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PURPOSE  

 

The Halton Catholic District School Board (HCDSB) is committed to managing records and information, paper and 
electronic, in a disciplined, coordinated and strategic manner.  The purpose of this policy is to establish 
requirements to protect the legal, fiscal, and other interests of the Board and the public in managing records and 
information safely and securely, for as long as they are required.   

 

 

 

The Board is committed to instituting and maintaining a comprehensive Records and Information Management 
(RIM) program for the systematic creation of records and information that is accurate, authentic, reliable, 
trustworthy, accountable and consistent with applicable legislation and the guidelines of the Privacy and 
Information Management (PIM) toolkit.   

 

APPLICATION AND SCOPE 

 
All records and information received, created and maintained within administrative departments and schools 
support the Board’s day-to-day business operations.  As such, they are the property of the Board and subject to 
this policy. 
 
This policy applies to: 
 

1. All records within the custody or under the control of the Board and addresses all aspects of Board 
operations and all records created and/or received in the day-to-day business operations of a school or 
the Board regardless of the medium in which those records are stored and maintained.  It ensures that 
records are available as evidence of Board functions and activities and support the operating requirement. 
 

2. All business applications and information technology (IT) systems used to create, store and manage 
records and information includes email, database applications and websites. 

 
3. All Board staff and to third party contractors or agents who collect or receive records and information on 

behalf of the Board.  All staff shall be responsible and accountable for creating, maintaining accurate 
business records within their control in accordance with the Board’s RIM program.   
 

Legislative Responsibility: 
 
Record keeping practices must comply with the Education Act, the Municipal Freedom of Information and 
Protection of Privacy Act (MFIPPA), Canada Evidence Act, the Ontario Evidence Act, Personal Health Information 
Protection Act (PHIPA), Ministry of Education Ontario Student Record, (OSR) Guideline, 2000, other Federal and 
Provincial Legislation, and the Privacy and Information Management toolkit.  All general information in the custody 
and/or control of the Board that is not confidential or otherwise exempt shall be publicly accessible.   
 
Education Act – This is the administrative statute under which all Ontario school boards must operate.  The Act sets 
out provisions for the creation and maintenance of the pupil record (s.265 (1) and s. 266) and for the 
establishment of a records management program (s. 171 (38)).   

POLICY STATEMENT 
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Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) – addresses issues of disclosure of 
records under the custody and/or control of a school board, as well as the, collection, use, and disclosure of 
records containing personal information.  MFIPPA also regulates the collection, use, disclosure and accuracy of 
personal information stored in records and creates a process for obtaining access to recorded information. 
 
Personal Health Information Protection Act (PHIPA) – PHIPA addresses the collection, use, disclosure, retention and 
destruction of personal health information 
 
Canada Evidence Act – The Act sets out how Records Information Management may be used as evidence in legal 
proceedings in a court matter, under federal jurisdiction.   
 
Ontario Evidence Act – The Act sets out how Records and Information Management may be used as evidence in 
legal proceedings in an Ontario Court. 
 
Other Statutory Provisions – the table of laws and citations with retention requirements for school boards provides 
a listing of other statutory provisions contained in the laws of Canada and Ontario that may affect the creation and 
retention of school board records.   
 
Privacy and Information Management (PIM) toolkit – a tool created for school board members to identify to 
develop and maintain a privacy standard and a records and information management program that meets the 
unique needs and requirements of school boards.    
 
The OSR Guideline is the record of a student’s educational progress through schools in Ontario.  The Education Act 
requires the principal of a school collect information “for the inclusion in a record in respect of each pupil enrolled 
in the school and to establish, maintain, retain, transfer, and dispose of the record”.   
 

