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Name and Location 
Personal 

Information 
Bank 

Types of Personal Information Uses Authorized Users Individuals in Bank Legal Authority Retention Period 

Corporate and Administrative Records 
Records relating to the management of the Organization as a whole, and of its constituent units and departments 
 

Access and 
Correction Requests 

Yes Name, address, telephone number, date 
of birth, OHIP number, Request number 

Process 
information 

requests 

Privacy//FOI staff 
Medical Records staff 

Authorized staff 

Patients, clients, residents 
Personnel 

Public 

Public Hospitals Act (PHA) 
Personal Health Information 

Protection Act (PHIPA) 
Freedom of Information and 

Protection of Privacy Act 
(FIPPA) 

3 years 

Accessibility No       

Accreditation No       

Administrative By-law No       

Annual Reports No       

Directory of Records:  Provides information about the general types of records held at Providence Care.  It is updated on an annual basis and sent to the Ministry of Government Services for 
posting. 
 
Personal Information Bank (PIB):  Ontario’s Freedom of Information and Protection of Privacy Act (s. 45) requires the Organization to make available to the public an index of the personal 
information banks available to the public it maintains, including details on the categories of individuals about whom information is maintained, the type of personal information maintained, where it 
is located, how it is used, by whom it is used, the legal authority for its collection, and how long it is retained. 
 
A personal information bank is personal information under the control of the Organization and is organized or intended to be retrieved by an individual’s name or an identifier, such as a patient/ 
client/resident number or employee number. 
 
The index of a personal information bank is organized according to the function or activity that the information supports, rather than the current organizational structure of the Organization.  
Personal information banks are added as they are identified and updated on an annual basis. 
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Archives/Donor 
Records 

Yes Name, address, email, telephone 
number 

Retrieval of 
information 

Corporate 
Secretary/delegate 

Public Informed consent Permanent 

Archives Researcher 
Records 

Yes Name, address, email, telephone 
number 

Manage research 
requests 

Corporate 
Secretary/delegate 

Researchers 
Public 

Informed Consent 2 years 

Chief Nursing 
Executive Shared 

Drive 

Yes Name, address, contact information, 
regulatory/license number 

Regulated Health 
Professions Act 

(RHPA) mandatory 
reporting 

requirements 

Chief Nursing Executive 
VP Patient and Client Care 

Directors 
Administrative support 

Managers 

Personnel Regulated Health Professions 
Act (RHPA) 

Until termination of employment plus 3 
years 

Community Brain 
Injury Service Follow-

up Questionnaire  

Yes Name, contact information, other 
demographic information 

Ongoing post-
discharge 
evaluation 

Program Manager 
CBIS Follow-up 

Coordinator 
Neuropsychologist 

Discharged clients Informed consent Permanent 

Corporate 
Correspondence 
Communication 

No       

Deeds/Leases No       

Disaster, Emergency 
Planning, Fire Safety 

Records 

No       

Documents of 
Incorporation 

No       

Insurance Policies No       

Inventory of Privacy 
Inquiries 

Yes Names, Medical Record Number (MRN) Inventory to inform 
Privacy Office work 

Privacy Office Patients, client, residents, 
Substitute Decision 

Makers, Powers of Attorney 

Personal Health Information 
Protection Act (PHIPA) 

Investigation completed plus 2 years 

Litigation Records Yes Name, date of birth, detailed summary Investigations and 
complaint 

Senior Leadership 
Quality & Risk 

Public Quality of Care Information 
Protection Act (QCIPA) 

 Until released by Quality & Risk 
Management 
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resolution Management 
Authorized individuals 

Patient, client, residents   

Minutes of Board of 
Directors and 

Standing Committees 

No       

Minutes of 
Department/Corporate 
Committee meetings 

No       

Minutes of Medical 
Advisory Committee 
and Sub-committees 

No       

Minutes of Senior 
Leadership Team 

No       

Notices under the 
Corporations of 
Information Act 

No       

Officers of the 
Corporation and 

Directors 

Yes Names, addresses, telephone numbers, 
gender, email address 

Corporate Record Corporate Secretary, 
Executive Assistant to the 

Board Office 

Board Members/Directors Employment Standards Act Permanent 

Patient, Client, 
Resident Feedback – 
(i.e. Compliments and 

Complaints) 

Yes Name, date of birth, detailed summary Investigations and 
complaint 
resolution 

Senior Leadership 
Human Resources 

Quality & Risk 
Management 

Authorized individuals 

Patient, clients, residents 
Public 

Quality of Care Information 
Protection Act (QCIPA) 

 

