Privacy Impact Assessment 
For the 

VISTA SCHEDULING SOFTWARE PROGRAM

I. System Identification

1. IT System Name:  Vista

2. IT System Sponsor:  Jeff Meade, Schools & Tour Coodrinator

3. System Sponsor Unit:  NPM

4. System Manager:  Jeff Meade
5. PIA Author:  Allison Wickens

6. SI Unit Director:  Allen Kane

7. Date:  June 9, 2008
8. Program Description:  VISTA is a software system that provides reservations and scheduling for school tours and programs.

II. Privacy Assessment

1. What information is being collected?

The information for schools and other organizations includes name of the organization, address and phone number, type of organization and name for contact person.  Information for individuals includes names, job title address, phone number and occasionally, e-mail address.  This information is collected through phone inquiries and bookings and in very few cases, e-mail contact.  Because this information is used to verify tours and bookings, the information is assumed to be accurate.  If incorrect information is collected, people will not get confirmation for their tours.
2. Why the information is being collected

This information is required in order to facilitate the scheduling of tours and staffing of educational activities for the museum.  In order to complete a tour confirmation, contact information must be collected and retained.  
3. The intended us of the information

The information is used for mailings promoting programs. The information also is used to maintain statistics of the organizations and community groups we serve.

4. With whom is this information shared?

This information is only accessed by the Education Department staff.  The School & Tours coordinator is the only person with access to the software program.  The VISTA software company has access to the information to help with the program’s maintenances.  

5. What notice or opportunities for consent would be provided to individuals regarding what information is collected and how that information is shared.  

The contact information is given when reservations for programs are made.  The individual or organization is not required to give phone numbers or addresses in order to make the reservation but if they choose not to they will not receive a confirmation for their reservation.  If someone has a correction to make to the data they can contact:

NPM Education Department

2 Massachusetts Ave, NE

PO Box 37012-MRC 570

Washington, DC 20013-7012.  

6.  How the information will be secured.  

The VISTA software is installed on the C-Drive of the School and Tours Coordinator’s computer.  This unit is fully supported by the SI network system and receives Virus updates when they are sent out to all SI users.  This includes antivirus and patch updates.  This CPU may be accessed by VISTA tech-support staff remotely, but only at the request and approval of the school and tours coordinator.  This request would only be made to service a technical need or software upgrade.  
