
With the advances made in our advanced information commu-
nications society, the need is now greater than ever for us to pay 
greater attention to the handling of personal information and to 
treat it appropriately. In keeping with the spirit of our motto 
“For human dignity”, Nanzan University (hereafter: the 
University) has set forth the guidelines contained herein in 
order to deal with all personal information that the University 
has obtained and maintains at its disposal in an appropriate 
manner and with the utmost consideration, with respect to the 
protection of privacy and respect for basic human rights.
ii) Matters concerning specific personal information shall be 
determined according to the Nanzan School Corporation 
Guidelines Regarding the Handling of Specific Personal 
Information.

The University is obliged to treat personal information with 
great care and propriety in accordance with the principles 
detailed below and within the framework of its motto “For 
human dignity”. Any measures deemed necessary for their 
implementation shall be dealt with at the earliest opportunity.

(1) Limits on the purpose of use
The purpose for the use of personal information must be 
clearly stated, and its treatment must be within such bounds 
deemed necessary for the accomplishment of the stated 
purpose of use.

(2) Due procedures for obtaining information
Personal information is to be obtained by proper and correct 
procedures and means.

(3) Maintaining accuracy of personal information content
Personal information is to be maintained so that content is 
both accurate and up-to-date.

(4) Implementation of security protection measures
Personal information is to be subject to the implementation 
of appropriate security protection measures.

(5) Guarantee of individual participation
Individuals are to be afforded the guarantee of involvement 
in the process of the treatment of personal information and 
its content.

2.Basic Principles

3.Definitions
(1) Individuals

In these guidelines, “individuals” shall refer to all those 
who have at some time been associated with the University.

(2) Personal information
In these guidelines, “personal information” shall refer to 
any information obtained by the University in the pursuit of 
its duties by which individuals can be identified. What form 
such information takes is irrelevant, be it in the form of a 
document, table, photograph, electronic data, or any other 
form.

(1) Personal information management officers
              and records officers

In order to ensure that personal information is obtained, 
used, managed, and disposed of in an appropriate manner at 
the University, a personal information management officer 
(hereafter: management officer) and a personal information 
records officer (hereafter: records officer) are to be 
designated for each administrative office involved in the 
handling of personal information. The records officer shall 
be responsible for the creation of a guide to the 
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handling of personal information, setting forth the 
treatment of personal information pertaining to those 
administrative duties where jurisdiction applies and 
ensuring their implementation in accordance with said 
guide. The management officer shall have the responsibility 
of overseeing the records officer.

(2) Duties concerning handling of information
       and protection of secrecy

Employees of the University shall carry out their duties in a 
proper manner in respect of handling personal information 
and are duty-bound to protect the secrecy of personal 
information. This shall also apply even after the vacation of 
any post or position related to such duties.

(3) Commissioning of external bodies or agencies
In the event that external bodies or agencies are 
commissioned to carry out work involving personal 
information, such external bodies or agencies are to be 
chosen on the basis that they shall take adequate measures 
in terms of security management, and conditions governing 
the protection of personal information must be written into 
any contract without fail. Those carrying out commissioned 
duties are bound by the same obligations as employees of 
the University.

5.The Treatment of Personal Information
(1) Limits and means for obtaining of information

In order to prevent any infringement of individuals’ rights 
and interests, the nature of the purpose for the use of 
personal information is to be indicated clearly and precisely 
at the time of obtaining such information. Moreover, the 
obtaining of personal information has to be carried out 
within delineated boundaries specific to the purpose of use. 
In addition to the personal information obtained directly 
from individuals, the University also generates personal 
information from other sources such as evaluations and 
assessments, in which case the University is obliged to also 
limit the scope of such information to that which is necessary.
In principle, the University does not permit the obtaining of 
information that may involve the infringement of 
individuals’ human rights or that pertains to the personal 
freedom of individuals in respect of such areas as thought,beliefs, 
or religion. In principle, the obtaining of personal 
information shall be sought directly from individuals. This 
is in recognition of the need to ensure the appropriate 
involvement of individuals concerned in respect of the 
personal information, and also this serves to prevent any 
infringement of individuals’ rights and interests.
The University does not permit the use of obtained 
information for any purpose other than that stated. In order 
to use information beyond its stated purpose, the consent of 
the individuals concerned is required.

