Guideline/Form

Disclosing Personal Information of Employees to Third Parties

1. Introduction

It is incumbent on all University of Calgary staff to ensure that the personal information of employees of the university is
not inappropriately disclosed. Personal information is defined in the Freedom of Information and Protection of Privacy
(FOIP) Act as recorded information about an identifiable individual. It includes such information as: an individual’s name,
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Disclosing Personal Information of Employees to Third Parties

3. Confidential Personal Information

You must refuse to disclose an employee’s personal information to a third party if the disclosure would be an
unreasonable invasion of the employee’s privacy.

It is an unreasonable invasion of privacy at the University of Calgary to release the following kinds of information to a
third party unless the disclosure is authorized under section 40:

exact salary or any information that might indicate an exact salary amount

home address or telephone number

information relating to an individual’s race, national or ethnic origin; age, marital or family status; health and
health care history

employment history

ID number

evaluative information

birth date

4. Disclosing with Consent

You may disclose an employee’s personal information to a third party if the employee has identified the information and
consented in writing to the disclosure (s.40(1)(d)). Written consent should be acquired prior to disclosure in the
following kinds of cases:

a credit card company or bank requests exact salary information
a potential employer requests an evaluation of a former or current employee
a potential employer requests details regarding the employment history of a former
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