 REFERENCES 

 
Privacy Policy I-07 
Video Surveillance Policy I-30 
Education Act 
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
Personal Health Information Protection Act (PHIPA) 
Canada Evidence Act 
Ontario Evidence Act 
Privacy and Information Management (PIM) Toolkit  
Ontario Student Record (OSR) Guideline 

DEFINITIONS 

 

Record - any record of information however recorded, whether in printed form, on file, by electronic means or 
otherwise and includes: 

 Correspondence, a memorandum, a book, a plan, a map, a drawing, a diagram, a pictorial, or graphic 
work, a photograph, a film, a microfilm, a sound recording, a videotape, a machine readable record, any 
other documentary material, regardless of physical form or characteristics, and any copy thereof; and 

 Subject to the regulations, any record that is capable of being produced from a machine-readable source, 
under the control of an institution by means of computer hardware and software or any other 
information storage equipment and technical expertise normally used by the institution (document). 
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Records Management - the efficient creation, processing, retrieval, storage, and disposal and/or destruction of 
information 
Records Centre - the area provided to store retired and archived records and other Board memorabilia whose 
frequency of reference does not warrant their retention in expensive office space and equipment. 
Records Inventory - a systematic listing of the records in a given area 
Records Lifecycle – is the stages of a record throughout its lifetime: 

 The creation or when a record is received; 

 The Active record, when we are using it; 

 The Inactive record, when a record is used infrequently and may be stored in on site or off-site; and 

 Disposal, when a record is securely destroyed, or is deemed to have an ongoing value to the organization 
and is archived for reference. 

Records Series - the technical name given to a group of related records filed as a unit that are organized into a 
pattern or arrangement which permits evaluation as a unit for retrieval and for retention scheduling purposes.   
Head - the individual that is designated by the Board to act as the head for the purposes of the Municipal Freedom 
of Information and Protection of Privacy Act.   
 File plan - a set of standardized regulations regarding the administration of school and departmental filing 
systems 
Personal Information - recorded information about an identifiable individual including; 

 Information relating to the race, national or ethnic origin, colour, religion, age, sex, sexual orientation or 
marital or family status of the individual; 

 Information relating to the education or the medical, psychiatric, psychological, criminal or employment 
history of the individual or information relating to financial transactions in which the individual has been 
involved; 

 Any identifying number, symbol or other particular assigned to the individual; 

 The address, telephone number, fingerprints or blood type of the individual; 

 The personal opinions or view of the individual except if they relate to another individual; 

 Correspondence sent to an institution by the individual that is implicitly or explicitly of a private or 
confidential nature, and replies to that correspondence that would reveal the contents of the original 
correspondence; 

 The views or opinions of another individual about the individual; and  

 The individual’s name if it appears with other personal information relating to the individual or where the 
disclosure of the name would reveal other personal information about the individual. 

Business record - any documents that are made or received in connection with the transaction of public business 
of the Board that conveys information regarding decisions or other business activities or are associated with 
business programming, policies, legal or financial requirements, such as agreements/contracts, financial 
documents, approvals, meeting minutes.   
Active records - is a record that is current.  It is a record that is being referred to and used on a regular basis. 
 Inactive record - is a record that has fulfilled its active status.  These records are referred to infrequently but must 
be retained temporarily or permanently due to legal, fiscal, administrative or archival value.  Inactive records are 
generally stored at the Board’s off-site Records Centre.   
Vital records - are required to continue or resume business following an emergency or disaster.  Each department 
will have records that are vital to their day-to-day operations 
Archival records - are those that have permanent historical value.  An example of archival records are Board 
meeting minutes. 
Records retention refers to the length of time in which records are retained.  
Retention Schedule - is a list of all the record classifications and their corresponding retention periods.  The 
schedule also identified which records are deemed vital, which are archival, and who is the responsible 
department or official record holder.  
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PRINCIPLES  

 
1. Record keeping practices must comply with the Municipal Freedom of Information and Protection of Privacy 

Act (MFIPPA), the Personal Health Information and Protection Act (PHIPA), the Education Act, the Ontario 
Evidence Act, the Canada Evidence Act, and other statutory provisions, as well as the guidelines from the 
Privacy and Information Management (PIM) toolkit developed by the PIM taskforce, 2008.   

