





Can students access and receive copies of their own previously completed
examination papers?

Yes. Students have access and can request copies of their own completed examination
pDSHUV $QVZHUV WR H[DPLQDWLRQ TXHVWLRQV DUH D SDL
and are, therefore, considered the personal information of the student. [Section

1(2)(n)(vii)] If the exam questions are going to be used again in the near futuheand

University can establish this fact, then the questions may be severed from the record

before releasing the answers to the student. [Sectiorgfék)d Section 46)]

If written final exams have to be retained for one year after they are writtengcan
students appeal their final grades up to one year after the exam is written?

No. The requirement to retain final examinations for one year is intended to allow an
individual to examine this record and review the information used to make a decision
abRXW KLP RU KHU ,W GRHV QRW DIIHFW WKH 8QLYHUVLW\T

Can student grade lists be posted?

The FOIP Act does not prevent the posting of grades if it is possible to do so in a way
that protects the confidentiality of the infornaat

In the past, grade lists have been posted by the student ID number which was considered
to be a confidential identifier. However, in the peoplesoft system, the ID number is used
along with the name as a means of further identification. Its paiipde uniquely

identify members of the university community; it is needed to perform a wide variety of
routine business transactions ranging from registration to the verification of access
privileges.

Although the ID number is never released on any public documents such as graduation
lists and is not considered part of directory information, the broad internal use of the
number has significantly decreased its capacity to serve as a confidentialadentifi
Grades should, therefore, NOT be posted or made available in a public place if
individuals are identified by the student ID number.

Are the anecdotal notes made by faculty members about students in a practicum
portion of a program considered persaal information?

$QHFGRWDO QRWHYV DQG RSLQLRQV DERXW D SHUVRQ DUH \
[Section 1(1)(n)(vii) and 6(1)] In most cases, this type of evaluative information is

accessible to the subject. There may be occasions, howdwar imformation could be
ZLWKKHOG IURP WKH VXEMHFW LI WKH GLVFORVXUH FRXOG
safety, harmful to a law enforcement investigation, or could be construed as advice to an



officer of the University. The decision to deny accesthé evaluation could be
complex; seek the advice of tAecess and Privacy Coordinator

Can staff have open access, via computer or hard copy, to student information?

No. The fact that access to student information is possible does not imply staff al
should have access to all student information. Staff should only have access to
information that they require to perform their duties as an employee of the University.

Can the University release student information to a collection agency when a
student has outstanding accounts?

Section 40(1)(kallows disclosure for the purpose of collecting a fine or debt owed by an
individual to the University. A notation of the disclosure should be placed on the
accounts receivable record.

What informatio n may be released to the collection agency?

The University should release only that information needed to enable the collection
agency to do its job. This would likely mean name, home address and telephone number
and, if the student is working, businesiiress and telephone number, as well as the
amount owing and the reason.

Is a student entitled to view evaluative opinions of the selection committee(s) for
admission/awards?

Yes. Generally speaking, evaluative opinions are the personal informbtienerson

being evaluated. [Section 1(1)(n)(vii)) and 6(1)] The University may choose to refuse to
disclose the substance of theildetations of the committee [S@4] but should release a
statement of the reasons for the decisionartadthe commite. [Section 22)(b)]

Is a verbal consent to use photographs for marketing purposes adequate or should
waivers be signed where students are identified or identifiable?

The Act makes no provision for verbal consent. If the program in whicstudent is
enrolled or participating is one where such promotion is a reasonable use of a






Is there a limit on how many additional copies of unofficial tanscripts a student can
ask for or can the University charge for reissuing the statement?



when assignments/exams can be retrieved. This term work is considered to be the
property of the student and the student is ultimately responsible for itstdong
retention. Neverthelesthe University has a responsibility to ensure that the student has
had ample opportunity to retrieve term work and to ensure that the work is secure until
retrieved. Professors should therefore retain papers, assignments, and exams that have not
been pickd up by students for a reasonable length of tiperhaps three months during

the regular school term or over the spring/summer break if left anth@fethe winter

term. Students should be informed about the retention policy of the department.

Does email correspondence received from students need to be retained for a specific
length of time?

Again, the University is required to keep all records used to make a decision about a
person for a period of one year. If thenail message documents a decision and is not
recorded in a more permanent format, it should be kept for one year. If theatitor is

of temporary value or has been transcribed in a formal memo, it is considered transitory
and should be retained only as long as it is requifeeke Retention Rule No. 98.0010)

Can faculty members who have told students in the past that theyould provide
references, continue to do so without written consent from the student?

No. Faculty members should not provide a reference, written or verbal, without the
written consent of the student. The consent can take any of several forms. Udst oeq
even a copy of the application or resume in which you are named as referee can be
forwarded by mail, €






provided to the student because that person would have completed the form a$ a part
his or her employment responsibilities and disclosure of the name would not be an
unreasonablevasion of privacy. [Section 17

Can a professional body or local apprenticeship council force their clients to sign a
blanket release so that they can hee access to University records on students they
sponsor or ceordinate at the University?

The relationship between the student and his or her sponsor is not the concern of the
University. The University has the discretionary right to disclose speafGomation

that the student has consented toasteto the sponsor. [Section 40()))(d@his consent

has to be in writing and must specify to whom the personal information may be disclosed
and how the personal information may be used.

Can a student tse an evaluation provided by an employer as a reference? Should
the employer sign an appropriate waiver?

The information contained in the evaluation is the personal information of the student and
can be used by the student for any purpd$ewever, thdJniversity did not collect the
evaluative material for this purpose and, if it wishes to ensure that it is not used for this
purpose, it can include a statement on the evaluation form that the employer completes
making it clear to the student that it istitmeing disclosed for that purpose. This will not
prevent the studeifitom using it as a reference.

Are personal notes made by a staff/faculty member during an interview with a
student accessible to the student?

Yes. Any information about a student ' KDW SHUVRQYV SHUVRQDO LQIRUPL
therefore, potentially accessible under the Act. [Section 1(n)(viii)] There may be

occasions when this type of information may not be or should not be disclosed: if the
UHOHDVH FRXOG EH KDUPIXO WR VRPHRQHYV KHDOWK



