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KING DAVID POLICY BOOKLET  
 

The policies contained in this document have been created to ensure King David High 
School is in keeping with all Ministry of Education requirements and best practices for 
independent schools. All policies are regularly reviewed and updated as needed. 

 

The following policies are contained:  
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Student Records …………………………………………………………………..................... 24 
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Supervision of Students Policy 

 

Teachers and / or office staff are on duty during the following times: 

• 30 minutes prior to first block 
• Recess 
• Lunch  
• 20 minutes after school dismissal 

 
Students who wish to be in the building more than thirty minutes prior to first block, or 
more than twenty minutes after last block should make arrangements with a teacher or 
staff member.  Students are not permitted in the building before or after these regular 
school hours unless they are with a KDHS staff member.  

 

Parents should note that students who are in the building or on school grounds outside 
of the times stipulated above, will not be under the direct supervision of KDHS staff.  Also, 
please note that thirty minutes after the last class has ended there are no longer staff 
on hand to open the front door.  Parents or students wishing to enter the building after 
this time should make arrangements with a KDHS staff member. 

 

In order to ensure the safety and supervision of our students, please arrange to have 
students: 

a) arrive at school ten to thirty minutes prior to the first block, and  
b) picked up from school within twenty minutes of last block. 
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Information Communication Technology (ICT) and Social Media Policy 

 
As part of their enrollment to King David High School, all students have signed a 
contract agreeing to the following policy: 

This policy seeks to encompass the use of all electronic data and personal electronic 
devices (hardware), including but not limited to: computers, data tablets, cellular 
telephones, smart phones, digital cameras, video games, and video players. Software 
includes the use of applications loaded onto data devices and web-based 
applications, including social media, games, video, etc.  

Technology offers incredible opportunities to enrich the academic and personal lives of 
students. It is important that students use technology in a manner that protects:  

• the privacy and personal well-being of other users;  
• themselves from emotional or physical harm; and 
• their identity and personal information. 
 

 
Responsible Use  
Rather than trying to limit access to technology, King David High School is committed to 
helping students develop the ability to make good technology-use decisions. Students 
shall:  

• only access information that is appropriate;  
• speak and write about other people in a manner that is respectful;  
• only post or share images and ideas that they may not regret later 

(students must recognize that everything on the Internet is permanent 
and may be accessed by anyone);  

• share only appropriate images of others, with their prior consent;  
• be aware of the impact of their technology use on those in their 

immediate vicinity;  
• avoid sharing their personal information, or that of their family or their 

peers (this includes their real name, contact details, photo, Social 
Insurance Number, banking details);  

• not arrange to meet in person an individual they met online unless they 
have their parents’ permission;  

• not attempt to access (hack) secure sites to which they have not been 
granted access;  

• not use the accounts or passwords of another individual without their 
explicit consent;  

• not access or transmit, either internally or externally, any materials that 
may be considered pornographic or sexual in nature, demeaning or 
libelous, copyrighted, in violation of either Canadian law or the KDHS 
Code of Conduct; 
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• protect the privacy of King David students and faculty, by not, under any 
circumstances, creating digital video or sound recordings of faculty 
members or students either on campus or at off-campus King David 
events; 

• not use social media sites to publish disparaging or harassing remarks 
about KDHS community members, athletic or academic contest rivals, 
etc.; 

• ensure that any posted editorial content to websites or other forms of 
online media does not reflect poorly upon the school. 

 
Inappropriate use of the school’s network system may result in termination of the 
student’s user privileges, liability for damages, and/or further disciplinary action as 
deemed appropriate by the school’s administration.  

 

 

 

 

  

5 
 



KDHS Special Needs Policy 

 

King David is committed to the providing an education for every Jewish student of 
secondary school age.  We recognize the right of every student to have his/her 
individual needs accommodated by the school to the greatest extent reasonably 
possible.  It is our long-term goal to be in a position to accept any Jewish child who 
wishes to attend.  Consistent with this goal is an ongoing effort to make our programs 
increasingly accessible to students with special needs. 

To ensure proper delivery of services by the school, special needs students must 
undergo an individual assessment. As part of this assessment, parents may be required 
to provide the results of psycho-educational or other testing, or to allow such testing to 
occur, as required by the school. The school will conduct an ongoing review of each 
student’s needs to ensure individual requirements are being met and, if needed, to 
determine whether a student’s needs can no longer be supported by the school (as 
described below).   

Enrolment of students with special needs will be contingent on the administration’s 
determination, following the individual assessment, that it will be able to provide the 
student with his/her required services without undue hardship on the school or 
unreasonable interference with existing programs. The school’s ability to accommodate 
students with special needs is subject, in part, to the school’s facilities and capacities. As 
such, students who require extra time for the completion of assessments or assignments 
will be granted up to a maximum of 50 percent additional time. 
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KDHS Challenge and Equivalency Policy 

 

Challenge  

1. The Challenge Process assesses students’ undocumented prior learning for 
the purposes of granting credit for a Grade 10, 11, or 12 course. The 
opportunity to challenge for credit begins one year after the implementation 
of any new provincial curriculum. 
 

2. Students must provide proof of competency to the administration in a subject 
before they are granted the opportunity to challenge a course. The 
challenge process is an evaluation process and may not be used for students 
to improve a mark in a course for which they have already earned credit, or 
as a way to obtain credit for a course they have previously failed. 

 
3. Assessment instruments for the challenge process may include formal tests 

and a variety of other assessment strategies appropriate to the particular 
course. Assessment strategies will be adapted for students with special needs 
as required. 

 

Note: The Challenge and Equivalency Policy does not apply to Judaic Studies courses 
except for Hebrew Language. 

 
Equivalency  
 
1. The Equivalency Process is the process of assessing documented learning from 

other jurisdictions such as schools outside the BC school system in order to grant 
credit ‘as equivalency’ for a Grade 10, 11, or 12 course.   
 

