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BCeSIS Standard Functions 

A – Administrative Functions 

Before BCeSIS is used for the first time, its administrative 
functions must be set up to define the database codes and to 
control which software operations each user can access. 
These functions can be set at the enterprise, district or school 
level. Because most administrative functions are shared by 
all users, they have been established at the enterprise, or 
provincial, level. Administrative functions can be changed 
only through a set of defined processes. 

The administrative function areas of BCeSIS include:  

Board/distr ict group codes – These include a code and 
name for each district under the jurisdiction of the province. 

Company file settings – This is an extensive list of the 
defaults related to the code tables in eSIS. 

Diploma types – This table provides the basis for linking 
graduation and assessment requirements to students and 
courses. One addition has been made to this table: a school 
completion, which is not a diploma. 

External data exchange – A set of reports using the data 
exchange interface to accommodate such uses as TRAX, 
attendance and auto-dialler. 

System codes – These are the required codes that have been 
set up to provide functionality in each of the database 
sections. They include codes for incident types and course 
types as well as all the various codes associated with 
registration. 

System set-up – These are the rules that define how sections 
of the system function, for example, the rules that apply 
when a student is deleted. 

Transportation set-up – For this utility to be fully 
functional, information about street and catchment 
boundaries must be entered into the database. While this 
section will be available for schools that wish to use 
student/car and student/bus route information, it will not at 
this time contain the information necessary to generate bus 
routes. 

User  secur ity – The set-up for user security must be defined, 
i.e., what information each group will have access to, who 
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belongs to which groups, whether there are people who need 
access to students in more than one location, etc. Once the 
set-up has been defined, individual users can be assigned a 
user IDSS and password and given access to the database. 

Year-end transition (YET) – This process transitions and 
archives materials from a current school year and prepares 
for a new school year. It is very important that schools 
understand this process and are prepared for this event. 
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Code management  

Enterprise codes (provincial) 

Definition 

Common codes determined by legislation, regulations and 
policy. These are also referred to as core codes. 

Description 

These codes contain core information. Fifty-eight per cent of 
all BCeSIS codes are at the enterprise level. Codes in this 
category result in a single list of values being shared by all 
BCeSIS users across the province. Typically, these codes: 

•  are reported to the ministry (e.g., demographic codes), 
•  are available with change of access to student records,  
•  do not overlap in meaning, 
•  are changed via submissions from the ministry, 
•  come under the custodianship of the BCeSIS Service 

Management Council, and 
•  are changed through a formal review and approved by 

the Service Management Council. 

Examples 

• graduation requirements 
• provincial courses or all courses 
• school codes 
• codes related to funding 
• withdrawal codes 

Enterprise codes (system) 

Common codes used by all BCeSIS users. These are also 
referred to as non-core codes. 

Description 

These codes contain supplementary information. Codes in 
this category result in a single list of values being shared by 
all BCeSIS users across the province. Typically, these codes: 

• are available with change of access to student records, 
• are changed via submissions/requests from districts or 

the ministry, 
• are changed through informal review and approval from 

a business working group, 
• are managed centrally, and  
• are not reported to the ministry. 
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Examples 

• incident categories 
• action categories 
• medication categories 
• room types 
• team categories 

Enterprise codes (hybrid) 

Codes that combine both provincial and system codes. 

Description 

The assessment code table contains both provincial and 
system code information. It is the only instance of a hybrid 
enterprise code. 

As provincial assessments are added or deleted, they will be 
changed at the enterprise level, as are all other provincial 
codes. When districts wish to add new assessment tools for 
district or school use, they request the addition and follow 
the system process. 

Examples 

• Provincial: FSA; Grade 10, 11 and 12 provincial exams 

District codes 

Codes determined by the school district or school authority. 

Description 

These codes are of interest to the district or school only. 
They result in a shared list of values in a district/school. 
Typically, these codes: 

• are managed by the districts according to their own 
practices, 

• are reported only within the school or district, 
• are changed by the district/school as required, and 
• may be linked to enterprise codes for reporting. 
 
Different schools can have overlapping meanings for each 
code, if the district allows it. 

Examples 

• teams 
• departments 
• program groups and types 
• incident types 
• master assessment types 
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• superintendents 
• textbooks 
• victim action type 

School codes 

Codes determined by the school. 

Description 

Most schools will adopt either enterprise or district codes. 
Schools may create their own school codes to meet local 
needs only if the table of values permits and the district 
approves. 

Examples 

• attendance codes – linked to enterprise codes (Ex Late, 
Unex Late, Ex Absent, Unex Absent) 

• school day types (school) 
• volunteer activities (school) 
• fee type (school) – then linked to Master Fee Code List 
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B – Security 

BCeSIS provides a broad range of student information in an 
easily accessible manner. It is critical that districts establish 
security processes that safeguard this information from 
unauthorized access and ensure it is used appropriately. 

Four provincial acts outline requirements around security: 

• School Act, section 79 

• Independent School Act 

• Freedom of Information and Protection of Privacy Act 
(FOIPPA), sections 30 and 32 (public schools) 

• Personal Information Protection Act (PIPA) 
(independent schools) 

Reports, records and the Data Submission Order also have 
security implications. 

Security processes 

Prior to setting up and assigning access to BCeSIS, districts 
must have a user policy in place and have processes to: 

• monitor who has access through BCeSIS to their 
records, 

• monitor employee departure and follow-up protocols, 

• plan and check physical security requirements (see 
Appendix III on project standards), 

• have users sign a user agreement prior to being given an 
ID, 

• establish training protocols, and 

• establish a way of dealing with policy breaches. 

Establishing user security 

Districts assign security by reviewing the security roles 
available and deciding what level of access each user needs. 
User types are predefined and coded in the BCeSIS system. 
No anonymous usernames or IDs may be assigned. For 
example, TOC is not allowed for Teacher on Call. 

Do not assign 
anonymous usernames 
or IDs. 

Each district should 
develop a security 
policy that outlines 
how access to BCeSIS 
is granted and 
inactivated. 
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• Assign a unique user ID, username and password for all 
BCeSIS users. 

• Specify user type (determines the students and schools a 
user can access). 

• Assign security class/role (controls access to BCeSIS 
forms and reports). 

• Specify authority (determines what icons and menus the 
user can see on the Start screen). 

• Define access to program groups (programs related to a 
specific area of reporting, e.g., ESL or FSL) and 
program types (type of program within a group). 

• Update confidentiality agreements annually or have a 
policy in place for rolling them over. 

• Establish security policies to deal with access to student 
records, both authorized and unauthorized. Regularly 
audit useage to determine compliance with policy. 

• Appoint a central office user or higher security users to 
modify board/district information. 

 
• Create and send messages. (These are set up at the 

district level and can be quite a useful broadcast feature.) 

Passwords 

• Must be generated and controlled in a manner that 
maintains the confidentiality and integrity of the 
password. 

• Should be known only to the user. 

• When assigned with new user IDs, passwords should be 
set to pre-expire, requiring the user to establish their own 
password the first time they log on; this ensures that only 
the user knows the password. Changes to passwords can 
be completed with one change. 

• Should be pseudo-random and not contain full words. 

• Are subject to a history check to preclude reuse. 

• Must contain a minimum of eight characters and a 
maximum of 14. 

• Must contain characters from three of the following 
categories: upper case, lower case, numerals or the 

Do not use automatic or 
scripted log-on processes. 
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symbols #, _ or $. The first character of the user 
password must be a letter not a number or symbol, as per 
British Columbia government policy. (This also 
eliminates possible system issues that can occur with a 
number or symbol in the first character). 

• Should not contain any part of the username. 

• Should have an expiration date. 

Procedures for teachers on call (TOCs) 

• Each district, as part of its policies, should have 
guidelines dealing with system access for TOCs. 

• Once TOCs are trained, they may be given a unique user 
ID and password without being assigned to a school at 
the time of set-up. 

• A TOC who has an assignment in a school may be 
activated by assigning him/her to that school and to the 
teacher whom the TOC is replacing. The TOC user ID 
can be set for the time period for which it is to remain 
valid. This will permit the TOC to access the attendance 
module. 

• A reasonable rule of thumb is that if the substitute will 
be replacing the teacher for a week or longer, they 
should probably be given access to the same information 
the teacher has. It may be logistically too time-
consuming for the district security department to give 
the TOC a password and log-in for anything less than 
that. 

• For short-term TOCs, school districts may choose to use 
manual processes for entering information or printing 
out class sheets, etc., used for anything other than 
attendance. 

Procedures for temporary clerical staff 

• Districts should have a policy and procedures in place 
for ensuring that all temporary clerical staff are trained 
prior to accessing BCeSIS. 

• Temporary clerical staff can be set up with a role 
without being assigned a school. 
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• Districts will need processes for activating temporary 
clerical staff by assigning a school and then deactivating 
them once their assignment is complete. 

• Unlike teachers on call, temporary clerical staff cannot 
have an expiration time set when their role is activated. 
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C – School Descriptions 

BCeSIS will contain a basic description of each school, 
supplemented by details provided at the school and district 
level. This information — contacts, programs, courses, 
scheduling, room and staff maintenance, school calendar 
information — is the heart of operations of the education 
system, so it is important to keep it current and accurate.  

School closure 

If the school is currently active within BCeSIS but is to be 
closed next year, do not set up a school schedule or grades in 
Next Year. The absence of these two items will prevent you 
from admitting students into the school once Year-end 
Transition completes. 

After YET has been processed: 

• Remove the check boxes on School Details denoting the 
days the school meets. 

• Remove the entries on School Details denoting the 
superintendent, family of schools and area of schools; 
this will by default remove this school from security 
profiles that are set up with these parameters. 

• Check out your users’  security to ensure you have no 
school or itinerant users still pointed to this closed 
school. 
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D – Admission 

Admission is the process of entering student data into 
BCeSIS. It is completed only once for each student. Once a 
student is admitted and a record created in BCeSIS, the 
student can be registered in a school or program. Correctly 
following the admission and registration processes will 
ensure better-quality data and greater efficiency for all 
current and future BCeSIS users. 

All the fields in the BCeSIS demographic loop that appear in 
bold type are required. Users should ensure that information 
has been entered accurately in all these fields prior to leaving 
the demographic loop. 

Admission processes 

All BCeSIS users must follow specific steps. 

1 Verify identity and eligibility 

• The student’s legal name, date of birth and gender are 
required elements of the demographic file held in 
BCeSIS and must be validated by the school with  
information that reflects entries appearing on legal 
documents relating to civil (e.g., immigration or 
citizenship) status. As reviewed in # 3 below, the school 
registering the student should first do a search for the 
student to reduce the chances of creating a duplicate 
student record.  

• To attend school in B.C., the student must be at least five 
years old by the end of the calendar year in which they 
start. Documentation showing they are a Canadian 
citizen, permanent resident or international student is 
also required. 

• Students are school age until the school year in which 
they turn 19. 

1.1 Review original documentation 

• Canadian citizens and permanent residents must provide 
Canadian documentation as listed in 1.1.1 below. 

• Foreign documentation will only be accepted for 
international students. The legal documents listed in 
1.1.1 and 1.1.2 provide acceptable proof of identity and 
eligibility. 

The key to success is 
understanding that there 
is only one record for 
each student and that 
access to that record is 
changed as required. 

All fields in the BCeSIS 
demographic loop that 
appear in bold type are 
required. Make sure 
information has been 
entered accurately in all 
these fields before you 
leave the loop. 
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• If there are differences between legal documents in the 
spelling or use of names, date of birth or gender, use the 
document that has the most recent date of issue. 

1.1.1 Canadian citizens or permanent residents 

• permanent residence card 
• provincial identification card 
• passport 
• Canadian birth certificate 
• marriage certificate 
• Indian status card 
• Canadian citizenship card 
• Canadian driver’s licence 
• confirmation of permanent residence (IMM5292) 
• Canadian immigration record of landing (IMM 1000, not 

valid after June 2002) 
• Canadian adoption order 
• Canadian court order approving legal change of name 

 

1.1.2 International students 

• birth certificate (with English translation) 
• passport/visa 
• study permit 
• parent/guardian study or work permit 
 

2 Obtaining parental verification  

• At the time of admission, a parent/guardian should sign a 
registration form verifying that the information which 
the school requires to support the student’s education 
through funding is correct and that school/home contact  
information is correct. 

·  It is recommended that below the parent signature line 
there is a statement similar to the following: 

“ I certify that the information I have provided on this 
form is correct.”  

·  It is also recommended that the registration form include 
a statement similar to the following to advise 
parents/guardians for what purpose and consistent use 
the information is being collected: 

“The information on this form is collected under the 
authority of the School Act. Information is used for 
Ministry of Education reporting: demographic, 
enrolment, budget, facility, transportational and 
operational analyses. It will be kept secure and 

If a student transfers from 
a non-BCeSIS school and 
there are differences 
between the information 
on their school 
application/registration 
form and the official 
documentation, use the 
information on the official 
document with the most 
recent issue date. 
 
Where there is a 
discrepancy between 
information in the 
student’s previous record 
and an official document 
supplied by the 
parent/guardian, consult 
with the PEN department 
to confirm which 
information is correct. 
This will prevent the 
student from receiving two 
PEN numbers. 
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confidential, in accordance with the Freedom of 
Information and Protection of Privacy Act. 

• If the school or district plans to make the information 
collected available in a recognizable form to any service 
provider or third party for reasons other than that for 
which the information was originally collected, the 
parent/guardian must sign a separate consent form.For 
that consent to be meaningful, parents/guardians should 
have the opportunity to review the information and know 
what they are consenting to. 

• Consent must be renewed each time information is 
provided to a service provider or third party for a 
different reason. Districts/schools may choose to do this 
by informing parents that consent will be carried over 
from one year to the next unless the parent requests 
removal of consent. If consent is to be carried over, 
parents must be made aware in writing of any changes in 
information-sharing practices and then be given the 
opportunity to renew or deny consent. 

• If consent is not obtained, the student’s information must 
not be provided to any service providers or third parties 
for reasons other than those for which it was originally 
collected. 

3 Search for duplicate 

BCeSIS will contain only one record for each student. When 
a student moves from one school to another, the access to 
that record changes. A new record is not created each time a 
student moves. 

• Search the BCeSIS database for an existing record to 
determine if the student has been previously admitted 
into the BCeSIS system. 

• To eliminate the possibility of creating a duplicate 
student record, a search must be conducted for every 
new student seeking admission to a BCeSIS school. 

·  Search for an existing Personal Education Number. 

• Search by legal last name, gender and birth date to 
identify any previously entered records. (Remember that 
the BCeSIS date format for birth date is DD-MMM-
YYYY.) 

A new record is not 
created each time a 
student moves. 
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No BCeSIS record 

• If BCeSIS does not have a record for the student, contact 
their last school to confirm that the student has 
withdrawn and to request a copy of their record. 

Existing BCeSIS record 

• If the student already has a record in BCeSIS, notify the 
other school to request a release of access to the student 
record, if the previous school has not withdrawn the 
student. 

• This request is triggered by the parent/guardian signature 
on a registration request.  

• The release of the record should occur within one 
business day. 

• If a student is leaving a school/district, the school of 
record must provide a withdrawal form for the student. 
The pretransition process must not begin until the 
student’s new school/district has registered the student 
and requested that the pretransition of the student’s 
record occur. 

4 Enter demographic data 

Collect student demographic information by completing the 
required fields in the BCeSIS demographic loop. (The first 
two screens are mandatory, while the required entries on the 
remaining ten screens are determined at the district level.) 

PEN number  

• There is no manual entry of PEN numbers at the school 
or district level. 

• A PEN extract occurs as follows: 

- First extract will be submitted on the first night that  
the student is active in the production database. 

- The turnaround time is quick, unless a district has 
not reviewed the PEN report and continues to have 
duplicate records. When the extract is returned, 
BCeSIS will reject any records with PENs that 
match PENs in existing records. 

- If a student has received more than one PEN or there 
is a request from the PEN department to change the 
PEN for a student, the district can submit a BCeSIS 
help ticket to have the PEN removed for that student. 

Update demographic 
information at least 
once a year. 
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It will then be repopulated through the regular PEN 
process with the correct number. 

• Districts should submit a PEN extract to the ministry 
PEN department for review prior to conversion to ensure 
that their information is accurate. 

Legal Last Name 

• Schools must enter a student’s entire legal surname. 

• If the student has more than one legal last name, enter 
them in the same order as they appear on the acceptable 
documentation as defined by the ministry. 

Married women can use their maiden or married name as 
their legal surname, as long as it is the same as the surname 
on the acceptable official document. A copy of the marriage 
certificate is required. 

Legal given names (first and middle) 

• Students must provide all of their legal given names and 
provide documentation such as a permanent resident 
card (see example from Government of Canada Web site 
below) as support. 

 

 

 

 

 

 

 

• If more than one name appears on a student’s acceptable 
official document, enter them in the order they appear on 
that document. (Use the complete name in the Legal 
Name fields and the preferred name in the Usual Name 
fields.) 

• If a student does not have a middle name, the Legal 
Middle Name field must remain blank and the box must 
be checked, indicating no middle name. 

• A usual name is the name the student would prefer to be 
called.  
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• Name(s) referred to in the remarks area of the 
immigration document, which indicates “ ...the name(s) 
should read...”  or “ ...the client’s full name is...,”  may 
also be usual names and may appear in the Usual Name 
fields only. Get clarification before entering data. 

 
 
 
 
 
 

Enter ing Legal Names 
Rule Example 
Hyphenated given names should 
be coded as one name. 

Jean-François 
 

Continuous versus hyphenated 
names. Check that the style the 
student enters matches the legal 
documentation. Students will 
sometimes write differently on 
the registration form. 

Names are detached (e.g., 
Xiao Xin) on the official 
document, and the student 
runs them together (i.e., 
Xiaoxin) or vice versa. 

No nicknames or short forms are 
permitted in the Legal Name 
fields. 

Robert cannot be entered as 
Bob. Don’ t accept names in 
this field such as Buzz, 
Zinger, etc., unless they 
appear on the legal 
document. 

Students of Asian heritage often 
have multiple names that 
together make up a single given 
name. These should all be put in 
the Legal Given Name field 
whenever possible. Follow the 
rules above for formatting such 
names. 

