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Efficient collection and management of information by schools and service units will
support the mission of the Calgary Board of Education by ensuring that corporate
resources are focused on teaching and learning.

By ensuring that paper and electronic forms are in compliance with the Protection
of Privacy Act, the Calgary Board of Education supports students, parents,
employees and other individuals to know what personal information is collected
about them and how this information is used.

1 The purpose of this regulation is to set out parameters for the development
of hard copy and electronic system forms used throughout the Calgary
Board of Education.

2 In this regulation,
(a) “system form” means a form used outside of or beyond a school or
service unit.

3(1)  All system forms must be

(a) identified as Calgary Board of Education forms with the Calgary
Board of Education logo in the upper left-hand corner;
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(2)

3)

Privacy 4(1)
legislation

and personal
information

(b)

(c)

(d)

(e)

(f)

identified with the Name of the originating area and the developed
or revised date in the lower right-hand corner of the footer;

identified with the Inventory Number in the lower left-hand corner of
the footer only when the form is to be printed and stored in Inventory
at Highfield;

identified with a “Form Title” including a school name, if applicable,
in the appropriate font and font size as indicated in the CBE Forms
Templates in Appendix A.

designed to fit onto standard letter size or legal-size paper so that
they can be printed on any Calgary Board of Education printer; and

available in Microsoft Word format.

A form template with suggested format, font and font size is provided for
use in developing forms.

The originator of any form is responsible for its content, maintenance and
revision and deletion as appropriate.

It is recommended that all forms collect the minimum amount of personal
information necessary.

Any form collecting personal information must

(a)
(b)

comply with the Protection of Privacy Act, and

when collecting information directly from an individual, contain a
Protection of Privacy notice that

(i) identifies the legal basis for collection of information,
(i) the intended use(s) of the information,

(iii) provides the contact information of the person who can
respond to questions about the collection of the personal
information, and

(iv) provides notice of any intention to input the information into
an automated system to generate content or make
decisions, recommendations or predictions.
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Form location
and changes
to forms

Stationery
standards

5(1)  All system forms must be available in internal Calgary Board of Education
public folders and in other locations as required.

(2) If a system form is changed or is revised, then the originator of the revised
form must make the form available in internal Calgary Board of Education
public folders and in other locations, as soon as possible, and, if necessary,
send an all-users or selected users e-mail to Calgary Board of Education
staff advising them of the change.

6 The stationery standards for Calgary Board of Education stationery,
including letterhead, memos, business cards, all schools and service units
is set out in the Logo/Logotype and Stationery Standards.

Legal References:

Governance Policy

References:

Contact Person:

Approved:
Effective date:

1st Amendment:

Revision for
updated
legislation:

References

June 11, 2003
July 1, 2003
December 6, 2007

December 16, 2025

Protection of Privacy Act, SA 2024, c P-28.5
Education Act, SA 2012, ¢ E-0.3

Operational Expectations 6: Asset Protection
Operational Expectations 8: Communicating and Engaging With

the Public

For forms: Communication & Engagement Services
For collection of personal information and Protection of Privacy:

ATIP Coordinator
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Appendix A: Form Template

M C?'éldafy Board  Eorm Title (including School name, if applicable)
of ducation (15 to 18 pt. Arial Black)

[Information line(s) for form completion and submission instructions (11 pt. Arial)]

[Form fields layout (10 pt. Arial, borders optional)]

[Authorization section including printed name, signature and date fields (10 - 11 pt. Arial)]

[Collection of Personal Information Statement (10 to 11 pt. Arial Narrow)

A privacy statement must be included when collecting personal information directly from an individual. The
following wording may be customized for your forms. Act titles must be italicized. If you have any questions
about the privacy statement, please contact the CBE ATIP Coordinator. Example below]

Personal information is collected under the authority of Alberta's Protection of Privacy Act (POPA) [add any legislated
authority applicable in addition to POPA such as the Education Act, the Student Record Regulation]. This information will be
used to [state the purpose here]. Personal information may be input into automated systems for processing and
management purposes. It will be treated in accordance with the privacy protection provisions of POPA. If you have any
questions about the collection or its intended use, contact [state position title, The Calgary Board of Education (location),
(address), (phone) [ number of the person who can respond to questions].

[In the footer, include a: form number (use ONLY if stored at Highfield), Service unit name or originator,
creation/revision date and page numbers if multi-page in the footer (9 pt. Arial). Example below]

Form Number (optional)  Service Unit /Originator (optional) Creation Date [e.g., 2026/01] Page # [e.g., Page X of X]
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