(2) Notification procedures concerning information
  on record and access to such information

The type of personal information held by the University 
must be made clear both in order for the University to carry 
out its work efficiently and for individuals concerned to 
have involvement with the content thereof. Administrative 
offices that deal with personal information are to give 
notification of the following items, while the University is 
to guarantee access to such information.

i) The administrative title of the personal information   
    handled
ii) The administrative purpose of the personal information
    handled and an outline thereof

iii) The names of the administrative offices that handle
personal information and the names of their management
and records officers

iv) The scope of the target audience that has access to the 
    personal information
v) A list of items on record in the personal information
vi) The means employed in obtaining the personal  
    information
vii) The form in which personal information is held
viii) Rules governing the removal of personal information

(3) Propriety of management
Personal information obtained by the University constitutes 
the fundamental data for the work carried out by the 
University. As such, the content of the personal information 
held must be accurate and up-to-date. This requires that 
every effort is made to try and keep the personal 
information held accurate and up-to-date at all times.

In the event that personal information is somehow leaked, 
lost, or changed, this will not only constitute an  
infringement of individuals’ rights and interests but will 
also interfere in the work of the University, leading to a loss 
of trust and, potentially, to the incurring of serious damage. 
Management officers and records officers are bound by 
duty to take every precaution with regard to security 
protection measures where personal information is 
concerned.

(4) Limits to the disclosure of personal information to third parties
In principle, personal information held by the University is 
not permitted to be disclosed to any third party without the 
consent of the individuals concerned.

6. Individual Requests for Access to, Amendment of, 
                        or Removal of Personal Information
(1) Access requests

When individuals request access to personal information on 
record pertaining to themselves, the University must grant 
such access in a timely manner. Even if an individual is 
legally a minor, the University shall, in principle, grant 
access to that individual. However, special circumstances 
may require that the individual be accompanied by a 
guarantor or legal guardian.

(2) Amendment requests
When individuals request amendments to the content of 
their personal information in order that it reflects accurate 
and up-to-date information, the University must look into 
the matter in a timely manner and carry out any appropriate 
amendments.

(3) Removal requests
When the personal information of an individual has been 
obtained in an improper manner or has been used for 
purposes beyond those stated, the University must, upon 
the request of the individual, cease use of such information 
or remove it.

The University shall establish a Personal Information 
Protection Committee, whose duties shall be to

i) carry out any necessary discussion pertaining to the
administration of the personal information protection 
system;

ii) carry out training and education activities so that the
proper handling of personal information can be put into 
practice;

iii) bear responsibility for monitoring notifications received
 from personal information handling offices;

iv) secure the prior consent of individuals where personal
 information is to be used beyond stated limits or where it
 is to be provided to third parties;

v) discuss any other matters deemed necessary for the
 protection of personal information.

personal information or determines that he or she does not have 
the authority to deal with a given situation, the records officer 
must file a written report without delay to the University 
President and the Chair of the Personal Information 
Complaints Committee (hereafter: Chair of the Committee) by 
way of the management officer, stating the facts of the matter 
and the nature of the problem.
Upon receiving such a report, the Chair of the Committee must 
call a meeting of the Personal Information Complaints 
Committee, which shall make a decision concerning the 
resolution of the problem. Where an emergency situation arises 
that does not permit the Committee to hold a meeting, the 
course of action shall be determined by the Chair of the 
Committee, who must then report at the earliest opportunity to 
the Committee as well as to the Personal Information 
Protection Committee, stating the facts of the matter, the nature 
of the problem, and the countermeasures taken.

9. Establishment of a Personal Information
                                                          Protection Committee

The University shall establish a Personal Information 
Complaints Committee, whose duties shall be to

i) discuss and settle any issues raised by individuals 
concerning how a personal information handling office has 
handled any request for access to, amendment to, or 
removal of personal information;
ii) deal with any other complaints concerning personal 
information;
iii) decide on how to deal with any problems that may arise. 