2. Equivalency credits are granted only by school administrators. The 
administration will determine the total credit equivalency of the student’s 
previous learning. Administrators will, in conjunction with the student’s 
documentation, use the BC Ministry of Education Handbook of Procedures as a 
reference in determining equivalency.  
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KDHS Appeal Policy 
 

 
Whereas: 
 

A. It is the policy of the Board that the day to day running of the school is to 
be managed by the school administration under the authority of the 
Head of School; 

 
B. There may arise from time to time exceptional circumstances which 

render it appropriate to provide parents of students enrolled in or seeking 
admission to the school who are dissatisfied with an act or decision of the 
administration that impacts significantly on that student, a right to appeal 
the act or decision to another body, 

 
NOW THEREFORE, it is resolved that the Board adopt the following policy: 
 

1. In the ordinary course, any student or parent, or applicant for position in 
the school or their parent who is dissatisfied with an act or decision of a 
teacher or other member of the staff should in the first instance be 
encouraged to take the matter up with that teacher or staff member with 
a view to resolving it informally. 
 

2. If after following the policy in the preceding paragraph, the affected 
party remains dissatisfied, then if the decision maker whose act or decision 
is impugned is not the Head of School or the Deputy Head of School, the 
matter may be appealed to the Deputy Head of School or the Head of 
School, at the discretion of the Head of School.  If the decision maker is 
the Deputy Head of School, then the matter may be appealed to the 
Head of School. 
 

3. If a parent of a student enrolled in or seeking admission to the school is 
dissatisfied with the result of an appeal to the Head of School under the 
preceding paragraphs, or with any act or decision of the Head of School 
in the first instance, and the act or decision has had or may have a 
significant impact on the student (as determined by the Executive 
Committee), then the Executive Committee may, in exceptional 
circumstances, permit either one or both parents of the student to bring 
an appeal of that decision to an ad hoc appeal committee (the “Appeal 
Committee”) to be established by the Executive Committee for the 
purpose of hearing the appeal.  The Appeal Committee will consist of at 
least two members of the Executive Committee (one of whom will serve 
as chair) and a third member, all of whom will have had no prior 
involvement in the matter, and who are otherwise free of any conflict of 
interest in the matter. Members of the Appeal Committee who do have a 
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conflict of interest should voluntarily excuse themselves from participating 
on the committee. If a member does excuse him or herself from the 
Appeal Committee, the chair will appoint a board member as a 
replacement. 
 

4. The Appeal Committee will control its own process and may decide to 
resolve the appeal orally or in writing.  If the appeal is to be resolved in 
writing then the Head of School will prepare a written report on the matter 
to the Appeal Committee and the Chair will provide a copy of the Head 
of School’s report to the parent bringing the appeal, who will be given a 
reasonable opportunity to respond, either orally (with or without the Head 
of School present, at the discretion of the Chair) or in writing.  If the 
appeal is to be resolved orally, then the Appeal Committee will convene 
a hearing attended by the Head of School and the parent bringing the 
appeal so that the parent may hear and respond to any assertions made 
to the Appeal Committee in support of the act or decision under appeal. 
 

5. After hearing from the Head of School and the parent bringing the 
appeal, the Appeal Committee will reach a decision by majority vote and 
the Chair will communicate the decision to the Head of School, the 
parent who brought the appeal and the Executive Committee. 
 

6. The decision reached under the preceding paragraph will be final and 
binding. 
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KDHS Anti-bullying Policy 
 

King David’s Anti-bullying policy is in keeping with our overall school values and Code 
of Conduct. In striving to maintain an environment in which all members of our school 
community feel safe and welcome, we ask all of our King David family to act in a way 
that exemplifies the qualities of a mensch which include treating others with respect, 
kindness, and empathy. 
 
What is Bullying?  
Bullying is a wilful and deliberate act of physical, verbal or relational aggression that 
involves an abuse of power and the intent to hurt others. This act is usually repetitive 
and carried out by one or more people against another person or group.  
 
Bullying can take on, but is not limited to, the following forms:  
 
Verbal:  

• Persistent taunting or hurtful teasing of others with put-downs and name-calling;  
• Mocking or ridiculing another person‘s ideas, appearance, abilities or work;  
• Making offensive or degrading remarks or claims about another‘s culture 

(racism), gender (sexism), sexual orientation (homophobia), abilities, religion or 
social background;  

• Spreading false and malicious rumours or gossip;  
• Uttering sexually suggestive or sexually abusive comments;  
• Forcing others to do something;  
• Making threats, scaring or intimidating others, including behaviours such as 

extortion of money or possessions;  
• Hurtful, offensive and/or threatening gestures, notes and graffiti;  
• Intimidating or harassing messages delivered phone, voice mail, text messaging, 

chat rooms, instant messaging (i.e. MSN Messenger, BBM, Yahoo Messenger), e-
mail, websites, Facebook, or any other communications tools.  

 
Physical:  

• Any form of physical violence such as hitting, slapping, biting, choking, pulling, 
pushing, scratching, tripping, kicking, pinching and spitting;  

• Unwanted physical contact such as touching;  
• Interfering with, taking, or damaging the belongings of others.  

 
Relational:  

• Ignoring, rejecting, isolating, or excluding others;  
• Shunning others which involves both exclusion and rumour spreading;  
• Purposefully manipulating and/or ruining relationships.  
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Everyone at King David has a role to play to ensure that bullying has no place in our 
school. Research shows that bullying of any kind is dramatically reduced when others 
stand up for someone being bullied. Jewish history has shown us the implications of 
standing idly by and not standing up for what is right. We ask all members of our King 
David family to subscribe to the following four principles and to work together to keep 
bullying out of our school: 
 

1. Refrain from bullying of any kind, for any reason. 
2. Treat others with respect and kindness. 
3. Intervene, if it’s safe. Or tell someone who can. 
4. Include instead of exclude or ignore. 

 
Consequences  
 
As a school, we are committed to thoroughly investigating and resolving all cases of 
bullying in a firm, judicious, and caring manner with support from students, staff, and 
parents. All suspected cases of bullying will be looked into by the relevant teacher(s), 
administration and/or the school counsellor. Bystanders and onlookers will also be 
considered in terms of culpability. Any inquiry will be conducted in a sensitive and 
confidential manner in consultation with appropriate students, parents and staff. 
Ensuring the safety and well-being of our students will be our first priority. Student and 
parent concerns regarding student safety will be taken very seriously, and action will be 
taken to resolve these concerns.  
 
