals in understanding the information necessary for an organization to respond to an access to information request made under the Personal Information Protection Act (PIPA).  It is not intended as, nor is it a substitute for, legal advice and is not binding on the Office of the Information and Privacy Commissioner of Alberta. For more information see the reverse of this form. 

	Contact Information

	
	
	
	
	

	Title (Optional)
	
	First Name
	
	Last Name

	[bookmark: Text1][bookmark: _GoBack]     
	
	[bookmark: Text2]     
	
	[bookmark: Text3]     

	
	
	

	Name of Company (if applicable)

	[bookmark: Text4]     

	

	Mailing Address (Street)
	City
	Province
	Postal Code

	[bookmark: Text5]     
	
	[bookmark: Text6]     
	
	[bookmark: Text7]     
	
	[bookmark: Text8]     

	
	
	
	

	Telephone Number
	Fax Number
	Email Address

	[bookmark: Text9]     
	
	[bookmark: Text10]     
	
	[bookmark: Text11]     

	



	Access Request 

	Provide sufficient details about the request to enable the organization to identify the requested information.

	

	Name of the organization 

	[bookmark: Text12]     

	
	
	
	
	

	Access by
	
	[bookmark: Check3]|_|
	Receiving a copy of the record
	OR
	[bookmark: Check5]|_|
	Examining the record

	

	The time period of the records (provide specific dates, or date range)

	[bookmark: Text13]     

	

	Employee Information (current or former)

	

	Pension information
	
	[bookmark: Check1]|_|
	Yes
	[bookmark: Check2]|_|
	No

	Performance appraisals
	
	|_|
	Yes
	|_|
	No

	Attendance sheets
	
	|_|
	Yes
	|_|
	No

	Contents of personnel file
	
	|_|
	Yes
	|_|
	No

	Contents of benefits file
	
	|_|
	Yes
	|_|
	No

	
	
	
	
	
	

	Other Information

	Returned receipts
	
	|_|
	Yes
	|_|
	No

	Pre-ordered receipts
	
	|_|
	Yes
	|_|
	No

	Computer screen prints of personal information
	
	|_|
	Yes
	|_|
	No

	Handwritten notes about telephone conversations
	
	|_|
	Yes
	|_|
	No

	Email Correspondence
	
	|_|
	Yes
	|_|
	No

	[bookmark: Check6][bookmark: Check7]If the same document is held in more than one location/department, should the organization provide multiple copies of the records if it is identical?  |_| Yes     |_|  No

	

	Other records not listed above.  (If so, explain)
	
	|_|
	Yes
	|_|
	No

	[bookmark: Text14]     

	

	Where to send your request
An individual must send the written access request directly to the organization that has the custody or control of the records. 

	

	Signature
	[bookmark: Text15]     
	Date
	[bookmark: Text16]     
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The Personal Information Protection Act (PIPA or the Act) provides individuals with a right to access their own personal information contained in a record in an organization’s custody or control.  Below is a general overview of PIPA in relation to making an access request.  For the exact wording and interpretation of PIPA please read the Act in its entirety. A copy of PIPA may be obtained by visiting the Queen’s Printer at:  qp.alberta.ca


What is “personal information”
Personal information is defined in the Act to mean “information about an identifiable individual.” Information must either readily identify the individual, or the identity of the individual can be determined from the information.  If the individual cannot be identified, the information is not “personal information” under the Act.

Who can make a request	
Individuals can request access to their own personal make information. The Act also provides that a request can be made by the following:

· a minor child (under 18 years of age) who understands the right of access and the consequences of exercising that right (a “mature minor”) 
· a legal guardian of a minor child
· the personal representative of a deceased individual, if related to administration of the deceased’s estate
· the individual’s guardian or trustee under the Dependent Adults Act, if related to the powers and duties of that guardian or trustee
· the individual’s agent under a personal directive, if related to that agent’s powers under the directive
· the individual’s attorney under a power of attorney, if related to the powers and duties conferred on that attorney
· any person with written authorization from the individual to act on the individual’s behalf

Only an individual has a right of access, but a person other than an individual could make a request on behalf of an individual.  Corporations and other entities are not individuals under the Act.

Making a request	
The Act requires that a request for access be made in writing directly to the organization.  An individual may ask for a copy of the record, or ask to examine the record containing personal information.

The Act does require the individual to provide sufficient detail to enable the organization to identify the requested information. 




Fees	
The Act allows an organization to charge a “reasonable” fee in providing an individual access to personal information.  Should the organization intend on charging a fee, the organization must give the individual a written estimate.

Organizations cannot charge fees when responding to requests for providing access to personal employee information.

Time limits	
PIPA requires that an organization respond to an individual’s request for access within 45 days of receiving the written request, unless the time limit has been extended as allowed under the Act. 

The 45-day time limit may be extended if the organization is required to clarify a request, if a large amount of personal information is requested or must be searched, or for other reasons specified in the Act.   The organization’s time period for responding does not include days when the organization is waiting for a response from the individual to a fee estimate. 

The time limit can be affected by lack of clarity in the individual’s request, or as a result of being extended by the organization or with the Commissioner’s permission. The time limit can also be suspended while an organization awaits a response to a fee estimate provided to the individual. 

Exceptions to access	
An individual’s right to access personal information under the Act is not unqualified. The Act allows, and in some cases requires, organizations to refuse access to some records or parts of records.

Where to send your request
An individual must send the written access request directly to the organization that has the custody or control of the records.  