Code as per legal document. 

Some international students may 
place the surname first. Obtain 
clarification from a second 
acceptable legal document or the 
parent(s) before entering the 
data. 

Lao is the surname for Lao 
Sun Lee Hung. It should be 
entered in the Legal 
Surname field. 

Students with a legal name 
including a suffix such as Jr. or 
III. 

Enter the suffix with the 
legal last name. Don’ t use 
the suffix field on the 
demographic screen. 

 

Date of birth 

• This must reflect the information on the acceptable 
official document. 

• If a student submits a passport, use the birth date on it. 

• On the Record of Landing, Study Permits and 
Confirmation of Permanent Residence forms, the date of 
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birth is clearly stated under “Date of Birth”  or “Date de 
Naissance.”  These forms use the format of 
day/month/year. 

• To help prevent transposition of date information, the 
BCeSIS standard for date entry is DD-MMM-YYYY, 
e.g., 12-MAY-2005. 

Gender 

• Should be coded as it appears on the official document. 

• Gender is shown in Box 8 on the immigration papers and 
is indicated by the number 1 (male) or 2 (female). 

Address fields 

All addresses entered into BCeSIS must conform to Canada 
Post conventions to minimize data quality issues. Some 
examples follow. See Appendix V for details and for lists of 
abbreviations. 

 

Rule Example 
Street: This is the official name recognized by 
each municipality. It cannot be translated. There 
is no space between a numerical street name with 
an ordinal or an alphanumeric character. 

2nd St 
36A St 

Street Type: Use common abbreviations, but do 
not use periods. 

St 
Ave 

In some instances the street type is also the street 
name. 

Parkway 

Street Direction: Use the common one- or two-
letter abbreviation. Do not use periods. 

NW 
SE 

Postal Code: Must be in upper case and have one 
space between the first three and the last three 
characters. 

V8X 3X1 

Post Office Box: Do not use the # symbol or its 
French equivalent, n0, or any other punctuation. 

Box 301 

Station Information: Must be present to direct 
mail to the proper postal installation when there is 
more than one within a municipality. Use the 
abbreviation for station without any punctuation. 

STN A 

Province: Should always be entered using the 
recognized two-letter abbreviation. 

BC 
ON 

Rural Route: Do not use either the # symbol or 
punctuation. 

RR 3 

General Delivery: Should be the two-letter 
abbreviation without punctuation. 

GD 

 

Students may not be able to provide an address when they 
apply for admission to school. For example, a student may 
apply in the spring for admission the next school year, 
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knowing they will be moving during the summer. To permit 
processing of the information necessary to schedule the 
student, schools are all asked to follow the same process: 

• 000 Unknown St will be entered as the street address. 

• Under the Common View menu choose Notes and enter 
an Address Update note with a follow-up date. This will 
create a pop-up screen that reminds the user to enter a 
correct address at a later date. This will not work if a 
student is trying to gain admission to one BCeSIS school 
within the province while still registered at another 
BCeSIS school. Students can be cross-enrolled to the 
school they are moving to for the next school year if that 
school is also on BCeSIS. 

• Confirm any custody situations that need to be 
documented. 

• If a student requests that a contact (parent, guardian) be 
removed from their demographic information, the school 
should obtain written confirmation from the individual 
in question to ensure they will no longer be participating 
in the student’s education. Exceptions are if the contact 
person dies or the student reaches the age of 19. 

• All information entered should be the appropriate 
mixture of upper and lower case. Do not enter 
information with the Caps Lock button on. 

5 Update information 

Update the student’s required demographic information (the 
Student Box on the Basic Student Demographics screen) 
only if there is new legal documentation verifying that 
change is necessary. An example would be if Citizenship 
Canada were to correct information on an official 
immigration document that had contained an error. In this 
case, the student would have to provide new, corrected 
immigration papers in order to have a change made.  

If the student’s name has been changed officially, the student 
must provide a copy of the court order approving the legal 
change of name or a legal name change certificate. 

E – Registration 

Following admission, a student must be registered in an 
education program. Registration determines the student’s 
class assignments and schedule and enables attendance to be 
taken. 

Inform parents of their 
responsibility to notify the 
school of changes to 
student information within 
20 days or in compliance 
with district policy. 
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There are three ways to register students in BCeSIS. 

1. Single student dur ing admission 

• This process is used if the student is beginning their 
program at the time of admission (e.g., seeks admission 
in September and is starting classes right away). 

2. Single student after  admission 

• This process would be used for a student who wishes to 
be admitted to the school but will not be attending until a 
later date (e.g., seeks admission in May for the following 
year). 

3. Group of students (mass register) 

• This is done for existing students who are continuing 
(i.e., not withdrawing).Year-end Transition sets student 
records to a status of admitted. Mass Registration is the 
process that takes these students and registers them at or 
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soon after the beginning of the school year for the 
purpose of initiating attendance-taking. 

• Students in this group who are No Shows (i.e., do not 
appear at the school in which they are registered) can be 
reverse-registered and then either transferred to a district 
school or withdrawn. 

Cross-enrolment 

A student may concurrently register at more than one school. 
This is known as cross-enrolment. BCeSIS permits the 
schools involved to share access to the student’s record. 

Each cross-enrolled student must designate a school of 
record, which is commonly referred to as the student’s home 
school.  

School of record  

It is the student©s choice which school or schools to attend. 
The school of record will be determined by: 

• majority of courses taken 
• student/parent choice 
 
Note: In the case of grades K - 9 funding will be allocated to 
the school of record and any required transfer of funds will 
be arranged between schools. For grades 10, 11, 12, 
Secondary Ungraded and Graduated Adult, funds will be 
distributed to each of the schools based on the # of courses 
taken at each school. 

Please see 1701 reporting process for details on this 
resolution process: 

www.bced.gov.bc.ca/datacollections/  

If there is an equal number of credits at each school, the 
parent/student needs to confirm in writing which school they 
wish to designate as the school of record. 

School of record’s responsibilities 

• For grades K – 9 the school of record will be responsible 
for reporting the student to the ministry, using the 
funding processes. It is up to the school boards or 
independent authority involved in the cross-enrolled 
student©s education program to work out an agreement as 
to any transfer of funding as required. 
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• The school of record is responsible for the overall 
educational program of the student and for tracking their 
progress through to graduation. 

• For grades K – 9 the school of record is responsible for 
producing a report card for the student. For grades 10, 
11, 12, SU and GA schools are responsible for preparing 
report cards for the courses taken at their school. 

• Records for students cross-enrolled in both BCeSIS and 
non-BCeSIS schools should be sent to the BCeSIS 
school for input into the system. 

Withdrawal 

When a student withdraws from a BCeSIS school, the 
withdrawal date is the day after the student’s last day of 
attendance (can be a non-school day if identified in the 
company file settings). 

If the student is transferring to a non-BCeSIS school (inside 
or outside British Columbia), the school which the student is 
withdrawing from is responsible for printing a Permanent 
Student Record (PSR) card containing demographic 
information, courses, grades and historical information. The 
PSR card is then mailed to the receiving school. However, 
the student’s electronic record remains within the BCeSIS 
database for future admission to another BCeSIS school. A 
new record is not created for the student, as the original 
BCeSIS record is not deleted. 

No show 
There are two ways for a school to remove a student who has 
been admitted for a future semester or for the following year 
but who never attends.  

• If the student has chosen to attend another BCeSIS 
school within the same distr ict, and if this is their first 
entry into a BCeSIS school, the school to which the 
student was originally admitted but never attended may 
No Show them, then select Transfer instead of WD and 
enter the name of the school the student will be 
attending. (This school must be notified of the transfer, 
as the system does not advise them that it has occurred.) 
This quickly and efficiently moves the student’s records 
and access rights to the school they will attend.  

Note: To use the No Show process, make sure the No 
Show setting in the district company file settings under 
Withdrawal is Yes. 
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No Show affects two types of students: Those that have 
been in BCeSIS before and those that are new to 
BCeSIS. 

 
·  For those students who have been in a BCeSIS 

school before, when a No Show is performed, the 
student’s record reverts back to the prior school.  
There are no delete or transfer options.  

 
For those students who are new to BCeSIS, two choices 
are available to be made: Transfer or Delete.  
 
·  A No Show Transfer delivers the record from the 

school the student was admitted to, to the school the 
student is actually at.  Admission and registration 
dates can be modified to accurately reflect the 
student’s attendance in the school they are attending. 

 
·  Deleting a record is an option if a student has never 

been in BCeSIS before and no other school has 
requested that student’s record. When one deletes a 
record, that record is not recoverable as it is removed 
from the database. The benefits to deleting a student 
over withdrawing are twofold, both dealing with 
data quality:  First, if the student is eventually 
picked up by a BCeSIS school, that school will be 
able to accurately enter attendance data for all days. 
When the withdrawal process is used, even for one 
day, it potentially creates inaccurate data. This is 
because the new school will be unable to enter 
attendance data for the dates that the Withdrawing 
school has identified that the student was admitted 
there.  Second, an inaccurate admission/withdrawal 
record is created against the student’s history.  
Technically, when a student never shows up at the 
BCeSIS school, the admission record must be taken 
to mean an admission request that has been 
rescinded.  Deletion is the most appropriate action. 

 

Deceased student 
If a student dies, they are withdrawn; the withdrawal code 
“ retirement”  is used, and the reason is “death.”  This code is 
not to be used for any other reason. 
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F – Courses 

BCeSIS defines courses as units of learning for all subject 
areas from kindergarten to grade 9 and for traditional courses 
in grades 10, 11 and 12.  

BCeSIS contains a complete registry or course catalogue for 
all subjects and courses, from which schools can select 
customized course offerings and manage student learning 
toward graduation. The catalogue contains more than 7,000 
provincial, locally developed, career preparation and 
Board/Authority Authorized courses and generic codes. 

BAA courses are described in: 

www.bced.gov.bc.ca/graduation/boardauth.htm and 
www.bced.gov.bc.ca/policy/policies/board_authority
.htm 

Among the terms used to describe courses are: 

Course title – The official title of the course as it appears on 
the transcript of grades. 

Course code – A unique, ten-character alphanumeric code 
for each course area. 

Course definition – A brief description of each course. 

Learning outcomes – Expectations of student learning as 
documented in the curriculum guide (IRP). 

Course credits – The numerical value of a grade 10, 11 or 
12 course. One credit is approximately 30 hours of 
instruction; a full course is 4 credits or approximately 120 
hours. 

Grade level – The normal grade in which the course is 
offered. 

Star t date – The date that the course first became available 
for credit. Students may have completed external course(s) 
before the reporting start date, but do not record any course 
as being completed before the reporting start date. 

Enterprise course catalogue 

• Schools cannot assign a course unless it is loaded into 
BCeSIS at the enterprise level and then brought to the 
district level.  

A course is defined in 
legislation as an 
organized set of learning 
activities in a subject area 
that meet the learning 
outcomes set out in the 
applicable educational 
program guide listed in 
Ministerial Order 333/99, 
the Educational Program 
Guide Order, and includes 
a Board/Authority 
Authorized (BAA) course, 
a ministry course and 
independent directed 
studies. 
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• New courses and codes are added regularly to the 
catalogue. 

• The catalogue is searchable by course code, course 
name, subject area and grade level. 

• The district must search the provincial catalogue first 
and bring into the district course catalogue all courses it 
wishes to have for use.  

• Schools may then adopt any of the district courses for 
the school catalogue. 

Course codes 

The course code is a unique, ten-character alphanumeric 
code that is assigned to every course in BCeSIS. The first 
seven characters are determined provincially, and the 
remaining three are available for schools and districts to 
assign as required to meet local needs. For example, the 
course code for Applications of Mathematics 12 is MAMA-
12---. 

• The first character (M) identifies one of ten different 
course types. 

• The next four characters (AMA-) identify the course 
code. 

• The following two characters (12) represent the grade 
level (and/or subsection, such as 12A or 12C). 

• The remaining three characters (---) are available for 
each school or district to create a unique code for 
specific designations such as honours, modified, etc. 

• Course codes do not need to contain a letter or number 
in each of the ten spaces; they may also include a 
placeholder character such as -, unless the spaces occur 
at the end of the code. 

There is also a set of codes that may be used for activities 
that do not qualify as courses. 

Standard and non-standard courses 

When a course is entered into BCeSIS at the enterprise level, 
there is a place to indicate whether it is standard (Non-
standard = No) or non-standard (Non-standard = Yes). With 
few exceptions, ministry-authorized courses and their French 
versions are Non-standard = No; in other words, they are 
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standard courses. Districts and schools must use them with 
the credit values and diploma categories set at the enterprise 
level. 

Non-standard = Yes courses, on the other hand, allow 
districts to set the appropriate credit value and diploma 
category. Schools are able to change the credit value if 
districts leave them credit value options. This category 
would include ministry-authorized grade 10 Fine Arts and 
Applied Skills courses with 2 or 4 credits and all 
Board/Authority Authorized courses. 

The diploma category for Non-standard = Yes courses needs 
to be set at the district level, so if a particular course is 
offered in more than one school in the district and has 
different diploma categories and credit values, more than one 
version of the course must be created at the district level. 
The table below shows examples. 

Non-standard = Yes Courses 
Enterpr ise Code Diploma Diploma 

Category 
Credit Distr ict Code*  

YPHOT11 1995 Fine Arts 2 YPHOT112 
YPHOT11 1995 Fine Arts  4 YPHOT11FNC 
YPHOT11 1995 Fine Arts and 

Applied 
Skills 

4 YPHOT11B 

YPHOT11 2004 Fine Arts and 
Applied 
Skills 

2 YPHOT112 

YPHOT11 2004 Fine Arts and 
Applied 
Skills 

4 YPHOT114 

 

*Note: These are samples only. They are not intended to be 
taken as the value the code must have. 

Course levels 

All kindergarten: K 
Grade 1: 01 
Grade 2: 02 
Grade 3: 03 
Grade 4: 04 
Grade 5: 05 
Grade 6: 06   
Grade 7: 07 
Grade 8: 08 
Grade 9: 09 
Grade 10: 10 
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10A: 0A 
10B: 0B 
Grade 11: 11 
11A: 1A 
11B: 1B 
Grade 12: 12 
12A: 2A 
12B: 2B 
Ungraded: 00 
 

Course Type Grade 
Level 

Course Name Course Codes 

M 1A Metal Fabrication-Machinist 
Training 11A 

MMFMT1A- - -  

F 12 Géologie 12 FGEOL12- - -  
I 2A History Higher Level 12A I HI H- 2A- - -  
A 2B Calculus 12B ACAL- 2B- - -  
U 2A Modern Theatre Dance 12A UI DSSMT2A- - -  
C 2A Voice Ensemble 12A CVCE- 2A- - -  
Y 0C Life Skills 10C  YLI FE0C- - -  
X 11 Criminology XCRI M11- - -  
P 2D Yukon College 12D PAB- - 2D- - -  
M 11 Fine Arts and Applied Skills 11 MFNAS11- - -  
M 12 Applications of Mathematics 12 MAMA- 12- - -  
M 12 Principles of Mathematics 12 MMA- - 12- - -  

Middle years courses 

Courses for grades 6 to 9 have coding based on whether they 
have an IRP, meet the legislative definition of a course or are 
modified/non-course activities. Courses that have IRPs and 
meet the ministry definition of a course begin with either M 
for ministry course or F for ministry course taught in the 
French language.  

Courses that do not have ministry-defined IRPs but are 
offered by schools and meet the definition of a course may 
be defined using the XLD code, indicating locally 
developed, and then be given the name defined by the 
district, school or authority. 

Other activities that do not meet the requirements to be 
defined as a course would be coded using XAT. (See 
description for Assigned Time further on in this section.) 

Graduation program courses 

These courses have been designated as meeting one of the 
diploma categories. These designations enable the user to 
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determine the graduation status of secondary students. See 
Graduation section for further details: 

www.bced.gov.bc.ca/exams/handbook/  

Student transcripts are coded. When they are pulled up, the 
BCeSIS system puts them into the correct sections of the 
transcript. 

Credit restrictions by code (anti-requisites) 

When courses are restricted for credit, they are deemed to be 
equivalent to other credit courses. Credit restrictions (anti-
requisites) prevent students from receiving double credit for 
successfully completing the same learning outcomes. 

If a student takes two courses restricted for credit, both will 
be reported on their transcript. However, credit toward 
graduation will be given only to the course with the greater 
number of credits and the higher final percentage (as per the 
Graduation Handbook).  

It is the principal’s responsibility to ensure that students do 
not obtain double credit. When the student’s transcript is 
pulled up, it is coded, and the system will put the credits in 
the correct sections of the transcript. BCeSIS has built-in 
credit restrictions, however; whenever equivalent credit is 
being given, the current course credits should be checked 
first.  

For example, a student wishing to receive credit for outside 
dance learning should not use this documentation to receive 
credit for both Dance 11 Performance and Royal Academy 
of Dance 11 External Credentials. These two courses would 
have different seven-character codes but may have the same 
learning outcomes. Courses taken within the school that have 
the same seven-character codes with variations in the last 
three characters and different names would not both receive 
credit. This would be determined by the anti-requisite 
settings in BCeSIS. 

Selecting courses for use in the district or 
school 

BCeSIS maintains the entire set of provincial, BAA and 
Special Ed courses, in addition to a set of generic XLDC and 
XAT codes, at the enterprise level. Districts must select the 
courses to be used in their district and add them to the 
district course catalogue. Schools may then populate their 



BCeSIS Standards Manual                     Version 13, May 2008 

31 

course catalogues by selecting from the district course 
catalogue. 

Course types 

All B.C. courses and codes are maintained within the 
BCeSIS course catalogue. It contains eight types of courses: 

M Ministry 
F French 
I International Baccalaureate 
A Advanced Placement 
P Post-secondary 
U External 
C Career Preparation 
Y Board/Authority Authorized 
X Locally Developed  
Q Equivalent credit, no exam  

1 Ministry-developed — standard 

Courses developed by the Ministry of Education and 
published as IRPs or program guides in all subject areas 
from kindergarten to grade 9 and specific courses in grades 
10, 11 and 12. 

