 SEQ CHAPTER \h \r 1PRIVACY POLICY
On January 01, 2004 legislation took effect across Canada protecting the privacy of personal information and outlining how to collect, use and disclose personal information by every organization in the course of commercial activities. 




 recognizes the 









  (Name of Clinic)

importance of privacy of personal information.  I/We are committed to collecting, using and disclosing personal information responsibly and only to the extent necessary for the services we provide.  This document describes the clinic’s privacy policies.

What Is Personal Information?
Personal information is about an identifiable individual.  Personal information includes such information as one’s personal data; (i.e. age, gender, address, telephone number); one’s health history; one’s activities and views.  In contrast, business information (i.e. title, business address, business telephone number) is not protected by privacy legislation.

Who We Are?
This clinic, 



, includes 

 Shiatsu Therapists, 




(Name of Clinic)



(# of)



(# of)
complimentary health care providers and 

 support staff.







(# of)
I/We use a number of consultants and agencies that may, in the course of their duties, have limited access to personal information we hold.  These include, but are not limited to, lawyers; accountants; credit card companies, IT personnel.  I/We restrict their access to personal information as much as possible.  I/We also have their assurance that they follow appropriate privacy guidelines.

We collect personal information about you, the client.
As a Shiatsu Therapist/Complimentary Health Care Provider, the primary purpose of collecting personal information is to provide 


 to you, the client.





          (Name of Therapy)
I/We collect information about your personal characteristics; health history; family health history; other health care providers; occupation; diet; exercise and activities and views.  From this information I/we can better assess your needs, advise you of your options, and provide you with the health care you have chosen to have.  The personal information collected also acts as a reference point from which to adjust your health care services as changes in your health are occurring.  The cost of some services provided by   



    to clients is paid for 






    (Name of Clinic)
by third parties(i.e. private insurance).  When I/we perform a medical assessment of a person for a third party, these third party payers often have your consent to direct us to collect and disclose to them certain information in order to demonstrate client entitlement to this funding.  Ordinarily, I/we collect personal information only with the client’s express consent but this might not occur in an emergency or where I/we believe the client would consent if asked and it is impractical to obtain consent.

About The General Public
I/We collect personal information about/from the general public to: provide information about special events; to subscribe to a newsletter; to register for a course.    I/We try to obtain consent before using any such personal information but where this is not possible, I/we will immediately remove any personal information upon request.  Where this information is collected electronically (i.e. on the website) the personal information you provide is used only for the purpose that you gave it to me/us.  “Cookies” are not used to monitor you.

We collect Personal information for related and secondary purposes.  Like most organizations, we also collect, use and disclose information for purposes related to or secondary to the primary purpose.  These purposes are as follows:

1) To process credit card payments

2) To advise client of recall visits

3) To advise clients and the general public of upcoming events or opportunities that are available

4) Shiatsu Therapy is regulated/self-regulated by the Shiatsu Therapy Association of Ontario. 

The primary mandate is protection of the public.  Therefore, as part of the regulatory activities, my/our records can be inspected and/or staff interviewed.  As a professional, I/we will report serious misconduct and incompetence of any practitioner irregardless of which organization they belong to.  These external regulating bodies also have to comply with privacy legislation.  All organizations are also subject to review by various government agencies (i.e. Human Rights Commission, Canada Customs and Revenue Agency).  In the above circumstance, I/we may consult with professionals (i.e. lawyer, accountant) who will investigate, then report back.

5) There are a number of limitation periods affecting when a Certified Shiatsu Therapist can be sued.  In order to protect my/ourselves in the event of a lawsuit, client records are kept for a minimum of 10 years after the last visit.  I/We are also required by the Shiatsu Therapy Association of Ontario to keep client records.

