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1. Purpose

Willis College takes matters of privacy and confidentiality very seriously. As a result of Willis College’s
earnest stance on the discreet disclosure of information, this policy outlines procedural steps for the
privacy and distribution of student information. It ensures that sensitive data is handled with integrity,
defining who has access to student records and under what circumstances, while maintaining
compliance with provincial regulatory requirements.

2. Scope
e Applies to: Students, Administrative Staff, Program Instructors
e Applies in: All campus locations and administrative offices
¢ Includes: Student files, admission documents, academic records, and disciplinary provisions
e Excludes: N/A
3. Definitions

e Administrative File: A collection of all documents related to a student’s admission to a program
and their continued study at Willis College.

e Administrative Staff: Personnel responsible for ensuring student documents are present,
complete, and filed.

e Authorization Form: A formal document signed by a student to grant specific individuals the
right to receive information or act on their behalf.

e Limited Access: Restricting a program instructor's view of student files to specific data points
such as academic performance, accommodations, attendance, and disciplinary history.

e Senior Administrator: The designated college official responsible for processing formal requests
for file access.

4. Policy Statement
General Requirements:

e Confidentiality: Willis College maintains an earnest stance on the discreet disclosure of
information to protect student privacy.



e Administrative Access: Administrative staff have full access to student files to fulfill their duties
regarding documentation and filing.

e Regulatory Oversight: Provincial private career college regulators may access student files to
fulfill their duties in administering relevant Acts and regulations.

e Third-Party Authorization: Students may authorize others to access their information only by
signing the official Willis College Authorization Form.

e Instructor Access: Program instructors are granted limited access to student files, strictly
pertaining to:

o Academic performance
o Pastand current accommodations
o Program attendance
o Past and current disciplinary provisions
e Student Rights: Students have the right to access their own administrative file.

e Turnaround Time: Upon receiving a written request, the college must provide a copy of the file
within 3 business days.

5. Procedures
e Related procedure document(s): Student File Request Protocol
¢ High-level steps:
1. Student submits a written request for their file to a senior administrator.
2. Senior administrator verifies the request.

3. Willis College prepares and provides a copy of the file to the student within 3 business
days.

6. Compliance and Enforcement

Failure by staff to maintain the confidentiality of student records or unauthorized disclosure of
information may result in disciplinary action. Students are responsible for ensuring that any third-party
access is properly documented via the Authorization Form.

7. Training and Awareness
e Required training: Policy reviewed during staff onboarding and student orientation.
e Target audience: Students and Staff.

e Documentation: Policy is outlined in the Willis College Student Handbook and staff operational
manuals.

8. Related Documents



e Policies: Professional Conduct.
¢ Procedures/standards: Provincial private career college Acts and regulations.

¢ Forms/templates: Willis College Authorization Form, Written File Request Form.