2 Board/Authority Authorized (BAA) — non-
standard 

Grade 10, 11 and 12 courses developed or offered at the 
district or school level that meet standard requirements set 
by the Ministry of Education as outlined in the 
Board/Authority Authorized Course Order and that have 
been approved by a school board or independent school 
authority (Ministerial Order M298/04). 

School districts may use only approved BAA courses for 
which the ministry has assigned codes in BCeSIS. Prior to 
developing or submitting new courses for approval, districts 
should review the course catalogue for similar BAA course 
offerings. New course codes are created only when the 
course learning outcomes are significantly different from 
those of any existing BAA course. 

For each new BAA course, school boards are required to 
send the course name, grade level and authorization date to 
the ministry on form 1526. Upon review of the form, a new 
course code will be assigned and added to BCeSIS. The 
requesting school board will be notified of course code 
assignment upon entry into BCeSIS.  
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Independent schools should consult with the Office of the 
Inspector of Independent Schools regarding the procedure 
for obtaining ministry course codes for BAA courses. 

3 Independent Directed Studies (IDS) — non-
standard 

These are student-initiated courses based on the learning 
outcomes of ministry-developed or Board/Authority 
Authorized courses in grades 10, 11 and 12. Students pursue 
learning outcomes beyond those normally taught in the 
classroom for 1, 2, 3 or 4 credits. 

When students complete a portion of the outcomes for a 
course, schools may report their achievement to the ministry 
using IDS coding to assign partial credits. 

Schools can use the IDS policy in relation to any ministry-
developed, locally developed or BAA course for 1, 2, 3 or 4 
credits. 

In the current TRAX system, Ministry of Education, there 
are nine course codes for reporting: IDS 10A, IDS 10B, IDS 
10C, IDS 11A, IDS 11B, IDS 11C, IDS 12A, IDS 12B and 
IDS 12C. 

For example, a student could complete PE 11 (4 credits) and 
IDS 11A: PE 11 (3 credits) for a specialized study in that 
course. If the student completed a different course using the 
IDS policy at the grade 11 level, it would be reported as IDS 
11B: LD Fitness 11. If the student completes another course 
using IDS at the grade 11 level, this would be IDS 11C: 
Drafting and Design 11. 

By having A, B and C versions, three different IDS courses 
can be reported at the grade 11 level. This also means three 
versions (A, B, C) at the grade 10 level and another three 
versions at the grade 12 level. 

Note: Currently, BCeSIS has the same IDS courses entered 
as TRAX, grades 10–12, A, B and C versions. The credit 
value has not been defined, and schools will be able to enter 
1, 2, 3 or 4 credits for each IDS course. 

4 External credentials 

These are approved courses or credentials developed outside 
the ministry and approved for use by the ministry. Students 
take them outside the classroom for credit toward 
graduation. 

 

A credit is the numerical 
value a student earns for 
successful completion of a 
grade 10, 11 or 12 course. 
The value reflects both the 
length of the course and the 
scope of the learning. 
 
One credit is the value 
attached to the knowledge, 
skills and attitudes that most 
students can acquire in 
approximately 30 hours of 
instruction. A four-credit 
course consists of 100 to 
120 instructional hours.  
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5 Post-secondary 

Dual credits for post-secondary courses that lead to a 
credential from a post-secondary institution. 

6 Special Education activities 

BCeSIS users and the ministry have recognized a gap in the 
coding structure for ministry funding. Students who are 
unable to meet learning outcomes at subject and grade level 
require an alternative code that is recognized for funding 
purposes, can be applied to any activity name, can be 
reported and does not carry credit. To assign such activities 
using these codes, the student: 

• must have a designated special needs funding category, 

• must have an Individual Educational Plan (IEP), 

• must be receiving an educational program and/or support 
to meet the goals of their IEP, 

• must be assigned this activity because it is being used to 
assist them in meeting one or more of the IEP goals, 

• requires modification of the curriculum because the 
student is unable to meet the learning outcomes for 
authorized courses at subject and grade level. 

The following is a sample of the set of course codes (refer to 
the Handbook of Procedures for the full listing of available 
codes) that the ministry funding software will recognize as 
accepted activities for identified students on an IEP: 

• XSIEP 8A, 8B, 8C, etc. 

• XSIEP 9A, 9B, 9C, etc. 

• XSIEP 10A, 10B, 10C, etc. 

• XSIEP 11A, 11B, 11C etc. 

• XSIEP 12A, 12B, 12C, etc. 

7 Assigned time  

This category is for non-credit activities that require a course 
code for scheduling purposes. The BCeSIS course catalogue 
contains codes for non-credit activities such as learning 
assistance ( K – 9 ), study period and homeroom. 

Note: Starting in September 2008 Grades 10, 11 and 12 will 
receive funding for support blocks through the use of the 
XSPBK course code. 
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These activities must use assigned time codes, as they do not 
qualify as courses and would not appear in the provincial 
course handbook. The core code for each assigned time code 
is XAT-- followed by the grade. 

There is also a XAT--00 code that denotes Assigned Time 
Ungraded and may be used for any activity that does not 
require a grade level to be assigned. 

Additional XAT codes have been added for the specific use 
of certain jurisdictions. These are noted as Non Standard, 
Not Recommended. School boards/authorities using these 
codes assume the risk for their use and the impacts from 
system changes and transitions longer term. 

Each grade level of the XAT code may be used up to 99 
times. As these non-credit activities do not carry over into 
course history, each school may use the XAT codes to suit 
its own purposes and may use them differently each year if 
required. Two or more schools in the same district can use 
the same code with a different description. This provides the 
flexibility of nearly 500 codes available to deal with the 
various non-credit activities that need placeholders in the 
timetable.  

8 Locally Developed (LD)  

These courses form part of local programs offered by school 
boards or independent school authorities. The Courses Table 
lists all: 

• LD grade 11 and 12 courses that have been reported to 
the Ministry of Education since 1995, 

• new grade 10 course that have been developed locally 
and that have gone through the BAA process, and 

• generic codes that have been created for LD grades 4–10 
courses. LD10 may only be used for locally developed, 
non-credit courses taken by students in the 1995 
Graduation Program. 

Up to 8 credits of LD courses at the 11 and 12 level count 
towards graduation for students in the 1995 Graduation 
Program (52 credits). LD courses do not count towards 
graduation for students in the 2004 Graduation Program (80 
credits). 

9 Career Preparation (CP) 

These locally developed courses are included in the package 
of courses that make up a career program. Career programs 
are local education programs focusing on a career or career 

As with all course codes, 
the final three 
characters are available 
for the district or school 
to assign unique 
descriptors to the. 
course. 
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sector; they include a work experience component. Note: 
Career programs closed in August 2006. 

For students in the 1995 Graduation Program (52 credits), up 
to 24 credits of CP courses can count towards graduation. 

For students in the 2004 Graduation Program, CP courses do 
not count towards graduation. Boards and authorities should 
be converting existing CP courses to BAA courses. 

Elementary curriculum 

The elementary curriculum model contains the provincial 
curriculum standards for K to 7 and the primary and 
intermediate performance scales. These provide the 
framework for elementary teachers to evaluate their students 
and report to parents on the students’  progress based on the 
provincial learning outcomes. 

Processes 

• Only one model is available for K to 7 in B.C. It is titled 
Provincial Curriculum Standards Model under the 
Administration menu.  

Level 1 — IRP/subject 
Level 2 — Grade 
Level 3 — Organizer 
Level 4 — Sub-organizer 
Level 5 — Learning Outcomes 
 
Example: For Science for Grade 3 

Level 1 — IRP: Science K to 7, grade level selected 
“Grade 3”  

Level 2 — Subject: Science, Grade 3, Performance Scale 
“Primary”  

Level 3 — Organizer: Applications of Science, Earth 
and Space Science, Life Science, and 
Physical Science 

Level 4 — Sub-organizer: Each of the organizers has its 
own tab in the Sub-organizer level for 
additional information. 

Level 5 — Learning Outcomes: For each category in the 
Sub-organizer, there is a set of learning 
outcomes in this level. 
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• Performance Scales for each IRP are chosen based on 
grade level. These have been entered at the enterprise 
level, with the Kindergarten Performance Scale 
designated for K, the Primary Performance Scale 
designated for grades 1 to 3 and the Intermediate 
Performance Scale designated for grades 4 through 7 in 
this module. 

• The Kindergarten Performance Scale is a three-point 
scale: 

– 1 Exceeding expectations 
– 2 Meeting expectations 
– 3 Approaching expectations 

• The Primary Performance Scale for grades 1 to 3 is a 
four-point scale: 

– 1 Exceeding expectations 
– 2 Meeting expectations 
– 3 Approaching expectations 
– 4 Not yet meeting expectations 

Note: The three common points have the same number; the 
different point is the fourth number.  

• The Intermediate Performance Scale is the same as the 
scale for grades 4 to 12 in the Provincial Letter Grades 
Order (definitions are in abbreviated form): 

A  Excellent/Outstanding Performance 
B  Very Good Performance 
C+  Good Performance 
C  Satisfactory Performance 
C-  Minimally Acceptable Performance 
F  Failing/Failed 
I  In Progress 
SG  Standing Granted 
TS  Transfer Standing 
W  Withdrawn 
 
***  NG for No Grade, or any other placeholder used by 

districts in the past, is not recognized by the system. 
 

• Grading for student in grades K to 7 can be done through 
Mark Entry using Performance Scales and comments. 
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G – Attendance  

BCeSIS has a comprehensive attendance-tracking section. 
When determining how to use the attendance features, 
schools should keep in mind that not all models of education 
in B.C. involve the traditional classroom. The definition of 
attendance must therefore be broad enough to accommodate 
all models. 

Processes 

• Schools have the option of taking daily or period 
attendance, based on the set-up of the School Details and 
Calendar. 

• Attendance can also be taken using the Teacher 
Assistant function. 

• Daily attendance can be taken by homeroom or specific 
period. 

• The Student Absences screen displays a student’s 
attendance details for the current year. 

• Attendance history can be reviewed for present and 
previous years. 

• Notify parent/guardian in a timely manner in the event 
of non-attendance. This may be a single event or a 
cumulative problem. 

• Use attendance to verify missed learning. (When 
entering attendance, do not choose Not Applicable, or 
the absence totals will not be in the calculation for 
reporting on report cards.) 

• Attendance can be taken using the Attendance function 
in BCeSIS or by using the Teacher Assistant attendance 
function. (See the section on Teacher Assistant for 
further details.) 

• Both daily and period attendance options provide a 
variety of ways of entering attendance: 

- daily mass entry 
- mass sign-in/sign-out entry 
- sign-in/sign-out entry 
- full-day/multi-day absences by student 
- homeroom entry (daily only) 
- class entry 
- team/club entry 

School attendance 
practices must be 
made available to 
parents, and the 
coding and practices 
must comply with 
FOIPPA (public 
schools) and PIPA 
(independent schools).  
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- class trip entry 
- bus entry 
 

• Remember that attendance becomes visible to the new 
school when a student transfers. Districts and schools 
should refer to FOIPPA (where applicable) to ensure that 
the information becoming available is in compliance. 

• Attendance may be rolled over as a summary or detail at 
year-end. If you are choosing to roll over detail, it would 
be helpful to ask the following questions: 

- What do we need to know to continue supporting the 
student’s educational program? 

- Are we keeping this information because we always 
have, or does it help the student’s learning? 

• If a parent/guardian is signed up for Parent Assistant 
(when/if it is activated) and a secondary student requests 
that the parent/guardian not have access to that level of 
information 24/7, it is recommended that this issue is 
best settled between the student and their 
parent/guardian at the school level. 
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H – Student Achievement 

This area of BCeSIS provides the format for collecting, 
storing and reporting on student performance. It has 
significant overlap with the sections on courses, graduation, 
and assessment and evaluation. Reports may be generated 
for district and school staff to analyze their progress on 
improving student achievement. 

Processes 

• Gathering information about what the student has 
learned can be done in detail using Teacher Assistant. 

• Grade information may be entered into BCeSIS mark 
records using Teacher Assistant or manual entry, or by 
importing grades from third-party software.  

• Student achievement also involves clear communication 
to parents/guardians. 

• Historical records are created at year-end so that a 
student’s progress through to diploma is available to the 
school of record and may be transferred with the student. 

• The report cards developed for BCeSIS provide a choice 
about where comments are drawn from. 

- Teacher Assistant: Teachers can develop a bank of 
comments related to their subject area(s) and 
learning outcomes or create anecdotal comments.  

- School comments: Teachers can also include brief 
comments from the school databank.  

Parents  may find comments from various sources 
helpful in supporting their children’s learning 
improvement. 

Mark set-up 

All mark entries in BCeSIS will use the provincial mark 
scale. See: 
www.bced.gov.bc.ca/legislation/schoollaw/e/m192-
94.pdf 

A 86% –100% 

B 73% – 85% 

C+ 67% – 72 % 
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C 60% – 66% 

C- 50% – 59 % 

F 0 – 49% 

I In Progress. May be assigned at any time during the 
school year but must be converted to a letter grade: 

- when recording on the permanent student record 
card, 

- before submission to the ministry for inclusion on 
that student’s transcript of grades, and 

- before a student’s records are transferred to another 
school, unless there is agreement between the 
principals of the two schools to defer the conversion 
of the I letter grade.  

 
RM Requirements Met – For use with Graduation Transitions 12 

Only 
W Withdrawal 
SG Standing Granted. May only be granted by an adjudication 

process authorized by the principal, vice principal or director of 
instruction in charge of the school. 

TS Transfer Standing. May be granted by the principal, vice 
principal or director of instruction in charge of the school on the 
basis of an examination of records from an institution other than 
the school. Letter grades may also be granted on the basis of that 
examination as an alternative to TS. 

AEG  Aegrotat. May be granted to a student who is unable to write the 
provincial exam due to serious illness or injury. The student 
would receive standing in the course based on the school mark. 

Challenge  Credit for undocumented prior learning for ministry-
developed or BAA courses in grades 10, 11 or 12. Can 
be given a letter grade, SG or TS. 

Equivalency  Documented learning from outside the British Columbia 
school system that is deemed equivalent to the learning 
outcomes of a ministry-developed or BAA course in 
grades 10, 11 or 12. Can be counted as credit. 

Final grades  

The reporting of final grades or comments varies according 
to the grade level of the program or course: 

·  Student progress reports for kindergarten to grade 3 
must be in writing. 

·  The final report for grades 4 to 9 must contain letter 
grades.  
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·  Term and final reports must contain percentages for 
courses numbered 11 or 12 on the Grad 1995 
program and courses numbered 10, 11 or 12 on the 
Grad 2004 program (as determined by designated 
diploma category in the course directory). 

·  Students on an IEP who are unable to demonstrate 
the ability to meet the expected learning outcomes 
and who require modifications to participate in an 
educational program still receive a final grade based 
on their achievement against the Learning Outcomes 
of their IEP. A written comment stating that the 
grade is for modified work must accompany the 
grade. 

Work habits 

The requirement to report on work habits is found at 
www.bced.gov.bc.ca/legislation/schoollaw/e/m191-
94.pdf under Schedule 2, section 1(g). 

Within BCeSIS the standardized report card templates utilize 
the following work habit descriptors: 

Excellent (E)  

Responsibility: demonstrates an industrious work ethic, 
ready to work and learn. 

Cooperation: a class leader, exemplified by a high degree of 
positive and meaningful participation initiated by the 
student. 

Independence: a keen and enthusiastic learner actively 
seeking out personal growth and learning opportunities. 

Good (G)  

Responsibility: all assignments turned in, ready to work and 
learn. 

Cooperation: works well with other students and teachers, 
participates in class in a meaningful way. 

Independence: a self-directed learner, takes appropriate 
initiative and responsibility for learning. 

Satisfactory (S) 

Responsibility: most assignments turned in, usually ready to 
work and learn.  
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Cooperation: usually works well with other students and 
teacher(s). 

Independence: often requires direction. 

Needs improvement (N)  

Responsibility: most assignments missing, frequently not 
ready to work and learn. 

Cooperation: does not work well with other students or 
teacher(s). 

Independence: needs one-on-one attention most of the time. 

Grades in BCeSIS  

Grades may be: 

• posted from the Teacher Assistant section into the Mark 
Reporting section of BCeSIS. This process also permits 
the key operator to see who has and has not completed 
mark entry in preparation for printing report cards. 

• imported from third-party grade books where the export 
file from the third-party software can be configured to 
match the specifications required by BCeSIS for 
importation. 

• manually entered. 

Teacher Assistant contains a grade book for teachers to track 
student progress through the learning outcomes for the 
program or course. This provides teachers with real-time 
information about students entering and withdrawing from 
their classes. Final grades can be sent seamlessly from here 
to Mark Reporting, and teachers can create/keep comments 
for reporting. 

Interim reports for parents can be created from Teacher 
Assistant, and if/when the Parent Assistant function is 
implemented, parents will be able to get a real-time update 
of their child’s progress.  

Assessment and standard testing 

The assessment section of BCeSIS contains a combination of 
core and non-core coding information. All provincial exams 
and assessments, including grade 10, 11 and 12 exams, are 
core. However, other standardized tests and assessment tools 
required by districts or schools will be entered in this section 
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at the request of districts and independent school authorities. 
This will be done centrally to avoid duplication and to 
maintain a common coding for all BCeSIS districts and 
schools. 

The BCeSIS database uses two similar terms in this section: 
Standardized Tests and Standard Tests. These terms are 
synonymous. Districts are not able to set any of the values in 
the code tables associated with Standardized Tests and 
cannot change any of the code values.  

Districts and public or independent schools may adopt an 
assessment from the enterprise selection and then enter 
detailed assessment information relative to the district or 
school using the assessment.  

Processes 

Choose Standardized Test/Assessment from the 
Administration menu. 

• Select the assessments your district will use. This is done 
through Administration/Standardized Test/Distr ict 
Standardized Tests. Select assessments from the 
provincial list and add to the district list. 

• Once the district list has been created, the school can 
create its own list by choosing 
Administration/Standardized Test/School 
Standardized Tests and following the same process. 