6) If    



    were to be sold, the purchaser would want to conduct a 


(Name of Clinic)
 
“due diligence” review of the clinic’s records to ensure that it is a viable business whose value has been honestly portrayed to the purchaser.  This would involve a review of our/my client and accounting files.  The purchaser would not be able to remove or record personal information.   Before being provided access to these files, the purchaser must provide a written promise to keep all personal information confidential.

7) In it’s ongoing quest for insurance coverage for Shiatsu as an extended healthcare benefit, the STAO collects information (for research purposes) from its’ members.  This information would include the course of treatment for a specific health condition and how effective Shiatsu was to treat the condition.  Personal characteristics in this instance would usually be limited to age and sex.

You can decline consent to some of these related and secondary purposes (i.e. mailings, research).  You cannot decline, however, consent to the purposes related to external regulation and third party billing.

Protecting Personal Information
The following steps have been taken:

1) Paper information secured in a locked or restricted area

2) Passwords are used on computers; the computers themselves are secured in a locked or restricted area

3) Staff are trained to collect, use and disclose personal information only as necessary to fulfill their duties and according to this Privacy Policy

4) Paper information is transmitted through sealed, addressed envelopes

5) Email is transmitted in an anonymous fashion

6) External consultants and agencies with access to personal information must enter into privacy agreements with us.

Retention and Destruction of Personal Information
Since client files are kept for a minimum of 10 years after the last visit, paper records and/or computer discs are kept in a locked or restricted area.  Paper files containing personal information are destroyed by shredding.  Electronic information is destroyed by deleting it.  When hardware is discarded, the hard drive is physically destroyed.  I/We need to keep personal information for some time to ensure that I/We can answer any questions you might have about the services provided; for our own accountability to STAO and other regulatory bodies; and to protect my/ourselves in the event of a lawsuit.  However, I/We do not want to keep personal information longer than necessary in order to protect your privacy.

You Can Look At Your Information
You have the right to see and correct the personal information we have about you.  Exceptions to this would include, for example, where personal  information about a third party would be revealed.  I/we can help you identify what records we might have about you.  I/We will also help you understand any information you do not understand (i.e. short forms, abbreviations, technical language).  I/We will need to confirm your identify before providing you with access.  I/We may ask you to put your request in writing.  I/We reserve the right to charge a nominal fee for such requests.  Corrections to information apply to factual information only and not to any professional opinions I/we may have formed about you.  I/We may ask you to provide documentation that information in your file is wrong.  If the mistake was mine/ours, the information will be corrected, and I/We will notify anyone to whom I/we sent the earlier information.  Where there is a disagreement about correcting the  information, a written statement to that effect will be made and kept in your file.  If I/we cannot give you access, I/we will tell you if possible within 30 days including the reason about why I/we cannot give you access.

Do You Have A Question?
The Information Officer 



 can be reached at 



  .



(Insert Name)




  (Address, Phone #)
The Information Officer is available to answer any questions or concerns you might have.  If you wish to make a formal complaint about the privacy policies here, you may do so in writing to the Information Officer.  He/she will acknowledge receipt of your complaint, ensure that it is investigated promptly and that you are provided with a decision in writing.  If you have a concern about the professionalism of the services or the mental/physical competency of the staff please discuss these concerns with me/us.  You are also entitled to launch a formal complaint with the regulating body:


STAO - Shiatsu Therapy Association of Ontario


73 Bathurst St.  Suite 306


Toronto, ON


M5V 2P6

info@shiatsuassociation.com


www.shiatsuassociation.com


This policy has been made following the Personal Information Protection and Electronic Documents Act (PIPEDA).  It is a complex piece of legislation.  The Information and Privacy Commissioner of Canada oversees the administration of the privacy legislation in the private sector.  The Commissioner also acts as a kind of ombudsman for privacy disputes.

The Information and Privacy Commissioner can be reached at:


112 Kent Street


Ottawa, ON


K1A 1H3


Phone: 1-800-282-1376


TTY: 1-613-992-9190


Fax: 1-613-947-6850


www.privcom.gc.ca
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