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COLLEGE'S NARRATIVE REPORT FOR 2022-2023
INTRODUCTION

The Privacy Act (the Act) provides Canadian citizens and permanent residents with a right of
access to personal information held by government institutions and protection of that information
against unauthorized use and disclosure. This annual report, covering the period from April 1,
2022, to March 31, 2023, is prepared and submitted by the College of Immigration and Citizenship
Consultants (the College) for tabling in Parliament in accordance with section 72 of the Privacy
Act.

Overview of the College of Immigration and Citizenship Consultants

The College is the authority mandated by the Government of Canada to regulate the practice of
Regulated Canadian Immigration Consultants (RCICs) and Regulated International Student
Immigration Advisors (RISIAs). Its role, authority and powers are established in the College of
Immigration and Citizenship Consultants Act (Canada). The College sets and enforces the
licensing, education, and ethical standards of the profession, in the public interest.

The College regulates immigration and citizenship consultants in the public interest and protects
the public by:
e Establishing and administering qualification standards, standards of practice, and
continuing education requirements for licensees.
e Ensuring compliance with the Code of Professional Conduct; and
e Undertaking public awareness activities.

Governance

The College’s federal mandate stems from:
e The College of Immigration and Citizenship Consultants Act (College Act)
e The Immigration and Refugee Protection Act (IRPA)
e The Immigration and Refugee Protection Regulations
e The Citizenship Act
The College Act lays out the terms for the Board of Directors. A Senior Management Team leads
the College.

ORGANIZATIONAL STRUCTURE

While the College has grown over the past year, it remains a relatively small organization
consisting of a Board of Directors, and fewer than 150 full-time employees. The College does not
have a formalized Access to Information and Privacy (ATIP) office, but rather, the Chief Operating
Officer, together with the support of the Policy Compliance Specialist, assumes the responsibilities
of ATIP Coordinator. The College also has engaged a consulting firm to support privacy-related
activities. The College did not enter into any service agreements under section 73.1 of the Privacy
Act during the reporting period.
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DELEGATION ORDER

The Delegation Order dated January 19, 2023, designates the Chief Operating Officer to
exercise certain powers and perform certain duties and functions of the President & Chief
Executive Officer under the Privacy Act and is attached hereto and forms part of this annual
report (Appendix A).

PERFORMANCE 2022-2023: STATISTICAL REPORT AND INTERPRETATION

The College’s statistical report for 2022-2023 is attached hereto and forms part of this annual
report (Appendix B). During the period of this report, the College did not receive any formal
personal information requests under the provisions of the Privacy Act and there were no requests
carried over from the previous year. Since the College did not receive any requests for personal
information, COVID-19-related measures were not relevant. The College was able to receive
personal information requests by email and mail, and as of March 21, 2023, through the
Government’s digital request service.

TRAINING AND AWARENESS

During the reporting period, the College’s Policy Compliance Specialist attended various
informative training sessions (InfoBlitz, Deep Dive Series, etc.) delivered by the Treasury Board
of Canada Secretariat (TBS). Several informal discussions occurred throughout the year to
educate staff on privacy best practices and the College recently has developed a comprehensive
privacy training program that will be delivered virtually to staff in the upcoming year. There also
are plans to give a separate privacy training presentation to the College’s Board of Directors in
the next reporting period.

POLICIES, GUIDELINES AND PROCEDURES

The College is in the process of developing and implementing its Privacy Management Program
(PMP), which includes key privacy policies and procedures. These instruments are intended to
guide the College’s privacy practices in areas such as privacy complaints, privacy breaches,
privacy impact assessments, and requests for access to personal information.

INITIATIVES AND PROJECTS TO IMPROVE PRIVACY

Per above, the College undertook a significant project to design and begin to implement its own
PMP. This Program will facilitate compliance with the Privacy Act and the effective management
of privacy risks, demonstrate accountability for the management of personal information and
formalize the College’s commitment to the protection of privacy. Key elements of the program
will include privacy policies and procedures, privacy statements and notices, controls for
managing risks related to third-party service provider’s handling of personal information, privacy
governance, definition of Personal Information Banks, a privacy breach response protocol, and
other privacy management controls. Additional information regarding the PMP will be provided in
the next annual report.
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The College also was successful in creating a user account and organizational profile on the ATIP
Online platform. The College continues to be able to receive personal information requests via
email and mail but is now able to receive requests through the digital portal as well.

