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INTRODUCTION 

The Fort St. James Public Library (FSJPL) is committed to protecting personal privacy. Any 

personal information collected, used or disclosed by FSJPL is in accordance with the Freedom of 

Information and Protection of Privacy Act (FOIPPA). 

Personal information is defined by FOIPPA as information about an identifiable person. Some 

examples of personal information are name, age, home address, phone number, email address, 

IP address (a computer’s address), identification numbers, and reading choices.  

FIPPA’s definition of personal information does not include work contact information (including 

for Library staff), which is information that would allow a person to be contacted at a place of 

business, such as the person’s name, title, business address, business phone number, and 

business email address. 

PURPOSES FOR WHICH PERSONAL INFORMATION MAY BE COLLECTED 

FSJPL only collects personal information as permitted by FOIPPA. FSJPL uses personal 

information in accordance with FOIPPA to conduct Library business. Such business includes, but 

is not limited to: 

• providing access to Library materials;  

• conducting reference interviews; 

• circulating materials (e.g., identifying materials out on loan or overdue, requesting interlibrary 

loans) 

• registration for Library services and programs; 

• booking multipurpose spaces; 

• communications, including the recording of comments, suggestions and requests; 

• collection of fines, fees and debts; 

• fundraising; 

• evaluating and improving services; 

• protection of FSJP property; 

• and the security of users and staff. 

Patrons who do not wish to be contacted about Library services and programs or for fundraising 

or marketing purposes may choose to opt-out of those communications. 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96165_00
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96165_00
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COLLECTION AND USE 

Except in the limited circumstances provided for in FIPPA, personal information about an 

individual will be collected directly from that individual. Individuals are informed of the reasons 

for collecting personal information at the time (or before) it is collected. In addition, at the time 

of collection (or before), individuals are informed of FSJPL’s legal authority for collecting the 

information and the name, title, and contact information for FSJPL’s Privacy Officer, responsible 

for ensuring compliance with FIPPA, to whom questions about the collection can be directed. 

Information collected by FSJPL may include: 

• name; 

• physical and mailing address; 

• phone number; 

• email address; 

• items actively circulating (e.g., on loan, on order, overdue) 

• fee history; 

• registration for active library programs or events; 

• and comments, suggestions or requests received from you. 

Unless an individual consents to some other use, personal information will only be used for the 

stated purpose for which it is collected.  

FSJPL will take reasonable steps to ensure that the personal information held by it is accurate, 

complete, and current. FSJPL will correct an individual’s personal information if it learns from 

the individual that the information is incorrect. 

PROTECTION OF PERSONAL INFORMATION 

FSJPL uses reasonable security measures to protect against risks such as unauthorized access, 

collection, use, disclosure, or disposal of personal information. 

Measures include administrative, physical, technological, and operational safeguards that are 

appropriate to the nature and format of personal information. 

FSJPL will not retain any personal information longer than necessary for the provision, 

evaluation, and planning of library services and programs, unless a longer period is required by 

law. 

ACCESS, ACCURACY AND CORRECTION 

Your personal information may be accessed by Library staff in the execution of their job duties. 

Members of the public have access to their own personal information. Access to recorded 

personal information about a member of the public is provided to that individual upon 

verification of identity. To request access to your personal information, submit a written request 
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to FSJPL’s Privacy Officer. Your request should provide enough detail to enable the Privacy 

Officer to find the requested information. 

FSJPL will endeavour to ensure personal information is accurate, complete and up-to-date. You 

have a right to request that your personal information held by FSJPL be corrected if you believe 

it is incorrect. You may do so by submitting your request in writing to the Privacy Officer (see 

contact information below). 

CHILDREN/MINORS 

Children have the same rights as adults with respect to their personal information under FIPPA. 

Where a child is “incapable” of exercising their right to access, correct or consent to the 

disclosure of their personal information, the child’s parent or guardian may do so on their 

behalf. 

FSJPL assumes that children 12 years are generally capable of exercising their own rights for 

policy purposes. However, FSJPL may accommodate requests on an individual basis where a 

child or parent/guardian does not believe this guideline age is appropriate in their 

circumstances. 