Provincial exams  

For information on the TRAX processes, please refer to the 
Ministry Reporting section of this manual. Exam marks for 
provincial exams will be returned into BCeSIS (if the TRAX 
report to the Ministry was generated from BCeSIS). Marks 
will be loaded as sub-scores for the standard test, which will 
automatically set them up to appear on the Mark Entry 
screen. Once YET is run, these will then roll over to become 
a part of Credit Details in history. 

 

Permanent Student Record (PSR) cards 

• Districts must use the most current PSR form 1704 
(revised 12/04), PSB 048 (revised 1995) to print the 
demographics directly on the card. 

Report information on an 
individual student by 
printing a Student 
Standard Test Summary 
from Standardized Tests 
in the Report menu. 
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• Older versions are not necessarily in the same alignment 
and will not all work. 

• The ability to print demographic labels for attaching to 
PSR cards is provided. 

If Permanent Student Record Form 1704 data are stored in 
electronic format: 

• the school must be capable of recreating the data in case 
of a system failure, 

• printouts must represent the fields in the same order as 
on the form, 

• printouts should read as one of the following: 
**Copy Only---Master resident at school**  
**Obsolete Copy---Record Transferred**  
**Master Copy---Do Not Destroy**   

• printouts should clearly display the date and time of 
production and the school and system from which they 
have been produced, and 

• the form must be printed and stored when the student 
leaves the British Columbia school system.  
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I – Scheduling 

A goal of this implementation program is for BCeSIS to 
have all students being educated in British Columbia on one 
student information system. To accomplish this, BCeSIS 
must be able to handle a variety of scheduling models in the 
one system: 

• Extended day for schools that operate or wish to operate 
on a different time schedule. 

• Year-round schedule for schools currently operating on a 
year-round schedule in a regular school, distance 
education schools and schools offering continuous 
progress models of education. 

• Single-, dual- and multi-track timetabling options for 
schools that offer or wish to offer more than one learning 
or calendar option within the same school — for 
example, traditional and continuous learning models in 
the same building or traditional and year-round learning 
calendars in the same building. 

• A single student enrolled in courses in more than one 
school. 

The system is very robust and can support this variety of 
flexible educational alternatives. The parameters for schools 
offering such alternatives would have to be set up in 
prescheduling. 

The scheduler in BCeSIS permits the school to enter a 
manually created schedule or to build a Master Timetable 
automatically based on student course selections after the 
required restraints have been added.  

Using Master Timetable Builder, simulations may be run as 
many times as desired prior to the year-end process.  

The Master Timetable to be used in the new school year 
must be in place prior to running YET. Manual changes and 
student timetable changes may be made once the year-end 
process has been run, but mass simulations can no longer be 
run. 

Pre-scheduling processes 

• Pretransition needs to be completed so all students who 
will be in the school for the next year are entered in the 
Next Year and option sheets can be printed for each 
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student, including those who will be moving in from 
feeder schools. 

• This pretransition enables students to be cross-enrolled 
for scheduling and assigning homerooms. 

• If a student is leaving a school/district, the school of 
record must provide a withdrawal form for the student. 
The pretransition process must not begin until the 
student’s new school/district has registered the student 
and requested that the pretransition of the student’s 
record occur. 

• Do not make any changes to the current year School 
Details screen until after year-end transition (YET). 

• Pre-scheduling activities must be completed prior to the 
completion of the Master Timetable for the next year. 

Scheduling processes 

• All schedule-building activities must be completed prior 
to YET. 

• The Timetable can be updated manually after YET using 
the Course Section Maintenance screen. 
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J – Graduation and Diplomas 

British Columbia’s graduation program defines the grade 10, 
11 and 12 courses required to earn credits toward graduation. 
BCeSIS tracks courses and credits completed for a student, 
produces reports that indicate portion completed and credits 
yet needed and provides detailed transcript information for 
students who have completed their graduation requirements. 

Processes 

By linking diploma courses to exam requirements, BCeSIS 
automatically produces the necessary information for the 
Ministry of Education about the number of students 
requiring exams, what exams are required and when.  

This function of BCeSIS reduces the requirement for the 
submission, verification and tracking of information for each 
exam period. Currently, three graduation diplomas are 
recognized. As these are ministry-prescribed and required for 
B.C. students to graduate, they have been set up at the 
enterprise level for use by all schools and districts. 

The following information has been set up in the student 
information system under Administration> 
Diploma>Diploma Types: 

2004 Graduation Program – 80 credits, start date  

Currently, there are 1,904 grade 10 – 12 courses available. 
This includes ministry-developed English and French 
version courses, External, IB, AP, PSI and BAA courses. 

1995 Graduation Program – 52 credits, LD limit, start date 

Currently, there are 6,323 grade 11 – 12 courses available. 
This includes ministry-developed English and French 
version courses, External, IB, AP, PSI, BAA, CP and LD 
courses. 

Adult Graduation Program – 20 credits (5 courses), start 
date, age requirement 

Currently, there are 777 grade 11 and 12 courses available. 
This includes full 4-credit ministry-developed English and 
French version courses, External, IB, AP and PSI courses. 

School Completion Certificate Program – This is not a 
graduation program and has no required course or credit 
attached. The School Completion Certificate Program has 
been added as a diploma in BCeSIS to provide school staff 
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with the ability to track students who are on a modified 
program and/or who will be unable to meet graduation 
requirements. All students receiving the School Completion 
Certificate Program credential will be issued transcripts 
showing all successfully completed credit and non-credit 
grade 10–12 courses. For specific details and requirements 
of the new SCCP please check the following Ministry of 
Education Web site: 
www.bced.gov.bc.ca/graduation/completion/ 

 
 

For each of the three graduation programs, the categories 
that meet graduation requirements have been entered into 
BCeSIS. An example follows: 

2004 Graduation Program Example 
Descr iption Category Required 

Credits 
Testing 

Categor ies 
Language Arts 10 LA0 4.0 Linked 
a Language Arts 11 LA1 4.0  
a Language Arts 12 LA2 4.0 Linked 
Social Studies 10 SS0 4.0  
SS 11 or FNS 12 SS1 4.0 Linked 
Science 10 SC0 4.0 Linked 
a Science 11 or 12 SC1 4.0  
Mathematics 10 MA0 4.0 Linked 
a Mathematics 11 or 
12 

MA1 4.0  

Graduation 
Transitions 

GT 4.0  

Physical Education 
10 

PE0 4.0  

Planning 10 PL0 4.0  
an ASK or FNA 10, 
11 or 12 

FAS 4.0  

Prov. Grade 12 
Level 

GR2 12  

additional electives 
10, 11 or 12 

EL 16  

 

• The number of tests required has been linked for each 
diploma category with required course names for 
English and French version courses.  

• When a student takes a course that requires a provincial 
exam, that link (which has been established at the 
enterprise level) will automatically trigger an exam for 
that student for the appropriate exam period.  
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• Where equivalency has been granted for a course that 
would normally require an exam, a different set of 
procedures must be followed for entering that course 
into grades or course history. Refer to the courses 
section, special cases, Q codes for more information. 

Diplomas 

B.C. secondary schools recognize three graduation diplomas: 
the 2004, 1995 and adult graduation programs. Using these 
three diplomas, BCeSIS can calculate courses and credits 
completed by students and determine if graduation 
requirements have been met. Every student who is taking 
courses that will be credited towards graduation must have a 
diploma selected in the Diploma screen.  

When a student is new to a school and enrolled in grade 10, 
11 or 12, or when a student begins a program that contains 
graduation program courses, the type of diploma the student 
is working toward must be entered. This may be done as a 
group for a grade transitioning at year-end or by Mass 
Assignment after YET has run. 

Thousands of graduation program courses are available 
through standard courses that have been either ministry or 
board/authority approved. For each of these courses, the 
Credit Details screen will list courses that students have 
completed, with final marks and credits earned, up to the 
current school year. Final marks and/or credits earned by a 
student during a current school year are posted to Credit 
Details during year-end transition or are entered manually. 
For diplomas to calculate correctly, it is important that all 
course information be entered accurately in Credit Details. 

Types of courses that might need to be added manually to 
Credit Details would include credits earned for all grade 10–
12 level courses completed at a school not using BCeSIS, 
new external credentials that have been completed and 
courses earned through equivalency and challenge. All 
diploma information from a previous BCeSIS school will 
move with a student transferring to another BCeSIS school.  

General processes for diploma 

• All diploma information from a previous BCeSIS school 
will be available to the new school when a student is 
transferring to another BCeSIS school. 

• When a student is new to the school and enrolled in 
grade 10, 11 or 12, or when a student begins a program 

The School Completion 
Certificate has been 
added to the diploma 
section to help schools 
indicate which students 
are on a modified 
program and will be 
unable to meet graduation 
requirements. The School 
Completion Certificate is 
not a graduation diploma 
and has no courses or 
credit requirements 
attached. 
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that contains graduation courses, the type of diploma the 
student is working toward must be entered. This may be 
done as a group for a grade transitioning at year-end. If it 
is not done as a group, it will have to be entered for each 
individual student once the year-end process has been 
run. 

• Schools can verify the position a student is in relative to 
completing their diploma requirements at any time 
through the reports process.  

• Students who have qualified for graduation before the 
year-end process can also be transitioned.  

Diploma calculations – setting credits and 
diploma categories  

Locally developed courses do not have their diploma 
categories or credits set, since they are determined by the 
school district based on graduation program rules. Districts 
will need to set diploma categories and credits for their non-
standard courses. Locally developed non-standard courses 
include: 

• BAA (Board/Authority Authorized grades 11 and 12) 
1995 Graduation Program 

• BAA (Board/Authority Authorized) 2004 Graduation 
Program 

• LD (Locally Developed grades 11-12) 1995 Graduation 
Program only 

• CP (Career Preparation grades 11-12) 1995 Graduation 
Program only  

Fine Arts and/or Applied Skills diploma categories for the 
above courses are determined locally through the 
development and authorization process. In some instances 
the course may not meet either of these diploma categories 
and may be used as an elective. Districts/authorities will 
need to develop a process to gather diploma category 
information from each of their schools that offer grade 10 to 
12 locally authorized courses, to guide the setting of diploma 
categories and number of credits. 

Graduation Transitions – 2004 graduation requirement  

Starting in the September 1, 2007 school year, Graduation 
Transitions English [128KB - PDF] French [144KB - 
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PDF] replaces the Graduation Portfolio Assessment found in 
the original 2004 graduation program. All BC secondary 
school students who are enrolled in Grade 10, 11 or 12 as of 
September 1, 2007, and beyond must demonstrate they have 
met the following requirements for: 

• Personal Health - maintain a personal health plan and 
participate in at least 80 hours of moderate to vigorous 
physical activity, in addition to PE10. 

·  Community Connections - participate in at least 30 hours 
of work experience and/or community service and 
describe what was learned. 

·  Career and Life - complete a transition plan and present 
significant accomplishments.  
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K – Incident Management 

Students are required by both the School Act and the 
Independent School Act to comply with the school rules and 
code of conduct and with district rules and policies. Should 
an incident or accident occur as a result of non-compliance, 
or if it results in injury, the school needs a mechanism for 
recording the events that took place. BCeSIS provides the 
mechanism for recording incidents and contains the accident 
reporting mechanism required by the Ministry of Finance’s 
risk management branch. 

Processes 

Incident information is a particularly sensitive area for 
students, parents and schools. It is something that parents are 
quite concerned about, so each district should have a policy 
about what information is recorded, when it is recorded and 
how long it will be kept. Once incidents are in the system, 
they can be very difficult to remove, so serious review 
should occur before an incident is entered. 

Enterprise categories were developed by the BCeSIS data 
standards group to standardize procedures for incidents and 
actions. These categories provide consistency for the 
information that is stored and transferred with students.  

Each district and school can create its own incident and 
action tables, but these are linked to the appropriate 
enterprise table. There is a process for minor infractions that 
do not follow the student and a process for ongoing concerns 
and incidents that do become archived and follow the 
student.  

Incident/action codes  

Each district/school will develop a directory of incident and 
action codes and descriptions for the codes. Each code must 
have an enterprise level category linked to it. These 
categories appear on the Student Incident Details screen as 
Incident Ext. Code. This is a non-core table, so requests can 
be made for additions if schools find there is not a suitable 
category for a particular type of incident or action. 

Student or school incident  

When an incident occurs, the person dealing with it must 
make a decision about its severity. It is important to note that 

Currently, the only time the 
system purges incidents is 
during the year-end 
process; all incidents 
tagged for deletion are 
removed at that time. A 
possible future enhancement 
would permit schools to 
choose whether purging 
occurs when a student 
transfers, at year-end or 
both. Notes may also be 
kept within the system for 
clarification. 
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incident information entered as a “student”  incident does not 
carry over to the next year or transfer with the student. 
However, an incident entered as a “school”  incident will 
transfer with the student and may be archived at year-end. 
There is a box on the Student Incident Details screen titled 
Delete on Transition which, when checked, will cause that 
incident to be deleted at year-end. 

Important steps 

Action type – Entering information in the Action Taken 
screen permits the school to track the action taken and 
follow up as necessary. 

Parent contacted – If the incident was severe enough in 
nature to warrant parent contact, this can be recorded (type 
of contact, person contacted, date and notes). 

Notes – There are narrative screens in the Student Incident 
Details screen and the Disposition screen where additional 
information may be typed in free form. This is useful for 
capturing information in a timely manner.  

Injury – Should an incident occur that results in injury to 
one or more students, complete the full details required by 
the Ministry of Finance’s risk management branch on the 
Injury and Accident Details screen.  

 
 

Because of FOI concerns, 
it is very important that 
incident notes entered into 
BCeSIS be as objective as 
possible. FOI requests can 
result from incidents, and 
any notes taken may be 
subpoenaed if there is a 
court case. The notes are 
the property of the school 
board, not the person who 
wrote them. 
 
If a student transfers, 
remove any victim names 
that appear in related 
incident notes. 
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L – Fees 

This refers to money collected at the school or district level 
for a specific purpose authorized by the district fees policy. 
BCeSIS has a comprehensive module for assigning fees to 
courses and/or students as well as for accounting for fees 
collected by student, teacher, course and date for 
reconciliation. The system also provides a variety of reports 
that can be printed and the option of carrying over the fees 
owed to the next school year or transferring fees for another 
activity. 

Processes 

• Fees are authorized according to local school board 
authority. 

• Schools enter the codes and descriptions for the fees to 
be charged. 

• Receipts need to be issued when fees are collected. 
These can be done in a batch, where the fees are being 
submitted by a teacher who has collected them, or 
individually, where a student has paid their own fees 
directly. At this time BCeSIS does not have the capacity 
to upload direct deposit information related to fees. 

• A summary of daily deposits and fee adjustments is 
available to balance money collected. 

• Each school must publish a clear waiver policy for 
parents so parents who cannot afford the fees have an 
option to still have their children participate. 

• Schools should identify a process for crediting an 
account with money for a student whose fees have been 
waived, while still protecting the student’s privacy. 

Fees and student transfer processes 

• When a student is being withdrawn, the user can choose 
to keep fees active or to archive them. 

• If fees are kept active, when a student returns to the 
same school at a later date, the record will show unpaid 
fees. 

• If fees are archived, the fees that are still owed will 
appear on the fee record in a different colour. 
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• The user is prompted with a message that the student has 
fees owing prior to withdrawal. The user is asked 
whether they want to continue giving the school the 
opportunity to request that fees be addressed prior to 
completion of the transfer. 

• The fees do not transfer with the student, but a note 
about outstanding fees can be made in the transfer record 
so the receiving school is aware that the student has 
some fees to clear at the previous school. 

• Refer to FOIPPA information when determining how to 
maintain confidentiality for students who cannot afford 
fees. 
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M – Year-end Transition (YET) 

YET is the process of archiving current year files to close 
out the current school year and prepare records for the next 
school year. This sets up the new school year as the current 
active one on the database. 

This process will be new and very different for most schools. 
Districts and schools will need to do very special preparation 
for it, especially during the first time through YET, because 
information on this system cannot be restored for an 
individual school. 

YET is an annual process. It does not allow users to roll over 
various sections of their database at different times. 
Everything is rolled over at the same time for everyone in 
the province. This is not an optional activity. Processing 
begins on August 1 or the closest weekend and may take 
several days to complete. 

Processes 

• During the time YET is being run, end users will not be 
able to access BCeSIS. 

• The BCeSIS project team will run reports to determine if 
districts/schools have completed the necessary tasks for 
YET. Districts and schools will be contacted if there are 
issues. 

• Completion of YET tasks: 

-     All tasks that must be completed before YET are 
listed in the current year YET timeline. As these 
tasks/processes may vary from year to year, new 
instructions will be issued every year. 

- Pretransition needs to be done for scheduling. This 
may begin as early as February but must be 
completed by the dates specified in the current year 
YET timeline. 

- No conversions will be allowed during final 
processing of pretransition until the completion of 
YET. This period is in July; please refer to the 
current year YET timeline for specific dates. 

• Schools completing data conversion into production 
prior to YET must convert into the current school year, 
not the next school year, to avoid date issues after YET. 

YET will be a new and 
very different process for 
most schools. It requires 
special preparation, 
because information 
cannot be restored for an 
individual school. 
 
YET is an annual process. 
Everything is rolled over 
at the same time for 
everyone in the province. 
This is not an optional 
activity. 

If your school or district 
will not have anyone 
available after July 10, 
speak to the appropriate 
project team about 
permissions necessary for 
a successful YET. 
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N – Teacher Assistant  

This is the teacher gradebook module of BCeSIS. It gives 
teachers a timely, hands-on way to collect, track and record 
information that they can then share with students and 
parents. Teachers will be able to  post grades and assignment 
information to Parent Assistant when/if it is activated. 
Parents, in turn, may leave an electronic message for the 
teacher, who is able to respond through Teacher Assistant. 

As well as enhancing school-parent communications about 
student progress and achievement, this tool can provide 
teachers with information on which to base decisions about 
their own practice. 

Processes 

Preconfiguration of Teacher Assistant to determine the 
settings for all users in that school/district for: 

• Observation types 
• Assessment types 
• Textbooks 
• Textbook condition 
• Company File settings (letter category, number of 

marks, attendance settings) 
• Security 
• Reporting periods 

 
Using Teacher Assistant: 

• Teacher will need to set preferences for mark 
calculation, including weighting scales. 