 
2. Information is readily available and accessible for as long as it is required: 

 
a. Information to support evidence of communications, actions and decisions is routine recorded and 

stored. 
b. Information is accessible to staff who require it in the performance of their duties and are authorized 

to access it.   
c. Information is shared across the organization and with social agencies in accordance with operational 

needs and statutory provisions.  
d. Information is managed throughout its life cycle regardless of format. 
e. Rules are established for the organization, storage, retrieval and destruction of records.  
f. Plans and practices to actively make records available to the public are in place, and records are 

available to the public by request, subject to the statutory requirements. 
  

3. Accountability for managing information in the custody and control of the organization is clearly defined, 
communicated and monitored: 

a.  Accountability for creating a record of business decisions and transactions and for maintaining 
corporate memory is clearly established and monitored; 

b. Roles and responsibilities for staff are articulated and understood for all management of information 
activities; 

c. Core competencies relating to managing information are identified and training is provided; and 
d. Performance of managing information held by the Board.   

 
4. Risks to information are managed and practices and processes are in place to protect information assets:   

a. Risks to records management are identified and managed; 
b. Practices are in place to protect confidential, sensitive, and personal information from unauthorized 

collection, use, disclosures or destruction; 
c. All records are managed to meet rules of evidence and legal discovery; 
d. Contractual arrangements include provisions for the protection and appropriate use of records to 

mitigate risks; 
e. Records are managed in order to support business continuity and recovery in the event of disaster; 

and 
f. Records are managed to protect privacy and confidentiality. 

 
5. Records management meets the needs of staff and stakeholders.  Records management is timely, accurate, 

reliable, and relevant, has integrity and is easy to use: 
a. Processes are in place to ensure that records management is accurate, timely, reliable and easy to 

use; 
b. Records management is planned and managed; 
c. Records are managed appropriately throughout the entire life cycle of the record – creation, capture 

and collection; organization; storage, access and use; and disclosure and disposition (destruction, 
archival selection or permanent retention); 
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d. Plans are in place to leverage the value of records management by combining it with records 
management from other internal or external sources, in accordance with statutory provisions to 
improve programs and services; and 

e. Processes and technology supports are in place to ensure appropriate access to records and tracking 
of who has modified or accessed confidential records. 
 

6. Coordinated planning for records management is linked to organizational goals, objectives and financial 
planning: 

a. Records management practices are included in all program planning; 
b. Records management is coordinated across the organization – schools and departments;   
c. Records management is planned to support continuous service and disaster recovery; and 
d. Records management is integrated into succession plans to ensure the capture and maintenance of 

corporate history. 
 

7. Records management is integrated with program planning and other business processes: 
a. Records management practises are a component of program and project management; and 
b. Records management is integrated across the organization to support organizational objectives.  

 
8. A Records Retention Schedule is the official schedule for the HCDSB. It will outline retention of Board records 

according to their administrative, fiscal, legal, research and archival value.  It will include records that must be 
retained according to legislation and/or Board procedures and a notation of the archival/historical importance 
of each record series where appropriate.  The Records Retention Schedule will be updated annually.   

 
Responsibilities 
 
All Board employees are responsible for the records and information they create and maintain to support the 
business operations of the Board.  They must ensure compliance with the Board’s policy and procedures in the 
management of Board records.   

 
 
 
 
 

APPROVED: Regular Meeting of the Board 
 
 
Authorized by:................................................................................................................................. 
                                                               Chair of the Board 
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PURPOSE  

 

The Halton Catholic District School Board (HCDSB) is committed to the protection of privacy and complies with all 
pertinent provisions in the Education Act, the Municipal Freedom of Information and Protection of Privacy Act, 
(MFIPPA), the Personal Health Information Protection Act (PHIPA), and any other applicable privacy legislation.  
HCDSB also complies with the Ministry Guidelines for the Ontario Student Records (OSRs), Privacy by Design (PbD) 
by the Ontario Information and Privacy Commissioner, as well as, the Privacy and Information Management (PIM) 
toolkit, by the PIM taskforce, 2008.   

