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  Revised: December 3, 2002; May 19, 2009; May 24, 2011 

  

MEMO TO: All Staff, Students, Parents/Guardians, Stakeholders 
  

FROM: Director of Education 
 

PURPOSE  

The Waterloo Catholic District School Board (the Board) is committed to the protection of personal information 
under its control & custody, and to the right of privacy with respect to student personal information that is 
collected, used, disclosed, and retained in the board. 

The Board adheres to all applicable provisions in the Education Act, the Municipal Freedom of Information and 
Protection of Privacy Act (MFIPPA), the Personal Health Information Protection Act (PHIPA), and any other 
applicable legislation as it relates to privacy. 

REFERENCES 

 IV 002 Board Policy Treatment of Public 

 IV 003 Board Policy Treatment of Students 
 Education Act and Regulations 
 Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
 Personal Health Information Protection Act (PHIPA) 
 The Ontario Student Record Guideline 
 The Health Protection & Promotion Act, 1990  
 The Immunization of School Pupils Act, 1987 
 Copyright Act, 1985 
 Ontario College of Teacher Act, Reg. 437/97 
 Ethical Standards for the Teaching Profession 
 Child and Family Services Act       
 Youth Criminal Justice Act 

 

FORMS 

APC023-01 – Collection/Use and Disclosure of Student Personal Information Notice 
APC023-02 – Use of Student Photos & Information /Media Release Form 
APC023-03 – Specific Event – Photograph/Recording Consent/Waiver/Release 
APC023-04 – Consent for the Release of Information Form 

http://www.google.ca/url?sa=t&source=web&cd=1&ved=0CCoQFjAA&url=http%3A%2F%2Fwww.e-laws.gov.on.ca%2Fhtml%2Fstatutes%2Fenglish%2Felaws_statutes_90c11_e.htm&ei=0Em8TOC2G8mjnQefhqy0DQ&usg=AFQjCNHgZr1VAZCMJBHjEKuid8eDxEJjQA
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COMMENTS AND GUIDELINES 

The information collected during the school registration process is personal information and is collected 
pursuant to the provisions of the Education Act and Regulations and maintained in compliance with MFIPPA 
and PHIPA. It is our practice to include a notice statement on forms used to collect personal information to 
advise you how we will use and disclose the information.  

 

1. DEFINITIONS  

a. “Personal information” refers to information about an identifiable or potentially identifiable individual and 
includes, but is not limited to, personal health information and opinions about the individual.  

b. “Personal health information” is information about an individual that pertains to health care, including 
information about an individual’s physical or mental health.   

c. “Privacy” is the right or interest of an individual to control the collection, use, and disclosure of their 
personal information. Privacy is a legislated right and school boards are required to comply with 
provincial privacy laws.  

d. “Confidentiality” is a duty imposed on an organization or individual by laws or professional and ethical 
standards to restrict access to or disclosure of certain information, which may include personal and/or 
business information.  

e. “Security/Control” refers to measures designed to protect personal information regardless of media.  
 

2. LEGAL FRAMEWORK  

MFIPPA and PHIPA 

The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) and the Personal Health 
Information Protection Act,(PHIPA) require the Board to protect the privacy of individuals with respect to 
personal information about themselves held by the Board and to provide individuals with a right of access 
to their own personal information.  

The protection of privacy includes the appropriate collection, use, retention and disclosure of personal 
information, including the use of appropriate security measures to protect information from unauthorized 
access.  

Education Act 

The Education Act sets out the authority of a school board to collect and use personal information of 
students for the provision of educational services to students.  

Personal information is collected in accordance with section 265(1)(d) of the Education Act, which states 
that information may be collected in accordance with the Act, Regulations or Guidelines issued by the 
Minister.  