Students engaged in behaviours that interfere with the general welfare of students, the 
learning environment, or that reflect negatively on the school and its values, may be 
subject to disciplinary action even if this behaviour occurs off school property and at 
any time including evenings, weekends, or school holidays. Consequences will depend 
on the severity and frequency of the incident(s) and may include parental notification, 
suspension from school activities and classes, involvement of the police, suspension, or 
expulsion. 
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RESPONDING TO CHILD ABUSE AND NEGLECT POLICY 
 
Introduction 
 
Child abuse is a serious problem. Its impacts can last a lifetime and even extend to 
future generations. Understanding child abuse and neglect and knowing how to 
respond are critical. 
 
School personnel are responsible both for reporting suspected child abuse and neglect 
and also for cooperating with resulting investigations. Identifying and supporting 
students who have experienced child abuse and neglect is important in meeting these 
responsibilities. 
 
What is Child Abuse and Neglect? 
 
The following definitions are adapted from The BC Handbook for Action on Child Abuse 
and Neglect (pages 23-25): 
 
Physical Abuse: a deliberate, non-accidental physical assault or injury by an adult or 
significantly older or more powerful child that results in, or is likely to result in, physical 
harm to a child. 
 
Sexual Abuse: the use of a child for sexual gratification by a person in a position of trust 
and/or authority, or by a significantly older or more powerful child. It includes sexual 
touching, menacing or threatening sexual acts, obscene gestures, or deliberate 
exposure of the child to sexual activity or material. 
 
Emotional Abuse: a pattern of destructive behaviour or verbal attacks by an adult on a 
child. Typical behaviours may include rejecting, terrorizing, ignoring, isolating, 
humiliating, insulting, scape-goating, exploiting or corrupting a child. 
 
Neglect: failure to provide for a child's basic needs: food, clothing, adequate shelter, 
supervision and medical care. Neglect is the form of abuse most frequently reported to 
the Ministry of Children and Family Development (MCFD). 
 
Sexual Exploitation: permitting, encouraging or requiring a child to engage in conduct 
of a sexual nature for: stimulation, gratification or self-interest of another person; 
prostitution; or production of material of a pornographic nature. 
 
Legal Duty to Report 
 
Child, Family & Community Service Act—Summary of Section 14 Duty to Report 
A person who has reason to believe that a child needs protection under Section 13 of 
the Child, Family and Community Service Act, is legally required to report promptly to a 
child protection social worker in the MCFD. Failure to report is an offence.  
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Summary of Section 13—When protection is needed 
 

a) Actual or likely physical harm by a parent 
b) Actual or likely sexual abuse or exploitation by a parent (includes engaging in 

child prostitution) 
c) Parent is unable or unwilling to protect child from physical harm or sexual 

abuse/exploitation by another person 
d) Actual or likely physical harm because of neglect by a parent 
e) Emotional harm as a result of a parent’s conduct; child demonstrates anxiety, 

depression, withdrawal, or self-destructive or aggressive behaviour 
f) Child is deprived of necessary health care 
g) Child’s development is likely to be seriously impaired by treatable condition and 

parent refuses to consent to treatment 
h) Parent is unable or unwilling to care for child and has not made adequate 

provision for child’s care 
i) Child absent from home and his/her safety and well being are being 

endangered 
j) Lack of adequate arrangements for child upon death of parent 
k) Child is abandoned with no adequate provision for his/her care 

 
 
What to do if you suspect Abuse or Neglect 
 

• If the child is in immediate danger, call 911. 
• If you have reason to believe a child has been, or is likely to be abused, or needs 

protection, report immediately to the Child Protection Unit of the MCFD, call the 
Helpline for Children at 310-1234 (no area code required) or 1-800-663-9122 
outside of regular office hours. 

• Inform the Head of School and school counsellor. 
• Document the report and be prepared to provide follow-up to MCFD or the 

police. 
• Do not inform the parents of the report. It is the responsibility of the MCFD or 

police to investigate and inform parents. 
• Cooperate fully with any and all resulting investigations. 

 
 
Keep in Mind: 
 
 You do not need proof; it is the child welfare worker’s job to determine if there is 

abuse or neglect. 
 It does not matter if someone else has already made a report—you still must 

make a report. 
 The legal duty to report overrides any duty of confidentiality. 
 No damages may be brought against a person for reporting information unless 

the person knowingly reports false information. 
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The BC Handbook for Action on Child Abuse and Neglect and Supporting Our Students: 
A Guide for Independent School Personnel Responding to Child Abuse are located in 
the staff room and the counsellor’s office. In both, you will find information on:  
 
 Recognizing the indicators of Abuse or Neglect 
 How to talk to a child whom you suspect is being abused or neglected 
 What information the child welfare worker will require when you make a report 
 What happens after you make a report 

 
For the purposes of reporting alleged abuse, King David High School has appointed two 
school officials who will be responsible for working with child care workers to determine 
whether a child has been harmed by someone who works or volunteers at the school.  
 
The school officials for King David High School will be the Head of School and Deputy 
Head of school. 
 
In fulfilling the role as a school’s Appointed School Officials, the Head or Deputy Head 
of School may be required to:  
 

• investigate where appropriate on behalf of the school authority;  
• ensure a safe school environment during investigations;  
• consult with the child welfare worker and/or police;  
• ensure that no school employee interferes with any investigations;  
• communicate with parents with respect to actions taken by the school authority;  
• report to the Commission for Teacher Regulation, Teacher Regulation Branch, 

Ministry of Education, when the School Authority dismisses, suspends or otherwise 
disciplines a certified teacher or school Head of School (Independent School Act 
section 7 and 7.2); and, refer student(s) for counseling according to the school’s 
policies.  

 
In the event an allegation of abuse is made against the Head of School, a member of 
the executive from the school’s board of directors will be appointed as a School 
Official. 
 