• The mark scale used in Teacher Assistant should be the 
same as the one in BCeSIS, as this is a provincially 
mandated scale. 

• Teachers can determine the Failure Threshold for 
assessments. 

• Various types of weighting are available. To better 
understand the impact the weight of any given 
assessment has on the student’s overall grade, teachers 
can display what happens when weightings change or 
when just raw scores are used. 

• Teacher Assistant permits transfer of classes from one 
teacher to another, which supports teachers who receive 
a change of assignment during the term or those who are 
taking over a class due to a leave situation. 
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• Shared Access to a gradebook is another setting that may 
be checked. Before doing this, ensure that the 
information being shared is required by the other person 
and is in compliance with FOIPPA. This is an excellent 
tool to support team teaching and teacher/student teacher 
situations. 

• Teachers can create a comment bank relative to the 
learning outcomes of their courses. These are smart 
comments and will put the appropriate name and 
pronouns in when used. 

• Teachers can also type anecdotal comments for reporting 
purposes. 

• Alerts on the student roster readily make teachers aware 
of student concerns. These can include the need for 
adaptations or modifications to a student’s class and 
assigned work. The ability to set alerts is determined by 
the security settings  associated with different roles 
within the application. Schools and districts will 
ultimately determine which individuals within a school 
will be assigned the roles capable of setting alerts.  

• When a coach enters information about student absence 
for trips, this appears on the teacher’s attendance in 
Teacher Assistant. 

 

Use the Alert function to 
indicate issues, but use 
it cautiously, as overuse 
will lead to alerts being 
ignored. 
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O – Student Services 

Student Services Standards 

The Student Services module provides an integrated 
approach to managing the processes and documentation 
involved in providing school-based, district and provincial 
supports for students with diverse learning needs. It gives 
professionals immediate access to the key information they 
need to make timely and informed decisions when receiving 
new students or reviewing the placement of current students. 
By tracking historical data, Student Services also makes it 
possible to measure student progress and program 
effectiveness related to specific student needs.   

The module also has a number of features that support 
collaboration, such as the ability to set agendas, keep records 
of meetings and  track communication among participants, 
including ample space for notes and comments. 

Related orders and policies – Special Education Services 
Manual IEP Order: 
www.bced.gov.bc.ca/legislation/schoollaw/e/m638-95.pdf 

Modes 

Schools currently have two modes for using the Student 
Services module: 

·  Basic – With the basic mode, users can only enter 
information about eligibility for ministry funding. 
Access is provided through a specific set of Student 
Services security roles and can be designated to a 
support role for Student Services. 

 
·  Full – This mode enables the school and district to 

access the full range of functionality available through 
this module, such as tracking the student from referral 
through assessment and review; and the development 
and management of Individual Education Plans. 

� � � � � � � � � � � 	 � 
 	 � 
 � � � 
 � � � � � � � 


• A student can only be identified in only one educational 
category for funding. 

• Do not enter multiple eligibilities to document services 
offered that are related to another ministry category. This 
could cause problems with 1701 reporting. It could also 
cause confusion in terms of historical information, 
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because it may be difficult to interpret what category a 
student was funded for in any given year. Information of 
this sort should be added to the memo field under the 
Notes and Comments tab. 

• Once eligibility for a category of special needs has been 
determined based on the ministry’s Special Education 
Guidelines, confirm that the audit checklist for that 
category has been reviewed by clicking the Complete 
button. This must be done before the record can be 
finalized.  

• Eligibility for a category of special needs must be 
finalized in order to report a student with special needs 
to the ministry. 

• Eligibility should be left active on transfer/withdrawal as 
an indicator to the receiving school that this is a special 
needs student with a historical record of IEPs and 
support. 

• When it is determined that the educational category for 
funding needs to be changed, this must be done through 
the Exit Special Education function to close the current 
designation. Then enter the eligibility information for the 
new designation.  

• Districts should limit access to the delete function to 
only a few individuals who will control which eligibility 
records are deleted. 

• Only eligibility records that have been entered in error 
should be deleted. All other records should become a 
part of the student’s history. 

� 	 � � � 
 � � � 
 � 	 � � � � � � 


• A Notes and Comments tab exists in both basic and full 
modes. 

• No entries are required to finalize an eligibility. 
However, the tab should be used to capture 
information that would assist future case managers 
or schools in placing this student, e.g. 

-  Additional information documenting services 
offered relating to another ministry category. or 

- Parent was invited to provide input but declined to 
do so, or 
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- Parent has requested that the student not be 
identified, although the student meets all criteria for 
a specific eligibility.  

 

FULL MODE 

The following standards are in addition to those defined for 
Student Services Basic use.  

� � � � � 
 � � � � � � 


·  Access to the Student Services Full mode is limited 
by security role and the security roles for Student 
Services are distinct and separate from the regular 
BCeSIS security. 

·  These roles are assigned by approval of the 
designated District Administrator for Student 
Services. 

·  Persons with School Administrator roles for Student 
Services should determine the level of access at the 
school level and assign Case Managers. 

·  Access to specific student information within the 
module should be limited by the following question: 

o Does the specific staff member need to have 
access to the information based on their 
level of interaction with the student, or their 
administrative responsibilities? 

·  Use of the delete function requires Student Services 
administrative approval and only limited information 
can be deleted.  

o Maintenance of the historical integrity of 
records should always be the paramount 
priority when determining whether to delete 
information or not 

·  The entry of reports / findings by external 
professionals should be controlled by a school based 
individual so reports can be finalized 

o External experts can access the module 
online to view and enter limited information 



BCeSIS Standards Manual                     Version 13, May 2008 

62 

o Unless these individuals are identified in the 
Staff Maintenance module for a school, they 
are unable to have write privileges in 
Student Services Module 

� � � 
 � � � � � � � � � � � � 


·  Requirement to complete an IEP  
o An IEP is required by Ministry Policy as 

soon as practical after the student is 
identified as a student with special needs  

 
·  The IEP module provides the user with all the 

necessary tools to generate an IEP that meets 
Ministry Policy standards. 

 
·  Districts should develop a strategy for making 

changes to IEPs that ensures an accurate and 
complete history is maintained for the student.  

 
·  To ensure the integrity of student records by creating 

a version history, all Finalized IEPs should be 
updated by using the Amend function. The Re-open 
IEP function should not be used without express 
approval from the Student Services administrator for 
the district, or their designate, in accordance with 
District Policy, in the rare event that it is authorized. 

 
·  An IEP, by policy, is current for one year from the 

date it is created. 
 
·  The IEP should be completed fully as this 

information will be available to the next school the 
student attends. 

 

� 	 � � � � � 
 � 	 
 � 


·  A good tool to capture all communication between 
educators and service providers and the 
parents/guardians of the student 

·  Access to this function is optional and should be 
based on the policies and processes of the 
school/district/authority  

� � 	 
 � � � � 
 � � � 	 � � � 
 � 	 � 
 � � � 
 � 	 � � � 


·  Progress is reported at the objective level for goals 
in the IEP 
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·  Access to this function can be available to each 
person responsible for entering progress information 
on one or more of the objectives (based on the 
assignment of a Student Services role), or the Case 
Manager can maintain responsibility for this activity 

·  These are tied to the school reporting periods 

� 	 � � � � � � � � 	 � �  � � � � � � � � � � � 


·  It is recommended that schools/districts/authorities 
create a set of guidelines for this section based on 
privacy, parent/guardian permissions, and necessary 
information for sound educational placement 

� � � ! � � � 
 � � � � � 


·  This is an opportunity for schools to capture support 
information for students who do not meet eligibility 
criteria or who have not yet been identified 

·  Use of this feature will provide sound information to 
a receiving school for such a student and better 
enable that school to create a quality educational 
placement 

� � � ! � � � 
 � � � 	 � � � 


·  For students who do not have an eligibility, but are 
receiving support via a Service Plan, the individual 
assigned as responsible for progress reporting can 
enter these reports either: 

o Directly into the Student Services module if 
the person is on the staff of the school and 
has the appropriate Student Services 
Security role; or 

o By providing the Case Manager with the 
information  

" � � � � � � � 
 	 � 
 � � � � � � � 


·  All information from the IEP, contact logs, historical 
information, etc. is available to the next school when 
a student moves from one BCeSIS school using 
Student Services Full to another school using 
Student Services Full 
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·  Schools/districts should have a policy in place to 
deal with Psych Ed assessment information if these 
are going to be stored in the Student Services 
module 
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P – Parent Assistant 

Under review 
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Ministry Reporting Processes 
This section explains how BCeSIS affects the processes used 
to report information to the Ministry of Education and to 
receive information related to student data from the ministry. 

One of the major benefits of using BCeSIS is that the 
ministry will be automating many of the reporting processes 
through this system, relieving participating districts of the 
administrative and technical burden of creating data files for 
submission and making annual adjustments to the file 
format. 

School districts will still maintain control over the data to be 
collected and sent to the ministry. BCeSIS will prepare the 
data for submission, and any format changes will be 
maintained and updated annually as needed at no additional 
cost to users. 

Reasons for collecting data 

The Ministry of Education co-governs K–12 education with 
school boards: boards, public schools and independent 
schools deliver education services locally, while the ministry 
provides leadership, develops policy and legislation, 
oversees system governance, sets results-based standards and 
develops accountability frameworks. 

Data collection supports the ministry’s mandate in five key 
areas: 

• Providing funding – Allocate resources for the 
education system (e.g., distribute per-student operating 
grants, provide unique-characteristics operating grants). 

• Establishing governance structures – Oversee the 
governance of the system as a whole (e.g., establish 
school boards, accountability framework). 

• Setting educational standards – Establish and 
communicate system-wide, outcome-based standards for 
student performance (e.g., set graduation requirements, 
develop results-based curriculum standards). 

• Monitor ing student performance – Develop and 
implement system-wide measures for student 
performance (e.g., develop student achievement 
measures, apply accountability framework). 
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• Repor ting results to the public – Prepare and distribute 
student-achievement reports to the public, school 
districts, schools and stakeholders (e.g., communicate 
results and future direction through the service plan, 
publish results of provincial exams, Foundation Skills 
Assessment and satisfaction surveys). 

Personal Education Number (PEN) 

The data collected by the PEN system to identify and match 
students with a unique identifier that will follow them 
through their education career in B.C. consists of: 

• student’s legal name (surname, first name, middle name) 
• student’s preferred name (surname, first name, middle 

name) 
• student’s birthdate (DDMMYYYY) 
• student’s gender 
• student’s home postal code (A#A#A#) 
• student number in local student administration system 

(BCeSIS) 

Process 

As students are registered in BCeSIS, users will not be 
allowed to enter the PEN field. This will be done by the 
system based on a match of the student’s data. If the student 
is returning to the same school or is coming from another 
BCeSIS school, the data will be available through a lookup 
within the system. 

If a PEN is not found within the BCeSIS database, the record 
will be flagged and will be sent to the ministry for 
verification or assignment of a new PEN as needed. This will 
be done behind the scenes as a batch process on a regular 
basis, with the results entered electronically into the 
appropriate PEN field.  

Students coming from schools not on BCeSIS but not new to 
the B.C. education system will be matched quickly. 
However, students new to the system may take a day or two 
to be verified and assigned a new PEN. 

The BCeSIS user will not need to do anything to assist or 
prompt this service. As more and more schools join the 
BCeSIS system, the search for the student will be more 
immediate. 

It is very important to 
enter demographic data 
supporting the assignment 
of the PEN accurately and 
directly from legal 
documentation. See 
registration procedures 
for details. 
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PEN report 

Schools on BCeSIS will receive the PEN activity report via 
email to their registered contact on the PEN Web system. 
For details on how to register, see: 
www.bced.gov.bc.ca/pen/schools/account_setup.htm. 
The IDS file will be automatically uploaded to BCeSIS, so 
the additional step of uploading this data to your system will 
not be required. 

If the report indicates that a PEN could not be assigned for 
any reason, the school should take the appropriate action to 
correct or clarify this information promptly, as the system 
will simply resubmit the student data during the next run. 
The school will continue to receive the same report until the 
error is corrected. 

Student-level data (Form 1701) 

Processes and timelines for collecting student-level data are 
detailed on the ministry’s Web site: 
http://www.bced.gov.bc.ca/ datacollections/september/ 

 The data extract must be created on September 30 as per 
ministry policy. Save the file to disk or folder and run it 
through the ministry’s Web-based verification manager. 

Process overview 

The 1701 process is very similar to the processes followed in 
using other software. Schools/districts can run 1701 reports 
to examine their data and correct errors at any time. 
Schools/districts can also generate a 1701 extract prior to 
September 30 and run it through the verification manager to 
identify errors and correct the data in BCeSIS. After 
September 30 all errors must be corrected in the verification 
manager before final submission of the extract to the 
ministry. These corrections must also be made to the data in 
BCeSIS. 

Further refinements to BCeSIS will include integration and 
streamlining of the verification software functionality into 
BCeSIS, including the ability to: 

• verify data (data should be edited at source), 
• receive summary reports, and 
• submit the file to the ministry. 
 

Each school needs to 
register one primary 
contact to receive PEN 
reports. 
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Further streamlining will include electronic resolution of 
duplicates (if required) and electronic receipt of final sign-
off reports, with a means to approve. 

Certification (TRAX) 

The ministry collects data on graduation program 
examination courses and non-examinable courses in the 
school year the courses are completed for students in grades 
10 (2004 Graduation Program only) and 11 and 12 (1995 
and 2004 Graduation Programs) and for adults in grade 11 or 
12 courses working towards the Adult Graduation Program. 
Details of this data transfer are found in the Handbook of 
Procedures for the Graduation Program, available online at 
www.bced.gov.bc.ca/exams/handbook/.  

The three files that are transferred to TRAX are: 

• demographic data (DEM file)  
• course data (CRS file) 
• exam registration data (XAM file) 

 
These three files will be prepared by BCeSIS in a very 
similar manner to the 1701 report. BCeSIS provides the 
means to check your data before submitting, then prepares 
the files for transfer to the ministry. Once the file is 
prepared, BCeSIS users will submit the file to the Turbo-
TRAX software only for the purposes of file encryption.  
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Business Continuity/Disaster Recovery 
This section gives school districts an overview of: 

• the service provider’s disaster recovery plan, 

• the circumstances under which the system may not be 
available, and 

• the data that may be lost and may have to be stored or 
recovered by alternative methods. 

Each district is responsible for creating its own Disaster 
Recovery Plan. This information will help districts develop 
their own policies and practices for dealing with potential 
loss of service to the BCeSIS database.  

How each district is affected and at what level 

School 

Because BCeSIS is Web-based, the data can be updated 
from an offsite location with Internet access that is 
unaffected by the localized failure. Teachers may also be 
able to access Teacher Assistant from home and to update 
attendance, grades, etc. 

Should an individual school experience an equipment 
failure, power outage or network issue, there should be no 
need to restore historical information post-recovery, as this 
information would not be affected by a localized failure.  

In this instance, recovery will require an updating of 
essential data from the time of the outage to the time of 
recovery. (District policy will determine what data is 
essential. The function table later in this section may serve as 
a guide in this process.) 

District 

There are two possible scenarios to consider: 

• Only the district office is affected by a localized failure. 
• The entire district is affected by a district systems 

failure. 
 
The situation is likely to be similar to a localized school 
outage. Recovery will not involve restoration of historical 
information, but it will require maintenance of key data 
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during the outage and a process for updating the database 
with that information once functionality is restored.  

In this scenario, as in the localized school outage scenario, 
Web access may still be available from a site not affected by 
the district system failure, and it may be possible to keep 
some data up to date using alternative sites. 

Districts/schools also need a plan for updating the database 
once the system is recovered. Only in a catastrophic event 
would this be required for an extended period (more than 
five days). No Web-based access to any part of the database 
would be available from any site during such a failure. 

Disaster recovery plan overview 

Business function areas 

District/authority plans should consider essential functional 
areas, time of school year processes, alternative data 
maintenance methods and recovery methods. 

The table below provides a summary of the business 
function areas of BCeSIS, critical data elements and times of 
significant data requirements (number of x’s indicate 
criticallity): 

 
Function Duration (in 

days) 
Time of Year  Cr itical Activities 

 <2 2-5 >5 A-
S 

O-
N 

D-
J 

F-
M 

A-
M 

J-J  

Admission x xx xxx xxx x x xx xx x Enrolling students in the 
school without creating 
duplicate records. 

Registration x xx xxx xxx   xx   The ability to create 
timetables for new 
registrations in middle 
and secondary schools. 

Courses   xx   x xx xx xx Preparing for and 
running the process of 
course selection and 
scheduling. 

Attendance x xx xxx x x x x x x Some form of attendance 
must be kept for each 
school day. 

Student 
Achievement 

 x xx  xx  xx xx xx Teachers require a tool 
for recording grades on 
activities, and report 
cards must be produced 
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as close as possible to 
scheduled reporting 
periods. 

Scheduling   x x  xx xx  x This should not be an 
issue, as unless there is a 
catastrophic event, the 
system should not be 
rendered unavailable for 
longer than one week. 

Graduation    x x  x  xxx Graduation information 
is required for 
participation in grad 
ceremonies and, more 
critically, for admission 
to post-secondary. 

Incident 
Management 

x x x x x x x x x Some form of record 
must be maintained for 
all school incidents. 

Fees  x xx xxx x x xx x x Fees need to be collected 
to permit certain 
activities to occur, and 
any collection of money 
must be recorded. 

Ministry 
Reporting 

x xx xxx xx x  xx  xx This has two aspects: the 
current processes for 
exam registers, funding 
and transcripts; and 
when these processes are 
integrated with BCeSIS. 
Under the second 
scenario, the ministry 
will need to have plans 
in place for continuity 
with loss of service for 
more than five days. 

Year-end   xx xxx      Currently, this is a single 
event at the beginning of 
August. It would only 
impact school business 
in the event of an outage 
of more than five days 

Teacher 
Assistant 

x xx xxx x x x x x x Teachers must be able to 
record attendance daily 
and be able to input 
grades. They also need 
access to the ability to 
report progress to 
parents. 

Elementary 
Curriculum 

 x xx x xx x xx x xx This may be elementary 
teachers’  marking tool 
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and will be their 
reporting tool. 

