Saint
Bernadette

St. Bernadette Elementary School

Personal Information Privacy Policy

APPROVED BY: DATE APPROVED: | DATE REVISED:
Parish Education Committee September 9, 2026

ST. BERNDATTE’S SCHOOL
PERSONAL INFORMATION PRIVACY POLICY

PARENTS AND STUDENTS

Privacy OFFICER: MRS. JULANNE LEE

THE ScHOOL’S COMMITMENT TO YOU

This personal information privacy policy is intended to explain to you the current legislation
which is designed to protect your privacy, to regulate the use and collection of information, and
to state the steps the school has taken to ensure your personal and financial information is
handled appropriately and securely.

Privacy PROTECTION IN BRriTISH COLUMBIA

The Act requires an organization to obtain informed consent from an individual before collecting
personal information about that individual, with certain exemptions. The organization must state
why it is collecting the information, and how it will use the information collected. The Act also
requires the organization to keep the information it has collected in a secure and safe manner,
protecting the individual’s right to have his or her information protected. The Act also describes
with whom the personal information may be shared. In cooperation with FISABC and the
CISVA Superintendent’s Office the Student Record Policy is being developed in accordance with
the Ministry’s Student Records- Requirements and Best Practices Guidelines for Independent
Schools.



WHAT INFORMATION 1S COLLECTED?

St. Bernadette's School gathers and uses personal information to provide your child with the best
possible educational services enunciated by the Mission statement of the school. Most of the
information the school collects come to the school directly from you, and only with your
consent. When you apply to register your child, the school will ask you to provide the
information that enables it to complete the registration process. This also includes information
on academic, health, and personal matters needed by the school to provide the best possible
education and co-curricular programs.

How 1s INFORMATION USED?

St. Berandette's School uses

e personal information to communicate with you, process applications and ultimately to
provide you and your child with the educational services and co-curricular programs
you expect.

e personal information to enable the school to operate its administrative function,
including payment of school fees and maintenance of non-educational school
programs including parent and volunteer participation and fundraising.
anonymous/personal information to constantly improve our school, e.g., surveys.
health, psychological, or legal information to provide certain specialized services in
those areas or as adjunct information in delivering educational services.

WHEN MAY INFORMATION BE DISCLOSED?

St. Bernadette's School keeps personal information strictly confidential and treats it with care
and respect. However, some of an individual’s personal information may be shared with others
as noted below.

When Authorized by You
e Other educational institutions routinely contact the school for personal information

about students. For example, if your child moves to another school, student records
are requested by the enrolling institution. Your permission to pass on these records is
usually obtained when you register your child and authorize the school to disclose
such information to other appropriate educational institutions for the ongoing
education of your child.

e (Contact information may be used to enable the school to provide the para-educational
and administrative services usually operated by the school. These services include
phoning committees, participation groups, parent meetings, fundraising, events, etc.



In some cases, when communication is over the telephone, your consent to the use and/or
disclosure of your information will be obtained verbally. In other cases such as when you
communicate through e-mail, your consent will be obtained electronically.

When Required by Law
The type of information the school is legally required to disclose most often relates to family

court issues, legal proceedings, court orders and government tax reporting requirements. Student
information as per Form 1701 is annually filed with the Ministry of Education.

Only the information specifically requested is disclosed and the school takes precautions to
satisfy itself that the authorities making the request have legitimate grounds to do so.

When Permitted by Law
The school is legally permitted to disclose some personal information in situations such as

an investigation of illegal activities, reasonable methods to collect overdue accounts, a
medical emergency or suspicion of illegal activities etc. Only pertinent information is
disclosed.

As per student Records Order Section 6(1)- Parental consent is not required when record
disclosure is legislated.

The school does not sell, lease or trade information about you to other parties.

THE ScHOOL’S EMPLOYEES

In the course of daily operations, access to personal information is restricted to authorized
employees who have a legitimate reason for accessing it. For example, teachers will have
access to personal information about your child.

All employees of St. Bernadette's School are required to abide by the privacy standards governed
under PIPA. They are also required to work within the principles of ethical behaviour as set out
in employment contracts and must follow all applicable laws and regulations. Employees are
well informed about the importance of privacy and they are required to sign either a code of
conduct or a confidentiality agreement that prohibits the disclosure of any personal information
to unauthorized individuals or parties. To reinforce their understanding and commitment to
upholding client privacy and confidentiality, employees periodically receive up-to-date literature
about our privacy policy, principles and standards.

How DoESs THE SCHOOL SAFEGUARD INFORMATION?



The school maintains current security standards to ensure that your personal and financial
information is protected against unauthorized access, disclosure, inappropriate alteration or
misuse.

Student Files

Student files are stored in secured filing cabinets. Access is restricted to only those employees
(teachers, teacher-aides, counselors, secretaries, etc.) who, by nature of their work, are required
to see them.

Electronic Security

The school manages electronic files appropriately with passwords and security measures that
limit access by unauthorized personnel. The school’s security practices are reviewed
periodically to ensure that the privacy of your information is not compromised.



