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	INFORMATION MANAGEMENT POLICY
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Policy Purpose: To develop and maintain an effective information management system to support The Canadian Council for Accreditation of Pharmacy Programs (CCAPP) in its activities and decision making, facilitate accountability and transparency, and     ensure continuous access to information and records.

Policy Statement: The Chief Executive Officer (CEO) is responsible for implementing systems and procedures related to information management that will ensure appropriate protection, archiving, and destruction of information related to CCAPP activities.

Policy Requirements:
The CEO shall ensure that:
1. Decisions and decision-making processes are documented to permit the logical evolution of policies and programs
1. An adequate back-up and archiving system is in place, ensures data sovereignty, and is being used
1. Intellectual property, information and files are protected from loss or significant damage
1. Systems and procedures are in place to protect against threats to business continuity
1. The President and President-Elect annually are informed of current data storage and back-up practices including where original data and back-up data are stored


Relevant guidelines and procedures:
The CEO shall ensure that all documents are retained for the length of time outlined in Table 1.






Table 1:

	Category
	Record Description/Notes
	Repository
	Duration

	Pharmacy Programs (Domestic and International)
	· Applications
· Self-Studies
· Evaluation Team Reports
· Interim Reports
· Extension Letters
· Any other correspondence letters
· Any complaints/appeals
	· Electronic
· Paper
	· 7 years (one cycle)
· Self-Study to Self-Study

	Pharmacy Technician Programs (Domestic and International)
	· Applications
· Self-Studies
· Evaluation Team Reports
· Interim Reports
· Extension Letters
· Any other correspondence letters
· Any complaints/appeals
	· Electronic
· Paper
	· 6 Years (one cycle)
· Self-Study to Self-Study

	Accreditation Decisions
	· All decision letters related to the Accreditation status provided by CCAPP
· Actions and
Recommendations
	· Electronic
· Paper
	· Permanent

	Board and Board Committee Meetings
	· Meeting Minutes
	· Electronic
· Paper
	· Permanent

	University and Pharmacy Technician
Standards
	· Documents
	· Electronic
	· Permanent

	Bylaws
	· Documentation
	· Electronic
	· Permanent

	Consumer and Corporate Affairs Canada
	· Letters Patent
	· Electronic
· Paper
	· Permanent

	Certificate of Continuance Not-for-Profit Corporations
Act
	· Certificate
	· Electronic
· Paper
	· Permanent

	[bookmark: _GoBack]Insurance Policies
	· Policy
· Certificate of Insurance
	· Electronic
· Paper
	· While in force

	CCAPP Policies and documents 
	· Policies
· Standards
	· Electronic
· Paper
	· While in force

	Financial Account Information
	· Bank account statements
· Investment account statements
· Tax filings

	· Electronic
· Paper
	· Seven years as per CRA requirement
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