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PREAMBLE/BACKGROUND

The Canadian Association for Spiritual Care (CASC/ACSS) is a national professional association committed to best practice in spiritual and religious care, counselling, education and research. The Association has a responsibility to ensure that all its permanent records held off-site are accessed by authorized personnel only. This policy defines the degrees of confidentiality, assigns responsibility for determining who shall have access to the records and defines a process for allowing access to restricted records in their active, inactive and archival phases. This policy will ensure the integrity and safeguarding of CASC/ACSS’s Off-Site records. 

POLICY

1- The National Office will have the responsibility for compiling, sorting, sealing and forwarding the following  restricted and unrestricted hardcopy material to the National Archives off-site retention centre:

a- Restricted Files {Sealed for 30 years}

· Board Minutes

· Executive Minutes

· Education Standards Commission Minutes

· Professional Practice Commission Minutes

· Foundation Minutes

·  CASC/ACSS Audited Financials

· Foundation Audited Financials

· Documents relating to personal issues of members {Sealed for 60 years}. 

b- Unrestricted Files {Unsealed in individual envelopes)

· Annual Conference Programs

· AGM Minutes

· Communiqués

· The Constitution and the By-laws of the Corporation and the Foundation including revised versions of the same.


· The Charity Status documentation and government approvals for the Association and the Foundation.

· Historical Information

· Annual list of Accredited Sites

2- The National Office will also ensure that an electronic copy of all archival records, when received in electronic format, is kept on an internal storage media as well as on the CASC/ACSS Website. 

PROCEDURE FOR ACCESSING FILES
1- Restricted Files:

a. Researchers requesting access to restricted files must contact the National Office by e-mail, detailing the purpose of their research.

b. The National Office will forward the request to the President for written authorization.

c. If authorized, the researchers must sign a Confidentiality Agreement (See page 3)

d. The National Office will coordinate access to the off-site files with the National Archive staff.

2- Unrestricted Files:

a. Researchers requesting access the unrestricted files must contact the National Office by e-mail, detailing the purpose of their research.

b. The National Office will forward the request to the President for written authorization.

c. The National Office will coordinate access to the off-site files with the National Archive staff.
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CASC/ACSS ARCHIVES CONFIDENTIALITY RESEARCH AGREEMENTPRIVATE 
1
This agreement is made between

Name of Researcher: _________________________________________________ And  CASC/ACSS
The researcher has requested access to the following records which may contain personal information in the custody of the United Church of Canada Archives.

List Material ________________________________________________________________________

Personal information in this agreement may include information relating to educational; medical; psychiatric; criminal; financial; sexual orientation; or employment history, particularly evaluations and recommendations.
The researcher understands and promises to abide by the following terms and conditions:

1.  The researcher will not use the information in the records for any purpose other than the following research purposes unless the researcher has the CASC/ACSS President’s written authorization to do so:  Describe research purpose: ___________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. The researcher will not identify in notes and/or in any public way, the names of individuals in the research material, or any personal information about person(s) mentioned in the records.  
3- The researcher will not in any way communicate with the Authors of any documentation related to individuals mentioned in the research material.
4.  The researcher will ensure that no personal information will be used or disclosed in any form in which the individual to whom it relates can be identified;

5. Records may be photocopied for purposes of private research and reference only.  No further copies may be produced or distributed. 

6.  The researcher will not contact any individual to whom personal information relates, directly or indirectly;

7.  The researcher will accept full responsibility for any breach of personal privacy arising out of an infringement of these conditions.

THE RESEARCHER WILL REIMBURSE THE UNITED CHURCH OF CANADA ARCHIVES FOR ANY AMOUNTS WHICH IT IS OBLIGED TO PAY AS A RESULT OF THE USE BY THE RESEARCHER OF ANY INFORMATION IN THE RECORDS.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

_____/______/__________________________________________________________________

Date Signed (mm/dd/yyyy)                   Signature of Researcher:                         Signature of Archives Reference Staff
______________________________________________________(_____)______________

Email Address of researcher





Telephone No.
_________________________________________________________________________

Address
The use, retention and disclosure of personal information collected from this form is done in compliance with privacy legislation including, but not limited to, the Personal Information Protection and Electronic Documents Act (2000, c. 5).
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