
1  

  

 

 

STUDENT PLACEMENTS 

HANDBOOK 

 

 

  

 

 

 

  



2  

  

 

 

 

 

 

INDEX 
   

WELCOME! 3 

Our Mission Statement, Vision and Values 3 

Access to Intranet 4 

STUDENT TEACHING PLACEMENTS 5 

Expectations of the Student Teacher 5 

Expectations of the School Host 6 

Expectations of the Associate Teacher 7 

PEEL BOARD’S POLICIES & PROCEDURES 8 

Health, Wellness and Safety 9 

HELPFUL LINKS 10 

INCIDENT REPORTING 11 

EVALUATION POLICIES AND PROCEDURES 13 

OCCASIONAL TEACHING 13 

EMAIL GUIDELINES 14 

E-MAIL GUIDELINES FOR STAFF INCLUDING STUDENTS ON PLACEMENTS 14 

E-MAIL/TEXT MESSAGE GUIDELINES AND ETIQUETTE FOR STAFF INCLUDING 
STUDENTS ON PLACEMENTS 16 

GUIDELINES FOR COMMUNICATION WITH STAFF, PARENTS/GUARDIANS AND 

STUDENTS 19 

CONFIDENTIALITY EXPECTATIONS 21 

 

Updated:  August 2020 

  

  

  



3  

  

 

WELCOME! 
  

Thank you for choosing to do your placement with the Peel District School Board, one of Canada's 

largest school boards.  Whether it is because you went to school in the Peel Region or would like to 
work with us upon completion of your teaching degree, we are happy you chose to do at least one 

of your practicum placements with us.  

  

Peel District School Board serves a diverse student population and community. We are committed 

to hiring staff who not only reflect the diversity of Peel Region but who will also foster the success of 
our student population by demonstrating a commitment to working in a diverse school community 

and/or work environment.  

  

Our Mission Statement, Vision and Values  
At the Peel District School Board, everything we do is designed to help all students achieve to the 
best of their ability. We have the incredible opportunity to inspire a smile in each student. Our 

collective, daily efforts make a positive difference in the lives of our students, their families, and the 
world. Guided by our mission, vision and values, we build positive places for learning and working 

together.  
  

 

Mission  
We inspire success, confidence and hope in each student.  
  

 

Vision  
We will help our students reach high levels of achievement. Our vision is to prepare each student for 
a successful future as a lifelong learner. To do this, we will:  

• create places to learn and work where staff and students are happy, recognized and 
fulfilled   

• engage all students and staff to achieve the high expectations of the Peel board   

• offer all students a range of learning programs to help them discover their passions 

and potential   

• be a leader in the use of technology to encourage creative and innovative learning   

• provide equity of access and opportunity for students and staff to learn, work and 

succeed   

• openly communicate as we welcome the involvement of all parents, staff, and 
students in the diverse communities we serve  
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Values  
Our values, based on our character attributes, are the foundation of our genuine relationships with 

students, parents and each other. Together, we create safe, positive climates for learning and 
working environments that prepare students to be empathetic citizens of the world.  

• We care by being compassionate and kind towards all members of our community.   

• We are cooperative—committed to working collaboratively and valuing the 
contributions of others for a common purpose.   

• We value honesty by demonstrating integrity in our words and actions. We are truthful 
and trustworthy.   

• We respect differences and treat everyone fairly and equitably—we are inclusive.   

• By treating others, ourselves and our environment with high regard and value, we are 

respectful.   

• Being accountable and reliable in our actions and commitments demonstrates we are 
responsible.   

 
 

Access to Intranet  
  

 We are pleased to announce that as a student teacher, you are able to obtain a user ID and 

password to access the PDSB website and Intranet. This is not just an opportunity to have a Peel 

e-mail address, but rather a chance to have the benefit of access to program resources such as the 

curriculum planner, as well as staff development opportunities, and upcoming school/Board events.  

  

To receive this access, please let your school administrator know you are interested, and 
he/she will set up the proper access to this service: within 2 -3 days, you can be linked to up-

to-date Peel information!  
  

  

  

 

 

 

 

Enjoy your placement with us at Peel!  
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STUDENT TEACHING PLACEMENTS 

Expectations of the Student Teacher 
  

The Peel District School Board prides itself on its commitment to providing rewarding practicum 

experiences to student teachers from various Faculties of Education across Ontario and abroad. 
While providing a solid base of learning, certain requirements are expected from both the associate 

and student-teacher. The following is a brief overview of what we think would enhance these 
wonderful partnerships.  