Additionally, section 266 of the Education Act provides for the establishment of the student’s Ontario 
Student Record (OSR) in accordance with the OSR Guideline. Section 266 of the Education Act requires 
that every person shall preserve secrecy in respect of the content of an OSR that comes to the person’s 
knowledge in the course of his or her duties or employment, and no such person shall communicate any 
such knowledge to any other person except, (a) as may be required in the performance of his or her duties; 
or (b) with the written consent of the parent or guardian of the student where the student is a minor; or (c) 
with the written consent of the student where the student is an adult.  
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Ontario College of Teachers Act - Professional Misconduct  

The Ontario College of Teachers Act, Regulation 437/97 defines the following as professional misconduct 
for the purposes of section 30 (2) of the Act: Releasing or disclosing information about a student to a 
person other than the student or, if the student is a minor, the student’s parent or guardian.  
 

The release or disclosure of information is not an act of professional misconduct if, the student (or if the 
student is a minor, the student’s parent or guardian) consent to the release or disclosure, or if the release 
or disclosure is required by law.  

 

3. RESPONSIBILITIES  

Principals/Managers and Superintendents are responsible for:  

a) implementing reasonable security measures and safeguards to protect student personal 
information;  

b) ensuring that staff are aware of and adequately trained in their responsibilities as set out in this 
document and other Board policies, procedures and guidelines;  

c) ensuring that agreements with service providers contain privacy protection provisions with regard 
to the protection, collection, use, retention and disclosure of personal information.  

Staff are responsible for:  

a) complying with legislation, professional standards, Board administrative policies and procedures, 
when using personal information;  

b) protecting personal information by following proper procedures and best practices as outlined in 
this document and as directed by your supervisor;  

c) reporting any suspected privacy or security breaches of which they are aware;  
d) taking reasonable steps to ensure the personal information within their custody and control is 

secured and protected;  
e) participating in training regarding their duties and obligations to protect personal information.  

4. COLLECTION AND USE OF STUDENT PERSONAL INFORMATION  

a) Personal information will be collected directly from the student or his/her parent/guardian for the 
creation and delivery of appropriate educational program(s).  

b) At the time of collection individuals must be given notice of the legal authority for collection, the 
purpose(s) of its intended use and the title and contact information of an individual who may respond to 
specific questions regarding the collection. 

c) A student’s personal information may be used by employees of the Board who need the information, 
including access to a record, in the performance of his or her duties.  Use of personal information for 
this purpose is in accordance with MFIPPA and the Education Act. 

d) The Board shall publish annually a Notice of Collection and Use of Student Personal Information which 
outlines student personal information that is routinely collected and used for the purpose of providing 
educational programming. This notice statement shall be reviewed annually, included in student 
handbooks, and posted on the Board website. Consent to the collection and use of information as 
outlined in the aforementioned notice is not required; however parents/guardians/students are invited to 
communicate any concerns they may have with their school principal. See Form APC023-01 
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e) Use and disclosure of student personal information for a purpose other than planning and delivering 
educational programs and services or in accordance with the specific exceptions outlined in MFIPPA 
and PHIPA will require written consent. See Form APC023-04 

f) A student who is under 16 will generally have his or her privacy rights exercised by a parent/guardian, 
on the student’s behalf without specific authorization.  

 

g) When a student aged 16 or 17 withdraws from parental custody and has informed the Principal about 
such a withdrawal in writing, the student’s sole consent for the collection, use and disclosure of his/her 
personal information shall be sufficient.  

5. COLLECTION AND USE OF STUDENT PERSONAL HEALTH INFORMATION  

a) The Board utilizes the services of and employs health professionals (e.g. speech language 
pathologists, psychologists, social workers) who are required to treat personal health information in 
accordance with the Personal Health Information Protection Act, 2004 and applicable professional 
standards. Personal health information will only be disclosed with appropriate consent.  
 

b) The Board collects personal health information from health professionals with the consent of the 
parent/guardian/student and only as necessary for the purpose of planning and delivering educational 
programs and services that best meet student needs. A signed consent form describing the purposed 
use of the personal health information is presented to the health professional authorizing the release of 
the record(s).  

