


Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
Department 
Contact Legal Authority

Facilities/ Maintenance 
Building First Aid Attendant staff with recognized first aid names, site location, contact info

first aid response, WorkSafe BC 
requirements

Dept. staff, secretary, 
WorkSafe Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building Incident Reporting

staff and or visitors injured on site, or 
personal property damage on site

names, incident, dates, responding 
First Aid attendant

record keeping, file reports with 
district insurer, reoccurring injuries

Dept. staff on a need to know 
basis, secretary, Health & 
Safety, WorkSafe Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building Key and Fobs staff name and key or fob info tracking of assigned key/fob Dept. staff, secretary Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building Kilometer Records staff driving for work purposes

name, date, destination, reason, kms 
driven record keeping, reimbursement Dept. staff, Finance Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building Maintenance Coordinators staff names, work location, cell numbers organizational & management Dept. staff, secretary Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building Operation Cell Phone list staff names, cell phone numbers organizational & management Dept. staff, secretary Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building

Operation Structure - Public 
Information

directors, managers, custodial 
coordinator, secretary names, roles

organizational, management, 
communication All staff, public Manager

Freedom of 
Information and  
Protection of 
Privacy Act.

Facilities/ Maintenance 
Building Organization Chart/Location Map staff names and usual locations organizational All staff Manager

Freedom of 
Information and  
Protection of 
Privacy Act.

Facilities/ Maintenance 
Building Safety Minute Meetings safety committee names, roles record keeping All staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.  Labour 
Standards.

Facilities/ Maintenance 
Building Sage Security System staff, contractors names, work location, cell numbers record keeping, safety

Staff, contractors, stake 
holders Manager

Freedom of 
Information and  
Protection of 
Privacy Act.

Facilities/ Maintenance 
Building Visitors Book visitors (including visiting staff) names, arrival/departure, purpose record keeping, WorkSafe Dept. staff, secretary Manager

Freedom of 
Information and  
Protection of 
Privacy Act.

Henry Grube - Aboriginal 
Education Aboriginal Education Program staff & volunteers names, location, emails acknowledgement, record keeping Program admin, secretary

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Aboriginal 
Education 

Aboriginal Information Management 
System (KATE) aboriginal students

elements of info or data identified by 
AIMS including but not limited to 
name, address, contact info

purpose of administering the delivery 
of education in schools, managing 
student safety

KATE, dept. staff, system 
operator, school admin, 
secretary, teachers

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
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Henry Grube - Aboriginal 
Education Presenters-Aboriginal Ed Program community presenters

names, type of presentation, topic, 
dates, location audience info, historical record

Dept. staff, AEC, community, 
school office

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Aboriginal 
Education Program Staff employees individual files and related records

enable supervisors to administer their 
area of responsibility

Program admin, secretary, 
school admin

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Aboriginal 
Education Staff Organization Chart/Location Map staff names and usual locations organization, record keeping All staff 

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Aboriginal 
Education Staff Placements

aboriginal advocates,  wellness 
workers, social workers, aboriginal 
youth workers names, placements organization, record keeping School admin, secretary

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Aboriginal 
Education Suppliers, Service Providers businesses

names, billing info, services provided, 
dates record keeping, billing School admin, secretary

Principal/Director 
of Instruction 
Elementary

Financial Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction

Appointment/Date Book - All 
Departments names

names, dates, time and relevant 
information planning, recording, follow-up

Dept. staff on a need to know 
basis

Principal/Director 
of Instruction 
Elementary

Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction
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Henry Grube - Director of 
Instruction First Aid Attendants - All Departments first aid attendants name, location

first aid response, WorkSafe BC 
requirements SBO staff, Worksafe

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction FSA - Office students names, test results Organization District staff

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction

Healthy Promoting School 
Professional Learning Sessions participating teachers names, title, affiliation, email facilitation, record keeping Dept. staff, secretary

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction Heavy Metal Rocks - Office students

names, DOB, grade, school, 
parent/guardian permission

management, organization, record 
keeping, budg04 -0 0 5.4  c*0w719.64 37f8.1 204 -0 0 .643  8 Tm
[(f)8436.8 Tm
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Principal/Director 
of Instruction 

Freedom of 

School Act.  
57eedom of 



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
Department 
Contact Legal Authority

Henry Grube - Director of 
Instruction NFRA - Literacy students names, test results assess levels, to aid student progress District staff

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction Phone Tree staff team members names, contact numbers

provide response, record keeping, 
faculty safety Staff

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Henry Grube - Director of 
Instruction Print Shop/Management schools, all departments
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International Education Appointment/Date Book any person meeting with staff
names, dates, time and relevant 
information planning, recording, follow-up

Dept. staff on a need to know 
basis

Principal/Director 
of Instruction 
Elementary

Freedom of 
Information and 
Privacy Protection 
Act.

