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Blyth Academy — Student Records Policy

1. Purpose

This policy ensures the integrity, accuracy, and consistency of all student records at Blyth
Academy. It establishes parameters for the collection, maintenance, and use of student
information in compliance with both Alberta Education and Qatar Ministry of Education and
Higher Education (MoEHE) requirements.

2. Policy Statement

Student records are vital for supporting academic progress, safeguarding student welfare,
and fulfilling reporting obligations. To be effective, all records must be accurate, complete,
and secure. Staff who maintain or access student files must uphold the privacy and
confidentiality of all information as outlined in this policy and relevant data protection
standards.

3. Procedures

A. Storage and Access

« All student records are securely maintained in the Administrative Building.

» Teachers must request keys from Reception to access the student record area.

¢ Any file removed from storage must be signed out and signed back in using the Student
Record Access Log at Reception.

¢ Only teaching or administrative staff with a direct professional need may access student
records.

B. Updating Student Records
* Homeroom teachers are responsible for ensuring that all record information is current
and accurate, including:

- Report cards and progress reports

- Learning accommodations and support plans

- Provincial and internal assessment results
¢ Updates must be completed annually and on an ongoing basis in alignment with the
Student Record Checklist found in each file.
¢ The annual online student registration form must be printed and filed each year.
 All admissions documentation must be maintained according to the Admissions Packet
Checklist.

C. Digital Records

¢ In accordance with Alberta Education modernization requirements, Blyth Academy is
transitioning to digitized student records.

« Digital records will be stored in secure, password-protected systems accessible only to
authorized personnel.
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D. Record Retention and Disposal
¢ Student records must be retained for seven (7) years after the student

has left Blyth Academy.
o After the retention period, files must be securely destroyed—either by shredding physical
copies or permanent digital deletion—to ensure confidentiality is maintained.