 

POLICY 

It is the policy of the HCDSB to collect, use, retain and dispose of personal information in the course of meeting its 
statutory duties and responsibilities.  The Board is committed to the protection of privacy of individuals with 
respect to personal information that is in its custody and/or under its control.   

Personal information collected by the Board will have a specific purpose, will be kept in a secure manner.  The 
Board further commits that personal information will not be used or disclosed for purposes other than those for 
which it was collected except with the consent of the individual or as required by law and will be disposed of when 
it is no longer needed and in accordance with, MFIPPA, PHIPA, and the HCDSB Retention Schedule.   

   

APPLICATION AND SCOPE 

 
This policy applies to all Halton Catholic District School Board staff who collect, use, retain, and disclose personal 
information related to students and Board employees, and to operations and procedures in all facilities within the 
Halton Catholic District School Board.   
 

 REFERENCES 

 
The Education Act 
The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
The Personal Health Information Protection Act (PHIPA) 
Ontario Student Record Guidelines – Ministry of Education 
Privacy and Information Management toolkit – (PIM) – developed by the PIM Taskforce 
Video Surveillance Policy – I-30 
Video Surveillance Procedure  
Records Management Policy – I-02 
Records Management Procedure  
Privacy Breach Protocol  
 
 

DEFINITIONS 

 

Act - means the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA). 
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Consistent Purpose – means the individual to whom the information relates might have reasonable expectations 
regarding the use and disclosure of their personal information. 
 
Control (of a record) – means the power or authority to make a decision about the use or disclosure of a record.   
 
Custody (of a record) – means the keeping, car, watch, preservation or security of a records for a legitimate 
business purpose.  While physical possession of a record may not always constitute custody, it is the best evidence 
of custody. 
 
Destruction is the physical disposal of records by means of shredding, disintegrating or recycling including the 
electronic disposal of data by means of deletion and overwriting.  This also includes the destruction of data 
residing on computers and electronic devices supplied or paid for by the Corporation. 
 
Head - the individual that is designated by the Board to act as the head for the purposes of the Municipal Freedom 
of Information and Protection of Privacy Act (MFIPPA).  
 
Information and Privacy Commissioner (IPC) means the Information and Privacy Commissioner of Ontario 
(Commonly referred to as the IPC).  The IPC hear appeals of decisions made by the Head of an institution, issues 
binding orders, conducts privacy investigation and has certain powers relating to the protection of Personal 
Privacy.  
  
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) means the legislation that governs 
access to and the privacy of Board records containing personal information. 
 
Personal Health Information Protection Act (PHIPA) means the legislation that governs the access to and the 
privacy of health records held by the Board. 
 
Personal Health Information means identifying information about an individual in oral or recorded form, if the 
information: 

 Relates to the physical or mental health of the individual, including information that consists of health 
history of the individual’s family; 

 Relates to the providing of health care to the individual, including the identification of a person as a 
provided or health care to the individual; 

 Is a plan of service within the meaning of the Home Care and Community Services Act, 1994 for the 
individual;  

 Relates to payment or eligibility for health care, or eligibility for coverage for health care, in respect to the 
individual; 

 Relates to the donation by the individual of any body part or bodily substance of the individual or is 
derived from the testing or examination of any such body part of a bodily substance; 

 The individual’s health number; or 

 Identifies the individual’s substitute decision maker(s). 
 
Personal Information - recorded information about an identifiable individual including; 

 Information relating to the race, national or ethnic origin, colour, religion, age, sex, sexual orientation or 
marital or family status of the individual; 

 Information relating to the education or the medical, psychiatric, psychological, criminal or employment 
history of the individual or information relating to financial transactions in which the individual has been 
involved; 

 Any identifying number, symbol or other particular assigned to the individual;  

 The address, telephone number, fingerprints or blood type of the individual; 
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 The personal opinions or view of the individual except if they relate to another individual; 

 Correspondence sent to an institution by the individual that is implicitly or explicitly of a private or 
confidential nature, and replies to that correspondence that would reveal the contents of the original 
correspondence; 

 The views or opinions of another individual about the individual; and  

 The individual’s name if it appears with other personal information relating to the individual or where the 
disclosure of the name would reveal other personal information about the individual. 
 