10. Establishment of a Personal Information
                                                           Complaints Committee

All administrative work related to the protection of personal 
information shall be undertaken by the President’s Office.

11. Establishment of an Office Responsible
                           for the Protection of Personal Information

Any amendments to these Guidelines shall be undertaken by the 
President of the University subject to prior deliberation by the 
Personal Information Protection Committee or the Personal 
Information Complaints Committee, and the University Senate.

12. Amendments to the Guidelines

These Guidelines come into force from  April 1, 2005.
Addendum

These Guidelines come into force from  April 1, 2015.
Addendum

These Guidelines come into force from  December 1, 2015.
Addendum

The University must make every effort to resolve any 
complaint or grievance relating to personal information in a 
proper and expeditious manner.

7. Complaints Procedures
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8. Problem Response Procedures
When a records officer within a given department that handles 
personal information has doubts regarding the treatment of 

1.Purpose

Nanzan University Guidelines on the Protection of Personal Information

Nanzan University initiatives
     to protect personal information

Committee for the Protection
              of Personal Information



At Nanzan University, we employ a system that involves the individual concerned in the manage-
ment of their personal information. We react appropriately and swiftly to requests from individuals 
concerned. 

Requests for information to be disclosed
Please show me my personal information. 

Request to change information
The personal information that you have 
on file for me is incorrect.

Request to cease use of personal information
Please stop using my personal information 

Complaints
My personal information seems to have 
been leaked.

Statement of dissatisfaction
I am not satisfied with the decision regarding 
my request for the disclosure of information. 

shopping

email

reporting 
information

requesting 
materials

tickets

questionnaires

What is “personal information”?
It refers to information pertaining to the individual, including name, date of birth or other 
details that allow a specific individual to be identified. Even if things such as student I.D. 
number, e-mail addresses, academic grades, physical attributes and status, that do not iden-
tify an individual when used alone, are also classified as personal information because 
when matched against a name etc, they make it possible to easily identify an individual.

Many services make use of personal information these days. While they add an element of 
convenience to our lives, inappropriate handling of personal information can cause irreparable 
harm to the individual in question. Heightened concern about matters related to privacy led to 
the Act on the Protection of Personal Information being promulgated in May, 2003. In April 
2005, a law was enacted in Japan concern-
ing the protection of personal information. 
Since then, in May 2017, an amended law 
was enacted in order to cope with the rapid 
changes brought about by advances in 
information technology and the globaliza-
tion of business activities. This law 
requires organizations to handle personal 
information in an appropriate manner so 
we can feel at ease when taking advantage 
of the benefits offered by an advanced 
information communications society. 

Aims to protect the rights and benefits to the individual while 
taking into account the usability of personal information. 

This law establishes a set of shared minimum required rules for 
the handling of personal information by organizations, includ-
ing universities.

The law places emphasis on organizations, including 
universities, taking autonomous action in keeping with 
the circumstances of their particular operations. 

Point

Point

Point

◎ The information must be gained directly from the individual in question.
◎ The objective of the use of the information shall be clearly specified. 
◎ Only the minimum amount of information required to achieve the stated objective 

shall be acquired.
◎ In addition to personal information acquired from the individual, in cases in which 

personal information is generated in the form of evaluations or judgments of that 
person, the information acquired shall be kept within required parameters. 

◎ We will strive to keep accurate and up-to-date information.
◎ We will ensure that specific people are given the responsibility for managing the 

handling and storage of the personal information?, and that the information is used, 
managed and disposed of in an appropriate manner.

◎ We accept the obligations regarding the appropriate handling of personal informa-
tion, including those pertaining to confidentiality. 

◎ In cases in which people outside the University are commissioned to do work 
involving the use of personal information, the University selects people committed 
to taking sufficient care in handling the information, and oversees the work done.

◎ As a general rule, personal information will not be provided to third parties without   
the permission of the person concerned.