Parent Assistant 
(when/if 
activated)  

         It will be inconvenient 
for districts using this for 
course selection and for 
parents using it to 
monitor attendance, 
where there are issues. 

Materials 

• class lists – multiple copies that may be used for 
attendance, fee collection check-off, mark entry, etc. 

• emergency lists with parent and emergency contact 
information for storage with emergency materials 
according to school disaster plan 

• homeroom lists (where applicable) 

• student timetables 

• timetable change form 

• incident reporting form 

• admission form 

Material Refresh Cycles 

Refresh cycles will vary with type of school, location (is the 
population in the area fairly static or very mobile?), time 
during the school year and level of system use. Each school 
should use their district and/or school policy to include all 
materials that are determined to be essential for the different 
periods of outage and to establish refresh cycles.  

Strategy for Managing Change 

Code requests 

1 User notifies district contact of need for code. 

2 District contact gathers further information, creates a 
change request and submits it to the BCeSIS help desk. 

3 Help desk logs the request and forwards it to the BCeSIS 
project team. 
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4 Project team determines whether the request affects a 
provincial code table (enterprise core table) or a system 
code table (enterprise non-core table).  

• Requests for changes to provincial tables other than 
the courses table will be forwarded to the 
appropriate ministry department. BAA requests for 
additions to the courses table will follow ministry 
processes for approving course requests as well as 
those outlined in the Managing Student Information 
Manual.  

• System code requests will be checked to see whether 
a similar request already exists and whether the 
request complies with the School Interoperability 
Framework (SIF). If it does not, a code will be found 
that accommodates the request and is SIF-compliant. 
The district will be notified and asked to approve the 
alternative. The change request will then be posted 
to the forum for review and impact assessment by 
the OSWG, which will have two days to post 
responses. 

5 OSWG will approve the request or ask the district for 
further information. 

• Requests that are approved will be submitted for 
entry into the system. Districts will be told when this 
happens; the timing will depend on how the change 
affects schools in production. 

• Requests that need further clarification or that raise 
concerns will be re-evaluated through feedback from 
district contacts. 

7 OSWG will meet at least monthly to recommend updates 
and additions to the Managing Student Information 
Manual. New material will be posted to the ISW. 

Software enhancements/new versions or changes to operating 
practices 

1 The Software Enhancement Working Group (SEWG) 
informs OSWG about any enhancement or new version 
that is being implemented. For processes and timelines, 
please refer to SEWG’s Strategy for Managing 
Enhancement Requests. 
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2 OSWG reviews the software documentation and decides 
whether to update the Managing Student Information 
Manual. 

3 A final draft is created for review for one week by 
OSWG members. 

4 Final approval is obtained at OSWG’s monthly meeting. 

5 The final version is posted on the ISW for feedback from 
district contacts before being added to this manual. 

Changes in Ministry of Education legislation or policy 

1 Legislation or policy is changed, requiring a change in 
practices in schools/districts. 

2 If the software must be modified to accommodate the 
change, OSWG will follow the process outlined above 
for changes resulting from enhancements, new versions 
of the software or changes to operating practices. If the 
change can be accommodated in the current version of 
the software but requires some changes to practice in 
schools/districts, OSWG moves directly to step 3 below. 

3 OSWG reviews the legislative/policy changes and 
assesses the impact on standards and operating 
procedures.  

4 A draft version of standards documentation is created 
and circulated to OSWG members for one week for 
review. The draft is then distributed to appropriate 
ministry staff for review and approval. 

5 A final version of the documentation is developed for 
review and approval at the monthly OSWG meeting. 

6 This final version is posted on the ISW for feedback 
from district contacts prior to being added to the 
Managing Student Information Manual. 
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Privacy and Security 

Audits 

Provincial legislation governs how the education community 
may collect, use, disclose, store and dispose of personal 
information. The Freedom of Information and Protection of 
Privacy Act (FOIPPA) applies to school districts, while the 
Personal Information Protection Act (PIPA) covers 
independent schools that are private businesses. 

Just as a breach of privacy can destroy trust and damage 
relationships between parents and schools, demonstrating 
compliance with data protection principles can build trust. 
One way of doing this is to carry out regular privacy and 
security audits (PSAs). A PSA will help to: 

• identify non-compliance issues and/or detect risks in 
privacy and security protection management, and 

• maintain compliance with FOIPPA and PIPA. 

The PSA is a flexible tool for assessing compliance with 
legislation, internal policies, codes of conduct or contractual 
obligations. If the aim is to assure staff about compliance, 
the PSA can be carried out in-house or by a third party. If the 
purpose is to offer external assurances, a separate body could 
conduct the PSA. 

How to conduct a privacy audit 

School districts need to know what they have in the way of 
BCeSIS-related personal information, where it is stored and 
how it is currently managed. 

A PSA involves three steps. They may be performed 
together or in order. 

• Take an inventory of BCeSIS-related personal 
information. 

• Identify information needs within the district. 

• Identify current information management practices, 
including how and why you collect, use and disclose 
personal information. 

If you are using the PSA as a self-assessment tool, there is 
no obligation to make the findings public. Explain to staff 
involved in the PSA that it is not a test; its purpose is not to 
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embarrass them or to call people to task. The sole purpose of 
a PSA at this stage is to collect information that can be used 
in planning and developing a privacy and security program. 

Taking an inventory 

Begin the PSA by taking an inventory of the existing records 
and information management policies and practices as they 
pertain to BCeSIS. The time and effort involved will vary 
depending on the complexity of your information holdings. 
For example, you may collect personal information about 
students, parents, teachers and other employees. 

You will need to determine how each function in the school 
or district collects, uses or discloses BCeSIS-related personal 
information as well as how that information is managed and 
by whom. 

Information needs and practices 

Once you have identified what personal information you 
have and where it is held, the next step to is to fully 
understand how and why it is collected, used and disclosed. 

You will need to determine how and why all the types of 
BCeSIS-related personal information your school or district 
holds are necessary to a particular function and its 
operations. The reasons why personal information is 
collected, used and disclosed, along with who can see what, 
when, where, how and why, should all be identified, 
documented and analyzed. This is an essential step if you 
want to know whether information management practices are 
compliant with FOIPPA or PIPA. 

In auditing information needs and practices, you could use 
questionnaires, in-depth interviews, group discussions, file 
and policy reviews, sampling or other means of identifying 
information practices. Regardless of the methods, be sure the 
review is comprehensive and covers all operations as they 
pertain to BCeSIS. 

Be sure to examine 
both hard copy and 
electronic records as 
well as any applicable 
online resources like 
Web sites, chat rooms, 
news services, mailing 
lists or bulletin 
boards. 
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Legislative requirements for privacy 

Part 3 of the Freedom of Information and Protection of 
Privacy Act (FOIPPA) governs the collection, protection, 
retention, use and disclosure of all personal information by 
public bodies. 

FOIPPA defines the Ministry of Education and school 
boards as public bodies. No personal information may be 
collected by or for a public body unless authorized under 
FOIPPA, and no public body may contract out of its 
obligations under FOIPPA. 

FOIPPA is available online at 
www.qp.gov.bc.ca/statreg/stat/F/96165_01.htm.  

The sections that apply to school districts are: 

• (26) Purpose for which personal information may be 
collected 

• (27) How personal information is to be collected 

• (28) Accuracy of personal information 

• (29) Right to request correction of personal information 

• (30) Protection of personal information 

• (31) Retention of personal information 

• (32) Use of personal information 

• (33) Disclosure of personal information 

• (34) Definition of consistent purposes 

• (35) Disclosure for research or statistical purposes 

• (36) Disclosure for archival or historical purposes 

The Personal Information Protection Act covers independent 
schools unless they are deemed a public body under 
FOIPPA. The Federation of Independent Schools 
Association provides templates for personal information 
privacy policy for use by independent schools on its Web 
site: 
www.bced.gov.bc.ca/independentschools/is_resources/pipa_
act.htm  
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BCeSIS best practices 

Staff 

• Have a comprehensive written security/privacy policy 
for system usage setting out practices that comply with 
sections 26 to 36 in Part 3 of FOIPPA. The policy should 
designate a management-level employee (and a 
management-level contractor representative, where a 
contract is in place) as responsible for privacy/security 
practices (the privacy/security contract). 

• Agreements between school districts and their 
employees should include confidentiality obligations, 
acceptance of obligations, consequences for breaches of 
privacy rights and an obligation to advise the school 
district’s privacy/security contact in the event that an 
employee becomes aware of an actual or potential 
unauthorized system access, use or disclosure. 

• Have in place a privacy/security awareness program for 
employees to reinforce the “need-to-know” principle and 
to guard against unauthorized access, use, modification, 
disclosure or disposal of personal information. 

• When an employee leaves, revoke their system access 
privileges and access to hard copy or other stored 
personal immediately and retrieve their keys. 

• Maintain formal procedures for dealing with the 
termination of operations employees who have access to 
personal information in matters such as identity badges, 
keys and passwords. 

• Discuss personal information out of range of people to 
whom the information does not relate. 

• Develop procedures for dealing with privacy/security 
incidents, and report breaches to the Ministry of 
Education privacy office. This helps to maintain a 
corporate perspective and provides an opportunity to 
assess patterns centrally. 

• Take reasonable steps to correct personal information 
that is inaccurate or incomplete. 

• To the extent possible, each user should be informed 
upon system access of the date and time of the last valid 
log-on and any subsequent failed log-on attempts. The 
user should immediately report any unauthorized access 
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attempts to the school or district privacy/security 
contact. 

Computer operations 

• Develop a security access matrix that defines the specific 
types or groups of personal information that job 
functions may access, and make the matrix available to 
all staff. Limit access to personal information to those 
who demonstrate their right of access on the matrix. 

• Keep passwords secure, and do not share them. 

• Have the system enforce password changes on a 90-day 
cycle, and maintain a history of user passwords to 
prevent reuse of old passwords. 

• Ensure that authentication information (e.g., passwords) 
is not displayed and is protected from unauthorized 
access. 

• Exclude passwords from unprotected automatic log-on 
processes. 

• Review system user accounts regularly to ensure that 
out-of-date, malicious or unknown accounts do not exist. 

• Position computer monitors and printers or equip them 
with protective material to prevent unauthorized persons 
from viewing personal information being displayed or 
processed. 

• Have screen savers activate within five minutes to lock 
workstations, and set them to require a password to 
resume access. Remind users to lock their workstation if 
they have to leave the room while they are connected to 
a BCeSIS session. 

• If wireless technology is used to access personal 
information, enable the connection for encryption (e.g., 
Wi-Fi Protected Access or SSL at 128 bit) and 
authentication, and limit the connection to authorized 
devices. Any personal information that is downloaded 
must be protected against unauthorized access, use or 
disclosure. 

• Protect any reports, screen prints or other BCeSIS output 
containing personal information printed as hard copy 
against unauthorized access, use or disclosure. 

• Configure firewalls to translate (hide) internal IP 
addresses, using network address translation. 
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• Make data rooms and any other places that house 
personal information physically secure. Restrict access 
to authorized staff only (high security for data rooms, 
servers and sytems processors). 

• Conduct risk assessments for security and privacy at 
least once a year. 

• Periodically request a report from the data warehouse 
that details system access audit trail logging and review 
at log-ins, record accesses, unauthorized access attempts 
or other inappropriate activity. Retain these audit logs 
for at least three months. 

• Regularly review firewall, router, wireless access points 
and authentication server logs for unauthorized traffic. 

• Use an intrusion detection or prevention system on the 
network, and monitor it daily. 

Communications operations 

• If a local area network containing personal information 
is connected to a public network, protect it with a 
network layer router. 

• When faxing personal information: 

- notify the receiver, 

- have them stand by at their fax machine, 

- be careful to dial the correct fax number, 

- include the name, address and phone number of both 
sender and receiver on the cover sheet. 

 
• Where there is frequent transmission between two points 

or where faxes are sent to a fax mailbox: 

- encrypt the transmission, 

- attach a confidentiality notice, 

- explain why confidential personal information is 
provided. 

• Check preprogrammed fax numbers regularly to make 
sure they are accurate. 

• Do not send personal information by cellular or radio 
communications unless it is encrypted. 



BCeSIS Standards Manual                     Version 13, May 2008 

82 

Physical environmental security 

• Keep removable media used to store personal 
information in secure containers when not in use. 

• Shred, mulch or burn hard-copy waste containing 
personal information. 

• Destroy personal information on magnetic media by 
overwriting, degaussing or burning. 

• Use physically secure areas for storing records. 

• Have the privacy/security contact or delegate maintain 
control over the secure storage of personal information. 

• Control access to fax machines used to transmit personal 
information, and provide security for access keys and 
passwords. 

• Restrict access to documentation about computer 
systems that contain personal information to authorized 
staff. 

Technical security 

• Check that software used to record, process, store and 
retrieve personal information is certified as suitable for 
these uses, and validate it through a detailed audit. 

• Have in place procedures to prevent personal 
information from being passed between computers or 
discrete systems within the same computer without 
authority. 

• Install technical safeguards ranging from simple locks to 
encryption facilities on fax machines used to transmit 
personal information. 

• Retain fax activity history reports to check for 
unauthorized transmissions. 

• Check fax confirmation reports to ensure that 
information was sent to the correct recipient. 

• Allow only authorized staff to access fax machines used 
for personal information. 

• Erase or encrypt all personal information when you 
release equipment to an outside service provider or 
vendor for maintenance. 
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Service Providers 

• Attach the privacy protection schedule for public bodies 
(Appendix IX) to any contract with a service provider 
that involves personal information over which the school 
district has control. 

• The schedule explicitly draws the service provider’s 
attention to privacy and security obligations and is meant 
to supplement an agreement/contract. The agreement 
should specify in detail what services the contractor is to 
provide. 

• Include clear contractual provisions regarding school 
district ownership and control of personal information, 
and specify that the service provider has only custody of 
the data, unless the agreement states otherwise. 
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School level 

School users account for the greatest variety and volume of 
data entered into BCeSIS, so schools need to be even more 
vigilant than districts about integrating best practices into 
their daily operations, particularly during the first few 
months of the new school year.  

For example, staff need to routinely examine practices such 
as the placement of their computer monitors, locking their 
computers when they are not at their desks or the use of 
screen savers when workstations are unattended.  

Section 28 of FOIPPA requires that public bodies make 
every reasonable effort to ensure that personal information is 
accurate and complete. Section 33 of PIPA makes the same 
requirement of independent schools. To comply, schools 
should sample data periodically. This could involve printing 
a sample of student or contact data and verifying its accuracy 
and completeness by comparing with source documents. 

The ultimate goal of this extra upfront effort is to make 
privacy and security awareness a part of daily operations — 
possibly the best practice of all. 
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Appendices 

Appendix I: Data Quality 

Data quality is an ongoing concern for everyone who uses 
BCeSIS. Districts and/or schools should develop processes 
for periodic audits to review current practices, check data 
quality and ensure that staff working with data understand its 
importance. Monthly audits are a good idea during 
implementation, but they can be done less often once errors 
become minimal. 

Below are questions you might use in an audit. Your choice 
will depend on the level, access and role of users. 

Possible questions about data quality 

Things to think about 

• Who uses the data you enter? 

• How does the data affect schools, programs and 
students? 

• How do you use data to measure student achievement 
and make important individual and group instructional 
decisions? 

• Do staff in your district understand the use of data in 
instructional and funding programs? 

• What is the impact of incomplete or inaccurate data? 

• How do you know the data is accurate, and what can you 
do to increase accuracy? 

• Is there a process in place to resolve discrepancies in 
information? 

• Are the data and the hardware secure? 

• Do you have an effective help desk in place? 

Things to do to improve data quality 

• Set education benchmarks that use data to measure 
student achievement. 
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• Promote the use of data in daily instructional decisions, 
and encourage principals to make data-driven, building-
level decisions. 

• Understand the impact data has on funding programs. 

• Support the development of a culture that values quality 
data through an effective professional development 
program in your district.  

• Provide an environment conducive to accuracy, enter 
data in an attentive and timely manner and, with staff, 
periodically spot-check source documents against input 
to ensure that required information is actually being 
entered. 

• Work with the data coordinator and data entry staff to 
develop and apply standard procedures for inputting, 
reporting, editing and verifying information. Identify 
barriers, and communicate these to the principal or other 
appropriate staff. 

• Encourage staff to identify a peer who does work similar 
to theirs so they can share ideas and best practices, and 
provide data entry staff with trained backup during peak 
periods (enrolment, scheduling, etc.). 

• Check your calendar for reporting deadlines so you can 
set aside time for data entry. 

• Respect the privacy and confidentiality of data by 
protecting it from students and unauthorized staff. 

Outcomes 

• The ability to make sound educational decisions about 
students improves when decisions are based on quality 
data. 

• A culture that values quality data will result in reliable 
data that is useful for evaluating instructional programs 
and student achievement and for identifying areas of 
success and places where improvements are needed. 

• Quality data gives staff confidence in the information 
they review and, most importantly, allows them to make 
effective decisions. 
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Appendix II: Standard Data Elements 

Provincial core system codes 

System Code Name System Code Definition 

Action Categories A high-level categorization of actions required by a student involved in 
an incident. These categories will transfer with the student record if 
flagged to transfer. 

Admission  A categorization of the reasons for admitting a student. 

Career Development  An association of four codes that describe student career development 
with regard to courses taken. 

Career Development 
Categories 

A categorization of career development plans. 

Citizenship  A categorization of the immigration status of a student. 

Class Types A categorization of classes associated with homeroom. 

Countries  A geographical area that is used for country of birth and citizenship 
validation. 

Court Access  A categorization of court documents that can give an individual the legal 
right to access specific student school records.  

Cross-enrolment Reason  A categorization of reasons for cross-enrolment.  

Cross-enrolment Withdraw 
Reason  

A categorization of reasons for withdrawal from a cross-enrolment. 

Curriculum Standards Set-up  A codification of subjects and levels of the curriculum standards model.  

Custody  A categorization of individuals who have legal custody of a student. 

Diploma Type Maintenance  A description of provincial graduation requirements and transcript 
details for each student. First is a definition of the diploma. The second 
is requirements for the diploma. The third is the assessment tools 
associated with the diploma.  

