TENNIS | |
CANADA Privacy Policy

PURPOSE

This policy describes the standardized practicespaacedures for the protection of personal
information by Tennis Canada.

PRIVACY STATEMENT

Tennis Canada is committed to upholding fundamegriatiples of honesty and integrity in all aspects
of our business. Our objective is to build a loagting relationship with our customers, donors,
sponsors, volunteers and employees based on adbomaf trust. It is our policy that all personal
information collected, including that of custometenors, sponsors, volunteers and employees of
Tennis Canada, is kept in the strictest confiddryc&ennis Canada and will not be disclosed andlat s
or traded to anyone except Tennis Canada, its graedy agents, officers and directors. The
information will only be used by Tennis Canadatfa purposes for which it was collected, as disdos
to the individual or entity at the time of collemri

SCOPE

This Policy applies to all personal informationleoted and maintained by Tennis Canada including
customer, donor, sponsor, volunteer and employeenation.

DEFINITIONS

Personal information: Information about an identifiable individual thatrecorded in any form. This
includes opinions and beliefs, financial informatibirth dates and other identifying data not peliipli
available. The definition does not include the natitle or business address or telephone numban of
employee of an organization. Business contactmmétion (title, position, company name addresy, etc
and certain publicly available information are extdd from the definition.

Collection: The act of gathering, acquiring, or obtainingsoeral information from any source,
including third parties, by any means.

Disclosure: Making personal information available to otheutside the organization.
Use: Refers to the treatment and handling of persmriaimation within an organization.

Consent: Voluntary agreement to the collection, use aratisly of personal information for a stated
purpose. Consent can be either express or implied.

Express Consent: Permission that is explicitly sought and apptiedhe collection, use or disclosure of
information, particularly for sensitive informatiam when there has been a significant change fhamn t
original purpose for which information was collett&xpress consent is unequivocal and does not
require any inference on the part of the orgarrasieeking consent.
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Implied Consent: Implied consent arises where consent may reagohabnferred from the action or
inaction of the individual. For example, consentlddoe implied for using the return address on a
donation cheque to send a receipt to the donanémme tax purposes.

Purpose Statement: The stated purpose for which personal informaisdoeing collected, used or
disclosed.

PRIVACY PRINCIPLES

In order to comply with federal and provincial slards for personal privacy protection, Tennis Canad
recognizes and voluntarily adheres to the 10 ppiesiof the Canadian Standards Association Model
Code for Privacy (1996) in support of our ongoiffigres to operate within generally accepted norors f
handling personal information.

1. Accountability

Tennis Canada is responsible for personal infolwnainder its control and has designated an indatidu
as its Privacy Officer, who is accountable for ¢tinganization's compliance with the Privacy Policy.

1.1 Accountability for Tennis Canada’s compliandthvthis Policy rests with the designated Privacy
Officer, even though other individuals within thiganization may be responsible for the day-to-day
collection and processing of personal informatioraddition, other individuals within the organimat
may be delegated to act on behalf of the Privadic€@f This does not in any way mitigate the Privac
Officer’s responsibility for privacy issues.

The Privacy Officer is also responsible for respngdo access requests in accordance with thigyPoli
The Privacy Officer reports to the President andDC&nd the ultimate responsibility for privacy iesu
rests with the Tennis Canada Board of Directors.

1.2 The identity of the individual designated bg tirganization as its Privacy Officer shall be made
known upon request.

1.3 Tennis Canada is responsible for personalnmétion in its possession or custody, including
information that has been transferred to a thimypfar processing. Tennis Canada will use contraict
or other means to provide a comparable level digotmn while the information is being processedby
third party.

1.4 Tennis Canada is responsible for personalnmdtion that has been provided to a volunteer for
solicitation or governance purposes. Tennis Camalllase contractual or other means to provide a
comparable level of protection while the informatis in the possession of the volunteer.