 Rules regarding the use and acquisition of personal information

 Rules regarding appropriate management of personal information

 Rules regarding the provision of personal information to third parties

We disclose the information to the person 
concerned without delay.
However, a 1,000 yen certificate stamp is required 
as a fee to cover the issuing of the information. 
These stamps are available for purchase on 3F of 
Building C and 2F of Building R.  

When we receive requests to amend the informa-
tion on file to make it accurate and up-to-date, we 
move swiftly to check details, making amend-
ments, additions or deletions as necessary. 
Questions related to academic grades are handled 
by means of a separate process (grade check). 

We will take action to stop the use of the informa-
tion and to delete it personal information has been 
acquired by inappropriate means, or if it is being 
used in a way that is outside the intended purpose.  

If you are dissatisfied with decisions made with 
regard to a request for disclosure of, or amend-
ments to, your personal information, you may issue 
a statement of dissatisfaction to the “Committee for 
the Handling of Complaints regarding Personal 
Information.”   

If you think that the University has handled your 
personal information in an inappropriate manner, 
you may lodge a complaint with the “Committee 
for the Handling of Complaints regarding Personal 
Information.”  

Office of the Nanzan University Committee for the Protection of Personal Information 
(Office of the President) 

18 Yamazato-cho, Showa-ku, Nagoya 466-8673
Tel: 052-832-3113   Fax: 052-832-0666
e-mail: gaku-koho@nanzan.ac.jp            http://www.nanzan-u.ac.jp/Menu/privacy/

At Nanzan University, with our motto of Hominis Dignitati (for human dignity), from the viewpoint 
of the protection of privacy and basic human rights, we have established the Nanzan University 
“Guidelines for the Protection of Personal Information,” the “Committee for the Protection of 
Personal Information” and the “Committee for the Handling of Complaints regarding Personal Infor-
mation” to ensure that the personal information that we acquire from students at the time they enter 
the University, and in a range of aspects of their student life, is handled appropriately and with the 
greatest consideration possible. In addition, we insist that the following rules are adhered to so 
personal information can be used and managed appropriately. 

 The need to protect personal information Nanzan University initiatives to protect personal information System in which “people are directly involved” 

Inquiries regarding the protection of personal information

Key points to the Act on the Protection of Personal Information
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With the advances made in our advanced information commu-
nications society, the need is now greater than ever for us to pay 
greater attention to the handling of personal information and to 
treat it appropriately. In keeping with the spirit of our motto 
“For human dignity”, Nanzan University (hereafter: the 
University) has set forth the guidelines contained herein in 
order to deal with all personal information that the University 
has obtained and maintains at its disposal in an appropriate 
manner and with the utmost consideration, with respect to the 
protection of privacy and respect for basic human rights.
ii) Matters concerning specific personal information shall be 
determined according to the Nanzan School Corporation 
Guidelines Regarding the Handling of Specific Personal 
Information.

The University is obliged to treat personal information with 
great care and propriety in accordance with the principles 
detailed below and within the framework of its motto “For 
human dignity”. Any measures deemed necessary for their 
implementation shall be dealt with at the earliest opportunity.

(1) Limits on the purpose of use
The purpose for the use of personal information must be 
clearly stated, and its treatment must be within such bounds 
deemed necessary for the accomplishment of the stated 
purpose of use.

(2) Due procedures for obtaining information
Personal information is to be obtained by proper and correct 
procedures and means.

(3) Maintaining accuracy of personal information content
Personal information is to be maintained so that content is 
both accurate and up-to-date.

(4) Implementation of security protection measures
Personal information is to be subject to the implementation 
of appropriate security protection measures.

(5) Guarantee of individual participation
Individuals are to be afforded the guarantee of involvement 
in the process of the treatment of personal information and 
its content.

2.Basic Principles

3.Definitions
(1) Individuals

In these guidelines, “individuals” shall refer to all those 
who have at some time been associated with the University.

(2) Personal information
In these guidelines, “personal information” shall refer to 
any information obtained by the University in the pursuit of 
its duties by which individuals can be identified. What form 
such information takes is irrelevant, be it in the form of a 
document, table, photograph, electronic data, or any other 
form.