The College also has initiated a privacy impact assessment, described further in this annual report.
SUMMARY OF KEY ISSUES AND ACTIONS TAKEN ON COMPLAINTS

There were no complaints of relevance to the Privacy Act received or concluded by the College
during the reporting period.

MATERIAL PRIVACY BREACHES
No material privacy breaches occurred during the reporting period.
PRIVACY IMPACT ASSESSMENTS

The College is in the final stages of implementing a new Enterprise Management System to
improve workflows and processes, and to manage data and the growing number of its licensees.
To meet the requirements under the Privacy Act, a privacy impact assessment (PIA) has been
initiated to identify potential privacy impacts and risks and propose strategies for mitigation.
Additional information regarding the PIA will be provided in the subsequent annual report.

PUBLIC INTEREST DISCLOSURES

There were no disclosures made under paragraph 8(2)(m) of the Privacy Act during the reporting
period.

MONITORING COMPLIANCE
Monitoring Process Time of Requests

The College did not receive any requests for personal information during the reporting period.
However, the College has implemented an internal tracking system and is prepared to receive,
manage, and address such requests and monitor compliance with timelines as required.

Privacy Protections

The College has implemented a process to incorporate appropriate privacy protections into
contracts/agreements with service providers handling personal information. The College also has
developed a comprehensive list of privacy provisions to be considered for incorporation into all
such contracts/agreements.
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APPENDIX A
COLLEGE’'S PRIVACY ACT DELEGATION ORDER
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Access to Information Act and Privacy Act Delegation Order

The President & Chief Executive Officer of the College of Immigration and Citizenship Consultants
(CICC), pursuant to section 95(1) of the Access to Information Actand section 73(1) of
the Privacy Act, hereby designates the persons holding the positions set out in the schedule
hereto, or the persons occupying on an acting basis those positions, to exercise the powers,
duties and functions of the President & CEQ as the head of the CICC, under the provisions of the
Act and related regulations set out in the schedule opposite each position. This designation
replaces all previous delegation orders.

Schedule

Position Access to Information Privacy Act and Regulations
Act and Regulations

Chief Operating Officer  Full authority Full authority
(CO0)

Dated, at the Town of Qakville, this 19th day of January, 2023

52 John Murray, BA, LLB, LLM
Chief Executive Officér, College of Immigration and Citizenship Consultants

College of immigratton and Citizenship Corsultants | Collbge des consultants en immigration et on citoyonnetd 7/24
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'* Govarnimeant Gouvarmsament
of Canada du Canada

Statistical Report on the Privacy Act

Name of institution:  College of Immigration and Citizenship Consultants

Reporting period: 2022-04-01 to 2023-03-31

Section 1: Requests Under the Privacy Act

1.1 Number of requests received

Number of Requests

Received during reporting period 0
Outstanding from previous reporting periods 0

+ Outstanding from previous reporting period 0

+ QOutstanding from more than one reporting period 0
Total 0
Closed during reporting period 0
Carried over to next reporting period 0

+ Carried over within legislated timeline 0

» Carried over beyond legislated timeline 0

1.2 Channels of requests

Source Number of Requests
Online 0
E-mail
Mail
In person
Phone
Fax
Total

Section 2: Informal requests

2.1 Number of informal requests

OO0 |Oo|Oo|O|O

Number of Requests

Received during reporting period 0
Outstanding from previous reporting periods 0

+ Outstanding from previous reporting period 0

+ Qutstanding from more than one reporting period 0
Total 0
Closed during reporting period 0
Carried over to next reporting period 0
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2.2 Channels of informal requests

Source

Number of Requests

Online

0

E-mail

Mail

In person

Phone

Fax

ojo|o|o|o|o

Total

2.3 Completion time of informal requests

Completion Time

61 to 181 to More
1t0o15 |16 to 30 | 31 to 60 120 121 to 365 | Than 365
Days Days Days Days (180 Days| Days Days Total
0 0 0 0 0 0 0 0
2.4 Pages released informally
Less Than 100 100-500 501-1000 1001-5000 More Than 5000

