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4.3 Any Employee who receives a written Access Request shall promptly provide that request to the
Privacy Officer for processing.

4.4 Employees shall provide their prompt and diligent assistance to the Privacy Officer if requested to

produce Records or consult with the Privacy Officer about an Access Request or Correction
Request.

4.5 Employees are prohibited from concealing or destroying Records in response to an Access
Request.

5. Protecting the Identity of Individual Applicant

5.1 The College protects the identity of individuals who make Access Requests in a personal capacity.
The identity of such a requestor will be used and disclosed by the College only as permitted
under FIPPA and will be shared internally only on a need-to-know basis.
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