(1) Personal information management officers
              and records officers

In order to ensure that personal information is obtained, 
used, managed, and disposed of in an appropriate manner at 
the University, a personal information management officer 
(hereafter: management officer) and a personal information 
records officer (hereafter: records officer) are to be 
designated for each administrative office involved in the 
handling of personal information. The records officer shall 
be responsible for the creation of a guide to the 
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handling of personal information, setting forth the 
treatment of personal information pertaining to those 
administrative duties where jurisdiction applies and 
ensuring their implementation in accordance with said 
guide. The management officer shall have the responsibility 
of overseeing the records officer.

(2) Duties concerning handling of information
       and protection of secrecy

Employees of the University shall carry out their duties in a 
proper manner in respect of handling personal information 
and are duty-bound to protect the secrecy of personal 
information. This shall also apply even after the vacation of 
any post or position related to such duties.

(3) Commissioning of external bodies or agencies
In the event that external bodies or agencies are 
commissioned to carry out work involving personal 
information, such external bodies or agencies are to be 
chosen on the basis that they shall take adequate measures 
in terms of security management, and conditions governing 
the protection of personal information must be written into 
any contract without fail. Those carrying out commissioned 
duties are bound by the same obligations as employees of 
the University.

5.The Treatment of Personal Information
(1) Limits and means for obtaining of information

In order to prevent any infringement of individuals’ rights 
and interests, the nature of the purpose for the use of 
personal information is to be indicated clearly and precisely 
at the time of obtaining such information. Moreover, the 
obtaining of personal information has to be carried out 
within delineated boundaries specific to the purpose of use. 
In addition to the personal information obtained directly 
from individuals, the University also generates personal 
information from other sources such as evaluations and 
assessments, in which case the University is obliged to also 
limit the scope of such information to that which is necessary.
In principle, the University does not permit the obtaining of 
information that may involve the infringement of 
individuals’ human rights or that pertains to the personal 
freedom of individuals in respect of such areas as thought,beliefs, 
or religion. In principle, the obtaining of personal 
information shall be sought directly from individuals. This 
is in recognition of the need to ensure the appropriate 
involvement of individuals concerned in respect of the 
personal information, and also this serves to prevent any 
infringement of individuals’ rights and interests.
The University does not permit the use of obtained 
information for any purpose other than that stated. In order 
to use information beyond its stated purpose, the consent of 
the individuals concerned is required.

(2) Notification procedures concerning information
  on record and access to such information

The type of personal information held by the University 
must be made clear both in order for the University to carry 
out its work efficiently and for individuals concerned to 
have involvement with the content thereof. Administrative 
offices that deal with personal information are to give 
notification of the following items, while the University is 
to guarantee access to such information.

i) The administrative title of the personal information   
    handled
ii) The administrative purpose of the personal information
    handled and an outline thereof

iii) The names of the administrative offices that handle
personal information and the names of their management
and records officers

iv) The scope of the target audience that has access to the 
    personal information
v) A list of items on record in the personal information
vi) The means employed in obtaining the personal  
    information
vii) The form in which personal information is held
viii) Rules governing the removal of personal information

(3) Propriety of management
Personal information obtained by the University constitutes 
the fundamental data for the work carried out by the 
University. As such, the content of the personal information 
held must be accurate and up-to-date. This requires that 
every effort is made to try and keep the personal 
information held accurate and up-to-date at all times.

In the event that personal information is somehow leaked, 
lost, or changed, this will not only constitute an  
infringement of individuals’ rights and interests but will 
also interfere in the work of the University, leading to a loss 
of trust and, potentially, to the incurring of serious damage. 
Management officers and records officers are bound by 
duty to take every precaution with regard to security 
protection measures where personal information is 
concerned.

(4) Limits to the disclosure of personal information to third parties
In principle, personal information held by the University is 
not permitted to be disclosed to any third party without the 
consent of the individuals concerned.

6. Individual Requests for Access to, Amendment of, 
                        or Removal of Personal Information
(1) Access requests

When individuals request access to personal information on 
record pertaining to themselves, the University must grant 
such access in a timely manner. Even if an individual is 
legally a minor, the University shall, in principle, grant 
access to that individual. However, special circumstances 
may require that the individual be accompanied by a 
guarantor or legal guardian.