If you have completed a practicum previously, the following information may be a repetition of what 

you have already received. However, we feel this will serve as a reminder of what the Board feels 
is essential in creating a welcoming environment and successful session for yourself, the School 

Host, and the students in your classroom.  

  

SCHOOL HOSTS:  

• Once you have been designated a classroom placement, the School Host will share a 

schedule of routines, resources, equipment available to you, and the materials being 

covered will be discussed,  

• Interpretation of applicable Board policies and procedures and conduct in the classroom will 

be explained,  

• Students with specific instructional needs and teaching requirements will be identified,  

• Constant assessments of your teaching performance will be performed; accomplishments 

will be acknowledged, and suggestions for improvement will be offered,  

• Aims and objectives of teaching in Peel will be brought forth. This will serve as a valuable 
asset to those of you who are interested in teaching with the board once your schooling is 
complete.  

• An honest and forthcoming evaluation at the end of the session will be completed.  

  

STUDENT TEACHERS:  

• Your Faculty Advisor / Placement Coordinator will have outlined how much instructional time 
is required.  Please ensure that this requirement is outlined for you;  

• Faculties require student teachers to arrive and depart a minimum of 15 minutes prior to 
school commencing and ending. As a Student-Teacher, you are also required to attend each 

scheduled teaching day during the session.  Please maintain detailed records in this regard.  

• Please discuss with your School Host any professional development that you feel would be 
beneficial to your career path;  

• Professionalism is a must in dealing with students, staff, classroom volunteers, or anyone 

else encountering the student teachers.  

 

 

For additional information, please see the Ontario College of Teachers’ document, “Standards 
of Practice for the Teaching Profession.”  

Any further questions/concerns should be directed to the School Host, School Principal, and / or 

your Faculty Advisor / Placement Coordinator. We look forward to working with both associate and 
student teachers in making these invaluable experiences memorable!  
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STUDENT PLACEMENTS COLLEGE PROGRAMS  

Expectations of the School Host 
 

The Peel District School Board prides itself on its commitment to providing rewarding practicum 

experiences to students from various Colleges. While providing a solid base of learning, certain 
requirements are expected from both the School Host and the student. The following is a brief 

overview of what may enhance these wonderful partnerships.  

If you have completed a practicum previously, the following information may be a repetition of what 
you have already received. However, we feel this will serve as a reminder of what the Board feels 

is essential in creating a welcoming environment and successful session for yourself, the School 
Host, and the students with whom you will engage.  

  

SCHOOL HOSTS:  

• Once you have been designated a school/classroom placement, the School Host will share 
a schedule of routines, resources, equipment available to you, and the types of student 

support to be provided will be discussed,  

• Interpretation of applicable Board policies and procedures and conduct in the classroom will 
be explained,  

• Students with specific needs and support requirements will be identified,  

• Ongoing assessments of your performance will be performed; accomplishments will be 
acknowledged, and suggestions for improvement will be offered,  

• Aims and objectives of student support in Peel will be brought forth. This will serve as a 
valuable asset to those of you who are interested in working with the Board once your 
education is complete.  

• An honest and forthcoming evaluation will be completed at the end of the session.  

  

STUDENTS:  

• Your Faculty Advisor / Placement Coordinator will have outlined the requirements of your 
placement,  

• Check with your Placement Coordinator/School Host about your arrival and departure times 

prior to school commencing and ending.  

• Please discuss with your School Host any professional development that you feel would be 
beneficial to your career path;  

• Professionalism is a must in dealing with students, staff, classroom volunteers, or anyone 

else with whom you come in contact during your placement.  

 

 

Any further questions/concerns should be directed to the School Host, school Principal, and/or your 
Faculty Advisor / Placement Coordinator.  We look forward to working with you in making these 

invaluable experiences memorable!  
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STUDENT PLACEMENTS  

(FACULTIES OF EDUCATION & COLLEGES):  

Expectations of the Associate Teacher  
 

The Peel District School Board prides itself on its commitment to providing rewarding practice 

teaching experiences to student teachers from various Faculties of Education. While providing a 
solid base of learning, certain requirements are expected from both the School Host and student on 

placement. The following is a brief overview of suggestions to enhance these wonderful 
partnerships.  

  

May we start by thanking you for taking on this wonderful mentorship opportunity. In a time when 
the teaching profession is transforming to meet constantly emerging needs and new realties, having 

people dedicated to their profession such as yourself is encouraging to these students as the 
embark on their new careers.  