1.5 Tennis Canada shall implement policies andtigexscto give effect to the Privacy Policy, inclugi
(a) implementing procedures to protect personakrmation;
(b) establishing procedures to receive and respmoedmplaints and inquiries;
(c) training staff and communicating to staff infaation about the organization's policies and
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practices; and
(d) developing information to explain the organi@ats policies and procedures.

2. ldentifying Purposes

Tennis Canada will identify the purposes for whpelisonal information is collected at or before the
time information is collected.

2.1 Tennis Canada collects personal informatiomfooistomers, donors, sponsors, volunteers, players,
coaches, employees, members for the following mepo

Employees
* Payroll and pension contributions for employees

* Issue statutory tax documents
» To facilitate hiring decisions
* To provide medical insurance

Rogers Cup
» Communicate with customers regarding the renewalbscription tickets

» To provide a means to collect on invoicing

» To check credit references

* To pay vendors for services

* To process ticket orders, invoice and process tecadil payments

* To communicate with volunteers, order their cloghémd to provide appropriate meals
» To invite customers to special events

* To process payroll for seasonal employees

* Issue statutory tax documents

Tennis Development

» To accept entries to events

* Process grant cheques

* Required information in the selection of teams@ympics, Davis & Fed Cup, JR Davis & JR Fed
Cup, and WJT events

» To provide out of country medical insurance to playwho travel on behest of Tennis Canada

* To make travel arrangements

* To document the assistance provided to playersbalbof Tennis Canada in a standardized format
(i.e., Wildcards, Performance standard and othemtg)

* To keep a record of carding provided to playerbehalf of the government

» Document scholarship funds provided to players

* To measure the progress of players in a consistanner

* To communicate with players dealing with upcomiogrhaments and tours

* To recognize and correlate TDC development witlygrlaevelopment

* Torecognize individuals as members of the Tenrm$eBsionals Association

» To verify tennis professionals/coaches for the paepof TDC evaluations
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* To provide tennis professionals/coaches with instga

* To determine the fees applicable to coaches basedrtification levels

* To determine the status of a tennis professionaticdi.e., active or inactive)

» To extract data such as the amount of male/fenwaehes, level of coaches, professional
development, and transcript

* To send a receipt as proof of membership

» To process order information (i.e., anything ordeteough our website and shipped to the
customer

* To assist consumers in the event that they folget togin information

» To give customers access to our website and bsrfefd., discounts, insurance, resources, etc.)

* To communicate with coaches in a frequent andiefftananner. Communication is done in their
language of preference

* To allow the third party billing company (Mirapaty) send confirmation and receipt of payment to
the customer via email

Fund Development

* Processing donations and providing a charitabledegipt

» Soliciting donors for support of Tennis Canada

* Inviting donors to attend special events

* Providing communications to Tennis Canada donodsstaikeholders

* Providing governance documents to members of Tédamada Committees and the Tennis Canada
Board of Directors

2.2 Tennis Canada will collect only that informatioecessary for the purposes that have been
identified.

2.3 Tennis Canada will specify the identified pusg®for collection to the individual from whom the
personal information is collected, at or beforetthee of collection. Depending upon the way in whic
the information is collected, this can be donelgral in writing.

2.4 When personal information that has been cate to be used for a purpose not previously
identified, the new purpose shall be identifiedptd use. Unless the new purpose is requiredy la
the consent of the individual is required beforfeimation can be used for that purpose.

2.5 Those collecting personal information on beb&lfennis Canada will be able to explain the
purposes for which the information is being cokett

3. Consent

The knowledge and consent of the individual araireg for the collection, use, or disclosure of
personal information, except where inappropriate.

3.1 Consent is required for the collection of paeanformation and the subsequent use or disofosr
this information. Typically, Tennis Canada will gem®nsent for the use or disclosure of the inforomat
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at the time of collection. In certain circumstanamsent with respect to use or disclosure may be
sought after the information has been collectedoetdre use.

3.2 Recognizing that this principle requires knadge and consent, Tennis Canada shall make a
reasonable effort to ensure that the individualdgised of the purposes for which the informatioth w
be used. To make the consent meaningful, the pespwsl be stated in such a manner that the
individual can reasonably understand how the in&drom will be used or disclosed.