File closing plus 15 years 

Patient, Client, 
Resident Satisfaction 

Surveys 

Yes Name 

Email addresses 

Improvement in 
care 

Personnel Patient, clients, residents Accreditation Permanent 

Patient, Client, 
Resident, Visitor 

Yes Name, date of birth, detailed summary Investigate and 
resolve client or 

Senior Leadership 
Quality & Risk 

Patient, client, residents 
Public 

Quality of Care Information 
Protection Act (QCIPA) 

Year of record plus 2 years 
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Incident Reports visitor safety issues Management 
Authorized Individuals 

Policies and 
Procedures 

No       

Quality of Care 
Reviews 

Yes Name, date of birth Quality Assurance Senior Leadership 
Quality & Risk 
Management 

Patients, client, residents Quality of Care Information 
Protection Act (QCIPA) 

 

Year of record plus 15 years 

Track Tik Reports Yes Name, gender, contact information, date 
of birth, offences, criminal 

outcome/record issue, personal health 
information 

Management 
incidents 

Security & Life Safety 
Authorized Individuals 

Patients, client, residents 
Personnel 

Public 

Bill 159 
Security Guards 

Personal Health Information 
Protection Act (PHIPA) 

Minimum of 10 years 

Special Events 
Registration and 

Outreach 

Yes Name, email, home address, telephone 
number 

Registration and 
communication 

Communications Public Informed consent Fiscal year plus 1 

Financial/Statistical Records 

Records relating to the management of the Organization’s financial resources 

Annual Audited 
Financial Statements 

No       

Accounts Payable Yes Name, home address Reimbursements Financial services and 
payroll 

Personnel 
vendors 

Income Tax Act 6 years from end of tax year to which 
records relate 

Accounts Receivable Yes Name, home address To provide back-up 
of invoices and 

history of banking 
transactions 

Financial Services Patients, clients, residents Income Tax Act 6 years from end of tax year to which 
records relate 

Budget Records No       

Cashier’s Office Yes Names, email, home address, 
telephone number, credit card 

To process parking 
charges and other 

approved 

Cashier Clerk Personnel 
Patients, clients 

Corporations Act 
Income Tax Act 

Canada Pension Plan 

6 years from end of tax year to which 
records relate 
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information expenditures 
Employer Health Tax Act 

Government Refunds Yes Names, addresses, telephone numbers, 
financial information 

Registered Charity 
Information Return, 

PST, GST, HST 

Finance 
Senior Leadership 

Personnel 
Public 

Excises Tax Act s. 286 7 years 

Publicly Reported 
Wait Time Indicators 

No       

Payroll Yes Name, telephone number, residential 
address 

Administration Finance 
Payroll 

Program/site Leadership 

Personnel Income Tax Act 6 years from end of tax year to which 
records relate 

Human Resources Records 

Records relating to the management of employees, students, and volunteers, and the provision of services and programs to ensure the well-being of members and the Organization 

Employee Records 
(paper and electronic) 

Yes Name, address, email, emergency 
contact telephone number, contact 

information, employee number, banking 
information, group benefit participation, 

leave information 

Administration Human Resources 
Payroll Services 

Personnel Employment Standards Act 
Insurance Act 

Pension Benefit Act 
Income Tax Act 

Until termination of employment is less 
than 1 years, retain for a full year after 

start date 

For records that do not include 
beneficiary information, purge at the 

time of termination, unless retained up 
to 6 years in accordance with the 

Employment Standards Act 

Employee 
Grievances/Arbitration 

Files 

Yes Name, address, telephone number Dispute resolution Labour Relations Personnel Freedom of Information and 
Protection of Privacy Act 

(FIPPA) 

Retain until file closure plus 2 years 

Employee 
Occupational Health 

Records, 
accident/injury 

reports, disability files 

Yes Name, address, telephone number, 
immunization status 

Administration Human Resources 
Quality & Risk 
Management 

Senior Leadership 
Program/site Leadership 

Personnel Workplace Safety Insurance 
Board (WSIB) 

Informed consent 

Until termination of employment plus 
10 years 

Human Rights 
Complaints 

Yes Name, contact information, complaint 
details 

Dispute resolution Labour Relations 
Management 

Personnel 
Patients, clients, residents 

Human Rights Code Until disposition of complaint plus 3 
years 
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Investigation Case 
Files 

Yes Name, contact information, employee 
number 

Manage and 
resolve 

investigations 

Labour Relations Patients, clients, residents 
Personnel 

Reasonable Practice 
Labour Relations Act 

Year of record plus minimum of 3 
years 

Student Placement 
Records 

Yes Name, email address, telephone 
number, education, assessments, 

immunization status 

Maintain contact 
with students and 
track progress of 

student placements 

Clinical Education 
Coordinator (Providence 

Care Hospital) 
Recruitment & Staffing 

(non-clinical) 
Life Enrichment 

Coordinator (Providence 
Manor) 