International Education Behaviour Issues at Homestay students
name, homestay parents, behaviour 
notes, outcome

resolution, monitoring, historical 
record MyEd, dept. staff

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

International Education Class Lists: Permanent Record students names, school, grades organization, permanent record
MyEd, dept. staff, school 
admin, teachers

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

International Education
Completed Registration forms and 
documents students

name, contact/family info, pictures, 



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
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International Education English Assessment/Test results students name, results, comments assessment to support learning MyEd, dept. staff

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

International Education Exchange Students students names, contact info, exchange details historical, enrollment, record keeping MyEd, dept. staff

Principal/Director 
of Instruction 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

International Education Fees Paid students names, parent info, school billing, record keeping Dept. staff, Finance

Principal/Director 
of Instruction 
Elementary

Financial Act.  
Freedom of 
Information and 
Privacy Protection 
Act.

International Education Field trips and Journey Permission students names, permission granted
ensure parent/guardian permission is 
obtained
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SBO - Asst. Superintendent 
Elementary EOC/ADC Meetings executive admin names, attendees management, historical record



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
Department 
Contact Legal Authority

SBO - Asst. Superintendent 
Elementary Parent/Public Investigations parties involved

names, phone #s, reasons for 
investigation facilitation, management, follow up Staff as required, parent, public 

Asst. 
Superintendent 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act. 

SBO - Asst. Superintendent 
Elementary

Parents - Contacting Superintendent's 
Office parent

names, contact information, dates, 
topics, dispositions record keeping follow-up as required

Dept. staff, school admin, 
other staff on a need to know 
basis

Asst. 
Superintendent 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act. 

SBO - Asst. Superintendent 
Elementary Principals' Evaluations Principals names, location evaluations, record keeping Human Resources, principal

Asst. 
Superintendent 
Elementary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act. 

SBO - Asst. Superintendent 
Elementary SD73 Business Company stake holder meetings names, attendees

facilitation, management, record 
keeping

Vice president, secretary, 
teacher contractors, 
Secretary-Treasurer

Asst. 
Superintendent 
Elementary

Financial Act.  
School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Asst. Superintendent 
Elementary Strong Start Facilitators managers names, photo, location, contact info administration, communication
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SBO - Director of Finance Transportation Allowances parents, students, staff



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
Department 
Contact Legal Authority

SBO - Director of Instruction 
Elementary Appointment/date book any person meeting with staff

names, dates, time and relevant 
information planning, recording, follow-up

Dept. staff on a need to know 
basis Director

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Director of Instruction 
Elementary After School Programming students, staff names, location, programs management and communication After school program staff Director

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Director of Instruction 
Elementary Elementary Education Program staff, students, locations names, grades, teachers planning, recording, follow-up Dept. staff, principals Director

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Director of Instruction - 
Secondary Appointment/Date Book any person meeting with staff

names, dates, time and relevant 
information planning, recording, follow-up

Dept. staff on a need to know 
basis Director

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Director of Instruction - 
Secondary Heavy Metal Rocks students, instructors

name, grade, training, parent/guardian 
permission, location facilitation, management



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
Department 
Contact Legal Authority

SBO - Finance Secretary 
Treasurer Board Correspondence correspondents name, copy of correspondents record keeping, administration

Dept. staff, board members, 
senior staff, public record

Secretary-
Treasurer

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Finance Secretary 
Treasurer Budget Codes and Amounts schools, admin. department recordkeeping

communication, record keeping, 
management Admin

Secretary-
Treasurer

School Act.  
Financial Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Finance Secretary 
Treasurer Certificate of Insurance Requests insured persons names, rentals, field trips insurance, record keeping, historical
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SBO - Finance Secretary 
Treasurer School Board Trustees trustees members, zones all staff, public All staff, public

Secretary-
Treasurer

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Finance Secretary 
Treasurer School Protection Program students, staff, public name, liability claims management, financial