3.3 Tennis Canada will not, as a condition of tinepdy of a product or service, require an indivildioa
consent to the collection, use, or disclosure fafrimation beyond that required to fulfill the exgtly
specified and legitimate purposes.

3.4 The form of consent sought by Tennis Canadavagay depending upon the circumstances and the
type of information. In determining the form of @amt to use, Tennis Canada shall take into account
the sensitivity of the information.

3.5 In obtaining consent, the reasonable expeasbd the individual are also relevant. For examale
individual buying a subscription to the Rogers Ghpuld reasonably expect that Tennis Canada, in
addition to using the individual's name and addfesmailing and billing purposes, would also caita
the person to solicit the renewal of the subsaiptin this case, the organization can assumetibat
individual's request constitutes consent for spepiirposes. On the other hand, an individual wowitd
reasonably expect that personal information giwehennis Canada would be given to a company
selling tennis products, unless consent were obtkiGonsent shall not be obtained through deception

3.6 The way in which Tennis Canada seeks conseywarg, depending on the circumstances and the
type of information collected. Tennis Canada wahgrally seek express consent when the information
is considered sensitive. Implied consent will gafigibe appropriate when the information is less
sensitive.

3.7 Individuals can give consent in many ways. &@mple: (a) an application form may be used to
seek consent, collect information, and inform tigividual of the use that will be made of the
information. By completing and signing the forme ihdividual is giving consent to the collectiordan
the specified uses; (b) a check off box may be ts@tlow individuals to request that their named a
addresses not be given to other organizationsvithgdls who do not check the box are assumed to
consent to the transfer of this information todiparties; (c) consent may be given orally when
information is collected over the telephone; orddjisent may be given at the time that individuaks
a product or service.

3.8 An individual may withdraw consent at any tirmebject to legal or contractual restrictions and
reasonable notice. Tennis Canada shall informrntiwidual of the implications of such withdrawal.

4. Limiting Collection

Tennis Canada shall limit the collection of perdanfmrmation to that which is necessary for the
purposes identified by the organization. Informatshall be collected by fair and lawful means.
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4.1 Tennis Canada shall not collect personal infdion indiscriminately. Both the amount and theetyp
of information collected shall be limited to thabish is necessary to fulfill the purposes identifie

4.2 Tennis Canada shall not collect informatiombgleading or deceiving individuals about the
purpose for which information is being collected.

5. Limiting Use, Disclosure, and Retention

Tennis Canada shall not use or disclose persoftahiation for purposes other than those for which i
was collected, except with the consent of the ildi@l or as required by law. Personal informatiballs
be retained only as long as necessary for thdlfoént of those purposes.

5.1 Tennis Canada will retain personal informatioaccordance with its guidelines. Personal
information that has been used to make a decidiontaan individual shall be retained long enough to
allow the individual access to the information aftee decision has been made.

5.2 Personal information that is no longer requitetilfill the identified purposes will be destrey,
erased, or made anonymous.

6. Accuracy

Personal information shall be as accurate, compeid up-to-date as is necessary for the purposes f
which it is to be used.

6.1 The extent to which personal information shallaccurate, complete, and up-to-date will depend
upon the use of the information, taking into acddbe interests of the individual. Information dhzd
sufficiently accurate, complete, and up-to-dateinimize the possibility that inappropriate infortas
may be used to make a decision about the individual

6.2 Tennis Canada will not routinely update persorfarmation, unless such a process is necessary t
fulfill the purposes for which the information wesllected.

6.3 Personal information that is used on an ongbasis, including information that is disclosedhid
parties, should generally be accurate and up-te;datess limits to the requirement for accuraey ar
clearly set out.

7. Safeguards

Tennis Canada shall protect personal informatidh security safeguards appropriate to the sertsitivi
of the information.