  

ASSOCIATE TEACHERS:  
  

• Once you have been assigned a Student, you will discuss the materials to be covered, share 

a schedule of routines, resources, and equipment available to the placement student;  

• Interpretation of applicable Board policies and procedures and conduct in the classroom 
must be explained;  

• Students in your class, with specific instructional needs and teaching requirements, should 
be identified;   

• Assessments of the Student Teacher/College Student's performance must be performed;   

• Accomplishments are to be acknowledged, and suggestions for improvement offered,  

• Aims and objectives of career opportunities in Peel should be brought forth. This will serve 
as a valuable asset to those interested in working with the Board once they have completed 

their placement;  

• An honest and forthcoming evaluation at the end of the session must be completed;  

• During the practicum, it is imperative that you exercise an extremely high level of 

professionalism to be modeled by your students.  

• For additional information, please see the Ontario College of Teachers’ document, 

“Standards of Practice for the Teaching Profession.”  

  

STUDENTS:  
  

• Their Faculty Advisor / Placement Coordinator will have outlined how much instructional 

time is required.  

• Faculties require student teachers to arrive and depart a minimum of 15 minutes prior to 

school commencing and after school ends. They also require that Student Teachers attend 
each scheduled teaching day during the session. The student teachers are to maintain 

appropriate records in this regard; They are to discuss with you any professional 
development that you feel would be beneficial to their career path;  

• Professionalism is a must in dealing with students, staff, classroom volunteers, or anyone 

else coming in contact with the student teachers.  

 

Any further questions/concerns should be directed to the school Principal and / or the Faculty 

Advisor / Placement Coordinator. We look forward to working with both associate and student 

teachers in making these invaluable experiences memorable!   
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PEEL BOARD’S POLICIES & PROCEDURES  
 

Policies and Procedures for the Peel District School Board are available through the board's 

intranet site. You may wish to familiarize yourself with the wealth of information through the 
following departments in particular:  

  

• Human Resources Support Services 

• Leadership Development and Student Support Services 

• Special Education Program Services 

• Instructional and School Support Services 

  

 

The following web site may also be useful:  
 

Work in Peel: www.peelschools.org 
  

 

The Peel Board cares about our employees so we do everything we can to make sure we 
have a caring healthy, safe, productive, and equitable work environment.  We are committed 

to treating all individuals with respect and dignity.  We are proud of our policies on equity 
and non-violence. The board's policies are progressive in ensuring a harassment-free and 

safe workplace.  
  

We would ask that you review and familiarize yourself with the following policies and 
procedures, as outlined in this handbook:  

  

 

Policy 54    -  Equity and Inclusive Education 

Policy 48     -   Safe and Accepting Schools 

Policy 51     -   Human Rights 

Policy 56     -   Occupational Health and Safety 

Policy 74     -  Environmental Policy 

  

  

Policies and Procedures help enforce principles, but without appropriate action, these 

remain merely words on a page. It is up to every single person to achieve and sustain a 
progressive learning and working climate, and we welcome each person's contribution.  

  

The Peel Board also has specific guidelines regarding email communication.  Detailed information 

is included in this handbook (pages 36-37).  
  

https://intranet.peelschools.org/hr/Pages/default.aspx
https://pdsb1.sharepoint.com/ldss
https://pdsb1.sharepoint.com/tl/SpecialEd
https://pdsb1.sharepoint.com/DO/InstructionalSupport
http://www.peelschools.org/
https://pdsb1.sharepoint.com/Board/Shared%20Documents/Policy%2054.pdf
https://pdsb1.sharepoint.com/Board/Shared%20Documents/Policy%2048.pdf
https://pdsb1.sharepoint.com/Board/Shared%20Documents/Policy%2051.pdf
https://pdsb1.sharepoint.com/Board/Shared%20Documents/Policy%2056.pdf
https://pdsb1.sharepoint.com/Board/Shared%20Documents/Policy%2074.pdf
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 Health, Wellness and Safety  

 

Students on approved work placements In Ontario are workers under the Occupational Health and 
Safety Act.  As such, all the rights afforded to workers are afforded to students while in their 

placement.  These incudes, worker training, personal protective equipment, and incident reporting 
and return to work/accommodation mechanisms and procedures. With rights come responsibilities 

and as such, all: 

Co-op/practicum students are expected, at all times, to follow all board policies and 
procedures and to report unsafe conditions to their immediate supervisor. 

 

 

WORKER TRAINING 

All students on placements should have submitted a Worker Health and Safety Awareness Certificate 

to Human Resources (HR) prior to starting their placement. 