Dept. staff, School Protection 
Program

Secretary-
Treasurer

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Finance Secretary 
Treasurer SD73 Business Company

teaching contractors, international 
students on line course deliver

facilitation, management, record 
keeping

Vice president, secretary, 
teacher contractors

Secretary-
Treasurer

Secretary-



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
Department 
Contact Legal Authority

SBO - Health & Safety Safety Minute Meetings safety committee names, roles record keeping All staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Health & Safety
WorkSafe BC Claims Management 
Services injured staff

names, injury info, Worksafe BC 
claims info claims management

Dept. staff on a need to know 
basis, school admin, Human 
Resources, WorkSafe Manager

Freedom of 
Information and 



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
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SBO - Human Resources Postings staff applying names, posting particulars organization, management, historical Dept. staff, school admin.
Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Safety Minute Meetings safety committee names, roles record keeping All staff

Human 
Resources/Superi
ntendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources School Based Administrators
school administrators, district 
principals names, role, location communication, administration Management, administrators

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources School Board Office Faculty staff at SBO names, location 
identification, compliance with Health 
and Safety Dept. staff, safety officer

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources School Board Office Staff staff at the SBO
names, positions, departments, 
contact info communication, administration School Board office staff

Human 
Resources/Superi
ntendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources SD73 Staff Training staff names, training schedule update training, historical
Dept. staff, school admin, 
secretaries

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Secondments staff seconded names, dates, secondment details organization, staffing, record keeping
Dept. staff, others on a need 
to know basis

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Staff On Call KTTA,CUPE
names, phone #, contact info, 
qualifications organization, management, historical Dept. staff, union

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Staff Photos staff name, position management All staff  
Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Staff Rehabilitation staff rehabilitating names, location, leave particulars organization, management, historical
Dept. staff on a need to know 
basis, union

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Staffing staff all staff, dates, assignments organization, management, historical
All staff based on employee 
group

Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Human Resources Temporary Teachers teachers in temp positions names, location, dates organization, management, historical Dept. staff, union
Human 
Resources

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Information Technology Alfresco(Server) staff, students names, reports

Document retrieval system holding 
various reports (word docs, etc.) 
created by management

Administrative/managerial 
staff, IT Tier-1 techs IT Director

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Information Technology Crusher (server) Student email teachers, students
teacher, student names, email 
address

To provide a district email address for 
our students and teachers

Teachers, students, IT Tier-1 
techs

IT 
Director/Network 
Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Information Technology Destiny(server) teachers, students
name, grade, school location, library 
books borrowed and sign-out history

Our main library system that manages 
books students can sign-out

Ed. admin (principals), 
librarian, students, IT Tier-1 
techs

IT 
Director/Network 
Manager

Freedom of 
Information and 
Protection of 
Privacy Act.
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SBO - Information Technology Website
public information on 
admin/management, school trustees

name, job titles, organization contact 
information (email)

Website information, public events, 
District Enquiries Open to public IT Director

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Information Technology Zimbra email system all staff
employee district email address and 
name

To provide a district email address for 
our employees. Staff

IT 
Director/Network 
Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Purchasing Appointment/Date Book any person meeting with staff
names, dates, time and relevant 
information planning, recording, follow-up

Dept. staff on a need to know 
basis Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Purchasing Cell phone assignees every employee with SD73 cell phone names, work location, account codes info for phone issues/upgrades Manager Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Purchasing Request for Proposal
company owners, evaluation team 
members names, company names, locations

documentation process, evaluations, 
awards for spend agreements

Dept. staff, Secretary-
Treasurer, operations, 
selected consultants Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Admin Officers Committee/AOC senior staff names, title, contact communication; admin Admin council member Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Admin Procedure Updates all staff names, email addresses
communicate updates to district 
admin procedures

senior staff, managers, school 
admin, access on line Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Appeals to the Board appellants names, appeal detail administration, record keeping Dept. staff, board in camera Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Appointments/Date Book - Zimbra people with meetings names, reason, contact follow-up, record keeping
Dept. staff, staff on a need to 
know basis Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Approved Agencies - PAC Fundraising names, contacts
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SBO - Superintendent Community/Regional Appointments members, attendees
members information, minutes, 
attendance admin; communication; historical Dept. staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent District Award Scholarship student name, school, PEN, award Ministry submission for award Dept. staff, public web site Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent District Learning Committee dist. principals, senior staff names, locations, attendees record keeping, historical Superintendent, dept. staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent District PAC Meeting Minutes PAC members names, school locations, record keeping, historical All staff, public Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent
Education and Student Service 
Committee Report name of attendees report and attendees reporting to the Board, historical