 

c) Personal health information received by Board staff may be used for the purposes identified in the 
consent form and may be shared only with staff members if it is necessary for them to perform their 
duties – i.e. ordinarily to staff members who are working directly with or have responsibility for the 
student.  

 

6. DISCLOSURE OF PERSONAL INFORMATION  

MFIPPA sets out when the Board may use or disclose personal information in its custody and control 
without the consent of the parent/guardian/student.  

 

a) Consistent Purpose  

Information may be disclosed for the purpose for which it was obtained or compiled or for a consistent 
purpose provided that the individual about whom the information relates might reasonably have 
expected such a use or disclosure of the information.  

 

b) With Consent  

If the person to whom the information relates has identified that information in particular and consented 
to its disclosure, that information may be disclosed. When dealing with minors, it is a best practice to 
have consent in writing with an original signature from the parent/guardian.  

 

c) Legal Authority  

Personal information may be disclosed for the purpose of complying with an Act of the Legislature or 
an Act of Parliament, an agreement or arrangement under such an Act. Contact your Superintendent of 
Education or the Privacy and Information Management Officer with any questions related to 
disclosures of this kind.  
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d) Law Enforcement  

Personal information may be disclosed to an institution or a law enforcement agency in Canada to aid 
an investigation undertaken with a view to a law enforcement proceeding or from which a law 
enforcement proceeding is likely to result. Examples include police, the Ministry of Community and 
Social Services Eligibility Review Officers. In non-urgent situations, police shall provide a written 
statement that personal information is required for investigative purposes.  

 

The contents of the OSR may be made available to the police in the following circumstances:  

1. With the written permission of the parent or guardian of the student or, where the student is an 
adult, with the written permission of the student;  

 

2. Through a warrant requiring the surrender of an OSR to the police.  
 

e) Health and Safety  

Personal information may be disclosed in compelling circumstances affecting the health or safety of an 
individual. When disclosing information under this section the imminence and reasonableness of the 
risk to health and safety must be considered and balanced with the invasion of privacy and the 
Superintendent of Education must be consulted.  

 

7. ACCESS TO INFORMATION/ COURT ORDERS 

      Access to OSR and non-OSR information is governed as follows:  

Parents  

a. All parents/legal guardians have a right to examine the OSR, request corrections and request the 
removal of information, subject to the dispute resolution mechanisms outlined in the Education Act, 
until their child turns 18 unless this right is limited by a court order or a separation agreement. It 
does not give rights to access personal information about the other parent or other individuals. 
 

b. Access to other information not contained in the OSR (or on the way to being part of the OSR) is 
governed by MFIPPA; 

 

c. A person who has access rights to the OSR also has the right to receive a copy of anything in the 
OSR. A student has access to his/her OSR at any age and is entitled to receive copies; however, 
access shall occur in the presence of the Principal, who can provide explanations about the 
records.  

 

d. In the absence of a court order or separation agreement, a parent who had legal custody continues 
to have access to the same information about the student’s health, education and welfare until the 
student turns 18 or turns 16 or 17 and removes him/herself from care and control of his/her 
parent/guardian.  

 

e. Principals shall abide by court orders, however they are not responsible for enforcing the order and 
should problems arise, the parent must enforce the court order.  

 

f. All relevant staff shall be made aware of any custody orders regarding their students, which include 
any limitations on a parent’s right to information about a student.  
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The following points further clarify parental access to information:  
 

a. A non-custodial parent, does not have access to the child at school unless it is specifically set out in 
the court order that access to the child at school shall be permitted;  
 

b. Custodial parents and non-custodial parents with a right of access to their child (“access parents”) 
also have a general right to be given information concerning their children’s health, education and 
welfare unless this right is limited by a court order or a separation agreement. Non-custodial 
parents with access have a right to information and may examine an OSR. 