If you have not done this, please visit the Ministry of Labour website (below) to complete the worker 
awareness course. If you have completed this course previously at another employer, then please 

submit a copy of that certificate to HR. This course is mandatory for all workers in the Province of 
Ontario. (Reg. 297) 
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HELPFUL LINKS 
 

Worker Health and Safety Awareness in 4 Steps 

https://www.labour.gov.on.ca/english/hs/training/workers.php 

 

Peel DSB specific Health and Safety training courses: 

These courses are mandatory for all staff: 

1. Workplace Violence and Harassment 
https://portal.peelschools.org/MLP/Pages/WVHT2020.aspx 

2. Incident Reporting 
https://portal.peelschools.org/MLP/Pages/IR2020.aspx 

3. Accessibility Training 2020 
https://portal.peelschools.org/MLP/Pages/AODAAC20.aspx 

4. Asbestos Awareness 
https://portal.peelschools.org/MLP/Pages/ASB2020.aspx 

5. Worker H&S Awareness training- Only required to watch part two of this module. 
https://portal.peelschools.org/MLP/Video/WorkerHealthAndSafetyTraining/story.html 

 

Please complete these courses at the beginning of your work placement. 

Additional courses for school staff (found on the School Support webpage under School 

Support Training Portal) 

 

1) Safe Schools E-Module training 

http://articulate.peelschools.org/Articulate/safeschool_v05/story_html5.html 
 
Medical E-Module training: 

2) http://articulate.peelschools.org/Articulate/medical_v05/story_html5.html 

 
 

Additional courses for Science and Technology Teachers 

1. WHMIS Training 2015 
https://portal.peelschools.org/MLP/Pages/WH2015.aspx 

2. Science Safety Training 
https://portal.peelschools.org/MLP/Pages/WSCI.aspx 

3. Transportation Technology Safety Training 
https://portal.peelschools.org/MLP/Pages/WAuto.aspx 

4. Technology and Construction Training 
https://portal.peelschools.org/MLP/Pages/WWOOD.aspx 

  

https://www.labour.gov.on.ca/english/hs/training/workers.php
https://portal.peelschools.org/MLP/Pages/WVHT2020.aspx
https://portal.peelschools.org/MLP/Pages/IR2020.aspx
https://portal.peelschools.org/MLP/Pages/AODAAC20.aspx
https://portal.peelschools.org/MLP/Pages/ASB2020.aspx
https://portal.peelschools.org/MLP/Video/WorkerHealthAndSafetyTraining/story.html
http://articulate.peelschools.org/Articulate/safeschool_v05/story_html5.html
http://articulate.peelschools.org/Articulate/medical_v05/story_html5.html
https://portal.peelschools.org/MLP/Pages/WH2015.aspx
https://portal.peelschools.org/MLP/Pages/WSCI.aspx
https://portal.peelschools.org/MLP/Pages/WAuto.aspx
https://portal.peelschools.org/MLP/Pages/WWOOD.aspx
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INCIDENT REPORTING 
 

Co-op/practicum students must report any Workplace Violence incident, Safe Schools incident and 
any workplace injuries via the Incident Reporting Chiclet found on the home page of the PDSB 
intranet (below) 
 
 

 
 
Detailed information regarding incident reporting can be found on the z-card brochure that was 
included with your package. 
 
 

Workplace Safety and Insurance Board (WSIB) Reporting 

The Workplace Safety & Insurance Board (WSIB) is a no-fault accident insurance system for 
work-related injuries or illness. The Workplace Safety & Insurance Act covers many, but not all, 
workplaces in the province of Ontario.  As a co-op/practicum student at PDSB, you are covered by 
the WSIB while acting in the course of your employment here.  

What does this mean? It means you are covered for health care and lost time incidents that 
occurred during your employment as per the policies and procedures of the WSIB. 

What incidents are reportable to the WSIB? 
 
Health Care and Lost Time incidents are reportable to the WSIB. Refer to your z-card brochure or 
the incident reporting landing page for definitions of what constitutes these types of incidents.  
 
As these are reportable, it is imperative that these types of injuries are reported to your Supervisor 
right away. Your supervisor will complete an injury report and submit it to the board. In some cases, 
your school/program may require that your school’s incident report is completed. If this is the case, 
then your PDSB Supervisor will complete this report as well and submit it to your school. 
 
What happens after I have been injured and received medical treatment? 
 