Dept. staff, trustees, senior 
staff, PAC President Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Family of Schools school administrators names, location, positions, zones communication, administration School board staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Federal/Provincial Elected Area Reps.
members of Parliament and BC 
Legislative Assembly

names, contact information, party 
affiliation facilitation, communication Dept. staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent
Former School Board Trustees and 
School Board Chairs former trustees/chairs names, date, role, photo historical record Dept. staff, public Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Global Ed/Business staff names record keeping, historical
Superintendent, secretary, 
vice principal Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Investigations by Superintendent
staff and students/parents under 
investigation names and investigation details management, historical record

Dept. staff on a need to know 
basis Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Joint Educational Committee
staff and partner group representative 
on the committee

names, email addresses, minutes - 
attendees communication, facilitation

Dept. staff, Committee 
members, teachers' 
association Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.
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SBO - Superintendent
Organizal Chart (ORG) - Public 
Information All SBO staff names, roles

organizational, management, 
communication All staff, public Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Parents Formalized Complaints parents
names, contact information, dates, 
topics, dispositions record keeping follow-up as required

Dept. staff, school admin, 
other staff on a need to know 
basis Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Permanent Student Records students
info required by the BC School Act 
Permanent Student Record record keeping

Dept. staff, copies to student, 
parent/guardians for Rev. 
Canada Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Public and Staff Communication Log parents, staff
names, contact information, dates, 
topics, dispositions record keeping follow-up as required

Dept. staff, staff on a need to 
know basis Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Public Board Meetings members, attendees
members information, minutes, 
attendance admin; communication; historical 

Dept. staff, Board of School 
Trustees, public, civic web, 
electronic to all staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Retirement Letter Teachers teachers names, years of service record keeping, acknowledgement
Superintendent, secretary, 
staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent School Based Administrators school administrators names, location, positions communication, administration Senior staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent School Board Trustees members members, zones all staff, public All staff, public Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent School Leader Meetings principals, vice principals, senior staff members information, attendance admin; communication; historical Dept. staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Senior employee files senior staff
names, positions, contract 
information, evaluations management, historical record Dept. staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Staff Photos staff name, position, photo management Staff, public Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Student Permanent Record Cards
names, PEN, grades,
 achievements students archived records for students Students Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Superintendents Council all superintendents names, locations, titles record keeping, historical Superintendent, secretary Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Superintendent's Report students, staff

SD73 news, may contain names on 
staff, students along with dates and 
news stories

acknowledgement achievements, 
share news All staff, public Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.

SBO - Superintendent Visitor's Book - SBO visitors names; arrival/depart times; purpose record keeping, safety School board staff Superintendent

Freedom of 
Information and 
Protection of 
Privacy Act.
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Schools   Awards/Certificates students
names, grades, reason for award, 
dates historical and recognition

School admin, students, 
counsellors, teachers, 
parent/guardian, newspaper Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   
Backpack Food Program - Action for 
Healthy Kids students names, grades, notes facilitation and record keeping

School admin, teachers, 
counsellors, PAC Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Band Instrument Rental students
name, grade, type and serial #, annual 
fee record rental agreements, accounting

MyEd, school admin, teacher, 
secretary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Battle of the Books students participating names, grades, dates record keeping
School admin, librarians, 
teachers Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Bursaries and Scholarships students
names, bursary/scholarship name , 
amount record keeping

School admin, counsellors, 
secretaries, newsletters Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   



Location Title Individuals in bank Information Maintained Purpose of Information User(s) of Information
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Schools   Course Enrolment students name, DOB, PEN, course names organizational, record keeping

MyEd, school admin, 
teachers, students, 
counsellors Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Course Requests students
names, DOB, Student #, course being 
requested scheduling

School admin, office staff, 
counsellors Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Criminal Record Check volunteers status of request
ensure a criminal record check is 
obtained School admin, secretary Principal

Criminal Records 
Review Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Debit/Credit Card Machine students, public names, payments accountability, record keeping Dept. staff, school secretaries Principal