 
8. THIRD PARTY REQUESTS FOR INFORMATION 

a. Information must not be disclosed to third parties, including the student’s lawyer, without the consent of 
the parent/guardian/adult student. An executed release form which clearly identifies the information 
requested may be used as authority to release the information. If a consent form is required see Form 
APC023-04. 
 

b. Staff must take reasonable care to authenticate the request, which may include contacting the  
 parent/guardian/adult student or requesting identification or credentials. 
 

c. Consent forms for access to OSR records shall be retained in the OSR. 
 

Staff must not:  

 provide letters supporting parenting capability or otherwise provide student information for the 
sole purpose of supporting a parent’s litigation; 

 agree to participate in an interview with a parent’s lawyer;  

 complete testing or assessment reports that do not comply with established Board testing 
criteria; or  

 provide assessments or opinions on matters other than a student’s educational progress or 
educational needs.  

 

9. RELEASE OF INFORMATION  

Government Agencies  

Government agencies or officials may request student personal information in the course of conducting 
their duties. Board staff members shall take steps to ensure the request is properly authorized and that the 
legal authority is valid. If uncertain, Board staff members shall consult with their Superintendent of 
Education or Privacy and Records Information Management Officer.  
 

Such requests may include:  
 

a. Children’s Aid  

In accordance with the Child and Family Services Act, the Family and Children’s Services may collect 
information about a student under 16 when investigating child protection cases. See APS020 
Suspected “Child in Need of Protection” Reporting. 
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b. Ministry of Education  

In accordance with Section 8.1 of the Education Act, the Minister of Education may collect personal 
information directly or indirectly, for purposes related to the following matters, and may use it for those 
purposes:  

i. administering the Education Act and the regulations, and implementing the policies and 
guidelines made under the Education Act;  

ii. ensuring compliance with the Education Act, the regulations, and the policies and guidelines 
made under the Education Act;  

iii. planning or delivering programs or services that the Ministry provides or funds, in whole or in 
part, allocating resources to any of them, evaluating or monitoring any of them or detecting, 
monitoring and preventing fraud or any unauthorized receipt of services or benefits related to 
any of them;  

iv. implementing risk management, error management or activities to improve or maintain the 
quality of the programs or services that the Ministry provides or funds, in whole or in part;  

v. conducting research and statistical activities that relate to education and are conducted by or on 
behalf of the Ministry.  
 

c. Medical Officer of Health  

Section 266(2.1) of the Education Act states that the following information is available, upon request, 
to the Medical Officer of Health serving the area in which the Board is located:  

i. the pupil’s name, address and telephone number;  
ii. the pupil’s date of birth; and,  
iii. the name, address and telephone number of the pupil’s parent or guardian.  
iv. the required information is normally requested through the appropriate Superintendent and 

forwarded to the Medical Officer of Health.  
v. personal information may also be required to support Mandatory Public Health Programs, e.g., 

communicable disease and oral health, under the Health Protection and Promotion Act.  
 

d.  Youth Criminal Justice Act  

The Youth Criminal Justice Act (YCJA) protects the privacy and identity of young persons involved in 
the criminal justice system. The provisions of the YCJA prohibit all persons, including police, youth 
courts and school board officials, from disclosing the identity of a young offender.  
 

Disclosure is allowed between police services and school authorities to ensure safety of staff, students 
or other persons or when authorized by a court order. The YCJA also includes provisions that deal 
with the disclosure, security, storage and destruction of information pertaining to young offenders. The 
sharing of information must take into account a balance between the need to share information in a 
timely fashion, particularly when safety is a concern, and the need for personal privacy. 

 

10. MEDIA COVERAGE AT SCHOOL  

Principals shall ensure that student interaction with the media is conducted in accordance with the following 
guidelines:  

 

Principals must validate the credentials of any member of the media before inviting him/her onto school 
grounds, and in doing so, must collect and record the following information:  

 

 the name and nature of the media corporation the person represents;  
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 the topic of the feature/story (e.g. student achievement, school closures, health education);  

 the type of information the reporter would like to gather from the student (regardless of what will 
actually be publicized), e.g. team photo, name of students, and school, or individual student photo, 
opinion on school activity.  

 if principals have any questions or concerns they should contact the Board’s Chief Managing Officer 
or their School Superintendent for further direction.  