Pages Released

Pages Released

Pages Released

Pages Released

Pages Released

Number of Pages Number of Pages Number of Pages Number of Pages | Number of Pages
Requests | Released | Requests | Released | Requests | Released | Requests | Released] Requests | Released
0 0 0 0 0 0 0 0 0 0

Section 3: Requests Closed During the Reporting Period

3.1 Disposition and completion time

Completion Time
More
1to 15 16 to 30 31 to 60 61 to 120 121to | 181 to 365 | Than 365
Disposition of Requests Days Days Days Days 180 Days Days Days Total
All disclosed 0 0 0 0 0 0 0 0
Disclosed in part 0 0 0 0 0 0 0 0
All exempted 0 0 0 0 0 0 0 0
All excluded 0 0 0 0 0 0 0 0
No records exist 0 0 0 0 0 0 0 0
Request abandoned 0 0 0 0 0 0 0 0
Neither confirmed nor denied 0 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0 0
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3.2 Exemptions
Number of Number of Number of
Section Requests Section Requests Section Requests
18(2) 0 22(1)(a)(i) 0 23(a) 0
19(1)(a) 0 22(1)(a)(ii) 0 23(b) 0
19(1)(b) 0 22(1)(a)(iii) 0 24(a) 0
19(1)(c) 0 22(1)(b) 0 24(b) 0
19(1)(d) 0 22(1)(c) 0 25 0
19(1)(e) 0 22(2) 0 26 0
19(1)(f) 0 22.1 0 27 0
20 0 22.2 0 27.1 0
21 0 22.3 0 28 0
22.4 0
3.3 Exclusions
Number of Number of Number of
Section Requests Section Requests Section Requests
69(1)(a) 0 70(1) 0 70(1)(d) 0
69(1)(b) 0 70(1)(a) 0 70(1)(e) 0
69.1 0 70(1)(b) 0 70(1)(f) 0
70(1)(c) 0 70.1 0
3.4 Format of information released
Electronic
Paper E-record Data set | Video Audio Other
0 0 0 0 0 0

3.5 Complexity

3.5.1 Relevant pages processed and disclosed for paper and e-record formats

Number of Pages Processed

Number of Pages Disclosed

Number of Requests

0

0

0

3.5.2 Relevant pages processed by request disposition for paper and e-record formats by size of

requests
Less Than 100 100-500 501-1000 1001-5000 More Than 5000
Pages Processed Pages Processed Pages Processed Pages Processed Pages Processed
Number of Pages Number of Pages Number of Pages Number of Pages Number of Pages
DiSpOSition Req Pr d Req Pr d Req Pr d Requests Processed Requests Processed
All disclosed 0 0 0 0 0 0 0 0 0 0
Disclosed in part 0 0 0 0 0 0 0 0 0 0
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All exempted 0 0 0 0 0 0 0 0 0
All excluded 0 0 0 0 0 0 0 0 0
Request

abandoned 0 0 0 0 0 0 0 0 0
Neither .conflrmed 0 0 0 0 0 0 0 0 0
nor denied

Total 0 0 0 0 0 0 0 0 0

3.5.3 Relevant minutes processed and disclosed for audio formats

Number of Minutes
Processed

Number of Minutes
Disclosed

Number of Requests

0

0

0

3.5.4 Relevant minutes processed per request disposition for audio formats by size of requests

Less than 60 Minutes processed 60-120 Minutes processed | More than 120 Minutes processed
Number of Minutes Number of Minutes Number of Minutes

Disposition requests Processed requests Processed requests Processed
All disclosed 0 0 0 0 0 0
Disclosed in part 0 0 0 0 0 0

All exempted 0 0 0 0 0 0

All excluded 0 0 0 0 0 0
Request abandoned 0 0 0 0 0 0
Neither .confirmed 0 0 0 0 0 0

nor denied

Total 0 0 0 0 0 0

3.5.5 Relevant minutes processed and disclosed for video formats

Number of Minutes
Processed

Number of Minutes
Disclosed

Number of Requests

0

0

0
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3.5.6 Relevant minutes processed per request disposition for video formats by size of requests