(2) Amendment requests
When individuals request amendments to the content of 
their personal information in order that it reflects accurate 
and up-to-date information, the University must look into 
the matter in a timely manner and carry out any appropriate 
amendments.

(3) Removal requests
When the personal information of an individual has been 
obtained in an improper manner or has been used for 
purposes beyond those stated, the University must, upon 
the request of the individual, cease use of such information 
or remove it.

The University shall establish a Personal Information 
Protection Committee, whose duties shall be to

i) carry out any necessary discussion pertaining to the
administration of the personal information protection 
system;

ii) carry out training and education activities so that the
proper handling of personal information can be put into 
practice;

iii) bear responsibility for monitoring notifications received
 from personal information handling offices;

iv) secure the prior consent of individuals where personal
 information is to be used beyond stated limits or where it
 is to be provided to third parties;

v) discuss any other matters deemed necessary for the
 protection of personal information.

personal information or determines that he or she does not have 
the authority to deal with a given situation, the records officer 
must file a written report without delay to the University 
President and the Chair of the Personal Information 
Complaints Committee (hereafter: Chair of the Committee) by 
way of the management officer, stating the facts of the matter 
and the nature of the problem.
Upon receiving such a report, the Chair of the Committee must 
call a meeting of the Personal Information Complaints 
Committee, which shall make a decision concerning the 
resolution of the problem. Where an emergency situation arises 
that does not permit the Committee to hold a meeting, the 
course of action shall be determined by the Chair of the 
Committee, who must then report at the earliest opportunity to 
the Committee as well as to the Personal Information 
Protection Committee, stating the facts of the matter, the nature 
of the problem, and the countermeasures taken.

9. Establishment of a Personal Information
                                                          Protection Committee

The University shall establish a Personal Information 
Complaints Committee, whose duties shall be to

i) discuss and settle any issues raised by individuals 
concerning how a personal information handling office has 
handled any request for access to, amendment to, or 
removal of personal information;
ii) deal with any other complaints concerning personal 
information;
iii) decide on how to deal with any problems that may arise. 

10. Establishment of a Personal Information
                                                           Complaints Committee

All administrative work related to the protection of personal 
information shall be undertaken by the President’s Office.

11. Establishment of an Office Responsible
                           for the Protection of Personal Information

Any amendments to these Guidelines shall be undertaken by the 
President of the University subject to prior deliberation by the 
Personal Information Protection Committee or the Personal 
Information Complaints Committee, and the University Senate.

12. Amendments to the Guidelines

These Guidelines come into force from  April 1, 2005.
Addendum

These Guidelines come into force from  April 1, 2015.
Addendum

These Guidelines come into force from  December 1, 2015.
Addendum

The University must make every effort to resolve any 
complaint or grievance relating to personal information in a 
proper and expeditious manner.

7. Complaints Procedures
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8. Problem Response Procedures
When a records officer within a given department that handles 
personal information has doubts regarding the treatment of 
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     to protect personal information
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              of Personal Information



With the advances made in our advanced information commu-
nications society, the need is now greater than ever for us to pay 
greater attention to the handling of personal information and to 
treat it appropriately. In keeping with the spirit of our motto 
“For human dignity”, Nanzan University (hereafter: the 
University) has set forth the guidelines contained herein in 
order to deal with all personal information that the University 
has obtained and maintains at its disposal in an appropriate 
manner and with the utmost consideration, with respect to the 
protection of privacy and respect for basic human rights.
ii) Matters concerning specific personal information shall be 
determined according to the Nanzan School Corporation 
Guidelines Regarding the Handling of Specific Personal 
Information.

The University is obliged to treat personal information with 
great care and propriety in accordance with the principles 
detailed below and within the framework of its motto “For 
human dignity”. Any measures deemed necessary for their 
implementation shall be dealt with at the earliest opportunity.

(1) Limits on the purpose of use
The purpose for the use of personal information must be 
clearly stated, and its treatment must be within such bounds 
deemed necessary for the accomplishment of the stated 
purpose of use.