It is imperative that you report seeking health care or missing time from work due to the workplace 
incident to your supervisor immediately. A report will then be filed with the WSIB who will in turn 
make a decision on entitlement to Benefits for workplace injuries. You will be contacted by the 
Abilities Office and the WSIB to ensure all required documentation is submitted. 
 
Who manages the return to work process when I’m ready to come back? 
 
When you are ready to come back to work, the Abilities and Wellness Team will oversee the return 
to work process in collaboration with your supervisor, the WSIB, as well as your union. This will 
involve discussions on your functional abilities and the type of workplace accommodations we can 
offer to ensure your safe return. 

Click on this icon to access the new online 

workplace incident reporting landing page. 

https://intranet.peelschools.org/hr/ir/employee/Pages/default.aspx
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Other information related to accommodations and RTW? 
 
Under a WSIB claim, your employer has an obligation to restore your working wages with safe and 
suitable modified work when available. If you do require time off or modified duties, you can expect 
to receive an offer of safe and suitable modified work from the PDSB. This work is then 
implemented in collaboration with the employee, WSIB, union, and your supervisor.  
 
Modified duties and accommodations are a collaborative effort of all parties.   
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EVALUATION POLICIES AND PROCEDURES  
  

  

All evaluation procedures and criteria will be clearly specified in the course outline which is 

provided to candidates at the faculty level.  Candidates will have the opportunity to assess 
their progress in each placement through their faculty instructor/advisor.  

   

  

OCCASIONAL TEACHING  
 

A teacher candidate in a placement setting is not permitted to stand in for a certified teacher 
with legal supervisory responsibilities for a classroom.  Under no circumstances can a 

candidate serve in an occasional teacher role while completing his/her practicum.  
  

The Peel District School Board is committed to hiring only qualified teachers in good standing 
with the Ontario College of Teachers as occasional teachers.  

 

EVALUATION OF OCCASIONAL TEACHERS – HRS 36 The outlined procedures reflect 
the temporary nature of the assignment of occasional teachers and to further guide the 

newly hired occasional teachers within the Peel Board on the expectations around 
evaluations. 

 

 
  

https://pdsb1.sharepoint.com/Board/Shared%20Documents/HRS%2036.pdf#search=%28teacher%20evaluation%29
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EMAIL GUIDELINES 
 

E-MAIL GUIDELINES FOR STAFF INCLUDING STUDENTS ON 

PLACEMENTS  
  

The Peel District School Board recognizes that e-mail is a valuable communication tool that is widely 

used across our society. As a result, the Board encourages staff and students to use e-mail to 

improve the efficiency and effectiveness of communication both within the organization and with the 
broader community.  

  

General  

• Staff using e-mail to correspond with parents and students must adhere to the following:  

i. The staff member should clearly set out the expectations for parents with respect to 
response times. (e.g. staff will respond to student and parent e-mail within 3 school 

days.)  

ii. Staff who are corresponding with students or parents must use only the Board's e-mail 

system to receive or send an e-mail.  

iii. All e-mails to and from parents and students must be saved in an e-mail folder for a 
period of one year.  

iv. E-mail must never be used to discuss contentious, emotional, or highly confidential 
issues.  These issues should be dealt with face-to-face or by phone.  

v. As the employer, the Board has the right to access and disclose the contents of staff e-

mail messages as required by the Board's legal, audit, and legitimate operational 

purposes.  However, it is not the Board’s regular practice to access staff e-mail and any 
such access must be authorized by the Superintendent of Human Resource Support 

Services.  

vi. As staff is responsible for all e-mail sent from their account, they should take care to 
protect access to the account by keeping their password secret and by logging off when 

they leave the workstation.  

vii. E-mail messages to parents should be consistent with professional practices for other 
correspondence.  This includes grammar, format, and salutation.  

viii. E-mail messages may be accessible under the Freedom of Information and Protection 

of Privacy Act.  

  

Note: Staff participation is encouraged, but voluntary. Neither a student nor a parent can demand 

that a staff member corresponds via e-mail. Similarly, a staff member cannot make e-mail the only 

option for communicating with parents.  
  

The following are acceptable staff member to parent e-mail communications:  

• General information about class activities – curriculum, homework, tests, special events  

• Arrange for meeting/telephone calls regarding a student issue including a general 
description of the issue, e.g. "I would like to arrange a meeting to discuss your daughter's 

attendance."  

• Follow-up on an issue that has previously been discussed.  
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The following are unacceptable staff member to parent e-mail communications:  

• Any discussion related to other students.  

• Personal information about other students.  