Less than 60

60-120 Minutes

More than 120

Minutes processed processed Minutes processed
Number of  Minutes Number of | Minutes Number of | Number of
Disposition requests Processed | requests |Processed | requests requests
All disclosed 0 0 0 0 0 0
Disclosed in part 0 0 0 0 0 0
All exempted 0 0 0 0 0 0
All excluded 0 0 0 0 0 0
Request abandoned 0 0 0 0 0 0
Neither confirmed
nor denied 0 0 0 0 0 0
Total 0 0 0 0 0 0
3.5.7 Other complexities
Consultation Legal Advice Interwoven
Disposition Required Sought Information Other Total
All disclosed 0 0 0 0 0
Disclosed in part 0 0 0 0 0
All exempted 0 0 0 0 0
All excluded 0 0 0 0 0
Request
abandoned 0 0 0 0 0
Ne|ther'conf|rmed 0 0 0 0 0
nor denied
Total 0 0 0 0 0

3.6 Closed requests

3.6.1 Number of requests closed within legislated timelines

Number of requests closed within 0
legislated timelines

Percentage of requests closed within 0
legislated timelines (%)
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3.7 Deemed refusals

3.7.1 Reasons for not meeting legislated timelines

Principal Reason

Number of requests closed past the | Interference with
legislated timelines operations / External Internal
Workload Consultation Consultation Other
0 0 0 0 0

3.7.2 Request closed beyond legislated timelines (including any extension taken)

Number of requests past Number of requests past
Number of days past legislated timeline where no | legislated timeline where an
Iegislated timelines extension was taken extension was taken Total

1 to 15 days 0 0 0
16 to 30 days 0 0 0
31 to 60 days 0 0 0
61 to 120 days 0 0 0
121 to 180 days 0 0 0
181 to 365 days 0 0 0
More than 365 days 0 0 0
Total 0 0 0
3.8 Requests for translation

Translation Requests Accepted Refused Total
English to French 0 0 0
French to English 0 0 0
Total 0 0 0

Section 4: Disclosures Under Subsections 8(2) and 8(5)

Paragraph 8(2)(e) Paragraph 8(2)(m) Subsection 8(5) Total
0 0 0 0

Section 5: Requests for Correction of Personal Information and Notations

Disposition for Correction Requests Received Number
Notations attached 0
Requests for correction accepted 0
Total 0
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Section 6: Extensions

6.1 Reasons for extensions

15(a)(i) Interference with operations

15 (a)(ii) Consultation

Further review 15(b)
required to Large Large Documents _Cabmet ] Translation
Number of determine | volume of | volume of | are difficult Conflden.ceSectlon purposes or
extensions taken exemptions pages requests | to obtain (Section 70) External | Internal | conversion
0 0 0 0 0 0 0 0 0
6.2 Length of extensions
15(a)(i) Interference with operations 15 (a)(ii) Consultation
Further review ) 15(b)
required to Large Large Documents .Cabmet ) Translation
Lengtl_I of determine volume of | volume of | are difficult Conflden.ceSectlon purposes or
Extensions exemptions pages requests to obtain (SeCtlon 70) External Internal conversion
1to 15 days 0 0 0 0 0 0 0 0
16 to 30 days 0 0 0 0 0 0 0 0
31 days or greater 0 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0 0

Section 7: Consultations Received From Other Institutions and Organizations

7.1 Consultations received from other Government of Canada institutions and other organizations

Other Government
of Canada Number of Pages Other Number of Pages
Consultations Institutions to Review Organizations to Review

Received during the reporting period 0 0 0 0
Out.standlng from the previous reporting 0 0 0 0
period

Total 0 0 0 0
Closed during the reporting period 0 0 0 0
Carried over within negotiated timelines 0 0 0 0
Qarrlgd over beyond negotiated 0 0 0 0
timelines
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7.2 Recommendations and completion time for consultations received from other Government of