Privacy Breach means an incident involving unauthorized disclosure of personal information, including it being 
stolen, lost or accessed by unauthorized persons. 
 
Privacy by Design (PbD) is the privacy standard developed by the Information and Privacy Commissioner of Ontario 
that the Board will utilize to build privacy and data protection, into the design specification and architecture of 
information and communications systems and technologies at the beginning, in order to facilitate compliance with 
privacy and data protection principles. 
 
Privacy Impact Assessment (PIA) is the process for identifying, assessing and mitigating the privacy risks of a 
business process or technology tool.  The Board develops and maintains PIAs for all new and/or modified programs 
that involve the use of personal information or personal health information for an administrative or operational 
purpose. 
 
Record - any record of information however recorded, whether in printed form, on file, by electronic means or 
otherwise and includes: 

 Correspondence, a memorandum, a book, a plan, a map, a drawing, a diagram, a pictorial, or graphic 
work, a photograph, a film, a microfilm, a sound recording, a videotape, a machine readable record, any 
other documentary material, regardless of physical form or characteristics, and any copy thereof;  and 

 Subject to the regulations, any record that is capable of being produced from a machine-readable record 
under the control of an institution by means of computer hardware and software or any other 
information storage equipment and technical expertise normally used by the institution (document) 

 
Retention Period is the period of time during which a specific record or record series must be kept before records 
in that series may be disposed of.   
 
Retention Schedule - is a list of all the record classifications and their corresponding retention periods.  The 
schedule also identified which records are deemed vital, which are archival, and who is the responsible 
department or official record holder.  

 
 

PRINCIPLES/REQUIREMENTS  

 

1. The Board is committed to the protection of privacy and recognizes that all employees are responsible for 
the protection of personal, confidential and sensitive information entrusted to them: 

a. In accordance with MFIPPA and PHIPA, employees of the Board responsible for collecting 
personal information on private individuals and other Board employees, will do so in accordance 
with the applicable Act, and to the best of their abilities and knowledge, ensure the accuracy of 
that information. 
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2. All records, regardless of their physical form or characteristics are the property of the Board and subject 
to its control: 

a. Control shall be exercised over the creation, distribution, utilization, retention, storage, retrieval, 
protection, preservation and final disposition, in accordance with the appropriate legislation. 
 

3. The public has a right of access to information of a publicly funded institution. 

4. The Board recognizes its responsibility to raise awareness on matter of public trust and confidence with 
respect to privacy. 

5. The Board acknowledges that a privacy culture needs to be embedded into daily practices to support the 
needs and expectations of parents, students, and staff with respect to information security and the 
protection of personal information. 

6. The Board recognizes the importance of establishing a protocol to respond when there has been a 
potential breach of privacy. 

 
7. An individual has the right to personal privacy with respect to records in the custody and/or control of the 

Board. 
 

8. Personal information may only be obtained as authorized under the Act and used for the specific purpose 
for which it was gathered.  The management and safekeeping of such information is the responsibility of 
each designated employee.  Confidentiality must be protected by each employee who is authorized to 
have access to the information for the purpose for which it was collected including but not limited to 
personal program management, the provision of personnel services and administrative services to the 
files. 

 
9. Access to an individual’s personal information can be gained during normal business hours, upon 

appointment and is available to: 
a. The individual, in the presence of the appropriate manager or supervisory officer; 
b. Other parties, such as legal counsel for the individual, with the specific written consent of the 

individual; 
c. An employee’s Principal, or in the case of other administrative and support staff, the supervisor, 

in the presence of the Supervisory Officer or Manager of Human Resources; and/or 
d. Supervisory Officers or the Board’s legal counsel, subject to approval of the Director, or the 

appropriate Superintendent; 
 

10. Copies of any personal information will only be provided to the individual or his/her agent with the 
specific written consent of the individual.  A record of all such transactions must be kept in the file where 
the information resides. 
 