Principals must: 

 Ensure that the Notice of Collection and Use of Student Personal Information form, is posted 
annually in the student handbook or sent home in early September. This form will inform parents in 
writing regarding the possibility of media exposure and of the principal’s inability to control or 
prevent media exposure when a school-sponsored activity occurs off school grounds or when a 
school-sponsored activity occurs on school grounds but is open to the general public. See Form 
APC023-01 

 Schools must collect the Consent to Participate in Media or Promotional Activities form from 
students in September as part of the registration process. See Form APC023-02  

 When a principal invites a member of the media on to school grounds to report on school related 
activities, they must ensure that a signed Consent to Participate in Media or Promotional Activities 
form is on file at the school for each student who participates in interviews or is featured in an 
interview or photo session.  

 As a courtesy parents/guardians should be notified prior to any such interview/media coverage. 

 Students must not participate if there is no consent granted. 

 Interviews must be conducted under the supervision of a staff member. 
 

11. PRIVACY BREACHES  

a. A privacy breach occurs when personal information is lost, stolen, or inadvertently disclosed contrary to 
the Education Act or the MFIPPA. This includes the loss of computers, personal devices or media that 
contain personal information. In accordance with MFIPPA, individuals shall be informed when the 
security of their personal information is breached.  

b. If staff becomes aware of a privacy breach, they must immediately notify their supervisor to ensure that 
immediate action can be taken to mitigate the impact/results of the breach. 

c. For information about responding to a privacy breach, contact your Superintendent of Education or the 
Privacy and Information Management Officer.  

 

12. ONTARIO EDUCATION NUMBER  

a. The Ontario Education Number (OEN) is a unique number assigned to each person who is enrolled in a 
school.  

b. The Education Act allows for the OEN to be collected, used, or disclosed for purposes such as the 
provision of educational services and for purposes related to education administration, funding, 
planning, research, and for providing financial assistance to students.  

c. No person shall, collect, use, or disclose another person’s OEN except as provided by the  
Education Act 

d. The OEN is to be used only for educational purposes. The OEN will be used:  

 on pupil records that are compiled and maintained in accordance with the Education Act or 
under any policy, guideline or directive issued by the Minister relating to pupil records;  
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 on applications made by the individual for enrolment in an educational program, school or 
institution; on pupil assessments, tests and evaluations of the individual.  
 

13. BEST PRACTICES FOR PROTECTING PERSONAL INFORMATION 

These best practices reflect WCDSB’s commitment to protect personal information. 
 

The following are some best practices for security measures to ensure that any personal information 
accessible to employees remains confidential and protected. 
 

a. Access to confidential records should be restricted only to those employees that require the records 
and information in the performance of their assigned duties 

b. Ensure that sensitive and confidential information is not visible to the public. 

c. Encourage a clean desk policy to reduce the risk of exposing confidential information to others. 

d. Lock doors and filing equipment when the office is not in use. 

e. Label filing cabinets, drawers, boxes and other storage containers in a manner that maintains the 
anonymity of items in storage. 

f. Keep open filing equipment or mail boxes behind a counter or other physical barrier to the public. 

g. Locate FAX machines and printers in a secure area, and retrieve sensitive documents immediately. 

h. Phone the intended recipient to confirm receipt of a FAX containing sensitive information. 

i. When transporting confidential information (e.g. student assignments or exams home for marking) 
ensure secure transportation and that confidentiality is maintained. 

j. Ensure records that are the property of the Board, in particular student assignments and exams, are not 
removed from Board control when an employment contract is terminated. (i.e. return all student 
assignments) 

k. Know how long to retain personal information, and securely destroy it as per the WCDSB Records 
Retention Schedule. 

