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Information Sharing Policy

Purpose:
To outline the specifications for effective information sharing. This can improve outcomes for 
children/youth and their families. It has to be balanced with an individual’s right to privacy.

Scope:

All administrators, Teachers, Therapists, Special Education Assistants, Support Staff, 
Students, and Parents/Guardians.

Policy:

The Principal s the appointed privacy officer to provide guidance on information sharing policies 
and requirements;

- Personal information for the purposes of this policy includes Educational history, health related 
issues and personal information;

- In order to disclose information, personal consent must be obtained;

- When information pertains to risk or significant harm, there has to be a disclosure;

Transfer of files 

a) Originals of all files included in the Permanent student Record to be forwarded to the 
receiving B.C. Board of Education schools or school outside of the province of British 
Columbia upon request of the receiving principal or designate. 

b) Copies of all files included in the Permanent Student Record to be forwarded to the 
receiving B.C. Independent school or school outside of British Columbia upon request of 
the receiving principal or designate. 

c) Records will be retained of the school until the end of the following year and then placed in 
long-term storage;

The results of the psychoeducational and other standardized tests will be made available to the 
parent/guardian upon request through the principal. Such information shall be provided in 
conference with professional staff qualified to interpret the date;
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Information Sharing Agreement (ISA)
Information sharing agreements are normally used when there is a regular and systematic 
exchange of personal information between a public body and an external agency.
Any formal information sharing agreements includes the following information:

 The parties and their contact information;
 Specific purpose of the agreement;
 Description of the personal information to be collected, used, and disclosed;
 A statement regarding the accuracy of the personal information;
 A statement respecting security agreements; 
 Description of how compliance will be monitored and investigated;
 Terms of Agreement;

The agreement must comply with the provisions of the “Freedom of the Information and 
Protection of Privacy Act (the Act)”.
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