11. Any specific personal or sensitive information on private individuals or employees shall be provided to the 
members of the Board only through the Director of Education, if required as part of the Trustees’ decision 
making function.  Any information provided shall be supplied in accordance with the specified Act. 

 
12. Any personal information of a private individual or employee that is no longer required for either 

administrative, financial, legal or historical purposes and its retention is not regulated by any statute, may 
be destroyed in a confidential manner. 
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APPROVED: Regular Meeting of the Board 
 
 
Authorized by:................................................................................................................................. 
                                                               Chair of the Board 
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The Halton Catholic District School Board (HCDSB) is committed to the protection of privacy and complies with all 
pertinent provisions in the Education Act, the Municipal Freedom of Information and Protection of Privacy Act, 
(MFIPPA), the Personal Health Information Protection Act (PHIPA), the Safe Schools Act and any other applicable 
privacy legislation.  HCDSB also complies with the Ministry Guidelines for the Ontario Student Records (OSRS), 
Privacy by Design (PbD) and the Guideline for Video Surveillance and Cameras in Schools by the Ontario 
Information and Privacy Commissioner, as well as, the Privacy and Information Management (PIM) toolkit, by the 
PIM taskforce, 2008.   
 

 

 

It is the policy of the HCDSB to collect, use, retain and dispose of personal information in the course of meeting its 
statutory duties and responsibilities.  The Board is committed to the protection of privacy of individuals with 
respect to personal information that is in its custody and/or under its control.   

Personal information collected by the Board will have a specific purpose, will be kept in a secure manner.  The 
Board further commits that personal information will not be used or disclosed for purposes other than those for 
which it was collected except with the consent of the individual or as required by law and will be disposed of when 
it is no longer needed and in accordance with, MFIPPA, PHIPA, and the HCDSB Retention Schedule.   
 
 

 
 

1. This policy applies to all Halton Catholic District School Board staff who collect, use, retain, and disclose 
personal information related to students and Board employees, and to operations and procedures in all 
facilities within the Halton Catholic District School Board.   
 

2. This policy applies to the operation of any video system installed on any Board site for the purpose of 
surveillance. 

 
3. The Board reserves the right to consider and employ lawful “covert surveillance” on a case by case basis in 

consultation with the appropriate police service. 
 
4. The video taping of school events such as graduation, theatrical productions or other similar events by the 

parents and families of students is considered acceptable and is not addressed by this policy. 
 
5. Authorized videotaping for educational, instructional and/or research purposes is permitted and is not 

addressed by this policy. 
 

 
 

 
Act - means the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA). 
 
Consistent Purpose – means the individual to whom the information relates might have reasonable expectations 
regarding the use and disclosure of their personal information.  
 
Control (of a record) – means the power or authority to make a decision about the use or disclosure of a record.   

PURPOSE 

POLICY 

APPLICATION AND SCOPE 

DEFINITION 
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Custody (of a record) – means the keeping, car, watch, preservation or security of a records for a legitimate 
business purpose.  While physical possession of a record may not always constitute custody, it is the best evidence 
of custody.  

 
Information and Privacy Commissioner (IPC) means the Information and Privacy Commissioner of Ontario 
(Commonly referred to as the IPC).  The IPC hears appeals of decisions made by the Head of an institution, issues 
binding orders, conducts privacy investigation and has certain powers relating to the protection of Personal 
Privacy.  
  
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) means the legislation that governs 
access to and the privacy of Board records containing personal information. 
 
Personal Health Information Protection Act (PHIPA) means the legislation that governs the access to and the 
privacy of health records held by the Board. 