Financial Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Divisions student, teachers names, division #, student # management and organization
MyEd, school admin, 
secretary Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Donors/Sponsors
members of the public making 
donations

names, business name, date, donation 
detail record keeping, acknowledgement School admin, secretary Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   
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Schools   
Exceptional Educational Needs 
Students

students recommended by the 
principal in consultation with school 
based team

names, DOB, grades, PEN, 
recommendation notes facilitation and record keeping

MyEd, school admin, 
teachers, CEAs Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Facility Rentals
individuals and organizations who 
have rented school space

names, addresses, contact info, rental 
dates, room, requirements, purpose

organizational , planning, record 
keeping

District Rental staff, school 
admin, teachers, secretary, 
custodian Principal

Financial Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Faculty Directory staff names, positions, work contract info enable communication
Staff, parents/guardians, 
newsletter Principal

Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Family Interviews parents/guardians
student name, grade, parent/guardian 
, purpose, notes, outcome

student support, follow up, historical 
record

MyEd, school admin, teacher, 
counsellors, parent/guardians Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Fees Paid Record students

type of fee, textbook deposit, status 
of payment, subsidy/waiver if 
applicable

record of fees levied, status of 
payment, textbook deposit 

MyEd, school admin, 
teachers, secretaries Principal

Financial Act.  
School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   
Field Trips and Journey Permission 
Status students

student name, trip information, 
permission granted

record permission given by 
parent/guardian for student to 
participate

MyEd, school admin, teacher, 
school secretary, 
parent/guardian Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Field Trips and Journey Records students, staff

trip records including dates and 
destination; means of transport; 
teacher leader, staff and volunteers

manage and record field trips, details 
for historical purposes and emergency 
use

MyEd, school admin, district 
office, teacher leaders, 
secretaries, parent/guardian, 
newsletter Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Fire Drill Roll Call all staff names, location monitoring, facilitate drills
Dist. staff, secretary, Fire 
Dept. WorkSafe Principal

Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   First Aid Attendants staff with recognized first aid training names, usual site location, 
first aid response, meets with 
WorkSafe BC requirements All staff, WorkSafe Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   First Nations Students students name, info on registration forms

deliver education program, support 
students to succeed, compile 
statistics

MyEd, school admin, 
teachers, advocates, tutors,  
BC Baronial Information 
Management Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Freedom of Information Form students

name, student #, grade, 
parent/guardian permission for 
release of student photo, name, and 
grades posted by student #

parent/guardian permission, record 
keeping, communication

MyEd, school admin, 
teachers, counsellors, 
secretaries Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   FreshGrade
administration, management, data 
centre staff

usernames, grades, school and 
educational content communication of student learning

Staff, students, 
parent/guardian, Freshgrade Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.
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Schools   Medication to Students Log student
student names, medication names, 
dates administered and by whom record keeping

MyEd, school admin, staff on a 
need to know basis, 
parent/guardians, family 
physician, Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Ministry Designated students students names, PEN, grades, designations provision of support
MyEd, principal, counsellor, 
school based team Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Ministry Provincial Results students
names, PEN, percentages, letter 
grades

record keeping and statistics, identify 
support needed

MyEd, school admin, 
teachers, counsellors, records 
clerk Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   MyEd BC students

Elements of info or data identified by 
My Education BC including but not 
limited to names, addresses, 
contacts, school history, grades, 
teachers, 

Administering the delivery of 
education in schools, managing 
student safety

System operators, school 
admin, secretary, teachers, 
Ministry of Education Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Newsletters students, staff

news about and generated by the 
school that might contain names and 
grades of students

acknowledge successes, inform 
parent/guardians, community about 
the school activities and events

All staff, students, 
parent/guardians, SBO, 
community, School Web Page Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   No Contact Orders any person for whom an order applies names, order numbers student safety, to comply with the law
MyEd, dept. staff, counsellors, 
admin, Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Noon Hour and End of Day Supervisors supervisors
names, contact info, employee 
remuneration, work dates facilitate supervision of students School admin, secretary, Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Oasis Staff Attendance staff name, daily absence, reason record keeping
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Schools   Parking Passes - Students and Staff students and staff name, pass # facilitate parking School admin, secretaries Principal

Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   PEN Numbers students names, DOB, gender record keeping and student tracking MyEd, secretary, Min of Ed. Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   
Performers/Presenters at School 
Events performers 

names, contact info, dates, type, 
location in school record keeping and historical 

