
Educo School Privacy Policy Statement
Educo School values and upholds your right to privacy and the protection of your personal infor-
mation. Educo is committed to ensuring compliance with PIPA, British Columbia’s “Personal
Information Protection Act.” Our clear mandate is to inform people what personal information is
collected and for what purposes, to store the information securely, to identify who has access to
that information and to inform people what information will be shared and in what circumstances.

The contact information of the Privacy Officer for Educo School is provided below:

Office Manager Telephone: 250-395-3388

Educo School FAX:  250-395-2567

Box 1978

100 Mile House, BC  V0K 2E0

For the continuance of its operations Educo School collects and maintains personal
information on its participants, members, donors, parents, staff, volunteers, indepen-
dent contractors and board members.

Definition – Personal Information
“Personal Information” is recorded information about an identifiable individual and may include
but is not limited to:
• Name and address, contact information including phone number
• Age, gender
• Legal identification or identifying numbers including SIN, PHN, Driver’s License number, etc.
• Photographs
• Health care history and medications, physical, emotional or psychological limitations
• Educational, criminal, employment and volunteer history
• Current and previous assessments, observations and opinions, including both formal and infor-
mal information
• Personal views or opinions of individuals
• Names of friends and family and information about people with whom any individual client,
employee or volunteer may have a relationship with.

An individual’s name does not need to be attached to the information in order for it to qualify as
personal information.

Personal information does not include name, title, business address or phone number of
an employee of an organization

Educo School staff and volunteers having access to personal information must follow
the information and steps for implementing these principles, in keeping with privacy
laws.

Educo School only collects and maintains personal information that is required for its operation.
These specific purposes include:

• To establish and maintain responsible relationships with its members, participants,
parents, donors, staff and volunteers
• To manage, develop and enhance Educo School operations, programs and services
• To acknowledge gifts, issue tax receipts, and other administrative requirements
including information requests
• To process and collect fees for service
• To assess participant needs
• To determine program, service, employment or volunteer eligibility
• To provide safe and secure Educo School environments
• To collect data for statistical purposes
• To better understand the changing needs of communities we serve



• To communicate a range of programs, services and philanthropic opportunities that
benefit people we serve
• To meet legal, regulatory and contractual requirements

Staff and volunteers collecting personal information shall use reasonable efforts to
explain identified purposes, or refer the individual to a supervisor who shall explain the
identified purposes for collecting personal information.

Unless required by law, staff and volunteers shall not use or disclose for any new pur-
pose personal information that has been collected, without the consent of the indi-
vidual.

Educo School acknowledges the consent of an individual is required for the collection, use or
disclosure of personal information, except where not required by law (see Exceptions).

In obtaining consent, staff and volunteers shall advise participants, members, parents,
donors, staff, volunteers, independent contractors of identified purposes for which
personal information will be used or disclosed. Purposes shall be communicated in
clear, understandable language.

In general, the following actions by an individual constitute implied consent for Educo
School to collect, use and disclose personal information for purposes identified to the
individual:

• Registration for Educo School programs and services

• Completion of a donation pledge form

• Acceptance of employment and benefits enrolment by an employee

• Acceptance of a voluntary position

Express consent is required from an individual when dealing with more sensitive information,
such as financial, criminal and medical data.

Individuals may at any time withdraw their consent to Educo School’s use or disclosure
of their personal information, subject to certain service, legal or contractual restric-
tions. Individuals wishing to withdraw consent may contact Educo for more informa-
tion.

Exceptions

Educo School may collect, use or disclose personal information without prior knowledge
or consent of the individual in the following limited circumstances:

• To a lawyer or other legal representative of Educo School, when legal advice is re-
quired by the organization

• To a government body or agency in certain circumstances

• To collect a debt or comply with a subpoena, warrant or other court order, or as may
be otherwise required by law

• When the collection, use or disclosure of personal information is permitted or re-
quired by law

• When the personal information is available from a public source (e.g. a telephone
directory)

• In an emergency that threatens an individual’s life, health or personal security

• To protect ourselves from fraud

• To investigate an anticipated breach of an agreement or a contravention of law.

Educo School shall limit the collection of personal information to that which is necessary for the
purposes identified by Educo School.



When collecting personal information, staff and volunteers will usually collect it di-
rectly from the individuals or guardians about whom the personal information pertains.

Personal information may be collected from other sources with prior consent from the
individual, for example, from prior employers, personal references or from other third
parties having the right to disclose information.