 
Personal Information - recorded information about an identifiable individual including: 

 Information relating to the race, national or ethnic origin, colour, religion, age, sex, sexual orientation or 
marital or family status of the individual; 

 Information relating to the education or the medical, psychiatric, psychological, criminal or employment 
history of the individual or information relating to financial transactions in which the individual has been 
involved; 

 Any identifying number, symbol or other particular assigned to the individual;  

 The address, telephone number, fingerprints or blood type of the individual; 

 The personal opinions or view of the individual except if they relate to another individual; 

 Correspondence sent to an institution by the individual that is implicitly or explicitly of a private or 
confidential nature, and replies to that correspondence that would reveal the contents of the original 
correspondence; 

 The views or opinions of another individual about the individual; and  

 The individual’s name if it appears with other personal information relating to the individual or where the 
disclosure of the name would reveal other personal information about the individual. 

 
Privacy by Design (PbD) is the privacy standard developed by the Information and Privacy Commissioner of 
Ontario that the Board will utilize to build privacy and data protection, into the design specification and 
architecture of information and communications systems and technologies at the beginning, in order to facilitate 
compliance with privacy and data protection principles. 
 
Record - any record of information however recorded, whether in printed form, on file, by electronic means or 
otherwise and includes: 

 Correspondence, a memorandum, a book, a plan, a map, a drawing, a diagram, a pictorial, or graphic 
work, a photograph, a film, a microfilm, a sound recording, a videotape, a machine readable record, any 
other documentary material, regardless of physical form or characteristics, and any copy thereof;  and  

 Subject to the regulations, any record that is capable of being produced from a machine readable record 
under the control of an institution by means of computer hardware and software or any other 
information storage equipment and technical expertise normally used by the institution (document). 

 
Retention Period is the period of time during which a specific record or record series must be kept before records 
in that series may be disposed of.   
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Retention Schedule - is a list of all the record classifications and their corresponding retention periods.  The 
schedule also identified which records are deemed vital, which are archival, and who is the responsible 
department or official record holder.  

 
Video Surveillance Systems:  A video, physical or other mechanical, electronic or digital surveillance system or 
device that enables continuous or periodic video recording, observing or monitoring of individuals in school 
buildings and on school property.  (In schools this would usually include analog video, digital and closed-circuit 
camera systems.)  
 

 
 

 

1. The Board recognizes that the promotion of a safe and secure learning environment is in the best interest of 
students, staff and the general public. 

2. The Board recognizes that the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
governs the collection of personal information, including the images captured on a video surveillance system. 

3. The Board, in the development of this policy, referenced the Information and Privacy Commissioner/Ontario 
Guidelines for Using for Video Surveillance, released October 6, 2015.   

4. The Board recognizes that the utilization of video surveillance systems as a complement, not to replace, other 
means to create a safe and secure learning environment.  

5. The following personnel are authorized to implement video surveillance system in the discharge of their 
duties: 

a. Principals (or a person designated by the Principal) 

b. Board Supervisor Officers 

c. Director of Education 

d. The Superintendent of Facilities Services has the overall responsibility for the Board video 
surveillance program 

6. Notice signs shall be installed at all properties with video surveillance systems, in accordance with the 
notification requirements of MFIPPA.  Signs will be prominently displayed so the public has reasonable and 
adequate warning that surveillance is or may be in operation before entering the area.   

7. The closed circuit television (CCTV) system within Board facilities may operate continuously.  All recorded 
images are the property of the Board. 

8. Cameras will not monitor areas where students and staff have an expectation of privacy, such as change 
rooms and washrooms.   

9. Where applicable and appropriate, this policy shall be incorporated into training and orientation programs of 
the Board.   

APPROVED: Regular Meeting of the Board 

Authorized by: ................................................................................................................................. 
                                                            Chair of the Board 

 

PRINCIPLES 

21



  Page 1 of 1 
 

  
  

 
   
 
 

22



OPERATING POLICY                                           HALTON CATHOLIC DISTRICT SCHOOL BOARD 

ADMISSION TO SCHOOLS, ELEMENTARY AND SECONDARY 
 

POLICY NO:  
 
I-22 
DATE:  
AMENDED: 
AMENDED: 
AMENDED: 
AMENDED:     : 
SCHEDULED FOR REVIEW: 
 

I-22 
MARCH 26, 1996 

JUNE 16, 1998  
APRIL 25, 2000 
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a. 

b. 

c. 
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