(2) Due procedures for obtaining information
Personal information is to be obtained by proper and correct 
procedures and means.

(3) Maintaining accuracy of personal information content
Personal information is to be maintained so that content is 
both accurate and up-to-date.

(4) Implementation of security protection measures
Personal information is to be subject to the implementation 
of appropriate security protection measures.

(5) Guarantee of individual participation
Individuals are to be afforded the guarantee of involvement 
in the process of the treatment of personal information and 
its content.

2.Basic Principles

3.Definitions
(1) Individuals

In these guidelines, “individuals” shall refer to all those 
who have at some time been associated with the University.

(2) Personal information
In these guidelines, “personal information” shall refer to 
any information obtained by the University in the pursuit of 
its duties by which individuals can be identified. What form 
such information takes is irrelevant, be it in the form of a 
document, table, photograph, electronic data, or any other 
form.

(1) Personal information management officers
              and records officers

In order to ensure that personal information is obtained, 
used, managed, and disposed of in an appropriate manner at 
the University, a personal information management officer 
(hereafter: management officer) and a personal information 
records officer (hereafter: records officer) are to be 
designated for each administrative office involved in the 
handling of personal information. The records officer shall 
be responsible for the creation of a guide to the 

4.Personal Information Management Duties

handling of personal information, setting forth the 
treatment of personal information pertaining to those 
administrative duties where jurisdiction applies and 
ensuring their implementation in accordance with said 
guide. The management officer shall have the responsibility 
of overseeing the records officer.

(2) Duties concerning handling of information
       and protection of secrecy

Employees of the University shall carry out their duties in a 
proper manner in respect of handling personal information 
and are duty-bound to protect the secrecy of personal 
information. This shall also apply even after the vacation of 
any post or position related to such duties.

(3) Commissioning of external bodies or agencies
In the event that external bodies or agencies are 
commissioned to carry out work involving personal 
information, such external bodies or agencies are to be 
chosen on the basis that they shall take adequate measures 
in terms of security management, and conditions governing 
the protection of personal information must be written into 
any contract without fail. Those carrying out commissioned 
duties are bound by the same obligations as employees of 
the University.

5.The Treatment of Personal Information
(1) Limits and means for obtaining of information

In order to prevent any infringement of individuals’ rights 
and interests, the nature of the purpose for the use of 
personal information is to be indicated clearly and precisely 
at the time of obtaining such information. Moreover, the 
obtaining of personal information has to be carried out 
within delineated boundaries specific to the purpose of use. 
In addition to the personal information obtained directly 
from individuals, the University also generates personal 
information from other sources such as evaluations and 
assessments, in which case the University is obliged to also 
limit the scope of such information to that which is necessary.
In principle, the University does not permit the obtaining of 
information that may involve the infringement of 
individuals’ human rights or that pertains to the personal 
freedom of individuals in respect of such areas as thought,beliefs, 
or religion. In principle, the obtaining of personal 
information shall be sought directly from individuals. This 
is in recognition of the need to ensure the appropriate 
involvement of individuals concerned in respect of the 
personal information, and also this serves to prevent any 
infringement of individuals’ rights and interests.
The University does not permit the use of obtained 
information for any purpose other than that stated. In order 
to use information beyond its stated purpose, the consent of 
the individuals concerned is required.

(2) Notification procedures concerning information
  on record and access to such information

The type of personal information held by the University 
must be made clear both in order for the University to carry 
out its work efficiently and for individuals concerned to 
have involvement with the content thereof. Administrative 
offices that deal with personal information are to give 
notification of the following items, while the University is 
to guarantee access to such information.

i) The administrative title of the personal information   
    handled
ii) The administrative purpose of the personal information
    handled and an outline thereof

iii) The names of the administrative offices that handle
personal information and the names of their management
and records officers

iv) The scope of the target audience that has access to the 
    personal information
v) A list of items on record in the personal information
vi) The means employed in obtaining the personal  
    information
vii) The form in which personal information is held
viii) Rules governing the removal of personal information

(3) Propriety of management
Personal information obtained by the University constitutes 
the fundamental data for the work carried out by the 
University. As such, the content of the personal information 
held must be accurate and up-to-date. This requires that 
every effort is made to try and keep the personal 
information held accurate and up-to-date at all times.