***If you have questions, concerns, or suspect abuse or neglect, consult a counsellor or 
administrator immediately.*** 
 
 
  

14 
 



RESOURCES AND REFERRALS 
 
Emergency: 

• 911 
• Mental Health Emergency Service: (CAR 87) 604-874-7307 
• Youth In BC/Crisis Center: 604-872-3311, 1-866-661-3311 
• Kids Help Phone: 1-800-668-6868 
• Help Line for Kids in BC: (no area code needed) 310-1234 
• Native Youth Crisis Hotline: 1-877-209-1266 
• CART (Child and Adolescent Response Team) urgent response to mental health 

related crisis, short term therapy, referrals, assessments: 604-874-2300 
• BC Children’s Hospital: 604-875-2345 
• Vancouver General Hospital: 604-875-4111 
• St. Paul’s Hospital: 604-682-2344 
• 24/7 Distress Phone Service: 1-800-SUICIDE (784-2433) 

 
Non-Emergency: 
 

• Police: 604-717-3321 
• Jewish family Services: 604-257-5151 
• JCC Youth Outreach Worker: 604-441-7215 
• SAFER (Suicide Attempt Counseling Service) 604-879-9251 
• VictimLINK: information/referrals to victims of violence: 1-800-563-0808 
• Ministry for Children and Families after Hours line: 604-660-4927 
• Kelty Mental Health Resource Center: 604-875-2084 
• Pacific Spirit Health Center: 604-261-6366 

 
Websites: 
 

• Vancouver Coastal Health: www.vch.ca 
• Jewish Family Services: www.jfsa.ca 
• Mind Check: www.mindcheck.ca 
• BC Counsellors: www.bc-counsellors.org 
• Qmunity: www.qmunity.ca/youth 
• Kids Help Phone: www.kidshelpphone.ca  
• Youth In BC:  www.youthinbc.com 

 

 

 

 

 

  

15 
 

http://www.vch.ca/
http://www.jfsa.ca/
http://www.mindcheck.ca/
http://www.bc-counsellors.org/
http://www.qmunity.ca/youth
http://www.kidshelpphone.ca/
http://www.youthinbc.com/


ADMISSIONS POLICY 
 

 
As a community Jewish Day School, King David accepts applications for admission from 
students entering in Grades 8 - 11 who meet the criteria for admission as set by the 
Head of School.  In order to maintain the integrity of our school’s reputation and 
commitment to a meaningful Jewish education consistent with the mission of our 
school, and to ensure a positive learning environment for our Grade 12 students, 
applications will not be accepted for students entering Grade 12.  Parents of Grade 12 
students may submit a request in writing to the Head of School for an exception to be 
made for admission to Grade 12 for reasons that may include:  

• Previous attendance at King David (years of attendance and reason for 
leaving) 

• Demonstrated commitment to Jewish Education 
• Relocation from outside the Vancouver community  
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PERSONAL INFORMATION PRIVACY POLICY FOR PARENTS AND STUDENTS 
 

 
The School’s Commitment to You 
 
Safe guarding personal information of parents and students is a fundamental 
concern of King David High School (King David). The school is committed to meeting 
or exceeding the privacy standards established by British Columbia’s Personal 
Information Protection Act (PIPA) and any other applicable legislation. 
 
This Personal Information Privacy Policy describes the policies and practices of King 
David regarding the collection, use and disclosure of personal information about 
students and parents, including the steps the school has taken to ensure personal and 
financial information is handled appropriately and securely. 
 
King David may add, modify or remove portions of this Personal Information Privacy 
Policy when it is considered appropriate to do so, and any such changes will be 
effective upon giving notice of the   revised policy. You may ask for the most recent 
update of this Personal Information Privacy Policy at the school office. This Personal 
Information Privacy Policy may be supplemented or modified by agreements entered 
into between King David and an individual from time to time. 
 
Ten Privacy Principles 
 
As part of King David's commitment, the Ten Privacy Principles govern the actions of 
the school as they relate to the use of personal information. This Personal Information 
Privacy Policy describes the Ten Privacy Principles and provides further details 
regarding King David's compliance with the principles. 
 
Definitions 
 
In this Personal Information Privacy Policy, the following terms have the meanings set 
out below: 
 
“Personal information” means any information about an identifiable individual, as 
further defined under British Columbia’s Personal Information Protection Act or other 
applicable laws. Personal information excludes the name, position name or title, 
business telephone number, business address, business email, and business fax number 
of an individual, as well as any publicly available information as designated under 
applicable laws, such as information available from a public telephone directory or 
from a public registry. 
 
“Parent” means the parent, guardian, or other legal representative of a student. 
“Student” means a prospective, current, or past student of King David. 
 
Principle 1 – Accountability 
 
King David is responsible for maintaining and protecting the personal information 
under its control. In fulfilling this mandate, the school designates an individual who is 
accountable for the school’s compliance with the Ten Privacy Principles. This individual 
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is the Privacy Officer of the school. 
 
You may contact our Privacy Officer as follows: 
 

King David High School 
Attention: Alex Monchamp, Deputy Head of School  
Address: 5718 Willow St., Vancouver BC, V5Z 4S9 
Phone: 604-263-9700 
Fax: 604-263-4848 
Email: amonchamp@kdhs.org 

 
 
Principle 2 – Identifying Purposes 
 
King David will, before or at the time personal information is collected, identify the 
purposes for which the information is collected, used and disclosed. 
 
What Information is Collected? 
 
King David collects and uses personal information to provide students with the best 
possible educational services enunciated by the Mission statement of the school. Most 
of the information the school collects comes to the school directly from parents and 
students or is information regarding the student’s school activities, performance or 
behaviour, such as attendance records or grades. For example, when a student 
applies to register in the school, the school will ask you to provide the information that 
enables it to complete the registration process. This also includes information on 
academic, health, and personal matters needed by the school to provide the best 
possible education and co-curricular programs.  King David also collects information in 
connection with the use of its computer systems. Personal information may also be 
collected and used and disclosed in the course of the operation of building security 
systems, including video and other surveillance systems.  
 
Principle 3 – Consent 
 
King David will obtain consent of the individual for the collection, use or 
disclosure of personal information except where the law states exemptions, 
grants permission, or creates a requirement for collection, use, or disclosure of 
personal information. 
 