English Language Assessment 
Codes  

A categorization of level of English language assessment.  

Financial Payment Methods  A categorization of the method used to pay student fees.  

French Program Options  A categorization of French program options.  

Grades  A categorization of grade levels.  
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Guardian Types  A categorization of relationship a parent or guardian has with the 
student.  

How Taken  A categorization of how the student took the course.  

Incident Categories  A high-level categorization of incidents. The category will transfer with 
the student if the incident transfers.  

Injury & Accident Cause  A categorization of what caused the accident/injury. 

Injury & Accident Location  A categorization of where the injury/accident happened at the school. 

Injury & Accident Types  A categorization of the nature of the injury or accident that occurred. 

Invalid Address Reasons  A categorization of the reason an invalid (out of boundary) address is 
accepted. 

Investigator Types  A categorization of persons involved in the investigation of the incident 
report. 

L.E.P. Testing Method Used 
Codes  

A categorization of methods used to test limited English proficiency. 

L.E.P. Testing Types Used 
Codes  

A categorization of the limited English proficiency tests.  

Languages  A codification of languages that may be spoken at home or may be the 
first language of a student.  

Living With  A categorization of the relationship of the person with whom a student 
might be living.  

Master Non-school Days  A categorization of reasons for not having a regular school day.  

Municipalities  A geographic division of a city that is used in address validation.  

Name Suffix  Not to be used in BCeSIS. Instead, include the suffix in the Legal Last 
Name field.  

National Occupation Types  A categorization of occupations of a student in a co-op placement. 

Prefix  A categorization of formal titles for individuals. 

Program Groups  A grouping of programs that are similar in nature. 

Program Types  A categorization of programs a student can be assigned to.  

Proof of Age  A documentation source for verification of a student’s age.  

Province/State  A geographic division of a country that is used in address validation. 

Relationships  A categorization of relationships between a student and an emergency 
contact – Caregiver added February 2008. 
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Release of Information  A categorization of reasons why a parent or guardian may not want 
information about a student to be released (e.g., to newspapers or TV). 

School Sub-types  A categorization of schools run within a building and the kind of 
registration that is required. 

Standard Courses Detail  A detailed description of the standard courses taught in the district. 

State/Ministry Courses  A grouping used to attach a standard course code to a district course 
code for reporting purposes. 

Study Habits/Behaviour  A rating of study habits and behaviour. 

Subject Categories  A categorization of departments of knowledge or learning that is used to 
group courses. 

Superintendents  A superintendent within the school system. 

Transfer Request Types  A categorization of requests for a student to move from one school to 
another. 

Transfer Types  A categorization of transfers that can be requested. 

Tribal Name Codes  A codification of tribes (or bands) that a student may belong to. 

Withdraw Categories  A high-level categorization of reasons for withdrawal. Used on Early 
Leavers Report. 

Withdraw Codes  A categorization of reasons for a student©s withdrawal from school. 

Provincial non-core system codes 

System Code Name System Code Definition  

Academic Level A categorization of the academic scale or rank of a course. 

Action Disposition 
A categorization of actions necessary to be taken by the student involved 
in the incident. 

Action Location Type A categorization of location for student actions that follow an incident. 

Action Referral 
A categorization of the referral action taken for a student involved in the 
incident once the action has been completed.  

Address Type  
A categorization of alternative addresses for a student used by the 
transportation division. 

Anatomical Location  
A categorization of the parts of the body used to describe accidents or 
injuries. 

Author Type  A categorization of the role of a person who recorded notes for a student. 
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Award Category  A categorization of awards a student may achieve. 

Bound For  A categorization of a student©s post-secondary or after-graduation plans. 

Bus Type  A categorization of buses available for transport of students.  

CBE Intervention  A categorization of competency-based education interventions. 

CBE Status/Accommodation  A categorization of competency-based education status. 

Contacted How  
A categorization of the methods by which a parent/guardian can be 
contacted in case of an incident. 

Co-op Category Types  A categorization of co-op placement. 

Co-op Industry Types  A categorization of the industry of a co-op placement. 

Department Categories  A categorization of departments that indicates their basic function. 

Disease  A categorization of diseases a student may have had. 

Educational Handicap  
A categorization of an educational handicap used in student 
improvement plans. 

Emergency Closure 
Procedures  

A categorization of actions that can be taken for a student in the event of 
an emergency school closure. This action is recorded with the student at 
the time of admission. 

Exemption Types  
A categorization of reasons why a student could be exempt from taking a 
particular test. 

Form Types  A categorization of the forms a student may take a standardized test on. 

Health Factors  A categorization of health factors for a student. 

Incident Motivation Types  A categorization of what the motive was for the incident. 

Incident Occurred Times  A categorization of the time an incident occurred. 

Incident Site Types  
A categorization of the location where the incident occurred at the 
school. 

Instructional Settings A categorization of settings where instruction can take place. 

Internet Permission Types  A categorization of Internet permission a student may have. 

Intervention Follow-up  
A categorization of the follow-up activities for a student absence 
intervention. 
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Justification Codes  A categorization of reasons (justifications) for discontinuing student 
improvement plans. 

Letter Categories  A categorization of letters that may be established as standard letters 
issued by schools/districts. 

Level Types  A categorization of levels associated with a particular test. 

Master Fee Codes  A categorization of student fees that need to be tracked for a student 
during the course of a school year. 

Medication Frequency  A categorization of frequency with which a nurse will administer 
medication. 

Medication Measurement 
Types  

A categorization of measurement for a medical record. 

Medication Unit Types  A categorization of the unit of measure for the dosage of medication to 
administer. 

Medications  A codification of medications. 

Meeting Reasons  A categorization of reasons for meeting with a parent/guardian to discuss 
a student improvement plan. 

Note Types  A categorization of notes that can be recorded for a student. 

Observation Types  A categorization of observations used in assessments. 

Parental Permission  A categorization of permission that a parent can give for a program. 

Physical Education  A categorization of physical education activities during which an injury 
occurred. 

Police/911 Called Follow-up 
Procedures 

A categorization of the procedure to be followed when the police are 
involved in an accident/injury. 

Pre-school Experience Types  A categorization of pre-school enrolments. 

Program Accommodation & 
Modification  

A categorization of program modifications and accommodations that can 
be included in a student improvement plan. 

Program Assessment Codes  A categorization of assessments for programs. 

Program Assessment Results 
Codes  

A categorization of program assessment results. 

Program Entry Reasons  A categorization of reasons for a student to enter a program. 

Program Exit Reasons  A categorization of reasons for a student to leave a program. 
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Proof of Address  A documentation source of proof of the student©s property address. 

Reasons for No Internet 
Access  

A categorization of reasons a student may not be allowed Internet 
access. 

Reasons For Support Plan  A categorization of reasons for a plan that supports the student 
improvement plans. 

Refusal Type Codes  A categorization of reasons why a student may refuse to take a 
standardized test. 

Restriction Codes  A categorization of reasons why a student may be restricted from 
attending specified schools. 

Retention Reasons  A categorization of reasons a student may be retained in their grade 
level. 

Room Types  A categorization of rooms in schools. 

Scan Sheet Types  A categorization of scan sheets for tests. 

Service Learning Types A categorization of areas where a student can earn service learning 
hours. 

Sibling Relationships  A categorization of sibling relationships to a student. 

Staff Occupation Types  A categorization of staff roles in a school. 

Standard Tests Advanced  A codification of standard tests. 

Standardized Test Progress 
Codes  

A categorization of progress a student can make on a standardized test. 

Status/Accommodation A categorization of reason why an exception can be made for a student 
to miss writing an exam. 

Supervision  A categorization of the supervision a student requires. 

Tab Headings  A description for a tab heading in the Student Improvement Plan screen. 

Team Categories  A categorization of teams or groups that can be operating at a school. 

Team Exit Reasons  A categorization of reasons for a student to leave a team or group. 

Team Types  A categorization of general teams or groups in schools. 

Test Score Types  A categorization of scoring used for tests. 

Test Types  A categorization of standard tests. 

Testing Methods  A categorization of methods by which a test is administered. 

Textbook Condition  A categorization of conditions a textbook could be in upon return by the 
student at the end of its use. 
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Transfer Denied  A categorization of reasons why a transfer request may be denied. 

Transportation 
Accommodation Codes  

A categorization of accommodations that a student could require when 
receiving transportation. 

Transportation Lift 
Requirements  

A categorization of lift that may be required by a student when receiving 
transportation. 

Transportation Reasons  A categorization of reasons for a student to receive district-sponsored 
transportation. 

Transportation Restraint 
Requirements  

A categorization of restraints that may be required by a student receiving 
transportation. 

Valid Address Maintenance  A street address that is added to a municipality, postal code and 
catchment. 

Victim Action Types  A categorization of actions taken after an incident occurred, or more 
specific details about the victim. 

Victim Referral Codes  A categorization of actions that direct a victim after an incident. 

Victim Role Types  A categorization of role played by the person who was a victim. 

Weapon Types  A categorization of the weapon involved in the incident. 

District-determined system codes  

System Code Name  System Code Definition  

Action Type  A categorization of actions required for a student involved in an 
incident. These types do not transfer with student records.  

Alternative Education 
Registration  

A categorization of registrations that identifies a student as taking night 
classes or summer classes and does not have a student record in the 
system. 

Attendance Code  A categorization of reasons for absence for a student. 

Catchments  A catchment is based on a grid breakdown of addresses in the district. 

District Areas  A grouping of school districts into areas. 

District Family of Schools  A cluster of schools defined as a school district. 

District Field Offices A sub-level administration office for groups of families of schools.  
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Educational Handicapped 
Conditions  

A categorization of educational handicapped conditions used in student 
improvement plans. 

Evaluation Procedure Codes  A categorization of evaluation procedures for student improvement 
plans. 

Improvement Actions  A categorization of actions that relate to improvements made to a school. 

Improvement Categories  A categorization of improvements made to a school. 

Incident Types  A categorization of the incidents within a category. Incident types will 
not transfer with a student. 

Master Assessment Types  A categorization of assessments at the district level. 

Objective Codes  A categorization of progress for objectives in student improvement 
plans. 

Plan Supporting Data  A categorization of reasons for the support plan in the student 
improvement plan. 

School Day Types  A categorization of school days used for government reporting. 

SSL – How Earned  A categorization of how service learning hours are earned. 

Staff Duties  A categorization of duties that may be assigned to staff outside the 
classroom. 

Standard Courses  A description of the standard master course file for all courses taught in 
the district. 

Student Assistance  A categorization of financial assistance that is available to a student. 

Teacher Unavailability Reason  A categorization of reasons why a teacher may be unavailable for 
scheduling purposes. 

Textbooks  A textbook used in schools. 

Transfer Authorization/Review 
Steps  

A codification of steps in either approving or denying a transfer request. 

Transfer Expiration  A categorization of the point at which a transfer request could expire. 

Transfer Step Categories  A categorization of steps in the processing of a transfer request and 
which user can approve or deny the step. 

Volunteer Activities  A categorization of school volunteer activities that helpers in the school 
can participate in. 
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System codes not used 

System Code Name  System Code Definition  

Administered Status  A categorization of whether medication was administered.  

Admission Status  A categorization of statuses that are a sub-division of admission reasons 
based on state/province required information. 

Assistance/Service Frequency  A categorization of how often students may receive assistance or 
services. 

Athletic Status  A categorization of the athletic status of a student for physical exam 
purposes. 

Award of Merit Code  EMIS Ohio requirement. 

County Codes  A county designation that is attached to valid addresses. 

Course Sequence  A categorization of the course sequence that must be achieved. This 
represents the level when the course is first offered. 

Course Types  A categorization of courses found within the school. 

Curriculum Completer Codes  EMIS Ohio requirement. 

Data Processing Site Codes  A codification of sites where district data-processing is done. 

Diploma Type Ranking Codes  An importance ranking for diploma types a teacher may have. 

Disadvantaged Codes  A categorization of disadvantages a student may have. 

District Types  A categorization of districts for reporting purposes. 

Driver Record Types  A categorization of driver record (infraction) recorded for bus drivers. 

Dwelling Types  A categorization of a student©s home dwelling for demographic purposes. 

Educational Level  A categorization of education level of a parent/guardian. 

Eligibility Codes  A categorization of eligibility for a student for special education. 

Ethnicity  A categorization of ethnicity. 

Ethnicity Groups  A grouping of ethnicities. 

External Absent Reasons  EMIS Ohio requirement. 

Farms Approval Types  US requirement. 
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Farms Approval Types (Lite)  US requirement. 

Farms Eligibility Types  US requirement. 

Farms Eligibility Types (Lite)  US requirement. 

Farms Income Guidelines  US requirement. 

Farms Income Types  US requirement. 

Farms Refusal Types  US requirement. 

Funding Categories  A categorization of funding that is part of admission status. 

Gifted and Talented Ability 
Codes  

A categorization of gifted and talented programs. 

Government Work Locations  A categorization of government locations where a government-
employed parent of students residing in the district works. 

Health Assessments  A categorization of health assessments that can be made by a school 
nurse. 

Health Conditions  A categorization of health conditions. 

Health Goals  A categorization of health goals that a student may have. 

Health Interventions  A categorization of health interventions in use for student health 
conditions. 

Home Instruction Prgm 
Categories & Types  

A categorization of home instruction. 

Home Instruction Program 
Review  

A categorization of reviews of home instruction. 

Homeless Codes  EMIS Ohio requirement. 

Immunization Series  A categorization of immunizations that may require a series of 
vaccinations. 

Immunization Series Options  A group of options that are available for an immunization series. 

Immunization Status Codes  A system-related code. 

Immunization Waivers  A categorization of reasons why immunization can be waived. 

Important Date Codes  A categorization of important dates throughout special education. 

Incident Manifestation Results 
Codes  

A categorization of manifestation bearing results following an incident 
involving a special education student. 
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Institutions of Higher 
Education  

A codification of institutions of higher education used to describe 
teacher credentials. 

Interscholastic Activities  A categorization of the interscholastic activity underway when an 
injury/accident occurred. 

Irn Indicator Codes  EMIS Ohio requirement. 

Least Restrictive Environment 
Codes  

A categorization of best learning environments for a student identified as 
special education. 

Mark Patterns  A definition of a pattern for marking that is used to match and project 
final grades. 

Medical Observation  A categorization of how a nurse administers medication. 

Migrant Type Codes  A categorization of migrant statuses. 

Nature of Injury  A categorization of the nature of an injury. 

Nurse©s Visit Disposition  A categorization of what happens to a student after diagnosis. 

Out of District Transportation 
Reasons  

A categorization of the reason for an alternate address. 

Permission Types/Category 
Elements  

A categorization of permission that a parent can give for student 
improvement plans. 

Petition Status Codes  A categorization of status for student absence intervention. 

Planned Destination Codes  A categorization of reasons for leaving the school and/or district over 
and above standard withdraw codes. 

Plans for Diploma Completion  A categorization of plans a student has for meeting diploma 
requirements after they withdraw from a district. 

Purpose of Assessment  A categorization of course credits received from another source that do 
not map to standard courses. 

Reason for Change  A categorization of reasons why a student may return to school in 
advance of the original return date when an incident action was assigned. 

Reasons for Medical Card 
Refusal  

A categorization of reasons a student may refuse to provide medical 
record information. 

Routes  A categorization of methods by which medication can be administered. 

School Accreditation  A categorization of accreditation a school may have. 

Screening Norms  A categorization of standard nurse screening norms. 
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Screening Questions  A categorization of questions that can be asked for a particular nurse 
screening type. 

Screening Results  A categorization of results from nurse screening. 

Screening Types  A categorization of medication/health screenings conducted by school 
nurse staff. 

Service Exit Reason  A categorization of reasons for a student leaving special education. 

Special Address Types  A categorization of address types that identifies the address as being 
special (e.g., Group Home, Cooperative Housing, etc.). 

Special Service Codes  A categorization of services offered in special education. 

SPED Alternate Assessment 
Codes  

A categorization of alternate assessments that might be selected for a 
student. 

SPED Delivery Level Codes  A categorization of delivery levels for special education. 

SPED Delivery Type Codes  A categorization of service delivery for special education. 

SPED Referral Reason Codes  A categorization of reasons that a student was referred to special 
education. 

SPED Referral Status Codes  A categorization of referral status of special education students. 

SPED Withdrawal Codes  A categorization of reasons for a student to withdraw from special 
education. 

Staff Attendance Reasons  A categorization of reasons for staff absences. 

Standard Reporting Dates  A list of dates that are the standard reporting dates used to report marks. 

Standard Scoring Codes  A categorization for scoring students that is not grade based. 

Subject Categories for Credit  A categorization used to group state/ministry courses for equivalent 
credit assignment. 

Supervisor Types  A categorization of the supervisor a student requires following an 
incident. 

Supplementary Aids Codes  A categorization of supplementary aids for special education students. 

Teacher Certificates A categorization of credentials or certificates that a teacher may have. 

Teacher Experience Status 
Codes  

A categorization of experience a teacher may have. 

Tuition Fee Classification  A categorization of tuition fee payments that can be applied to an out-of-
district student. 
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Tuition Fee Paid By  A categorization of who will be responsible for the tuition fees for 
students who do not reside within the district or who are visa students.  

Vaccination Series Options  An association between vaccination and a series option. 

Vaccinations  A code for a vaccination for students in the school system. 

Visit Reasons  A categorization of reasons for a student to visit the school nurse. 

Waiver Codes  A categorization of reasons why immunization requirements may be 
waived for a student. 

Waiver Types  A categorization of immunization requirements that may be waived for a 
student. 

Withdraw Factors  A categorization of factors leading to early withdrawal from school. 

Withdraw Modifiers  A categorization of withdrawals for use on the Early Leavers Report. 

