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Privacy & Information Management:  The Role of the Principal
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Things to Think About

· How do you and your staff manage private information in your school?

· Are you following the procedures in place to update personal information, to ensure that it is still accurate?

· What kind of private information is collected in your school?

· What can you and your staff do to protect private student and faculty information?

Things to Do

· Check records for accuracy and ensure privacy is maintained.

·  Ensure that private information is available to those with the rights to view it.

· Stay current by attending meetings and training about privacy and information management.

· Understand and communicate laws and regulations that affect privacy and information management in your school (e.g., the Education Act, the Municipal Freedom of Information Act [MIFPPA] and the Personal Health and Information Protection Act [PHIPA]).

· Support and monitor district privacy and information management policies and procedures.

· Allow and encourage staff to attend training in privacy and information management.

· Ensure you and staff member understand and follow the proper disposal of private information.

· Provide an environment sensitive to the rights and regulations regarding privacy and information management.

· Maintain an up to date records retention schedule.

· Work with your staff and district to develop and use standard procedures for private information entry.

Outcomes (What’s in it for me?)
You have many diverse responsibilities within your school; among these is the responsibility to ensure that the private information about the members of your school community is accurately reflected in your records. It will take time and effort to develop a Culture of Privacy and Information Management within your school. By helping staff to understand the importance of privacy, as described above, you are ensuring that the quality of privacy and information management will improve.
Responsibility


As the chief instructional leader, you are ultimately responsible for the privacy and information management within your school. You have the responsibility to control the privacy and information confidentiality as accurately as possible.














