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information as defined later in this policy statement. Within the University, faculty and staff members 

are given access to information contained in student records on a NEED-TO-KNOW basis only, that is, 

if they require the information in order to perform their official duties. Student governments may be 

given limited student data by OUR for the purpose of communicating with students. Access to student 

records and disclosure of information is more fully described in Section 6 of this policy statement. 

A record of students' academic achievements at the University is preserved indefinitely (see Section 5 

below). All other personal information contained in students' files may be disposed of when no 

longer required in accordance with Queen's University's Record Management Policy1 and in 

accordance with the University's Student and Applicant Records' Retention and Disposition 

Schedules.2
 

3. Electronic Information and Networked Information

The 

http://www.queensu.ca/accessandprivacy/records-management/policy
http://archives.queensu.ca/records-retention-schedules
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cases, authorized University personnel must make a reasonable effort to correctly identify the 

requester and/or recipient of the information and should attempt to ensure that the medium of 

communication is secure and appropriate for the circumstances. 

Again, it is noted that to facilitate electronic communication with students by authorized University 

personnel, the Listserv e-mail distribution mechanism is available 

http://www.queensu.ca/accessandprivacy/privacy/notice-collection
http://www.queensu.ca/accessandprivacy/privacy/notice-collection


http://www.ontario.ca/laws/statute/90f31
http://www.ontario.ca/laws/statute/90f31
http://archives.queensu.ca/records-retention-schedules


http://www.ontario.ca/laws/statute/90f31
http://www.ontario.ca/laws/statute/90f31
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documents from other universities be released or redirected. 

 

(f) Students only may have access to information about their academic records or financial 

accounts with the University (i.e., no academic or financial information will be released to a third party, 

including parents and guardians, without the student's written authorization), or unless the University 

is compelled to do so by law. 

 

(g) Students with a debt to the University may be sanctioned7 under Senate policy and denied 

access to personal information such as marks, official transcripts, and diplomas, until such time as the 

debt is completely discharged. 

 

6.3 Faculty and Staff Access 

Faculty and staff members of the University are given access to information contained in student 

records if they NEED TO KNOW the information in order to perform their official duties. As a general 

rule, only employees involved in some aspect of academic administration or student affairs are given 

access to the contents of student records (see the "Act", Section 42(d)).  For example, individual 

instructors are not normally entitled to see any part of a student's record not directly related to her/his 

specific course, including past academic performance and letters of reference. 

For further details about how personal information is accessed and disclosed, see the Notice of 

Collection, Use and Disclosure of Student Information.   
 

7. Period of Review 

This Student and Applicant Record Policy will stand effective as 

http://www.queensu.ca/accessandprivacy/privacy/notice-collection
http://www.queensu.ca/accessandprivacy/privacy/notice-collection
mailto:ourweb@queensu.ca
http://www.ontario.ca/laws/statute/90f31