Canada institutions

Number of Days Required to Complete Consultation Requests

More

61 to Than

1to15 |16to 30| 31to 60 120 121 to 181 to 365

Recommendation Days Days Days Days | 180 Days (365 Days| Days Total

Disclose entirely 0 0 0 0 0 0 0 0
Disclose in part 0 0 0 0 0 0 0 0
Exempt entirely 0 0 0 0 0 0 0 0
Exclude entirely 0 0 0 0 0 0 0 0
Consult other institution 0 0 0 0 0 0 0 0
Other 0 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0 0

7.3 Recommendations and completion time for consultations received from other organizations outside

the Government of Canada

Number of days required to complete consultation requests

More

61 to Than

1to15 |16to 30| 31to 60 120 121 to 181 to 365

Recommendation Days Days Days Days | 180 Days (365 Days| Days Total

Disclose entirely 0 0 0 0 0 0 0 0
Disclose in part 0 0 0 0 0 0 0 0
Exempt entirely 0 0 0 0 0 0 0 0
Exclude entirely 0 0 0 0 0 0 0 0
Consult other institution 0 0 0 0 0 0 0 0
Other 0 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0 0

Section 8: Completion Time of Consultations on Cabinet

8.1 Requests with Legal Services

Fewer Than 100

100-500 Pages

501-1000
Pages Processed

1001-5000
Pages Processed

More than 5000
Pages Processed

Pages Processed Processed

Number of Pages Number of Pages Number of Pages Number of Pages Number of Pages
Number Of Days Requests Disclosed Requests Disclosed Requests Disclosed Requests Disclosed Requests Disclosed
1t0 15 0 0 0 0 0 0 0 0 0 0
16 to 30 0 0 0 0 0 0 0 0 0 0
31 to 60 0 0 0 0 0 0 0 0 0 0
611to 120 0 0 0 0 0 0 0 0 0 0
121 to 180 0 0 0 0 0 0 0 0 0 0
181 to 365 0 0 0 0 0 0 0 0 0 0
More than 365 0 0 0 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0 0 0 0
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8.2 Requests with Privy Council Office

Fewer Than 100 100-500 Pages 501-1000 1001-5000 More than 5000

Pages Processed Processed Pages Processed Pages Processed Pages Processed

Number of Pages Number of Pages Number of Pages Number of Pages Number of Pages
Number of Days Requests Disclosed Requests Disclosed Requests Disclosed Requests Disclosed Requests Disclosed
1to 15 0 0 0 0 0 0 0 0 0 0
16 to 30 0 0 0 0 0 0 0 0 0 0
3110 60 0 0 0 0 0 0 0 0 0 0
611to 120 0 0 0 0 0 0 0 0 0 0
121 to 180 0 0 0 0 0 0 0 0 0 0
181 to 365 0 0 0 0 0 0 0 0 0 0
More than 365 0 0 0 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0 0 0 0

Section 9: Complaints and Investigations Notices Received

Section 31 Section 33 Section 35 Court action Total
0 0 0 0 0

Section 10: Privacy Impact Assessments (PIAs) and Personal Information Banks (PIBs)

10.1 Privacy Impact Assessments

Number of PIAs completed 0
Number of PIAs modified 0

10.2 Institution-specific and Central Personal Information Banks

Personal Information Banks Terminated Modified
Institution-specific 0 0 0 0
Central 0 0 0 0
Total 0 0 0 0

Section 11: Privacy Breaches

11.1 Material Privacy Breaches reported
Number of material privacy breaches reported to TBS 0

Number of material privacy breaches reported to OPC 0

11.2 Non-Material Privacy Breaches
Number of non-material privacy breaches | 1 |
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Section 12: Resources Related to the Privacy Act

12.1 Allocated Costs

Expenditures Amount
Salaries $31,200
Overtime $0
Goods and Services $234,000
* Professional services contracts $234,000
« Other $0
Total $265,200

12.2 Human Resources

Person Years Dedicated to
Resources Privacy Activities
Full-time employees 0.400
Part-time and casual employees 0.000
Regional staff 0.000
Consultants and agency personnel 1.000
Students 0.000
Total 1.400

Note: Enter values to three decimal places.
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APPENDIX C
2022-2023 SUPPLEMENTAL STATISTICAL

REPORT ON THE ACCESS TO INFORMATION
ACT AND THE PRIVACY ACT

19/24



Access to Information Act Annual Report 2022-2023 ©2023

.*I Governmen Gousernenmest
of Canada du Canada

Supplemental Statistical Report on the Access to Information Act and the Privacy Act

Name of institution:  College of Immigration and Citizenship Consultants

Reporting period: 2022-04-01 to 2023-03-31

Section 1: Capacity to Receive Requests under the Access to Information Act and the Privacy Act

Enter the number of weeks your institution was able to receive ATIP requests
through the different channels.