Students Informed consent Final placement plus 2 years 

Volunteer Records Yes Name, address, telephone number Administration Human Resources Volunteers Informed consent Until termination of volunteering plus 3 
years 

Human Resources 
Recruitment Files 

Yes Name, address, telephone number, 
résumé 

Administration Managers 
Human Resources 

Persons applying for 
positions at Providence 

Care 

Freedom of Information and 
Protection of Privacy Act 

(FIPPA) 

Closure of competition 
Successful candidate’s information 

transferred to Employee Record 
Other materials destroyed 

Vocantas Yes Name, employee ID, contact information To notify staff of 
shift vacancies 

Managers staffing office Clinical frontline staff Informed consent Until termination of employment 

Medical Staff Records 

Records relating to the credentialing and privileges of the professional staff 

Credentials, 
Professional Staff 

Files, Departmental 
Assistants 

Yes Names, addresses, telephone numbers, 
credentialing information 

Decision-making Office of Medical 
Administration 

Senior Leadership 
Credentials Committee 

Personnel 
Public 

Public Hospitals Act (PHA) 
Excellent Care for All 

Act (ECFAA) 
Quality of Care Information 

Protection Act (QCIPA) 
Corporations Act 

Personal Health Information 
Protection Act (PHIPA) 

Freedom of Information and 
Protection of Privacy Act 

(FIPPA) 

End of appointment plus 6 years 
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Professional By-laws No       

Materiels Management Records 

Records relating to purchasing and procurement transactions of the Corporation 

Procurement Records No       

Purchasing of Goods 
and Services 

No       

Supplies, Equipment, 
Service Contracts and 

Agreements 

No       

Personal Health Information 

Records relating to the treatment of patients, clients, residents within the Organization 

Master Patient Index 
– Patient Registers 

Yes Name, Medical Record Number, date of 
birth, gender, address, telephone 

number, marital status, employer, OHIP 
number 

Facilitate health 
care 

Authorized Personnel Patients, clients, residents 
Next of Kin 

Public Hospitals Act (PHA) 
Personal Health Information 

Protection Act (PHIPA) 

Permanent 

Personal Health 
Information 

 

 

 

 

Yes Name, Medical Record Number, date of 
birth, gender, address, telephone 

number, marital status, OHIP number, 
diet orders, supplement orders, allergies 

Facilitate health 
care 

Authorized Personnel Patients, clients, residents 
Personnel 
Next of Kin 

Public Hospitals Act (PHA) 
Personal Health Information 

Protection Act (PHIPA) 
Ontario Association of 

Medical Laboratories (OAML) 
Transportation of Dangerous 

Goods (TDG) Regulations 
Drug & Pharmacies 

Regulation Act (DPRA) 
Controlled Drugs & 

Substances Act 
Brain Injury System 

Navigation 

10 years from date of discharge or 
death (if patient, client, resident has 

reached the age of 18 years) 
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Ottawa Model for 
Smoking Cessation 

 Yes  Name, gender, date of birth For those clients 
who want to reduce 

or quit their 
smoking 

Authorized personnel Inpatients and outpatients 
at Providence Care 

Hospital and Providence 
Transitional Care Centre 

Informed consent 10 years from date or discharge or 
death 

Leave of 
Absence/Day Pass 

Contact Tracing 
Database 

Yes Name, telephone number, address To identify those 
persons with whom 

the inpatient on 
LOA or day pass 

was in close, 
prolonged contact 
with in the event 
contact tracing is 

necessary 

Infection Control Individuals in close 
prolonged contact with an 
inpatient on LOA or day 

pass 

Ministry of Health Directive #5 30 days 

Release of 
information logs 

Yes Record of PHI requested by 
patient/client/resident/SDM/POA/estate 

trustee 

Facilitate requested 
access to PHI 

Clinical department 

Clinical records 

Patients, clients and 
residents 

Freedom of Information and 
Protection of Privacy Act 

1 year 

Research Administration Records 

Records relating to the management of research in the organization 

Research and Ethics Yes Name, address, telephone number Granting ethics 
clearance to 

research 

Medical Administration 
Quality & Risk 
Management 

Privacy 
Government Agencies 
Authorized Individuals 

Personnel 
Researchers 

Research Participants 

Ethics Review Board Research completed plus 5 years 
Clinical Trial completed plus 25 years 

 


