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Administrative Procedure 5025  

Confidential Information 

Board Governance Policy Cross Reference:  1, 9, 13, 14 

Administrative Procedures Cross Reference: 

Records Management 

Form Cross Reference:  

Pledge of Confidentiality 

Legal/Regulatory Reference:  

The Freedom of Information and Protection of Privacy Act 

The Personal Health Information Act M.R. 245/97 

Date Adopted: June 2008 

Amended:  December 2017 

 

The Brandon School Division recognizes the importance of the maintenance and 
release of confidential information. To such end, the Division enacts the following: 

• Personal confidential information collected by individual schools or the Division 
will not be released to anyone unless: 

o prior approval has been obtained from the individual(s) and 
documented; 

o information is required to fulfill a Board/Division approved administrative 
function; 

o provisions of The Personal Health Information Act M.R. 245/97 have 
been met; 

o provisions of The Freedom of Information and Protection of Privacy Act 
have been met; 

o legislation provides for release of specific information; 

o Manitoba Education requests specific information. 

• Except as required by law, or provided for in a Collective Agreement, release 
of employment verification and/or salary declaration require the written consent 
of the employee or employee group affected. Other cases may be discussed 
with the Superintendent/CEO or designate and/or the Secretary-Treasurer. 

• All employees may become aware of confidential information specifically 
related to students, and therefore must abide by this administrative procedure.

https://bsdstorage.blob.core.windows.net/docs/47d613f3-3b91-4025-910c-007c51879dcc_Policy%201%20-%20Vision,%20Values%20and%20Mission.pdf
https://bsdstorage.blob.core.windows.net/docs/80db1d2b-8614-45ff-bcdd-03b8feff32be_Policy%209%20-%20Board%20and%20Superintendent-CEO%20Relationship%20(Amended%20Mar%2012%202018).pdf
https://bsdstorage.blob.core.windows.net/docs/ab20f210-a8c7-444b-8433-2593d6ff942c_Policy%2013%20-%20Safe%20Schools.pdf
https://bsdstorage.blob.core.windows.net/docs/74966f94-f954-40fa-8187-3581650427bf_Policy%2014%20-%20Community%20Engagement.pdf
https://bsdstorage.blob.core.windows.net/media/Default/medialib/2065-records-management.2b336a11584.pdf
https://edubsd.sharepoint.com/sites/BSDPortal/Divisional%20Documents/Forms/Portal%20View.aspx?id=%2Fsites%2FBSDPortal%2FDivisional%20Documents%2FAdmin%20Procedures%20%2D%20Forms%2F5025F%20%2D%20Pledge%20of%20Confidentiality%2Epdf&viewid=823bf5f7%2Ddfa8%2D44da%2Da8ab%2D7b425d5b18e4&parent=%2Fsites%2FBSDPortal%2FDivisional%20Documents%2FAdmin%20Procedures%20%2D%20Forms
https://web2.gov.mb.ca/laws/statutes/ccsm/f175.php?lang=en
https://web2.gov.mb.ca/laws/statutes/ccsm/p033-5.php?lang=en
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• Pledge of Confidentiality 

As required under The Personal Health Information Act M.R. 245/97, the 
Division must ensure that each employee sign a Pledge of Confidentiality.  
Such Pledge includes an acknowledgement that the employee is bound by the 
Division’s administrative procedures containing provisions for the security of 
personal health information and personal information during its collection, use, 
disclosure, storage, and destruction. 

Accordingly, each employee of the Division shall be provided with appropriate 
orientation on the policies and procedures and shall sign the Pledge of 
Confidentiality. 