Number of Weeks
Able to receive requests by mail 51
Able to receive requests by email 51
Able to receive requests through the digital request service 1

Section 2: Capacity to Process Records under the Access to Information Act and the Privacy Act

2.1 Enter the number of weeks your institution was able to process paper records in different classification

levels.

No Capacity Partial Capacity | Full Capacity Total
Unclassified Paper 1 0 51 52
Records
Protected B Paper 1 0 51 52
Records
Secret and Top Secret 1 0 51 52
Paper Records

2.2 Enter the number of weeks your institution was able to process electronic records in different
classification levels.

No Capacity Partial Capacity | Full Capacity Total
Unclassified Electronic 1 0 51 52
Records
Protected B Electronic 1 0 51 52
Records
Secret and Top Secret 1 0 51 52
Electronic Records
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Section 3: Open Requests and Complaints Under the Access to Information Act

3.1 Enter the number of open requests that are outstanding from previous reporting periods.

Open Requests | Open Requests
. that are Within | that are Beyond
Fiscal Year Open . .
. Legislated Legislated Total
Requests Were Received . . . .
Timelines as of | Timelines as of
March 31, 2023 March 31, 2023
Received in 2022-2023 0 0 0
Received in 2021-2022 0 0 0
Received in 2020-2021 0 0 0
Received in 2019-2020 0 0 0
Received in 2018-2019 0 0 0
Received in 2017-2018 0 0 0
Received in 2016-2017 0 0 0
Received in 2015-2016 0 0 0
Received in 2014-2015 0 0 0
Received in 2'013-2014 or 0 0 0
earlier
Total 0 0 0
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3.2 Enter the number of open complaints with the Information Commisioner of Canada that
are outstanding from pervious reporting periods.

F'S.Cal Year Open . Number of Open
Complaints Were Received .
o Complaints
by Institution

Received in 2022-2023 0
Received in 2021-2022 0
Received in 2020-2021 0
Received in 2019-2020 0
Received in 2018-2019 0
Received in 2017-2018 0
Received in 2016-2017 0
Received in 2015-2016 0
Received in 2014-2015 0
Received in 2013-2014 0

or earlier

Total 0
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Section 4: Open Requests and Complaints Under the Privacy Act

4.1 Enter the number of open requests that are outstanding from previous reporting periods.

Fiscal Year Open

Open Requests
that are Within

Open Requests
that are Beyond

Requests Were Legislated Legislated Total
Received Timelines as of | Timelines as of
March 31, 2023 March 31, 2023
Received in 2022-2023 0 0 0
Received in 2021-2022 0 0 0
Received in 2020-2021 0 0 0
Received in 2019-2020 0 0 0
Received in 2018-2019 0 0 0
Received in 2017-2018 0 0 0
Received in 2016-2017 0 0 0
Received in 2015-2016 0 0 0
Received in 2014-2015 0 0 0
Recelv_ed in 2013-2014 0 0 0
or earlier
Total 0 0 0
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4.2 Enter the number of open complaints with the Privacy Commissioner of Canada that are outstanding
from previous reporting periods.

Fls.cal Year Open . Number of Open
Complaints Were Received .
o Complaints
by Institution

Received in 2022-2023 0
Received in 2021-2022 0
Received in 2020-2021 0
Received in 2019-2020 0
Received in 2018-2019 0
Received in 2017-2018 0
Received in 2016-2017 0
Received in 2015-2016 0
Received in 2014-2015 0
Received in 2013-2014 0
or earlier

Total 0

Section 5: Social Insurance Number

Has your institution begun a new collection or a new consistent use of the SIN in
2022-2023?

Section 6: Universal Access under the Privacy Act

How many requests were received from confirmed foreign nationals outside of
Canada in 2022-2023?

No

Canada
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