Educo School shall not use or disclose personal information for purposes other than those for
which it was collected, except with the consent of the individual or as required by law. Personal
information shall be retained for at least a year and after which for only as long as necessary for
the fulfillment of those purposes.

In certain circumstances personal information can be collected, used or disclosed with-
out the knowledge and consent of the individual. See Exceptions above under Consent.

Personal information used to make a decision that directly affects an individual must be
retained for at least one year, after which it shall be retained only as long as necessary
for the fulfillment of those purposes for which it was collected or as required by law, or
by contract with a funding partner.

Depending on the circumstances, where personal information has been used to make a
decision about an individual, Educo School shall retain, for a period of time that is
reasonably sufficient to allow for access by the individual, either to actual information
or the rationale for making the decision.

Personal information shall be as accurate, complete and up-to-date as is necessary for the pur-
poses for which it is to be used.

Personal information used by Educo School shall be sufficiently accurate, complete and
up-to-date to minimize the possibility that inaccurate information is being used to
make a decision about an individual.

If staff and volunteers are aware of any inaccuracy or changes in their personal infor-
mation that Educo School holds about them, please contact the Educo School Office
Manager or Program Director.

Staff handling personal information shall update personal information about partici-
pants, members, donors, staff, volunteers, independent contractors, as and when nec-
essary.

Educo School shall protect personal information by security safeguards appropriate to the sensi-
tivity of the information.

All staff and volunteers with access to information shall be required as a condition of
employment or volunteer role, to respect the confidentiality of personal information.

The more sensitive personal information is, the more security is required.

Staff shall protect personal information in their control (regardless of format) against
such risks as loss or theft, unauthorized access, disclosure, copying, use, modification
or destruction, through appropriate security safeguards.

Safeguards may include physical measures (such as locked doors, locked file cabinets),
organizational measures (such as staff training, limited access, security clearances)
and technological measures (such as passwords, anti-virus software for computer
systems).

Educo School shall make readily available to individuals, information about its procedures and
practices relating to the management of personal information.

Information on Educo School’s commitment to privacy is available to the public on
Educo School’s web site at www.educo.ca

Staff and volunteers shall make known upon request the contact information for the
Office Manager or Program Director to whom inquiries or complaints can be forwarded.



Educo School shall upon request inform an individual of the existence, use and disclosure of his
or her personal information and shall give the individual access to that information. An individual
shall be able to challenge the accuracy and completeness of the information and have it amended
as appropriate.

Staff and volunteers shall refer requests about personal information held about an
individual to the Office Manager or Program Director.

Staff shall immediately inform the Office Manager or Program Director of a request for
access by an individual to his or her personal information collected by Educo School.
The Office Manager shall respond to a written request for individual access by providing
access to the individual’s data, except in limited circumstances. See Exceptions to
Access below.

In order to safeguard personal information, an individual may be required to provide
sufficient identification information to permit Educo School to account for the exist-
ence, use and disclosure of personal information, and authorize access to the
individual’s file.

Personal information shall be provided in a format that is understandable, along with
any explanation needed to facilitate the individual’s understanding in a reasonable time
and at minimal or no cost.

Upon request, the Office Manager shall provide an account of the use and disclosure of personal
information. Educo School does not disclose your personal information unless due to a
medical emergency or required by law.

Staff can request access to their employee file by contacting the Office Manager.

Exceptions to access
Educo School may not be able to provide an individual with access to some or all of his or her
personal information in certain circumstances permitted by law. Some exceptions include if:

• Doing so would likely reveal personal information about a third party

• Disclosure could reasonably be expected to threaten the life or security of another
individual

• Information was collected in relations to the investigation of a breach of an agree-
ment, or a contravention of law, or as otherwise permitted by law.

If access to personal information cannot be provided, the Office Manager shall provide
the individual with written reasons for denying access.

An individual shall be able to address a challenge concerning compliance with the above prin-
ciples to the designated persons accountable for Educo School compliance.

Staff and volunteers shall refer any inquiries or complaints about Educo School’s han-
dling of personal information, to the Executive Director for response in a fair and timely
manner.

Individuals wishing to make a complaint about Educo School’s information handling
practices will be asked to provide in writing to the Executive Director, the following
information:

• Name and address or fax number where the individual prefers to be reached

• Nature of the complaint and relevant details

• If applicable, the name of the Educo School staff with whom the individual has al-
ready discussed the issue.

Educo School shall investigate all complaints. If a complaint is found to be justified,
Educo School shall take appropriate measures to resolve the complaint.

Educo School regularly reviews its policies and procedures to ensure we remain current with
evolving public expectations and changing laws.