7.1 The security safeguards shall protect persaf@mation against loss or theft, as well as
unauthorized access, disclosure, copying, use pdifioation. Tennis Canada shall protect personal
information regardless of the format in which itisld.
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7.2 The nature of the safeguards will vary depemdimthe sensitivity of the information that haste
collected, the amount, distribution, and formathaf information, and the method of storage. More
sensitive information should be safeguarded byghédrilevel of protection. The concept of sensiivst
discussed in Clause 3.4.

7.3 The methods of protection will include (a) plogsmeasures, for example, locked filing cabinets
and restricted access to offices; (b) organizatioreasures, for example, security clearances and
limiting access on a "need-to-know" basis; and€chnological measures, for example, the use of
passwords and encryption.

7.4 Tennis Canada shall make its employees awareamportance of maintaining the confidentiality
of personal information.

7.5 Care shall be used in the disposal or destmucti personal information, to prevent unauthorized
parties from gaining access to the information.

8. Openness

Tennis Canada shall make readily available to iddiais specific information about its policies and
practices relating to the management of persofairimation.

8.1 Tennis Canada shall be open about its polanespractices with respect to the management of
personal information. Individuals will be able togaire information about Tennis Canada’s policied a
practices without unreasonable effort. This infotiorashall be made available in a form that is
generally understandable.

8.2 The information made available shall includetii@ namef/title and address of Tennis Canada’s
Privacy Officer, who is responsible for privacy io@s and practices and to whom complaints or
inquiries can be forwarded; (b) the means of gagimiccess to personal information held by Tennis
Canada; (c) a description of the type of persamarmation held by Tennis Canada, including a gainer
account of its use; (d) a copy of any material$ ¢éixplain Tennis Canada’s policies, standardspdes;
and (e) what personal information is made availablelated organizations.

8.3 Tennis Canada may make information on its siand practices available in a variety of ways.
9. Individual Access

Upon request, an individual shall be informed & &xistence, use, and disclosure of his or heopals
information and shall be given access to that mron. An individual shall be able to challenge th
accuracy and completeness of the information and ltamended as appropriate.

9.1 Upon request, Tennis Canada shall inform aivishabl whether or not Tennis Canada holds
personal information about the individual. Tennan@da will indicate the source of this information
and will allow the individual access to this infation. In addition, Tennis Canada will provide an
account of the use that has been made or is bewag i this information and an account of the third
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parties to which it has been disclosed, if any.

9.2 An individual may be required to provide su#fitt information to permit an organization to pei
an account of the existence, use, and disclosypergbnal information. The information providedlsha
only be used for this purpose.

9.3 In providing an account of third parties to @hit has disclosed personal information about an
individual, Tennis Canada will be as specific asgilole.

9.4 Tennis Canada shall respond to an individuadjsest within a reasonable time and at minimalcor
cost to the individual. The requested informatibalsbe provided or made available in a form tlsat i
generally understandabile.

9.5 When an individual successfully demonstratedriaccuracy or incompleteness of personal
information, Tennis Canada shall amend the infolonads required. Depending upon the nature of the
information challenged, amendment involves theeamdion, deletion, or addition of information. Where
appropriate, the amended information shall be traitead to third parties having access to the
information in question.

9.6 When a challenge is not resolved to the satisia of the individual, the substance of the uohe=d
challenge shall be recorded by Tennis Canada. Veppropriate, the existence of the unresolved
challenge shall be transmitted to third partiesigaccess to the information in question.

10. Challenging Compliance

An individual shall be able to address a challecmygcerning compliance with the above principles to
Tennis Canada’s Privacy Officer.

10.1 The individual accountable for Tennis Canadatspliance is discussed in Clausel.l.
10.2 Tennis Canada shall put procedures in placective and respond to complaints or inquiriesuébo
its policies and practices relating to the handbhgersonal information. Tennis Canada’s complaint

process will be easily accessible and simple to use

10.3 Tennis Canada shall inform individuals who enadquiries or lodge complaints of the existence of
relevant complaint mechanisms.

10.4 Tennis Canada will investigate all complaitita. complaint is found to be justified, Tennis
Canada will take appropriate measures, includingg¢essary, amending its policies and practices.
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