l. Ensure confidential destruction of paper records by placing the records in one of the locked shredding 
boxes for pick up by the shred vendor. 

m. Shut down programs or use password protection on your computer when you leave your desk. (Curtly, 
ALT, DEL) or  L 

n. Computer screens should be positioned to prevent unauthorized viewing. 

o. Notify Information Technology Services if there is a change in an employee’s employment status. 

p. Do not disclose passwords to others. 

q. Report any lost or stolen records to your immediate supervisor. 

r. Use a file checkout procedure for Ontario Student Records and Personnel files, the file’s temporary 
location/borrower’s name, and date borrowed must be recorded, to easily locate files. 

s. Complete a Third Party Confidentiality and Privacy Agreement with third parties when outsourcing 
services that involve the storage or access to personal information under the custody or control of the 
WCDSB 
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FORM – APC023-01  

COLLECTION/USE AND DISCLOSURE OF STUDENT PERSONAL INFORMATION NOTICE  
 

The information collected during the school registration process is personal information as referred to in the 
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) and is collected pursuant to the 
provisions of the Education Act. 
 

The Education Act sets out the duties and powers of the board and authorizes school boards to collect 
personal information for the purpose of planning and delivering educational programs and services which best 
meet students’ needs and for reporting to the Minister of Education as required.  It also requires that the school 
principal maintain an Ontario Student Record (OSR) for each student attending the school.  The OSR is a 
record of a student’s educational progress through school in Ontario and follows students when they transfer 
schools.   
 

Under the MFIPPA, personal information may be used or disclosed by the Waterloo Catholic District School 
Board: 

 for the purpose for which it was obtained or a consistent purpose (a purpose consistent for the reason 
collected); 

 to board officers or employees who need access to the information in the  performance of their duties if 
necessary and proper in the discharge of the board’s authorized functions; 

 to comply with legislation, a court order or subpoena or to aid in a law enforcement investigation 
conducted by a law enforcement agency; and, in compelling circumstances affecting health or safety 
(providing notice of the disclosure is sent to the student’s home). 
 

It is our practice to include a notice statement on forms used to collect personal information to advise you how 
we will use and disclose the information.  
 

The following are routine uses and disclosures of student personal information. 
 

 The student’s OSR will be used by school and board staff to support the classroom teacher in developing an 
educational program which best meets the student’s needs. Staff working with the classroom teacher or directly with 
the student may include individuals working in areas such as Special Education, guidance counselling, student 
success, etc.  

 WCDSB Secondary schools will receive information about registered Grade 8 students in advance of the student 
attending the secondary school to help establish an appropriate program for the student.  

 WCDSB secondary school will share information about each student’s progress through secondary school with the 
student’s previous elementary school to support continuous improvement of the elementary school program for all 
students.  

 Student demographic information and Critical Medical Information will be released to the Student Transportation 
Services of Waterloo Region and the contracted bus companies responsible for transporting students in order to 
administer the Board’s contracted transportation program.  

 Phone numbers will be used on emergency telephone lists. Examples include: emergency contact lists to facilitate 
contact with parents during emergencies (e.g. inclement weather); safe arrival programs, which may be staffed by 
parent volunteers, to contact parents where a student is absent and the parent/guardian has not notified the school of 
the absence. 

 Student information may also be shared with medical responders or the hospital in the case of a medical emergency.  

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90m56_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90e02_e.htm
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 Student information may also be shared with the Region of Waterloo Public Health Dept., Waterloo Region Family 
and Children Services or as required by law. 

 Information may be used to deal with matters of health and safety or discipline and is required to be disclosed in 
compelling circumstances or for law enforcement matters or in accordance with any other Act. 

 Student work, including student names, may be displayed in the classroom or in school hallways, or may be shared 
with the public through science fairs, school and board newsletters, writing/colouring/poster contests, community 
events, fairs, and similar events/locations outside the school setting.  

