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AP XXX Student Records 

Legislative References:  

Policy Reference:  

Collective Agreement References:  

Date:  

 

RE: FORMER POLICY 5040 STUDENT RECORDS 
 

R E G U L A T I O N S 
 
A Permanent Student Record:  
 

• is to be completed in accordance with the Ministry of Education “Permanent Student Record 
Completion Instructions”, which are effective at the time of completion 

 

• shall include the student progress reports for the two most recent years, or a copy of the 
Transcript of Grades, issued by the Ministry of Education; and, 

 

• where letter grades are not set out in a student progress report for a student in Kindergarten 
to Grade 12, shall include a written record of those letter grades. 

 
The School Principal shall ensure that all significant information and records (with the exception 
of the Permanent Student Record) relating to the development of a student is contained in one 
school file. 
 
Individual student files may include such other data as standardized testing scores, scholastic 
aptitude testing results, medical alert information, special placement data, anecdotal comments, 
and records of awards or scholarships.  
The School Principal has the duty to inform any employee(s) who may be exposed to the risk of 
violence from a student who has a history of violent behaviour and whom the employees are likely 
to encounter in the course of their work. 
 
The storage and/or transmission of a student’s file is the responsibility of the Principal of the 
school in which the student is, or has been, enrolled.  Schools are often accessible to the general 
public; therefore, it is the responsibility of the School Principal to ensure that students’ records 
are kept in a secure manner. 
 
Student records are to be retained in accordance with Policy 2000, Retention and Destruction of 
Records.  No information shall be kept beyond its useful life.  
 
Each receiving principal of the school system (elementary, intermediate or graduation) shall 
review such records upon receipt, and any information no longer considered relevant should be 
destroyed in a confidential manner. 
 
Unless a request for the transfer of the student’s file to another school is received, the file shall 
be stored by the school.  Files should be destroyed in a confidential manner at the school level or 
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sent to the Board Office clearly marked “shred” after the student would have turned 22 years of 
age, except for the Permanent Student Record and the two most recent years of Student Progress 
Reports or the Transcript of Grades. 
 
The District shall ensure that the Permanent Student Record of each former student in School 
District 51 who has not subsequently enrolled in another BC public school is stored for a minimum 
of 55 years after the student leaves the system. 
 
The District shall ensure that the two most recent years of Student Progress Reports or the 
Transcript of Grades of each graduate of School District 51 is stored for a minimum of 55 years 
in a safe storage facility. 
 
Achievement records shall be forwarded to prospective employers, or others, only upon the 
written request of the student or former student. 
 
A student shall have the right to review the contents of his/her records by arrangements through 
the Superintendent of Schools and/or the School Principal and is entitled to a copy of his/her 
records free of charge. 
 
The parent or legal guardian of a student shall have the right to review the contents of that 
student’s records by arrangement through the Superintendent of Schools and the School Principal 
and is entitled to a copy of the student’s records free of charge. 
 
The Board’s insurer has the right of access to student records in accordance with the School Act 
and Ministerial Order. 

 


