Personal Information Bank Submission Form
The sections below must contain all the relevant information to be included in the personal information bank (PIB).
In the event of an update, ensure that all changes are made to the existing PIB in track changes.
A. Institution contact information
Institution name:
Name:
Title:
Telephone number:
Email address:
Has a corresponding privacy impact assessment (PIA) or privacy protocol been provided? Enter Yes or No:
Additional comments:
[Insert text here]


B. Personal information bank (PIB) title
Name of the program or activity:
C. Bank number
Bank number: 
Note: Also known as the PIB number, this unique number is assigned by your institution by using the Federal Identity Program abbreviation, the PIB code (refer to Annex B for a list of PIB codes) and a three-digit number (for example, ABC PPU 001).
D. Treasury Board of Canada Secretariat (TBS) registration
1) Is this a request to substantially modify or edit an existing PIB that has been registered with TBS? Enter Yes or No:
a) If yes, provide the current TBS registration number:
2) Is this a request to substantially modify or edit a PIB still pending TBS registration? Enter Yes or No:
3) Is this a request to register a new PIB? (A TBS registration number is required.) Enter Yes or No:
4) Is this a request to transfer an existing PIB?
a) If Yes, provide the following:
i) The current TBS registration number:
ii) An explanation of why the PIB is being transferred:
1. [Insert text here]


iii) In accompaniment to this form, a confirmation from both the institutions’ section 10 officials that the transferring institution and the receiving institution agree to the transfer of records, and that the records and personal information contained therein have been retained or disposed of in accordance with the relevant Records Disposition Authorities.
5) Is this a request to terminate an existing PIB? Enter Yes or No:
a) If Yes, provide the following:
i) The current TBS registration number:
ii) An explanation of why the PIB should be terminated:
1. [Insert text here]


iii) In accompaniment to this form, a confirmation from the institution’s section 10 official that the records and personal information contained therein have been disposed of in accordance with the institution’s Records Disposition Authority and are no longer under the institution’s control.
E. Description
Provide a brief description of the program or activity, including a description of the personal information associated with the PIB:
[Insert text here]


Note: A list of categories of personal information for use in PIBs is provided below in Annex A.
F. Class of individuals
Describe the group of individuals whose personal information is being collected (for example, general public, Government of Canada retired employees, individuals in receipt of specific benefits):
[Insert text here]


G. Note (if applicable)
If applicable, provide specific information such as but not limited to the following:
· whether there is information that does not logically fit in any other area (such as the systems that support the program or activity)
· whether the PIB was transferred to or from another institution
· whether the PIB changed names and/or numbers
[Insert text here]


H. Social insurance number (if applicable)
If the social insurance number (SIN) is collected, cite the legal and/or policy authority:
[Insert text here]


Note: The SIN cannot be collected without specific authority. Refer to the Directive on Social Insurance Number for more details.
I. Purpose
Explain why your program or activity is collecting this information and under what legal authority it is being collected. Ensure that the purpose of collection matches the related privacy impact assessment (PIA) or privacy protocol, including the same legal authority:
[Insert text here]


J. Consistent uses
List all uses that have a reasonable and direct connection to the program or activity. If there are no consistent uses, indicate so explicitly:
[Insert text here]


Note: It is not required to list evaluation and monitoring as a consistent use.
K. Retention and disposal standards
Identify the retention and disposal standards that will apply to the personal information you handle to administer your program or activity:
[Insert text here]


Note: The retention and disposal standards outline how long the records will be kept by your institution and what happens to the records after that time. These standards are obtained from your institution’s information management group.
L. Records Disposition Authority (RDA) number
RDA number:
Note: The RDA number is assigned to your institution by Library and Archives Canada and obtained through the institution’s information management group.
M. Related record number:
Number(s) of a related class of records:
Note: A class of records is description of all records and information created, captured and maintained by an institution as evidence of the administration of a particular activity.
N. Last updated (if applicable)
Date on which the PIB was last substantially modified or edited (YYYY-MM-DD):