 Student accidents that take place during school or on school-sponsored activities will be reported to the Board insurer. 
Reports include the name of the injured student(s) and details about the incident as well as the name and contact 
information of witnesses to the accident.  

 Birthday congratulations may be announced over the PA system and/or in the classrooms.  

 Class lists with student first names and last initial only may be distributed to other parents for the purpose of 
addressing greeting cards or invitations in connection with holidays, birthday parties, etc.  

 Surveillance equipment may be used in schools and on buses to enhance the safety of students and staff, to protect 
property against theft or vandalism, and to aid in the identification of intruders and of persons who endanger the 
health, wellbeing or safety of school community members 

 If appropriate information will be shared with the WCDSB Newcomers Centre, Interpreters and Settlement Workers. 

1. Student Photographs  
Will be used for the following purposes only when consent is provided on Form APC023-02; 

 Student names and/or photographs may be printed in school programs (e.g. commencement or graduation programs, 
school plays and musical productions, student awards, academic and athletic awards and plaques, school brochures, 
honour roll and classroom assignments) and in school yearbooks.  

 Students may be recorded or photographed by their classroom teacher in school or during school activities as part of 
their educational program.  

 School activities may be reported in school and Board newsletters, and on school and Board websites. Individual 
students will only be photographed and identified with appropriate consents.  

2. Media 
Will be used for the following purposes only when consent is provided on Form APC023-02; 

 The media, such as newspapers, television and radio, may be invited to the school for the purpose of reporting on 
newsworthy events or activities such as graduations, student achievements/awards, and current events. Their reports 
may include non-identifying photos of groups of students. Individual students would only be photographed or identified 
with appropriate consent. See Form APC023-02  

 Parents/guardians/adult students must be aware that when students participate in extra-curricular or non-compulsory 
activities on or off school grounds, the school principal is unable to control or prevent any media exposure which may 
occur.  
 
If you have any concerns regarding the release and sharing of the information, please speak directly to your school 
principal. The above will apply unless an objection is filed with the principal and an alternative resolution can be found. 
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FORM APC023-02   
1. USE OF STUDENT IMAGE/VOICE/WORKS       
 

Name of Student: (Please Print)           
 

Name of School:              
 

I hereby give my consent to the Waterloo Catholic District School Board (the Board) to record, film, 
photograph, audiotape or videotape my child’s image/voice/works in promotion of education, corporate 
related activities, and media reports, including: internet/intranet sites that the board and its schools have 
ownership and control over, publications including school/board newsletters, public service announcements 
(televised and print), news reports and feature stories, public awareness efforts, marketing and advertising, 
and other related materials. 
 

In addition, I waive all claims to compensation or damages based on the use of his/her image/voice/works 
by the Board. I also waive any right to inspect or approve the finished photographs/video/audio/works. 
 

I agree that all such portraits, pictures, photographs; video and audio recordings, digital files, works, and 
any reproductions thereof shall remain the property of the board, unless otherwise noted. 

 

 I consent to the above use of my child’s image/voice/works 
 

 I do not consent to the use of child’s image/voice/works 
 

2. MEDIA RELEASE CONSENT 

The Waterloo Catholic District School Board and its schools cooperate with media organizations, within 
reason, to encourage the celebration of Catholic Education, school achievements, sharing information 
about students and staff and their work and to report newsworthy events.  For example, a media 
organization may want to: interview your child about a newsworthy event; film/photograph or digitally record 
your child doing an activity; showcase your child’s work or accomplishments.  This will only be permitted 
with your consent. 

 I consent to the above Media Release 
 

 I do not consent to the above Media Release 
 

Parents/Guardians/Adult Students must be aware that when students participate in extra-curricular or non-compulsory 
activities off school grounds, the school principal is unable to control or prevent any media exposure which may occur. 
 