In the event that personal information is somehow leaked, 
lost, or changed, this will not only constitute an  
infringement of individuals’ rights and interests but will 
also interfere in the work of the University, leading to a loss 
of trust and, potentially, to the incurring of serious damage. 
Management officers and records officers are bound by 
duty to take every precaution with regard to security 
protection measures where personal information is 
concerned.

(4) Limits to the disclosure of personal information to third parties
In principle, personal information held by the University is 
not permitted to be disclosed to any third party without the 
consent of the individuals concerned.

6. Individual Requests for Access to, Amendment of, 
                        or Removal of Personal Information
(1) Access requests

When individuals request access to personal information on 
record pertaining to themselves, the University must grant 
such access in a timely manner. Even if an individual is 
legally a minor, the University shall, in principle, grant 
access to that individual. However, special circumstances 
may require that the individual be accompanied by a 
guarantor or legal guardian.

(2) Amendment requests
When individuals request amendments to the content of 
their personal information in order that it reflects accurate 
and up-to-date information, the University must look into 
the matter in a timely manner and carry out any appropriate 
amendments.

(3) Removal requests
When the personal information of an individual has been 
obtained in an improper manner or has been used for 
purposes beyond those stated, the University must, upon 
the request of the individual, cease use of such information 
or remove it.

The University shall establish a Personal Information 
Protection Committee, whose duties shall be to

i) carry out any necessary discussion pertaining to the
administration of the personal information protection 
system;

ii) carry out training and education activities so that the
proper handling of personal information can be put into 
practice;

iii) bear responsibility for monitoring notifications received
 from personal information handling offices;

iv) secure the prior consent of individuals where personal
 information is to be used beyond stated limits or where it
 is to be provided to third parties;

v) discuss any other matters deemed necessary for the
 protection of personal information.

personal information or determines that he or she does not have 
the authority to deal with a given situation, the records officer 
must file a written report without delay to the University 
President and the Chair of the Personal Information 
Complaints Committee (hereafter: Chair of the Committee) by 
way of the management officer, stating the facts of the matter 
and the nature of the problem.
Upon receiving such a report, the Chair of the Committee must 
call a meeting of the Personal Information Complaints 
Committee, which shall make a decision concerning the 
resolution of the problem. Where an emergency situation arises 
that does not permit the Committee to hold a meeting, the 
course of action shall be determined by the Chair of the 
Committee, who must then report at the earliest opportunity to 
the Committee as well as to the Personal Information 
Protection Committee, stating the facts of the matter, the nature 
of the problem, and the countermeasures taken.

9. Establishment of a Personal Information
                                                          Protection Committee

The University shall establish a Personal Information 
Complaints Committee, whose duties shall be to

i) discuss and settle any issues raised by individuals 
concerning how a personal information handling office has 
handled any request for access to, amendment to, or 
removal of personal information;
ii) deal with any other complaints concerning personal 
information;
iii) decide on how to deal with any problems that may arise. 

10. Establishment of a Personal Information
                                                           Complaints Committee

All administrative work related to the protection of personal 
information shall be undertaken by the President’s Office.

11. Establishment of an Office Responsible
                           for the Protection of Personal Information

Any amendments to these Guidelines shall be undertaken by the 
President of the University subject to prior deliberation by the 
Personal Information Protection Committee or the Personal 
Information Complaints Committee, and the University Senate.

12. Amendments to the Guidelines

These Guidelines come into force from  April 1, 2005.
Addendum

These Guidelines come into force from  April 1, 2015.
Addendum

These Guidelines come into force from  December 1, 2015.
Addendum

The University must make every effort to resolve any 
complaint or grievance relating to personal information in a 
proper and expeditious manner.

7. Complaints Procedures
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8. Problem Response Procedures
When a records officer within a given department that handles 
personal information has doubts regarding the treatment of 
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