[bookmark: _Annex_A:_Categories]Annex A: Categories of Personal Information
The “Description” section in PIB describes the personal information in the records to which the bank relates. TBS has established the following categories of personal information, which give examples of specific elements of personal information that fall under each category. The purpose of the categories is to reduce the number of personal information elements that need to be listed in the “Description” section. These categories are representative of the personal information collected by most institutions, and they now appear in many of the registered PIBs.
· Biographical information (for example, work history, curriculum vitae, family information, hobbies, interests)
· Biometric information (for example, blood type, eye or facial scan, DNA, fingerprints or handprints)
· Contact information (for example, work and home information, including postal and email addresses, telephone, cell phone numbers)
· Citizenship status (for example, citizen, landed immigrant)
· Credit card information
· Credit history (for example, credit reports or scores, liens, bankruptcies, third-party collections)
· Criminal checks or history (for example, information related to criminal record checks, investigations, charges, conviction dates and locations, pardons)
· Date of birth
· Date of death
· Educational information (e.g., educational history, post-secondary institution attended, transcripts, references, etc.)
· Employee identification number (for example, Personal Record Identifier, RCMP regimental number, Canadian Armed Forces service number)
· Employment equity information (that is, information about women, Aboriginal peoples, persons with disabilities and members of visible minorities)
· Employee personnel information (for example, records of attendance and leave, notices of disciplinary action, alternative work arrangements, decisions concerning compensation and fitness for work, official languages qualifications, salary, deductions, level of security clearance, performance reviews and appraisals, rating board assessments, including evaluation notes from staffing boards, training and development course applications and evaluations)
· Financial information (for example, income, investments, mortgages, loans, orders of garnishment, financial institution information for direct deposit and other banking purposes, including name and branch number of institution, account number(s) and name(s) on accounts)
· Gender
· Language (for example, mother tongue, official and other languages)
· Medical information (for example, psychological assessments, physical disabilities, blood type, medical conditions)
· Name (for example, last name (family name), given names (first, second or more), maiden name, nicknames, aliases)
· Opinion or views of or about individuals
· Other identification numbers (for example, fishing licence, driver’s licence)
· Photos
· Physical attributes (for example, height, weight, colour of hair and eyes, physical markings such as scars, tattoos or body piercing)
· Place of birth
· Place of death
· Signature
· Social insurance number (SIN)


[bookmark: _Annex_B:_Personal]Annex B: Personal information bank codes
	Code
	Description

	PPU: Public Bank
	Institution-Specific Public Banks describe personal information about members of the general public that is contained in the records of a specific government institution.

	PPE: Particular Bank
	Institution-Specific Particular Banks describe personal information about current and former Government of Canada employees that is contained in the records of a specific government institution.

	PCE: Central Bank
	Central Banks describe personal information about current and former Government of Canada employees from all or several government institutions and are maintained by central government departments and agencies such as the Public Service Commission of Canada, Public Services and Procurement Canada, and the Treasury Board of Canada Secretariat.

	PCU: Public Central Bank
	Public Central Banks describe personal information about members of the general public from all or several government institutions and are maintained by central government departments and agencies such as the Public Service Commission of Canada, Public Services and Procurement Canada, and the Treasury Board of Canada Secretariat.

	PSE: Employee Standard Bank
	Employee Standard Banks describe personal information about current and former Government of Canada employees that may be found in records created, collected and maintained by most government institutions to support common internal functions, programs, and activities such as communications, travel, and employment. Standard Personal Information Banks are created by the Treasury Board of Canada Secretariat.

	PSU: Public Standard Bank
	Public Standard Banks describe personal information about members of the general public that may be found in records created, collected and maintained by most government institutions to support common internal functions, programs and activities such as staffing, training, development and employment. Standard Personal Information Banks are created by the Treasury Board of Canada Secretariat.
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