I understand that this consent is valid for one year and may be withdrawn by me at any time with written notice.  
 

Name of Parent/Guardian/Adult Student (Please Print)         
 

Signature of Parent/Guardian/Adult Student:          
 

Date:                
 

If you have any questions or concerns please contact your school principal. 
Information on this form is collected pursuant to the board’s responsibilities set out in the Education Act and the Municipal Freedom of Information and 
Protection of Privacy Act.   Information on this form will be used to collect or disclose information.  Questions regarding the collection of this information 
should be directed to the school principal. 
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FORM – APC023-03

Specific Event - Photographs and Recording Consent, Waiver and Release 
 

I hereby grant permission to the Waterloo Catholic District School Board (WCDSB) and its agents or 
representatives to take photographs, videos or audio recordings of me/my child to promote, publicize or 
explain the WCDSB and its activities and functions and for administrative or educational or training 
purposes as outlined below. 
 

              
Event Date      Event and Location (provide details) 
 

              
Describe what is being recorded 
 

              
Describe primary purpose for the use of the information. 
 

I further grant to the WCDSB and its representatives the right to reproduce, use, exhibit, display, 
broadcast and distribute and create derivative works of these images and recordings and name in any 
media now known or later developed. I acknowledge that the WCDSB owns all rights to the images and 
recordings.  
 

I further grant consent under the Municipal Freedom of Information and Protection of Privacy Act to the 
WCDSB to collect, use and disclose my image, voice, likeness and name in the video 
recordings/photographs for the promoting, publicizing or explaining the WCDSB and its activities and for 
administrative or educational purposes. 
 

Waiver and Release  

I hereby waive any right to inspect or approve the use of the images or recordings or of any written copy. 
I also waive any right to royalties or other compensation arising from or related to the use of the images, 
recordings, or materials.  
 

I hereby release, and hold harmless the WCDSB, its officers, employees or agents from and against any 
claims, damages or liability arising from or related to the use of the images, recordings or materials.  
 

I have read this document before signing below and I fully understand the contents, meaning and impact 
of this consent, waiver, and release. This consent, waiver, and release is binding on me, my heirs, 
executors, administrators and assigns.  
 

I understand that by giving this consent, I am permitting personal information about me or my child to be 
used as outlined in this form and further understand that if consent were withheld this use would not 
occur. I have given this consent voluntarily 
 

              
Name of Student (please print)    School 
 

              
Signature of Student     Date        
              
Name of Parent/Legal Guardian/Adult Student (please print) Signature of Parent/Legal Guardian/Adult Student 

 
 
 
Information on this form is collected pursuant to the board’s responsibilities set out in the Education Act and the Municipal Freedom of 
Information and Protection of Privacy Act.   Information on this form will be used to collect or disclose information.  Questions regarding the 
collection of this information should be directed to the school principal. 
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FORM APC023-04

CONSENT FOR THE COLLECTION/RELEASE OF INFORMATION FORM 
 

This form authorizes the collection and/or release of personal information for the purpose outlined.  This 
consent is valid for the current school year and may be cancelled or changed by the authorizer in writing 
at any time. 
 

Name of Student:             

Address:              

City:              Postal Code:       

Phone:      School Name:       

Date of Birth:        

        
I hereby consent to the collection and/or release of personal information by: 

Organization Name:             

Name:               

Address:              

City:              Postal Code:       

Phone:       

To the following: 

Organization Name:             

Name:               

Address:              

City:              Postal Code:       

Phone:              
 

Describe the personal information and the purpose for collecting and/or releasing: 
              
              
              
               

Signature of Parent / Guardian:          

Date:               

Signature of Witness:            

Date:             

c.c. Ontario Student Record  
 
Information on this form is collected pursuant to the board’s responsibilities set out in the Education Act and the Municipal Freedom of 
Information and Protection of Privacy Act.   Information on this form will be used to collect or disclose information.  Questions regarding the 
collection of this information should be directed to the school principal. 