Requirements for consent to collection, use or disclosure of personal information vary 
depending on circumstances and on the type of personal information that is 
intended to be collected, used or disclosed. In determining whether consent is 
required and, if so, what form of consent is appropriate, King David will take into 
account both the sensitivity of the personal information and the purposes for which 
King David will use the information. Consent may be express, implied (including 
through use of “opt-out” consent where appropriate), or deemed. For example, if an 
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individual provides his/her mailing address and requests information regarding a 
particular service, consent to use the address to provide the requested information 
may be implied. 
 
On giving reasonable written notice to King David, an individual may withdraw 
consent to the collection, use or disclosure of his or her personal information. Upon 
notice of withdrawal of consent, King David will notify the individual of the likely 
consequences of withdrawing his or her consent and, except where otherwise 
required or permitted by law, King David will stop collecting, using or disclosing the 
personal information as requested. 
 
If a person provides King David or its service providers or agents with personal 
information about an individual, the person represents that it has all necessary 
authority and/or has obtained all necessary consents from such individual to 
enable King David to collect, use and disclose such personal information for the 
purposes set forth in this Personal Information Privacy Policy. 
 
Principle 4 – Limiting Collection 
 
King David will limit the personal information collected to that information necessary 
for the purposes identified by the school. 
 
Principle 5 – Use, Disclosure and Retention 
 
King David will only use, disclose and retain personal information for the purpose for 
which it was collected unless the individual has otherwise consented, or when its 
use, disclosure or retention is required or permitted by law. 
 
How is Information Used? 
 
King David uses personal information as follows: 
• to communicate with parents and students, process applications and ultimately to 

provide students with the educational services and co-curricular programs you 
expect. 

• to enable the school to operate its administrative function, including payment of 
school fees and maintenance of non-educational school programs including 
parent and volunteer participation and fundraising. 

• health, psychological, or legal information to provide certain specialized services in 
those areas or as adjunct information in delivering educational services. 

 
If for any reason personal information is required to fulfill another purpose, the school 
will, where appropriate, notify you and ask you for your consent before the school 
proceeds. 
 
King David may use anonymous information, such as information collected through 
surveys or statistical information regarding students, to constantly improve our 
school. 
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When May Information be Disclosed? 
 
King David may disclose an individual’s personal information to others in connection 
with the purpose for which it was collected, as consented to by the individual, or as 
required or permitted by law. The following are some examples of how King David 
may disclose personal information. 
 
When Authorized by You 
 
• Other educational institutions routinely contact the school for personal information 

about students. For example, if a student moves to another school, college or 
university, student records are requested by the enrolling institution. Your 
permission to pass on these records is usually obtained when the student is 
registered and you authorize the school to disclose such information to other 
appropriate educational institutions for the ongoing education of the student. 

• Contact information may be used to enable the school to provide the para-
educational and administrative services usually operated by the school. These 
services include phoning committees, participation groups, parent meetings, 
fundraising, events, annual general meetings, etc. 

 
 
In some cases, when communication is over the telephone, your consent to the use 
and/or disclosure of your information will be obtained verbally. In other cases such as 
when you communicate through e-mail, your consent will be obtained electronically. 
 
When Required by Law 
 
The type of information the school is legally required to disclose most often relates to 
family court issues, legal proceedings, court orders and government tax reporting 
requirements. Student information as per Form 1701 is annually filed with the Ministry of 
Education. 
 
Only the information specifically requested is disclosed and the school takes 
precautions to satisfy itself that the authorities making the request have legitimate 
grounds to do so. 
 
When Permitted by Law 
 
The school is legally permitted to disclose some personal information in situations such 
as an investigation of illegal activities, reasonable methods to collect overdue 
accounts, a medical emergency or suspicion of illegal activities, etc. Only pertinent 
information is disclosed. 
 
The school does not sell, lease or trade information about you to other parties. 
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Outside Service Suppliers 
 
At King David, the school sometimes contacts outside organizations to perform 
specialized services such as printing, student assessments, market research or data 
processing. For example, the school gives its yearbook publisher the information 
required to produce the annual yearbook. Suppliers of specialized services are 
given only the information necessary to perform those services, and King David 
takes appropriate steps to ensure that such information is securely transferred and 
stored and is used only to fulfill the purposes for which it was disclosed to the service 
provider. 
 
Restricting Sharing Information 
 
If you choose to limit the sharing of your personal information, please contact the 
school office and submit a written letter specifying which items of personal information 
you wish to limit, and to whom you wish these items to be restricted. Please remember 
that certain agencies, by law, have access to certain types of personal information. 
 
How Long Is Personal Information Retained? 
 
Personal information will only be retained for the period of time required to fulfill the 
purpose for which it was collected. Once the personal information is no longer 
required to be retained to fulfill the purposes for which it was collected and is no 
longer required or permitted to be retained for legal or business   purposes, it will be 
destroyed or made anonymous. 
 
Principle 6 – Accuracy 
 
King David will take appropriate steps to ensure that personal information 
collected by King David is as accurate and complete as is reasonably required in 
connection with the purposes for which it was collected, used or disclosed. 
 
How May I Update Outdated or Incorrect Information? 
 
An individual may, upon written request to King David, request that King David 
correct an error or omission in any personal information that is under King David's 
control and King David will, as appropriate, amend the information as requested and 
send the corrected personal information to each third party to which it has disclosed 
the information during the preceding year. 
 
Principle 7 – Safeguarding Personal Information 
 
King David will protect personal information by security safeguards that are 
appropriate to the sensitivity level of the information. 
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The School’s Employees 
 
In the course of daily operations, access to personal information is restricted to 
authorized employees who have a legitimate reason for accessing it. For example, 
teachers will have access to personal information about students but not your 
account with the school. 
 
Employees are appropriately educated about the importance of privacy and they are 
required to follow the school’s policies and procedures regarding handling of personal 
information. 
 
Student Files 
 
Student files are stored in secured filing cabinets. Access is restricted to only those 
employees (teachers, teacher-aides, counselors, secretaries, etc.) who, by nature of 
their work, are required to see them. 
 