• Specifics about a sensitive student issue which was not initiated by the parent or had not 
previously been discussed with the parent, e.g. "I am concerned that your daughter failed 

the last 3 tests and was not at school again today."  
• Any discussion related to other staff.  

• Any discussion related to the staff member's performance.  

• Any sensitive student information that would normally be discussed face-to-face or by 
phone, e.g. "I am concerned that your daughter may have a learning disability."  

  

The following is an acceptable staff member to student e-mail communications:  

• Discussions specifically related to class activities - curriculum, homework, tests, special 
events  

  

The following is an unacceptable staff member to student e-mail communications:  

• Any discussion related to other students.  

• Personal information about other students.  

• Discussion about the personal life of staff member or student (home life, vacations, 

relationships).  

• Sensitive information regarding the student’s performance.  

 

 
 

  



16  

  

 

E-MAIL/TEXT MESSAGE GUIDELINES AND ETIQUETTE FOR 

STAFF INCLUDING STUDENTS ON PLACEMENTS 
 

The Peel District School Board recognizes that e-mail is a valuable communication tool that is widely 
used across our society. As a result, the Board encourages staff and students to use e-mail to 

improve the efficiency and effectiveness of communication both within the organization and with the 
broader community.  

 

It is important to note that the Peel Board has the right to access and disclose the contents 
of staff member’s email messages, as required by the Board’s legal, audit, and legitimate 

operational purposes.  However, it is not the Board’s regular practice to access staff email 

and any such access must be authorized by the Superintendent of Human Resources 
Support Services or a designate. 

 

The guidelines and etiquette tips below are intended to support you in the positive use of 

email as a communication tool. 

 

 Email use must be professional 
- It is unwise to send confidential, very personal, or sensitive information by email. 
- Do not send email to anyone who asks you not to restrict this communication. 
- Avoid sending messages in anger. 
- Be careful in your use of humour.  The reader may not share your perspective. 
- Do not send emails to individuals or groups whom you could not reasonably expect 

to welcome email from you.  If you have any doubt, seek guidance before adding 
them to a distribution list. 

- Do not send chain letters o other frivolous messages. 
- Do not use board mail for any personal commercial venture. 
- Do not send any information that is destructive, harmful, insulting, offensive or 

harassing in nature. 
- Exercise discretion in forwarding messages to others. 

 

 No weekend emails or text messages unless they are urgent and require 
immediate attention/action.  These should not be sent between 6 pm on Friday and 6 
am on Monday unless there is an emergency or critical issue.  Emails indicating 
absences are considered critical and fine to send on the weekend. 
 

 Minimize emails and text messages sent to colleagues (especially those who 
report to you) after work hours during the workweek, if possible. There are no 
restrictions between Monday at 6 am and Friday at 6 pm, but there is no expectation 
that staff will read or respond to non-urgent items in the evening.  Consider saving 
emails as drafts and sending them during the work hours.  On some email outlook 
applications, you re able to “Delay Delivery” to automatically send the email later.  You 
can find “Delay Delivery” under “Options” in the top navigation of a new email.   

 
 

Learn how. 

Please note, this option is not available on all platforms.  It is only available through eh 

Windows Outlook client and is not available for web users, Macs, iPhones, iPads, Android 

devices, etc.  For this option to work, the Windows Outlook client must be installed, 

configured, and open for it to be sent. 
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 Some information should never be transmitted electronically. 
- Under the Freedom of Information and Protection of Privacy Act, records in the 

custody or control of a government institution in the province of Ontario are 
categorized as personal information, exempt records, and general records.  Personal 
information and exempt records should not be transmitted electronically. 

- The electronic transmission on Ontario Student Records (OSR) is not permitted.  
OSR regulations defined procedures for the transfer of school records.  In cases 
where students or parents request that transcripts be sent electronically written 
authorization must be received before such transmission can take place. Please refer 
to Peel Board Operating Procedures: Records Management – LDSS 8, Access 
to Student Information – LDSS 21 and Ontario Student Records – CISS 11  for 
more details about student records and records management. 

 

 As staff is responsible for all email sent from their account, take care to protect 
access to the account by keeping the password secret and by logging off when 
they leave the workstation. 
 

 Only use relevant distribution lists (DLs).  Example: If your email is only intended for 
schools with grades 7 and 8, use DLs specific to those schools. 

 
 Check the names on a distribution list before sending an email to ensure that the 

message is going to the right people. 
 

 All emails must have a clear subject in the subject line – do not leave it blank. The 
subject should describe the contents of the email. 