Superintendent, school admin, 
staff, students, newsletter, 
webpage Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   
Performing Groups in school i.e.: 
Choir, Drama, Dance students

performance dates, names, name of 
group, coordinators, organizers organisational, historical

School admin, staff, 
parent/guardians, volunteers, 
newsletter, webpage Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Permanent Student Records students

info required by the BC School Act 
Permanent Student Record Order, 
name , PEN, grades record keeping

MyEd, school admin, 
parent/guardians, student, Min 
of Ed. Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Permanent Student Records Locator students

names, DOB, PEN, entry dates, leaving 
dates, reason for leaving, grad dates, 
PSR receiver record keeping

School admin, counselling 
secretary, counsellors Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Position to Graduate students

information regarding students 
position or not in position to graduate, 
could include letter to the 
parent/guardians

info for counsellors and 
parents/guardians

MyEd, school admin, 
counsellors, parent/guardians, 
secretary

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Prep Time Roster staff names, dates, time organization, record keeping All staff Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Registrations/Applications/ Wait Lists students
info provided on the District 
registration forms available on-line

management, record keeping and 
organization

School admin, secretary, 
teachers, counsellors Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Resource Program students
name, DOB, PEN, students enrolled in 
Resource Room Program

monitor plans for students, record 
keeping, provide support

MyEd, admin, teachers, 
secretaries, CEA, school 
based teams, therapist, 
hospitals Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Room Assignmort
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Schools   
Student Use & Consent Form 
Technology students

name, grade parent/guardian 
permission

permission to use student, photo, 
name, marks by student #

MyEd, school admin, staff, 
parent/guardians Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Students Using School Buses students names, bus numbers recording keeping

MyEd, school admin, 
secretaries, CEAs, bus 
supervisors, transportation 
department, bus drivers Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Submission of Grades students
names, PEN, DOB, address, records of 
marks

info for Ministry of Ed when 
registering students for provincial 
exams and student graduation

MyEd, Min. of Ed, secretaries, 
counsellors Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   
Sunshine Funds - Birthday 
Lists/important dates staff who participate names, DOB, special events acknowledgement Staff committee, office staff Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Supervision Roster staff on supervision duty name and daily schedule organizational All staff Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Suppliers; Service Providers businesses
business names, billing info, service 
provider, dates record keeping, billing

School admin, secretaries, 
custodian Principal

Financial Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Suspensions In/Out Schools students
student names, DOB, PEN, suspension 
note, duration record keeping and monitoring

MyEd, school admin, district 
senior staff, counsellors, 
teachers Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Teacher Assignment Requests teachers teachers making requests
facilitate teacher placement and 
school organization School admin Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Teacher Candidates student teachers
list of student teachers placed at the 
school provide a record of practicum

School admin, teacher 
sponsors, University attended Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Teachers Day Books students within a classroom names, reason for notation planning and management
Teachers, principals, teachers-
on-call Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Teachers On Call teachers on call 
names, contact info, who are they 
replacing

enable school administrators and 
teachers to arrange for substitute 
teachers

Oasis, school admin, 
secretary, teachers Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Temporary Teachers teachers names, location and position dates
organization, management, record 
keeping

Oasis, KTTA, school admin,  
staff, Human Resources Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.
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Schools   Work Alone Log staff working alone names, location, arrive/leave times ensure staff safety, Worksafe School admin, Worksafe Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Schools   Yearbook student, staff
grade, name individual photos and 
group photos, messages

commemorating their attendance at 
school

School staff, 
parent/guardians, public Principal

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation
Appointments (Books, 
Calendars/Lists) any person meeting with staff member

names, dates, time and relevant 
information planning, recording, follow-up

Dept. staff on a need to know 
basis Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Bus Drivers drivers
names, contact numbers, route, bus 
number, zone administration and communication

Dept. staff, bus drivers, 
secretary Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Bus Drivers Training names in training programs names, qualification received personal files, upgrades Dept. staff, drivers Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation
Commercial Vehicle Inspection 
Program inspector

name, bus information, date of 
inspection, certification

to meet commercial vehicle 
enforcement requirements, record 
keeping Dept. staff, secretaries Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Complaints & Concerns staff, public
name, details, results, follow up or 
discipline

management, follow up, historical 
record

Transportation, Human 
Resources Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation CUPE seniority list CUPE staff date, name, position, location seniority list for staff information All staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Drivers Overtime Hours drivers name, overtime accumulation record of hours, payroll Dept. staff, secretary, payroll Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Drivers Timecards drivers name, hours worked record of hours, payroll Dept. staff, secretary, payroll Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Drivers, Employee Files drivers
names, contact info, criminal record, 
medical & drivers license cumulative employee record 