Electronic Security 
 
The school manages electronic files appropriately with passwords and security 
measures that limit access by unauthorized personnel. The school’s security practices 
are reviewed periodically to ensure that the privacy of personal information is not 
compromised. 
 
Principle 8 – Openness 
 
King David will make information available to individuals concerning the 
policies and practices that apply to the management of personal 
information. 
 
Individuals may direct any questions or enquiries with respect to the school’s 
privacy policies or practices to the Privacy Officer of King David. 
 
Principle 9 – Individual Access 
 
King David will inform an individual, upon the individual’s request, of the existence, use 
and disclosure of the individual’s personal information, and shall give the individual 
access to it in accordance with the law. 
 
How May I Access My Personal Information? 
 
Individuals may access and verify any personal information with appropriate notice so 
that the office is able to supply the information required. Most of this information is 
available in the registration forms and other forms that you filled out. 
 
Parent Access to Student Personal Information 
 
A parent may access and verify school records of the student, with appropriate notice 
during normal school hours. In situations of family breakdown, the school will grant 
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access to records of students in accordance with the law. 
 
Student Access to Student Personal Information 
 
All students have access to some of their personal information through the electronic 
school management system, PCR. Students wishing to see additional information in 
their student file should speak to an administrator. 
 
Principle 10 – Complaint Process 
 
Individuals may question compliance with the above principles. 
 
Questions, Concerns and Complaints 
 
Questions, concerns, and complaints about privacy, confidentiality and personal 
information handling policies and practices of the school should be directed to the 
school’s Privacy Officer by calling the school office. If necessary, individuals will be 
referred to use the school’s complaint procedure and appeals policies. 
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Student Records Policy King David High School 
 
 
Introduction 
 
Independent school authorities are well served by policies and practices regarding 
student records. Such policies and practices will benefit independent school students, 
parents, office staff, administrators, and authorities by providing guidance for the 
collection of information and its storage, use, transfer, and protection. Legal and public 
expectations regarding the confidentiality, disclosure and transfer of school student 
records are increasing, as are societal concerns regarding school record keeping and 
storage. 
 
The legal framework for the development of this Student Records Policy is provided by 
section 6.1 of the Independent School Act, Sections 9 and 10 of the Independent 
School Regulation (the Regulation), the Student Records Order (I 1/07) (the Order), and 
the Personal Information Protection Act (PIPA). Section 9(2) of the Regulation obliges 
independent school authorities to, subject to the requirements of the Order, (a) 
establish written procedures regarding the storage, retrieval and appropriate use of 
student records, and (b) ensure confidentiality of the information contained in the 
student records and ensure privacy for students and their families.  
 
In addition to the above, the Office of the Inspector of Independent Schools and FISA 
BC have collaborated in producing the Student Records Requirements and Best 
Practice Guidelines for Independent Schools, Ministry of Education, June, 2012, which 
serves as a guide for independent school policy development in this area.   
 
The school authority may add, modify, or remove portions of King David High School’s 
Student Records Policy when it is considered appropriate to do so, if it is not in conflict 
with legal requirements and government policy.  
 
King David High School is committed to ensuring that student records are handled in 
accordance with all legal requirements.  
 
 
Purpose  
 
The purpose of this document is to define policy and to determine procedures for the 
collection of student information and its storage, use, disclosure, transfer and 
protection. 
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1) Policy Statements: 
 
The following policy statements are provided to inform all parties who collect, store, 
use, disclose, transfer and protect student information.   
 
King David High School will: 

 
a) Ensure that the lead administrator is responsible for the establishment, security 

and maintenance of the Student Record and Student File (as defined in this 
policy) for each student registered in the school according to the procedures 
defined in this policy. 

b) Only collect, use or disclose personal information with the consent of the 
individual student or legal guardian, unless otherwise authorized under PIPA. 

c) On or before collecting personal information, disclose to the individual student 
verbally or in writing the purposes for the collection of personal information. 

d) Only collect, use or disclose personal information for purposes that a reasonable 
person would consider appropriate in the circumstances and that fulfill the 
purposes disclosed by the school or are otherwise permitted under PIPA. 

e) Secure Student Records and Student Files with access within the school authority 
restricted to those individuals who, by the nature of their work, are required to 
have access to the information. 

f) Provide access to personal information about an individual student to the 
individual student (if capable of exercising PIPA rights), and to a parent or legal 
guardian of the individual student during school hours and under the supervision 
of the lead administrator or designate. 

g) Subject to legal requirements, ensure that personal information will be retained 
only for the period of time required to fulfill the purpose for which it was 
collected. 

h) Inform parents that concerns, complaints and questions about personal 
information handling policies and practices of the school authority may be 
directed to the school’s Administration by calling the school office. 

 
 

2) Definitions and Student Record Components 
 
a) Elements of the Student Record: 

i) The Permanent Student Record (PSR), as defined in the Students Records 
Order (I 1/07): 
(1) Form 1704, PSB 048 (revised 1997) completed according to the Permanent 

Student Record Instructions that are effective at the time of completion; 
and 

(2) Student Progress Reports for the two most recent years or an official 
transcript of grades; 

ii) All documents listed as inclusions on Form 1704 (see 2b below);   
iii) King David Residency Status form, verifying the information about the 

student’s parent or guardian in respect of students eligible for funding (see 
Appendix I); 

iv) A copy of the student’s current Student Learning Plan, if any; and 
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v) A copy of the student’s current Individual Education Plan (IEP), if any.  
 

b) Permanent Student Record (Form 1704) Inclusions 
 
The following inclusions must be listed on Form 1704, including document date, 
title and expiry date or date rescinded (if applicable), and copies of the 
documents listed must be filed with the PSR: 
i) Health Services information as indicated by the medical alert checkbox, such 

as diabetes, epilepsy, anaphylaxis producing allergies, and any other 
condition which may require emergency care; 

ii) Court orders as indicated by the legal alert checkbox; 
iii) Other legal documents, e.g. name change or immigration document;  
iv) Support services information (e.g. psychometric testing, speech and hearing 

tests, adjudication requirements for completing assessment activities) 
v) Current IEP and/or Case Management Plan (CMP) where applicable; and 
vi) Notification of a student being home schooled. 

