


1.0 Privacy Context

1.1 Description of Systems and Linkage to Legislation
This project aims to adapt the HSD Practicum Tracking platform, to assist the Faculty of
Education with practicum data tracking and storage, while improving information security by
leveraging existing knowledge bases, such as Banner, to reduce data input errors and
duplication. This system, a variation of which is currently in use by HSD, will be used to enter
contact and other information about schools, mentors, Practicums, Students, and Supervisors, in
order to coordinate the assignment of student teachers to schools for practicums.

FIPPA implications include collection and storage of personal information about practicum
students, potentially sensitive information, who has access to that information, and what that
information is used for.

1.2 Use of System
This system, a variation of which is currently in use by HSD, will be used to enter information
about schools, mentors, Practicums, Students, and Supervisors, in order to coordinate the
assignment of student teachers to schools for practicums. Currently this information is stored in
thich is cumbersome and prone to human error. Practicum
Loordinators In the Faculty of Education will enter information in an Apex Application

Student Information

Practicum Placements

Placement Information

Schools Information

Mentors (Create, Edit)

Supervisors

Ability to view One Card photos of students (when photos exist) in their profiles in the
database, automatically pulled from Banner
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1.3 Custody and Control

The records below will be accessed by the application. All data is stored at the UVic datacentre. Only the
Practicum coordinators at UVic have access to the platform. Access to the Practicum Application is set
up by an Administrator, is unique to each coordinator and not shared, and access will be removed
immediately when it is determined that an individual no longer requires access. All practicum
coordinators have access to all data.

For Manual entry fields, the Administrative Authority is creating a policy to determine what information
may or may not be entered into these fields, to avoid unnecessary privacy intrusion (for example no
medical information in the case of a withdrawal for medical reasons).

For document uploads, there is a criminal record check document required to be attached to a student
record, because a student is required to provide one in order to work in the education system. This
document is highly confidential. Only Practicum coordinators have access to this data. There is no set
retention period currently in place.
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| Mentors Internal
I Internal
Mentor
Name Internal
Email Internal
Role Internal
Phone Interna
Status Internal
Status Date Internal
Associated School Internal
Placements Internal
Supervised Students Internal
Practicum: INPUT
School Name Internal
Level of School Internal
Year/Term dates Internal
Students in placement Internal
Student Mentor Internal
Placement Status Confidential
Number of visits required | Confidential
Confidential
Input
Status Confidential
Status Dates Confidential
Teaching Area Internal
Active term/course/year Internal
Cohort Internal
Coordinator Internal
CRC Status Confidential
CRC Expiry Confidential
Waiver Complete Internal
TFI Scores Confidential
Flags:
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Complete Course Work Y/N Confidential
Practicum Denied Confidential
Required/voluntary/medical/withdrawal Confidential
Extenuating Circumstance Confidential
Practicums Taken Internal

Supervisor

Report

download Confidential
Name Internal
Email Internal
Role Internal
Phone Internal

When a student requires a practicum, the Practicum Coordinators look at what schools, mentors,
supervisors, etc are available, and assign a student to whatever combination is the best fit. The

Coordinators coordinate with students, Supervisors, schools and mentors via telephone and/or email,
outside of this application. Only the Practicum coordinators have access to the platform. Various reports
can be run as part of this application, and exported to .csv or excel. Notes can be manually entered and

documents manually attached to various tabs as noted above.

The Students Tab is populated with information pulled from Banner, including OneCard photo if

available.
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