 
 Subject lines should include what action is expected. ACTION, FYI, IMPT, 

URGENT, REMINDER, RESPONSE REQUIRED by [date], FOR REVIEW, FOR 
APPROVAL, etc. Example: ACTION: French Immersion materials to be distributed this 
week. 

 
 If a series of emails dedicated to a specific theme is expected, subject lines should 

include the theme and be numbered to facilitate future reference.  Example: ACTION 
Labour Update – DATE. 

 
 Avoid flagging your email as URGENT unless it is. 

 
 Do not use attachment unnecessarily. If you are sending a straightforward email with 

a few key points, an attachment is not necessary. 
 

 Since senders cannot tell if you have received or read an email, you should try to 
respond to or at least acknowledge receipt f all emails as soon as you have read 
them if future action is required.  It is not necessary to reply to an email with a “Thank 
you” or “You are welcome” -although courteous, this increases email volume. 

 
 Use your “Out of Office Assistant”  when you are away and refer individuals to 

someone they can follow up with during your absence. 
 

 Check for email messages at least twice a day (e.g., morning and afternoon) and 
delete unwanted messages immediately. 
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SMALL TIPS, BIG IMPACT 
 

 If possible, include your entire message in the subject line and end with EOM 
(End of Message). Example – Subject: I am running late by 10 minutes EOM. 
 

 The first paragraph maters.  It should contain the topic and expectation (action, 
timeline, etc.). 

 
 Send meeting invites using Outlook Calendar instead of sending email invitations.  

Accepting an invite is less work than entering the event in your calendar. 
 

 Instead of sending multiple emails to coordinate a single meeting date/time, reduce the 
back-and-forth by suggesting a specific date, time and location right from the start, or 
use a tool like Doole.com  a free and simple scheduling tool. 

 
 Proofread your emails and check for missing attachments.  Watch for “need for 

speed” errors in emails that require a re-send.  Review spelling and grammar before 
hitting send.  You can change your settings to automatically check spelling before 
sending the message. 

 
 Use bullet points and bold font style to break up the text so that it is easier to digest.  

If you require responses, it is also easier for the recipient to respond to each bullet.  You 
can also use another colour (one or two at most) to highlight key points. 

 
 Use a sans serif font,  like Arial or Calibri, as these are easier to read, especially for 

individuals who may have visual impairments. 
 

 Do not use ALL CAPS IN YOUR MESSAGES. 
 

 Use a clear, concise email signature that includes your name, title, location, website, 
and contact details so it is easy to reach you outside of email, if necessary. Avoid fancy 
fonts and colours. 

 
 Bundle your communication. If you find yourself sending multiple emails to one 

person during a single day, consider starting a draft early in the day, and only sending it 
one you have multiple questions or concerns. 

 
 Use “reply all” sparingly. It should only be used if everyone in the thread needs to be 

kept in the loop. Otherwise, modify your recipient list. 
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GUIDELINES FOR COMMUNICATION WITH STAFF, 

PARENTS/GUARDIANS AND STUDENTS 
 

GENERAL 

Staff using email to correspond with parents/guardians and students should adhere to the following: 

 Staff participation is encouraged, but voluntary.  Neither a student nor a parent/guardian can 
demand that a staff member corresponds via email.  Similarly, a staff member cannot make 
email the only option for communicating with parents/guardians. 

 The staff member should clearly set out the expectations for parents/guardians with respect 
to response times (e.g. staff will respond to emails within two school days). 

 Staff must use only the board’s email system to receive or send emails. 

 All emails to and from parents/guardians and students should be saved in an email folder for 
a period of one year. 

 Email must never be used to discuss contentious, emotional, or highly confidential issues.  
These issues should be dealt with face-to-face or by telephone. 

 Email messages to parents should be consistent with professional practices for other 
correspondence. This includes proper grammar, formatting, and salutations. 

 

STAFF MEMBER TO PARENT/GUARDIAN 

It is acceptable to: 

 Share general information about class activities – curriculum, homework, tests, special 
events, etc. 

 Arrange for a meeting or telephone call regarding a student issue, including a general 
description of the issue, e.g. “I would like to arrange a meeting to discuss your daughter’s 
attendance.” 

 Follow-up on an issue that has previously been discussed. 

It is unacceptable to” 

 Have a discussion related to other students or staff members 

 Discuss a staff’s members performance 

 Disclose personal information about other students 

 Share specifics about a sensitive student issue that was not initiated by the parent/guardian 
or had not previously been discussed with the parent/guardian, e.g. “I am concerned that your 
daughter failed the last three tests and was not at school again today.” 

