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Goals

1. To maintain confidentiality of student files within the ISC.

2. To ensure only relevant and current information is held pertaining to students in keeping
with the Ministry of Education, the specialists’ professional board requirements and the
Privacy Act.

Guidelines

1. Appropriate and relevant information about students is to be kept on a secure drive
that is only accessed by relevant staff (HOD and therapist).

2. Student information is securely stored for 10 years after they have left the ISC. After this,
it is deleted correctly.

3. The HOD of the ISC and appropriate staff have access to files when it is deemed
necessary.

4. Parents of students, and students themselves, have a right to access their file via a
request to the HOD .
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1. Storing files for 10 years is a requirement for specialist professional boards on a secured drive.

2. This is in keeping with the overall College privacy policy and procedures, which states that the
right to access information does not necessarily convey the right to access the documentation
in which that information is held.