WIRELESS SERVICES 

Information is automatically collected by our server during visits to our website. No attempt is 

made to use this information to identify visitors, unless it is necessary for an investigation, or it 

is required by law. Information collected includes: 

• the domain name and/or IP address of the internet provider;  

• the browser type;  

• the geographic region of the computer accessing our website;  

• the date and time of the access;  

• the pages visited;  

• the website from which the access originated, if applicable. 

The Library uses cookies to monitor use of our website. These cookies do not store personal 

information. 

Personal information sent to us using our web forms is encrypted and will only be used by 

authorized staff for the purpose for which it was collected or for a consistent purpose, unless 

consent is given otherwise, or it is authorized or required by law. Email messages sent over the 

Internet are not secure and may be read by a third party who intercepts the communication. If 

you are concerned about sending personal information over email, visit or phone the Library 

instead. 

The Library provides wireless access to the Internet. Use of this service is at the user’s risk and is 

covered by the privacy policies of the network service provider. The Library does not guarantee 
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security or confidentiality of personal information sent through the Library’s public wireless 

network. 

The library does not keep a record of your activities on any public computer or device, or the 

library’s wireless network. 

SURVEILLANCE CAMERAS 

FSJPL has security cameras inside and outside our building. Video is only accessed by 

supervisors in response to security incidents that threaten the safety of people or property. 

Footage may be disclosed to law enforcement in response to a valid subpoena, warrant or court 

order; to assist in an investigation related to a security incident at the library; or where the 

Library Director determines that compelling circumstances exist which affect a person’s health 

or safety. 

DISCLOSURE 

FSJPL will not rent or sell personal information. FSJPL will not disclose personal information to 

third parties except in accordance with the exceptions permitted under FIPPA including as set 

out below or with an individual’s consent. 

SERVICE PROVIDERS TO THE LIBRARY 

FSJPL ensures that any service providers requiring access to personal information to deliver 

services on behalf of FSJPL treat personal information in compliance with FIPPA. 

Providing some library products and services may require that FSJPL shares personal 

information with a service provider and/or that an individual shares personal information to 

create a separate account with the service provider. 

FSJPL works with third-party vendors to provide online services, digital collections, streaming 

content and more. When you leave the Library website, your interaction with these systems will 

be governed by their individual privacy policies.  

FSJPL may disclose personal information to a collection agency or credit bureau for the purpose 

of collecting a debt. 

POLICE/LAW ENFORCEMENT 

Personal information may be disclosed to comply with a subpoena, a warrant, or an order by a 

court, person, or body in Canada with the jurisdiction to compel the production of information, 

or to respond to a specific written request from a law enforcement agency to assist in a specific 

investigation, or as required by law. 

EMERGENCY SITUATIONS 
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FSJPL may disclose personal information under emergency or compassionate circumstances; for 

example, so that next of kin or a friend of an individual who is injured, ill, or deceased can be 

contacted. 

RETENTION 

How long FSJPL keeps your personal information depends on the purpose for which the 

information was collected. 

If FSJPL uses your personal information to make a decision that affects you, we must keep that 

information for at least one year so that you have an opportunity to access it. 

Otherwise, FSJPL will keep personal information only for the length of time necessary to fulfill 

the purposes for which it was collected. Personal information is securely destroyed when it is no 

longer needed. 

CHANGES TO THIS PRIVACY POLICY 

FSJPL’s practices and policies are reviewed and updated from time to time.  

PRIVACY OFFICER CONTACT 

If you have any questions or concerns about this policy or how FSJPL treats your personal 

information, you may contact our Library Director, who acts as our institution’s Privacy Officer 

at: librarian@fortstjames.bclibrary.ca or (250) 996-7431. 

RELATED INFORMATION 

Related Policy and 
Procedure: 

• Hiring and Probationary Period Policy & Procedure 

• Termination and Resignation Policy & Procedure 

• District of Fort St James Personnel Policies concerning Employee 
Benefits and Pension Plan 

Related Forms: Agreement with District of Fort St. James regarding Library Director 
Wages (if one is in effect) 

Reference:  

Committee: Human Resources (HR) 

Committee Action:  

 

Board Signatures             

Staff Signatures             

                 

                 

 

mailto:librarian@fortstjames.bclibrary.ca
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