 
The following inclusions may be listed on PSR Form 1704, including document 
date, title and expiry date or date rescinded (if applicable) and if listed, copies 
of the documents must be filed with the PSR:  
i) Records of information which an educator deems relevant and important to 

the educational program of the student;  
ii) Award information; and 
iii) Standardized test scores (if deemed relevant and important to the 

educational program of the student). 
 

If the above optional inclusions are NOT listed on PSR Form 1704, then they may 
be included in the Student File (see section 2c, viii below). 

 
c) Student File 

 
Additional items must (see i below) or may (see ii – viii below) be included in the 
school’s student records as part of the Student File. These items include: 
 
i) Student eligibility information (required):  

(1) Legal name of child – verify the original and file a photocopy or scanned 
copy of birth certificate or similar legitimate identification document; 

(2) Official name(s) of parent(s) or guardian(s) with home and work contact 
information; and 

(3) Verification that parent/guardian is legally admitted to Canada and a 
resident of BC (see Appendix I, King David Residency Status Form, used to 
collect this information); 

ii) Care Card number; 
iii) Emergency contact numbers; 
iv) Doctor’s name and contact information; 
v) Previous Student Progress Reports (other than the two most recent years 

required in the PSR);  
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vi) Serious discipline reports (e.g. copies of letters to parents/guardians regarding 
discipline matters and corrective actions taken);  

vii) Reports of important meetings/discussions relating to the student; and 
viii) Standardized test scores, records of information which an educator deems 

relevant and important to the educational program of the student, and 
award information IF NOT listed as inclusions on the PSR (see section 2b 
above). 

 
d) Sensitive Student Information. This may include information which by its nature 

requires that school staff observe a high level of confidentiality.  Examples 
include: 
i) Psychiatric reports; 
ii) Family assessments; 
iii) Referrals to or reports from school arranged counselling services; or 
iv) Record of a school-initiated report of alleged sexual or physical abuse made 

to a child protection social worker under section 14 of the Child, Family and 
Community Service Act. 

 
 

3) Procedures 
 

a) The lead administrator or designate will be responsible for:  
i) Updating the PSR Form 1704 as information changes and the student 

progresses through the system; 
ii) Ensuring that electronic copies of documents are stored on a server in a 

physically secure location.  If information is accessed through the Internet, an 
encrypted connection (https://) must be established before 
authenticating.  Access is restricted to those employees (such as designated 
records clerks, administration, teachers, and counsellors) who, by the nature 
of their work, are required to have access; and 

iii) Ensuring that the school authority takes necessary precautions to safeguard 
against deprecated or obsolete forms of storage.  The electronic storage of 
PSRs and other personal information requires the school authority to have an 
adequate backup plan and recovery strategy for potential hardware failure 
and database corruption.   

 
b) Student Record and Student File Retention: 

 
i) Student Records – Active Students 

(1) Student Records are locked in fireproof cabinets.  Access is restricted to 
those employees (such as designated records clerks, administrators, 
teachers, and counsellors) who, by the nature of their work, are required 
to have access. 

(2) The school authority protects personal information from unauthorized 
access, collection, use, disclosure, copying, modification, or disposal, or 
similar risks.  Procedures for such protection are outlined in sections 5 and 6 
below. 

(3) The lead administrator or designate will regularly review Student Records 
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to ensure that the information is current and complies with legal 
requirements. Required inclusions must be listed on the PSR – see section 
2b above. 
 

ii) Student Records – Inactive Students 
(1) Unless another school requests a Student Record (see section 6 below), 

the school authority archives Student Records for 55 years after a student 
has withdrawn and not enrolled in another K-12 school, or graduated from 
the school. 

(2) The archived Student Records are stored securely and in a manner that 
ensures their preservation from calamity (fire, flood, etc.)  Access is limited 
to the lead administrator or designate. 

(3) The designated records clerk keeps a record of Student Records that are 
destroyed (shredded) after 55 years.  

 
iii) Student Files – Active Students 

(1) Student Files are locked in cabinets in each school.  Access is restricted to 
those employees (such as designated records clerks, administrators, 
teachers, and counsellors) who, by the nature of their work, are required 
to have access. 

(2) The school authority protects personal information from unauthorized 
access, collection, use, disclosure, copying, modification, or disposal, or 
similar risks.  Procedures for such protection are outlined in sections 5 and 6 
below. 

(3) The lead administrator or designate will regularly review Student Files to 
ensure that the information is relevant and important to the educational 
program of the student.   

 
iv) Student Files – Inactive Students 

(1) The school authority archives Student Records for 55 years after the 
student has withdrawn and not enrolled in another K-12 school, or 
graduated from the school. 

(2) The archived Student Records are stored securely and in a manner that 
ensures their preservation from calamity (fire, flood, etc.)  Access is limited 
to the administration or designate.        

(3) The lead administrator or designate is responsible for determining the 
relevancy of the contents in Student Records before being archived. 

 
c) Currency of Student Records 

 
Student eligibility information (see Appendix I) will be updated during student 
enrolment each year.    
 
As stated above, the lead administrator or designate will regularly review Student 
Records and Student Files to ensure that the information is current and complies 
with legal requirements. 

 
d) Security of Student Information Off-Campus 
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The lead administrator is responsible for ensuring that personal information taken 
off campus is safely stored and that personal information is protected. 

 
e) Handling of Sensitive Student Information 

 
Access to Sensitive Student Information is restricted to the lead administrator or a 
person or persons authorized by the lead administrator to access such 
information defined in section 2d of this policy. 
 
The lead administrator or designate will obtain parental consent (written, dated 
and signed) for the collection, use and disclosure of Sensitive Student 
Information, including psychiatric reports and family assessments, and will store 
these as highly confidential documents with restricted access.  
 
Sensitive Student Information will only be disclosed or transferred in accordance 
with the law. 
 
The lead administrator is responsible for ensuring that school initiated reports 
under section 14 of the Child, Family and Community Service Act are retained 
only for the purpose of child protection proceedings and that information is not 
disclosed to third parties or transferred to other schools.  Such reports are strictly 
confidential and should only be stored where the lead administrator or 
designate can access them.   

