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Chapter 3       
Practice
SECTION I:
CONFIDENTIALITY

A. PRINCIPLE

The personal information contained in all documents including evaluations, Certification Committee reports, presenters' reports, etc., whether written or electronically recorded in any format, is confidential and can only be released with written permission.

B. GUIDELINES FOR THE MANAGEMENT OF CONFIDENTIAL MATERIALS

1. All evaluation reports are the property of the student and will only be released to the student.  
2. The student is asked to sign a document authorising the supervisor to keep the evaluations in the centre's files for a period of five years after which time they will be destroyed unless in conflict with institutional or provincial legislation policies. 
3.  The student is asked to sign a document authorizing any subsequent use of his/her evaluations by a supervisor in process or a centre in process.

4. Each  teaching centre will adhere to the CASC policy and procedure regarding the maintenance of confidential CASC materials.
5. Persons other than the student who is the subject of the report and her/his supervisor are not to be identified by name in student evaluations or presenters’ reports or electronically recorded materials. 

6. It will be the responsibility of CASC to oversee the safekeeping and/or disposal of confidential materials when a centre ceases to maintain a teaching supervisor or a program.

7.  CASC records will be kept in a fire proof and secure place or electronically stored.

8. Reports containing personal information may be retained by the national office and by the Certification Committee for a period of one year after the person ceases to be a member of CASC.

9. Certification review committees will maintain confidentiality of materials submitted for their tasks and uphold the confidentiality of the certification process.

10. The national office will not use nor disclose personal information in its custody or under its control except where the person to whom the information relates has identified that particular information and has consented to its use or disclosure in writing.  In either event, use or disclosure will be consistent with the purpose(s) for which the material was originated and retained.
11.  Where a report for a summary evaluation is required by educational or ecclesiastical bodies, information will only be released with written permission of the student.

12. If a Teaching Supervisor wishes to use student material from a CPE Unit for professional purposes, he/she will obtain written permission from the student to use their material and he/she will change any information that would identify the student, a patient, or the site. 
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