Privacy Impact Assessment (PIA)
For the

Geographical Information Systems Training Courses
I. System Identification

1. IT System Name: 
Training questionnaires and registration
- GIS Intro course (English)
- GIS advanced course (English) 
- GIS Intro course (Spanish)

- GIS advanced course (Spanish)

2. IT System Sponsor: 
Rob Madill

3. System Sponsor Unit: 
National Zoological Park
4. IT System Manager: 
Paul Shoop

5. PIA Author: 
Christine Proctor
6. SI Unit Director or Designee: 
John Berry
7. Date:
July 1, 2008 


8. Brief (one paragraph) description of the system:
For each course we offer there is a registration page and questionnaire that can be filled out online, or printed and mailed to us.  Answers are received through a course SI email account.

II. Privacy Assessment

1. What information is being (or will be) collected.
For each course we offer there is a registration page that allows people to register for our training course online.  This covers basic information including name, address, and emergency contact information.  There is also a questionnaire which covers details about what experience they have had with GIS previously and whether or not they have specific dietary needs. 

2. Why the information is being collected. 
Contact information is needed to communicate prior to training course.  Emergency contact information is kept on file in case there is an emergency during the course.  Information about their GIS experience helps us decide which course is most appropriate for their skill level.  Catering is provided during the course and dietary info is requested so that we can inform the caterer if there are any special needs.

3. The intended use of the information.  
The contact information will only be used to facilitate registration, logistics, and payment of the course.  Information about GIS skill level and dietary needs will be used to improve their experience with the training course.
4. With whom the information will be shared.
This information is not shared with anyone or any other system. Two or three staff members at the Conservation GIS Lab have access to the data.
5. What notice or opportunities for consent would be provided to individuals regarding what information is collected and how that information is shared.  
Information will be used only for purposes related to course coordination and will be used only by 2 - 3 staff members at the Conservation GIS Lab.  The names of the participants will be provided to Christine Proctor (ProctorC@si.edu) who keeps records of all CRC course participants.  None of the other information will be shared with outside parties. 

6. How the information will be secured. 

Information will be entered into an Excel database by a GIS Lab staff member and will only be accessed by the course coordinator and assistants.

Registration and questionnaire responses are saved in a password protected desktop email application (Outlook). The project manager stores respondent information in a spreadsheet that is saved on a desktop computer whose contents are password protected. 

The workstation is patched to the current level and is running up-to-date antivirus software. Additionally, the EPO agent and Cisco security agent are installed on the desktop. The workstation also points to the appropriate SUS server for patch updates. 