 
4) Use of Student Personal Information 

 
The school authority may use an individual student’s personal information for the 
following purposes, assuming that the school has disclosed such purposes to the 
individual student verbally or in writing on or before collecting the personal 
information: 
 
a) To communicate with the student and/or the student’s parent or legal guardian, 

to process a student’s application, and to provide a student with the 
educational services and co-curricular programs provided by the school 
authority. 

b) To enable the authority to operate its administrative function, including payment 
of fees and maintenance of ancillary school programs such as parent voluntary 
groups and fundraising activities. 

c) To provide specialized services in areas of health, psychological or legal support, 
or as adjunct information in delivering educational services that are in the best 
interests of the student. 
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5) Access to and Disclosure of Student Records 
 
a) A student (capable of exercising PIPA rights) and a parent/legal guardian of a 

student is permitted (unless restricted by a court order) to: 
i) Examine the Student Record and Student File kept by a school authority 

pertaining to that student, while accompanied by the lead administrator or 
designate to interpret the records; and 

ii) Receive a copy of any student record upon request.  The school authority 
reserves the right to recover the direct cost of copying records. 

iii) An entitled person may access and verify personal information in the Student 
Record and Student File pertaining to the particular student with appropriate 
notice to the school administration.  Access will be provided during school 
hours.   

b) Access to a Student Record or Student File will only be granted, upon assurance 
of confidentiality (with consent), to professionals who are planning for or 
delivering education, health, social or other support services to that student.   
Consent will be obtained in writing, listing the name and date of birth of the 
student, the name and signature of the parent/guardian, and the date of the 
request.  

c) When applicable, graduating students will be provided with interim and/or final 
transcripts for Grades 10, 11 and 12 courses when graduating, and upon future 
request of the graduate.  Copies will be mailed directly to institutions of higher 
learning or as requested by the graduate.  The school authority reserves the right 
to assess a reasonable fee for transcript requests. 

d) In the case of a request for personal student information from separated or 
divorced parents, the school authority will be guided by the legal custody 
agreement, a copy of which should be provided to the lead administrator.  In 
cases where the lead administrator is unsure if the non-custodial parent is entitled 
to access personal student information, the school’s legal counsel will be 
consulted for a recommendation. 

 
 

6) Transfer of Student Records 
 

a) On receipt of a request for student records from a school, a Board of Education, 
or an independent school authority from within British Columbia where the 
student is (or will be) enrolled, the school authority will transfer that student’s PSR 
(including declared inclusions), the current Student Learning Plan (if any), and 
the current IEP (if any) to the requesting institution.  The school authority will retain 
a copy of the PSR, indicating the school where the records have been sent and 
the date of the student record transfer.   

b) If the requesting institution is outside British Columbia, a photocopy of the PSR will 
be sent (including declared inclusions), along with the current Student Learning 
Plan (if any), and the current IEP (if any). 

c) Requests for a student’s record from a public school require that the public 
school administration provide a copy of the PSR (including declared inclusions) 
and current Student Learning Plan (if applicable) and IEP (if applicable) to the 
independent school authority.  The original PSR must be retained by the public 
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school 
d) The school authority will only transfer sensitive, confidential information (e.g. 

psychiatric assessments) after dated and signed parent/guardian consent has 
been obtained 

e) The school authority will not transfer a record of a Section 14 Child, Family and 
Community Service Act report of alleged sexual or physical abuse made to a 
child protection social worker 

f) A summary of a former student’s school progress may be provided to 
prospective employers, at the written request of a former student.  The school 
authority reserves the right to assess a fee for this service 

g) A Student Record will be reviewed when a student transfers.  The lead 
administrator will ensure that the documents listed as inclusions are still required 
inclusions (eg. not expired or rescinded) or still deemed to be relevant and 
important to the educational program of the student.  Expired, rescinded, or 
irrelevant inclusions will be removed from the Student Record and the 
documents themselves will be shredded.   

 
 
 
 

List of Appendices 
 

1) Appendix 1: Admissions form – Status of Parent/Student (Part of King David 
Enrolment Package) (See page 31) 

2) Appendix 2: Links to information on Student Record legislation: 
a) PIPA 
b) Independent School Act [RSBC 1996] Chapter 216 
c) Independent School Regulation 
d) Student Records Order: http://www.bced.gov.bc.ca/legislation/schoollaw/k/i1-

07.pdf 
3) Appendix 3: Links to Student Record Policy: 
4)  Student Records – Requirements and Best Practice Guidelines for Independent 

Schools, June 2012 
5) Appendix 4: Link to the Child, Family and Community Service Act: 
  http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96046_01 
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Residency Status 

Name of Student: _______________________________   
 
 
Legal Residency of Parent 

1.   I am (please X one): 
  
 A Canadian citizen (if not born in Canada, please attach photocopy of citizenship 

paper/card)  
 A landed immigrant (attach photocopy of landed immigrant status paper)  

 

2.    Lawfully admitted to Canada under one of the following documents (please mark the 
appropriate box below and attach photocopy of document):  

 Admission as a refugee claimant or claiming refugee status with a letter of no objection  
 Student authorization (student visa) for two or more years (or issued for one year but 

anticipated to be renewed for one or more additional years)  
 Employment authorization (working permit) for two or more years (or issued for one year 

but anticipated to be renewed for one or more additional years)  
 A person carrying out official duties as a diplomatic or consular official (with a foreign 

representative acceptance counter foil in his/her passport)  
 Other - document description: (must be cleared with Immigration Canada 

 

Legal Residency of Student 

Please check one as it refers to your child:   

 A Canadian citizen (if not born in Canada, please attach a photocopy of citizenship 
paper/card)  
 

 Landed Immigrant (attach photocopy of Landed Immigrant status paper). 
 

 Student authorization (student visa) for two or more years;  
(or issued for one year but anticipated to be renewed for one or more additional years)  

 

 

______________________________________________ ___________________ 
Signature of Parent/Guardian 1  Date 
 
______________________________________________ ___________________ 
Signature of Parent/Guardian 2 Date 
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