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4001 EMPLOYEE RECORDS PRIVACY POLICY  

 

Policy Type: Administrative 
Applies To: All Staff, Students, Visitors 

Approved By: LCS Head of Schools 
Policy Reviewed: every 2 years 

Adopted: 2016 
Revisions: 04 2025 

 

1.​ PURPOSE 

(a)​ Langley Christian School (LCS) is committed to upholding the dignity, privacy, and rights of all 
employees in accordance with applicable privacy laws, including the Personal Information Protection Act 
(PIPA) of British Columbia. The purpose of this policy is to ensure that employee personal information is 
collected, stored, used, disclosed, and disposed of in a manner that safeguards privacy and supports 
professional, ethical, and legal responsibilities. 

(b)​ This policy also outlines employee responsibilities to protect the privacy and personal information of 
colleagues and reinforces LCS’s commitment to a culture of trust and professionalism. 

 

2.​  DEFINITIONS 

(a)​ Personal Information: Any information about an identifiable individual, including but not limited to 
contact details, employment history, evaluations, compensation, benefits, medical or disability 
information, or any other information relating to employment. 

(b)​ Employee Record: Any recorded information—physical or digital—collected and maintained by LCS for 
employment-related purposes. 

(c)​ Confidential Information: All non-public information relating to the school, employees, students, or 
families, whether recorded or not, that a reasonable person would understand to be private or sensitive. 

 

3.​ GUIDING PRINCIPLES 

(a)​ LCS will collect and manage employee personal information only for legitimate employment-related 
purposes. 

(b)​ Employee records will be handled in compliance with PIPA and other relevant statutes and regulations. 

(c)​ All staff share in the responsibility to maintain confidentiality and respect the privacy of colleagues. 
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(d)​ Access to personal and confidential employee information is limited to those who require it to perform 
their job duties. 

 

4.​ COLLECTION, USE, AND DISCLOSURE OF INFORMATION 

(a)​ Collection: LCS will only collect personal information necessary to fulfill the purposes of recruitment, 
employment, benefits administration, professional development, and legal compliance. Employees will 
be informed of the purpose at the time of collection. 

(b)​ Use: Personal information will be used solely for the purposes identified at the time of collection, unless 
otherwise authorized by law or the individual. 

(c)​ Disclosure: LCS will not disclose employee personal information to third parties without written consent, 
except where required by law (e.g., WorkSafeBC, CRA, court orders). Any third-party service providers 
are required to provide written assurances of compliance with privacy obligations. 

 

5.​ ACCESS AND CORRECTION 

(a)​ Employees may request to review their own personnel files upon reasonable notice, under supervision, 
and may request correction of inaccurate or outdated information. 

(b)​ Access to employee records is restricted to designated administrative personnel and the Head of School 
or designate. 

 

6.​ STORAGE, SECURITY, AND RETENTION 

(a)​ Storage: Employee records shall be stored in secure, locked file cabinets or password-protected digital 
systems with access limited to authorized personnel. 

(b)​ Retention: Employee records shall be retained for at least seven (7) years following termination of 
employment, or longer if required by law or regulatory bodies. Records will be securely destroyed 
following retention expiry. 

(c)​ Security Breaches: LCS will promptly investigate any actual or suspected breaches of employee data and 
report as required under PIPA. Employees must immediately report privacy breaches to the Head of 
School or Director of Operations. 

 

7.​ EMPLOYEE OBLIGATIONS 

(a)​ Employees must maintain the confidentiality of information about colleagues that they may access in the 
course of their duties. 

(b)​ It is prohibited to disclose personal or employment-related information about coworkers without proper 
authorization. 

(c)​ Employees must not access records or systems containing private employee information unless their role 
specifically authorizes them to do so. 
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(d)​ Privacy training will be provided as part of onboarding and periodically thereafter. 

 

8.​ VIOLATIONS AND CONSEQUENCES 

Any breach of this policy, including unauthorized access, use, or disclosure of personal information, may 
result in disciplinary action, up to and including termination of employment and legal action where 
applicable. 

 

9.​ LEGAL AND POLICY REFERENCES 

(a)​ Personal Information Protection Act (British Columbia) 

(b)​ Employment Standards Act (British Columbia) 

(c)​ Canada Labour Code (where applicable) 

(d)​ Langley Christian School’s Code of Conduct and Staff Handbook 

(e)​ School’s Acceptable Use of Technology Policy 

 

This policy will be reviewed every three years or as required due to changes in legislation or best practices in 
privacy protection. 

 

RELATED POLICIES: 

4001 EMPLOYEE RECORDS & PRIVACY PROTECTION  

4002 STUDENT RECORDS POLICY  

 

 

 

Reviewed: 04 2025 
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https://www.langleychristian.com/wp-content/uploads/2024/04/4002-STUDENT-RECORDS-POLICY-2023.pdf

	1.​PURPOSE 
	2.​ DEFINITIONS 
	3.​GUIDING PRINCIPLES 
	4.​COLLECTION, USE, AND DISCLOSURE OF INFORMATION 
	5.​ACCESS AND CORRECTION 
	6.​STORAGE, SECURITY, AND RETENTION 
	7.​EMPLOYEE OBLIGATIONS 
	8.​VIOLATIONS AND CONSEQUENCES 
	9.​LEGAL AND POLICY REFERENCES 