Dept. staff, secretary, Human 
Resources Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Emergency Contact - for Drivers SD73 staff to be contacted in an emergency names, title, phone numbers
provision of emergency staff contacts 
for drivers Dept. staff, drivers Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Employee Evaluation employees name, position, evaluation record keeping, human resources
Manager, employee, Human 
Resources Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Employee Short List staff names, contact #s, qualifications record keepings Dept. staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Extra Field Trip Payroll Records names names, extra time, route record keeping, payroll Manager, payroll Manager

Freedom of 
Information and 
Protection of 
Privacy Act.
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Transportation Field Trip Drivers drivers name, contact info, filed trip status
management, tracking, record 
keeping Dept. staff, secretary Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Field Trip Roster School admin, trip supervisor
names, dates, time, destination, 
special instructions, field trip #

meet filed trip requirements and 
protocols

Driver, dept. staff, secretary, 
school admin, trip supervisor, 
Commercial vehicle 
enforcement - BC Ministry Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Fire Drill Roll Call all staff names, location monitoring, facilitate drills
Dist. Staff, secretary, Fire 
Dept. WorkSafe Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Flu Shots staff names, medical information facilitation, record keeping
Secretary, manager, Health 
Service Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Fuel Cards Dept. staff names, card numbers, PIN info tracking of assigned fuel cards
Dept. staff, secretary, gas 
companies Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Incident Reports staff
names, incident info, attending first 
aid

recording, historical record of health 
or safety issues

Dept. staff on a need to know 
basis, WorkSafe, Health & 
Safety Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Investigation by Manager staff
names, detail of investigation, result, 
follow up

management, follow up, historical 
record Manager, Human Resources Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Key and Fobs staff name and key or fob info tracking of assigned key/fob Dept. staff, secretary Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Key Board names names and key #s record keeping All staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation MyEd BC students

Elements of info or data identified by 
My Education BC including but not 
limited to names, addresses, 
contacts, school history, grades, 
teachers, 

Administering the delivery of 
education in schools, managing 
student safety

System operators, manager, 
Ministry of Education Manager

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Parking Passes names name and allotted parking stall management, record keeping Dept. staff, drivers Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Relief Drivers  staff names, contact #s, qualifications facilitation, record keeping Dept. staff, payroll Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Safety Minute Meetings safety committee names, roles record keeping All staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation School District Worksite Location List staff
 principals/vice principals, secretaries 
names, locations, phone #s record keeping Td
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Transportation Spare Bus Sign Out Sheet drivers name, route, bus # record keeping, billing Dept. staff, finance, payroll Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation
Special Need Students - Bus 
Assignments students, CEAs

names student/CEA, contact #s, 
special needs requirements facilitation, record keeping

Dept. staff, CEAs, 
parents/guardians Manager

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Student School Bus - Registration students, parent/guardians names, school, registration forms management, record keeping
MyEd, Dept. staff, secretaries, 
supervisors Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation
Summer Games/Special Olympics, 
Events drivers name, location, bus #, route record keeping, billing Dept. staff, Finance, payroll Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Technical/Mechanical Certificates employees names, certificate, qualifications record keeping, human resources
Manager, employee, Human 
Resources Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Third Party Complaints drivers, public
names, dates, routes, concerns, 
follow-up

route reviews and concerns 
addressed

Dept. staff, secretaries, 
Trans. & Safety Officer, City 
of Kamloops transit, RCMP Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Various Letters of Correspondence staff, public
names, detail of investigation, result, 
follow up

management, follow up, historical 
record

Manager, staff on need to 
know basis, RCMP Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Versa Trends students , medical information names, schools, medical alerts management, record keeping Manager, CEAs Manager

School Act.  
Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Visitor Sign In visitors names, time in/out record keeping, safety Dept. staff Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation Work Orders for Buses drivers requesting work
names, bus number, work 
requested/completed facilitation

Dept. staff, mechanics, 
drivers Manager

Freedom of 
Information and 
Protection of 
Privacy Act.

Transportation
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