 Share any sensitive student information that would normally be discussed face-to-face or by 
telephone, e.g. “I am concerned that your daughter may have a learning disability.” 

  



20  

  

STAFF MEMBER TO STUDENT 

It is acceptable to: 

 Discuss class or school activities, e.g. curriculum, homework, tests, special events, etc. 

It is unacceptable to: 

 Have any discussions related to other students or staff members. 

 Discuss sensitive information regarding the students’ performance. 

 Share personal information about other students. 

 Discuss your personal life or the student’s personal life, e.g. home life, vacations, 
relationships, etc. 

 

UNCLUTTER YOUR INBOX 

 Delete unimportant or unwanted messages. Once you have dealt with a message and 
decided that you don’t need to save it, delete it immediately. 

 Unsubscribe to newsletters, blogs, etc. that you don’t read anymore. 

 Use folders to organize received messages.  Archive important emails so that you can 
refer to them easily later.  Folders can be organized by project, colleague, subject area, grade 
level, etc.  
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CONFIDENTIALITY EXPECTATIONS 
 

Confidentiality Expectations Acknowledgment for Students 

Commencing a Placement 2020-2021 School Year 

 

The Peel District School Board (PDSB) has Confidentiality Expectations in place.  Students 
on placement are expected to acknowledge that they will maintain the confidentiality of 

private information that they may encounter as part of their duties while on a placement with 
the board.  

As a student on a placement with the Peel District School Board, and potentially being 

exposed to confidential information as any part of my duties with the Board, I understand and 
acknowledge my obligation to protect the confidentiality of the information with which I may 

come in contact, as per the Board’s expectations and the Board’s policies and procedures.  I 

acknowledge that my duties also include compliance with the standards of my profession and 
regulatory college where applicable.  

I further acknowledge that I: 

 

 will not transmit, communicate, review or change any confidential information without 

authorization; 

 will not misuse or be careless with confidential information; 

 will maintain the secrecy of confidential information even if I am no longer a student 

on a placement with the Board; 

 know that my access to confidential information may be audited; 

 will tell my supervisor if I think there might have been a confidentiality breach; 

 know that confidential information I learn in the course of my duties with the Board 

does not belong to me; 

 know that the Board may take away my access to confidential information at any time; 

 will protect the privacy of Board employees, students, parents/guardians, and 

trustees; 

 am responsible for my use or misuse of confidential information; 

 will abide by applicable laws, policies, and procedures with respect to access, use, 
retention or disclosure of confidential information; and 

 will follow control procedures and take reasonable measures to protect the 
confidential information with which I have been given access 
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As a student on a placement with the Peel board, you need to adhere to the terms of our Confidentiality 
Expectations. 
 

 I acknowledge that I have read and understood the expectations for the confidentiality of private 
information 
as set out here by my employer, the Peel District School Board, and I have been advised about my 
duty to protect the privacy of confidential information. 

 

DATED at _____________________________ this ______________  day of ____________, _________ 
                  (City)     (DD) e.g. 21st    (MM)                (YYYY) 
 

 

Print Name: ________________________________________________________________________ 

 

 

Signature: _________________________________________________________________________ 
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QUESTIONS ASKED 

 

What is meant by confidentiality? 

Confidentiality is the protection of personal information; it means keeping information about 

employees, students, parents/guardians, and trustees private and not sharing the 

information with others outside of one’s duties for their role as an employee. 

 

Personal information is any information that identifies an individual. Examples of personal 

information include, but are not limited to, report cards, letters of suspension, health 

information, assessment data, or private minutes. 

 

What is the Confidentiality Expectations Acknowledgment for students on a placement 

with the Peel District School Board? 

All students on a placement with the PDSB are required to review the Confidentiality 

Expectations and acknowledge their understanding of their obligation to protect the 

confidentiality of information with which they may come in contact.  

It is an expectation of all students on a placement with the PDSB not to intentionally or 

knowingly share any confidential information without prior authorization. This expectation 

applies both during a placement with the board and any time thereafter. 

It is not the intent of this compliance process to impose arbitrary, discriminatory, or punitive 

measures or controls on students completing a placement with the Board. The intent of this 

compliance process is rather to advise all students on a placement of their responsibility to 

protect the privacy of the Peel District School Board, our students, staff, and the communities 

which we serve. 

The Confidentiality Expectations for students on a placement with the PDSB were created as 

a result of a recommendation from the Ontario Privacy Commission. 

 

 

 

 

 

 

 

 
Thank you for choosing the Peel District School for your practicum 


