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Policy

It is the policy of (name of school board/authority) to collect, use, retain and disclose personal information in the course of meeting its statutory duties and responsibilities. The school board/authority is committed to the protection of privacy and complies with all applicable provisions in the Education Act, the Municipal Freedom of Information and Protection of Privacy Act, the Personal Health Information Protection Act, and any other applicable legislation.
Rationale

The (name of school board/authority) only collects personal information when it is necessary for providing for the education for students and/or the employment of school board/authority employees or as required and authorized by law. The school board/authority operates under the authority of the Education Act and its associated regulations.

The management of personal information collected by the school board/authority for these purposes is in accordance with the provisions of the Education Act, the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA), and the Personal Health Information Protection Act (PHIPA). 
Guidelines

The protection of personal information held by the school board/authority is guided by the principles contained in the Ontario School Board/Authorities Privacy Standard. 
1. Accountability and Responsibility
Under MFIPPA, the school board/authority is responsible for personal information under its control and may designate in writing an individual(s) within the school board/authority who is accountable for compliance with privacy legislation.

Under PHIPA, health information custodians are responsible for personal health information in their custody and control and may designate an individual within their school board/authority as an agent to assist with compliance to privacy legislation.
2. Specified Purposes 

The school board/authority shall identify the purpose(s) for which personal information is collected, and individuals shall be notified of the purposes and any other information required by law at or before the time personal information is collected. 

3. Consent
Personal information is collected for the provision of educational services to students. The knowledge and, in some cases, the consent of an individual is required for the collection, use, retention, and disclosure of personal information, except where otherwise permitted by law. 

4. Limiting Collection
The school board/authority shall limit the collection of personal information to that which is necessary for its specified purposes in accordance with its statutory duties and responsibilities.

5. Limiting Use, Retention, and Disclosure
The school board/authority shall not use, retain, or disclose personal information for purposes other than those for which it was collected, except with the consent of the individual or as authorized or required by law. The school board/authority shall retain personal information in accordance with the school board/authority retention schedule.

6. Accuracy
The school board/authority shall ensure that personal information is accurate, complete, and up-to-date in order to fulfill the specified purposes for its collection, use, disclosure, and retention.
7. Safeguards
The school board/authority shall ensure that personal information is secured and protected from unauthorized access, use, disclosure, and inadvertent destruction by adhering to safeguards appropriate to the sensitivity of the information. 

8. Openness and Transparency
The school board/authority shall make available to the public specific information about its policies and practices relating to the management of personal information.

9. Access and Correction
Upon request, the school board/authority shall allow an individual to access his/her personal information and will be given access to that information in accordance with privacy legislation, subject to any mandatory or discretionary exceptions. An individual has the right to challenge the accuracy and completeness of the information and to request that it be amended as appropriate or to have a letter/statement of disagreement retained on file. Any individual to whom the disclosure of the personal information has been granted in the year preceding a correction has the right to be notified of the correction/statement. An individual is advised of any third party service provider requests for his/her personal information in accordance with privacy legislation.

10. Compliance
An individual shall have the ability to address or challenge compliance with these principles and in accordance with the school board’s/authority’s guideline/procedure. 

Administrative Procedures

The Director of Education is authorized to provide the administrative procedures necessary to implement this policy.

Purpose


The purpose of this template is to provide users with a document modeling a set of minimum requirements for a privacy policy. School boards/authorities may adapt and include other elements into a privacy policy document as determined by local needs and circumstances such as Special Education Services. This may include more detailed guidelines for specific departments, such as special education, which would also be consistent with the school board/authority privacy policy. 





These documents provide practical suggestions with respect to records maintenance and privacy issues and make reference to portions of applicable legislation including the Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c.M.56; Personal Health Information Protection Act, S.O. 2004, c.3, Sched. A; and the Education Act, R.S.O. 1990, c.E.2. 


   


They are intended for use by Ontario School Boards for non-profit educational purposes only and may be used in their entirety subject to the following conditions:  (1) modifications are to support Ontario school board privacy and information management practices; (2) duplication is for an educational or implementation purpose in a not-for-profit institution; (3) copies are made available without charge beyond the cost of reproduction; and (4) the PIM Taskforce is acknowledged.   





Information contained in these documents is for general reference purposes and should not be construed as legal advice.  Boards should consult with their own legal counsel for the purposes of interpretation, modification or implementation.  





The taskforce accepts no responsibility for the implementation, modification or proliferation of the documents.
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