Year-end Status Codes  A categorization of statuses for a student at year-end. 
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Appendix III: Information for Planning and Physical 
Security 

Created from the BCeSIS Privacy Impact Assessment, November 
2004  

From Section 3.1: 
 
A public body must protect personal information by making reasonable security arrangements 
against such risks as unauthorized access, collection, use, disclosure or disposal. The Core Policy 
and Procedures Manual requires public bodies to initiate independent evaluations of security 
measures to be conducted at each computer facility on a regular basis. The manual is posted at 
www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/CPMtoc.htm. Important information on security 
policies can also be found at www.cio.gov.bc.ca/security/ISP Security evaluations of 
information systems must be incorporated into post-implementation reviews and operational 
system reviews and must include compliance with security policies, standards and procedures, 
and security exposures related to system access and availability, separation of duties, the privacy 
and protection of personal data and business continuity in the event of a disaster. 
 
Reasonable security requirements under FOIPPA are those that a fair and rational person would 
think were appropriate to the sensitivity of the information and to the medium in which it is 
stored, transmitted, handled or transferred. A sliding scale of security arrangements is 
appropriate, depending on the sensitivity of the personal information that a public body handles. 
 
School boards currently operate student information systems for their own purposes and are 
required as a public body and under the School Act, section 170, not to disclose student records. 
School boards are responsible for providing reasonable security against unauthorized access. Any 
new common system must meet requirements for reasonable technical security. 
 
School boards also must provide reasonable physical security for systems containing student 
information. School board policies currently may vary across school boards, but all have the same 
responsibility with the current systems or with the use of any new common software. The 
governance of a common software solution will include a focus on common policies, procedures 
and approaches for security for all participating school boards. 
  
From Section 4.6: 
 
The upgrade of current student information systems throughout the province to a Web-enabled 
product presents school districts with new opportunities and challenges. Because the common 
system contains sensitive and valuable personal information regarding individual students, one of 
the challenges of the system involves protecting the privacy of this data. 
 
Because the common system allows for Web-based access, protecting the privacy of student data 
becomes a critical challenge that must be met. In order for the system to function well, there must 
be trust that personal information will be safeguarded. The information can be protected 
electronically, for example, through the use of audit trails to determine who logged on, when, and 
who had access to what information. However, the potential for privacy breaches is real, and 
every safeguard must be put in place to minimize the risk to privacy. 
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Privacy and security problems can include breach of confidentiality (the wrong people obtaining 
information or people who don’ t need to know the information), threats to integrity (information 
being altered without permission, whether deliberate or accidental) and lack of availability 
(information not being available when it is required). 
 
Data security is not limited to access to student information electronically but extends to student 
information printed or extracted from the common system. 
 
The purpose of the common system is to support functions required to fulfil job responsibilities in 
regard to student admission, student records and registration, student accounts and student 
achievement.  Therefore, it is required that accesses to the data occur only while performing job 
responsibilities. Access to the common system must only occur in circumstances where all of the 
required security and access protection is in place. 
 
Districts must ensure their policies include guidelines on physical access to computers in the 
schools and on password protection as well as data security, access and use. The user should be 
responsible for any access recorded under their identity regardless of whether it is remote access, 
such as a computer being used at home. At all times the user should be considered responsible for 
anyone else who may have access to that computer. Audits should be done on a periodic basis to 
monitor access. 
 
Districts must ensure security policies are published and known to anyone accessing the common 
system. Any user should demonstrate knowledge and understanding of these policies before being 
granted access to the system. 
 
Every user must understand that security is not limited to electronic access to student information 
but extends to student information extracted or printed from the common system. This extends to 
discussing information obtained from the record in inappropriate circumstances. 
 
Every user is responsible for identifying security shortfalls in the existing security practices 
and/or improvements that could be made. The physical location of screens must ensure privacy; 
they should not be facing towards students or other staff. Screen savers should come on if there is 
no activity for a period of time, and re-entry to that screen should be by password. 
 
From Section 5.9  
 
It is important to note that as well as the other security features described above, response time 
should be as fast as possible. People have a natural tendency to leave computer screens on when 
the log-on procedure is time-consuming or cumbersome. A system that would allow a fast re-
entry of a password will help to ensure that users log off when not using the system. 
 
Reasonable security also involves physical security of the hardware assets. There will be a plan in 
place to deal with the possible theft of hard assets, including computers, hand-held devices, and 
servers. All system users will agree to adhere to the government guidelines for erasing hard drives 
when assets are disposed of, to prevent unauthorized access to the database. 
 
Security will comply with the government CORE Policy and Procedures Requirements, Chapter 
12. 
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Appendix IV: Information-sharing Template/Privacy 
Protection Schedule 

This Schedule forms part of the agreement between _____________________________________ 
_________________________________________ (the “Public Body”) and _________________ 
________________________________________________________________ (the “Contractor”) 
respecting _______________________________________________________ (the “Agreement” ). 
 
Definitions 
1. In this Schedule, 

(a) “Act”  means the Freedom of Information and Protection of Privacy Act (British Columbia), 
as amended from time to time; 

(b) “contact information” means information to enable an individual at a place of business to be 
contacted and includes the name, position name or title, business telephone number, business 
address, business email or business fax number of the individual; 

(c) “personal information” means recorded information about an identifiable individual, other 
than contact information, collected or created by the Contractor as a result of the Agreement or any 
previous agreement between the Public Body and the Contractor dealing with the same subject 
matter as the Agreement. 

 
Purpose 
2. The purpose of this Schedule is to: 

(a) enable the Public Body to comply with its statutory obligations under the Act with respect to 
personal information; and 

(b) ensure that, as a service provider, the Contractor is aware of and complies with its statutory 
obligations under the Act with respect to personal information. 
 
Collection of personal information 
3. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the 

Contractor may only collect or create personal information that is necessary for the performance 
of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the Agreement. 

 
4. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the 

Contractor must collect personal information directly from the individual the information is 
about. 

 
5. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the 

Contractor must tell an individual from whom the Contractor collects personal information: 
(a) the purpose for collecting it; 
(b) the legal authority for collecting it; and 
(c) the title, business address and business telephone number of the person designated by the 

Public Body to answer questions about the Contractor’s collection of personal information. 
 
Accuracy of personal information 
6. The Contractor must make every reasonable effort to ensure the accuracy and completeness of 

any personal information to be used by the Contractor or the Public Body to make a decision 
that directly affects the individual the information is about. 
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Requests for  access to personal information 
7. If the Contractor receives a request for access to personal information from a person other than 

the Public Body, the Contractor must promptly advise the person to make the request to the 
Public Body unless the Agreement expressly requires the Contractor to provide such access and, 
if the Public Body has advised the Contractor of the name or title and contact information of an 
official of the Public Body to whom such requests are to be made, the Contractor must also 
promptly provide that official’s name or title and contact information to the person making the 
request. 

 
Correction of personal information 
8. Within five business days of receiving a written direction from the Public Body to correct or 

annotate any personal information, the Contractor must annotate or correct the information in 
accordance with the direction. 

 
9. When issuing a written direction under section 8, the Public Body must advise the Contractor of 

the date the correction request to which the direction relates was received by the Public Body in 
order that the Contractor may comply with section 10. 

 
10. Within five business days of correcting or annotating any personal information under section 8, 

the Contractor must provide the corrected or annotated information to any party to whom, 
within one year prior to the date the correction request was made to the Public Body, the 
Contractor disclosed the information being corrected or annotated. 

 
11. If the Contractor receives a request for correction of personal information from a person other 

than the Public Body, the Contractor must promptly advise the person to make the request to the 
Public Body and, if the Public Body has advised the Contractor of the name or title and contact 
information of an official of the Public Body to whom such requests are to be made, the 
Contractor must also promptly provide that official’s name or title and contact information to 
the person making the request. 

 
Protection of personal information 
12. The Contractor must protect personal information by making reasonable security arrangements 

against such risks as unauthorized access, collection, use, disclosure or disposal, including any 
expressly set out in the Agreement. 

 
Storage and access to personal information 
13. Unless the Public Body otherwise directs in writing, the Contractor must not store personal 

information outside Canada or permit access to personal information from outside Canada. 
 
Retention of personal information 
14. Unless the Agreement otherwise specifies, the Contractor must retain personal information until 

directed by the Public Body in writing to dispose of it or deliver it as specified in the direction. 
 
Use of personal information 
15. Unless the Public Body otherwise directs in writing, the Contractor may only use personal 

information if that use is: 
(a) for the performance of the Contractor’s obligations, or the exercise of the Contractor’s 
rights, under the Agreement; and  

 (b) in accordance with section 13. 
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Disclosure of personal information 
16. Unless the Public Body otherwise directs in writing, the Contractor may only disclose personal 

information inside Canada to any person other than the Public Body if the disclosure is for the 
performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the 
Agreement. 

 
17. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the 

Contractor must not disclose personal information outside Canada. 
 
Inspection of personal information 
18. In addition to any other rights of inspection the Public Body may have under the Agreement or 

under statute, the Public Body may, at any reasonable time and on reasonable notice to the 
Contractor, enter on the Contractor’s premises to inspect any personal information in the 
possession of the Contractor or any of the Contractor’s information management policies or 
practices relevant to its management of personal information or its compliance with this 
Schedule and the Contractor must permit, and provide reasonable assistance to, any such 
inspection. 

 
Compliance with the Act and directions 
19. The Contractor must in relation to personal information comply with: 

(a) the requirements of the Act applicable to the Contractor as a service provider, including any 
applicable order of the commissioner under the Act; and 

(b) any direction given by the Public Body under this Schedule. 
 

20. The Contractor acknowledges that it is familiar with the requirements of the Act governing 
personal information that are applicable to it as a service provider. 

 
Notice of non-compliance 
21. If for any reason the Contractor does not comply, or anticipates that it will be unable to comply, 

with a provision in this Schedule in any respect, the Contractor must promptly notify the Public 
Body of the particulars of the non-compliance or anticipated non-compliance and what steps it 
proposes to take to address, or prevent recurrence of, the non-compliance or anticipated non-
compliance. 

 
Termination of Agreement 
22. In addition to any other rights of termination which the Public Body may have under the 

Agreement or otherwise at law, the Public Body may, subject to any provisions in the 
Agreement establishing mandatory cure periods for defaults by the Contractor, terminate the 
Agreement by giving written notice of such termination to the Contractor, upon any failure of 
the Contractor to comply with this Schedule in a material respect. 

 
Interpretation 
23. In this Schedule, references to sections by number are to sections of this Schedule unless 

otherwise specified in this Schedule. 
 
24. Any reference to the “Contractor”  in this Schedule includes any subcontractor or agent retained 

by the Contractor to perform obligations under the Agreement and the Contractor must ensure 
that any such subcontractors and agents comply with this Schedule. 

 
25. The obligations of the Contractor in this Schedule will survive the termination of the 

Agreement. 
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26. If a provision of the Agreement (including any direction given by the Public Body under this 

Schedule) conflicts with a requirement of the Act or an applicable order of the commissioner 
under the Act, the conflicting provision of the Agreement (or direction) will be inoperative to 
the extent of the conflict. 

 
27. The Contractor must comply with the provisions of this Schedule despite any conflicting 

provision of this Agreement or the law of any jurisdiction outside Canada. 
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Appendix V: Postal Information 
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Appendix VI: Course Code Samples 

 

Seven-character code samples 

BCeSIS course codes comprise ten alphanumeric characters. The first seven are determined 
provincially; districts and schools may assign the remaining three to meet local needs. The 
sample codes in the far right column use one character to represents the course type, four to 
represent ministry codes and two to represent grade level and/or subsection. 
 

Ministry Code  Course Type Grade 
Level  

Ministry Course Name BCeSIS Course 
Codes  

 M = Ministry       
F = French             
I = IB 
A = AP 
P = PSI 
U = External 
C = CP 
Y = BAA 
X = LD 
 

K    10 
01   0A 
02   0B 
03   11 
04   1A  
05   1B  
06   1C 
07   12  
08   2A 
2B   2B 
       etc. 

 1 character  for  
course type 
 
4 characters for  
ministry code 
 
2 characters for  
grade, A, B, C  
 
3 characters (xxx) 
for  distr ict/school 
use 

MFMT 11A M 1A Metal Fabrication-Machinist 
Training 11A 

MMFMT1Axxx 

GEOLF 12 F 12 Géologie 12 FGEOL12xxx 
I BHI H 12A I 2A History Higher Level 12A             I HI H- 2Axxx 
APCAL 12B A 2B AP Calculus 12B ACAL- 2Bxxx 
UI DMT 12A              U 2A Modern Theatre Dance 12A          UI DMT2Axxx 
CPVCE 12A C 2A Voice Ensemble 12A                         CVCE- 2Axxx 
YLI FE 10C          Y 0C Life Skills 10C                                 YLI FE0Cxxx 
XSAPP 10 X 10 Secondary Apprenticeship 10B XSAPP10xxx 
PSI AB 12D P 2D Yukon College 12D PAB- - 2Dxxx 
FNASK 11 M 11 Fine Arts and Applied Skills 11 MFNAS11xxx 
AMA 12 M 12 Applications of Mathematics 12 MAMA- 12xxx 
MA 12 M 12 Principles of Mathematics 12 MMA- - 12xxx 
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Assigned time code (XAT) samples 

These codes allow schools to schedule and take attendance for activities such as learning 
assistance and study period that do not qualify as courses in the sense of having credit and/or 
diploma category attached. Each code can be used up to 99 times. 
 

Seven-character  Code  Created Code Course Descr iption 
XAT—06 AT 6 Assigned Time 6 
XAT—07 AT 7 Assigned Time 7 
XAT—08 AT 8 Assigned Time 8 
XAT—09 AT 9 Assigned Time 9 
XAT—10 AT 10 Assigned Time 10 
XAT—11 AT 11 Assigned Time 11 
XAT—12 AT 12 Assigned Time 12 

 
Using the last three characters, the school can identify the type of assigned time. The name and 
information that the school enters in its own section of the course screen is what appears on the 
timetable and in the Teacher Assistant (marks/attendance) module. 
 
Note: Some XAT codes have two letters in the middle rather than two hyphens. These were put in 
under a specific agreement and are not recommended for use. 
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Appendix VII: School Start-up Checklist 

 

 

Completed Program Name Details 

 School Details  Ensure tumble patterns and period lengths 
have been set up. 

  School Schedule/Reporting 
Periods  

Enter valid dates. 

  Non-school Days  Enter valid dates. 

  Attendance Tumbles  Enter appropriate cycles. 

  Staff Maintenance  Update data. 

  Course Section Maintenance  Make necessary room allocation and staff 
changes. 

  Team Membership  Update data. 

  Homeroom Assignments  Mass assignment or by individual student. 

  Counsellor Assignments  Mass assignment or by individual student. 

 Program Types  Mass-assign students to 1701 and TRAX 
(new grade 10s and any other grade 11, 12 
and adult new to the school). 

  Student Locker List  Update data. 
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Appendix VIII: Prescheduling Checklist 

 
Prescheduling Activity Completion 

Date 
Completed 

By 

Check school details.      

Create next year school schedule.      

Create course start and end dates.      

Create course lengths and formats.      

Copy and update grades/catchments.      

Check period start and end times.      

Create non-school days.      

Create reporting periods.      

Create and/or check departments.      

Create and/or check rooms.      

Create or copy and update staff maintenance.     

Add new staff for next year.     

Update staff restrictions.      

Create or copy homerooms.      

Create or copy fees.     

Create or copy teams/groups.      

Create new teams for next year.      

Create and copy courses.     

Update course maintenance for next year.      

Explode before simulation, if applicable.      

Run pretransition.      

Create course catalogue.      
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Create student option sheets.      

Distribute option sheets and course catalogue.     

Collect and enter student course requests.      

Evaluate course requests and students missing pre/co-
requisites. 

    

Run reports to check accuracy of data.      
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Appendix IX: Privacy Protection Schedule  

PRIVACY PROTECTION SCHEDULE 
 

This Schedule forms part of the agreement between 
________________________________________________ (the “Public Body”) and 
_______________________________________________________________ (the “Contractor”) 
respecting ______________________________________________________(the “Agreement”). 
 
Definitions 
1. In this Schedule, 

(a) “access” means disclosure by the provision of access; 
(b) “Act” means the Freedom of Information and Protection of Privacy Act (British Columbia), as amended from time to time; 
(c) “contact information” means information to enable an individual at a place of business to be contacted and includes the name, 

position name or title, business telephone number, business address, business email or business fax number of the individual; 
(d) “personal information” means recorded information about an identifiable individual, other than contact information, collected or 

created by the Contractor as a result of the Agreement or any previous agreement between the Public Body and the Contractor 
dealing with the same subject matter as the Agreement but excluding any such information that, if this Schedule did not apply to it, 
would not be under the “control of a public body” within the meaning of the Act. 

 

Purpose 
2. The purpose of this Schedule is to: 

(a) enable the Public Body to comply with its statutory obligations under the Act with respect to personal information; and 
(b) ensure that, as a service provider, the Contractor is aware of and complies with its statutory obligations under the Act with respect 

to personal information. 
 

Collection of personal information 
3. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the Contractor may only collect or create 

personal information that is necessary for the performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, 
under the Agreement. 

 

4. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the Contractor must collect personal 
information directly from the individual the information is about. 

 

5. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the Contractor must tell an individual from 
whom the Contractor collects personal information: 
(a) the purpose for collecting it; 
(b) the legal authority for collecting it; and 
(c) the title, business address and business telephone number of the person designated by the Public Body to answer questions about 

the Contractor’s collection of personal information. 
 

Accuracy of personal information 
6. The Contractor must make every reasonable effort to ensure the accuracy and completeness of any personal information to be used by 

the Contractor or the Public Body to make a decision that directly affects the individual the information is about. 
 

Requests for access to personal information 
7. If the Contractor receives a request for access to personal information from a person other than the Public Body, the Contractor must 

promptly advise the person to make the request to the Public Body unless the Agreement expressly requires the Contractor to provide 
such access and, if the Public Body has advised the Contractor of the name or title and contact information of an official of the Public 
Body to whom such requests are to be made, the Contractor must also promptly provide that official’s name or title and contact 
information to the person making the request. 

 

Correction of personal information 
8. Within five business days of receiving a written direction from the Public Body to correct or annotate any personal information, the 

Contractor must annotate or correct the information in accordance with the direction. 
 

9. When issuing a written direction under section 8, the Public Body must advise the Contractor of the date the correction request to which 
the direction relates was received by the Public Body in order that the Contractor may comply with section 10. 

 

10. Within five business days of correcting or annotating any personal information under section 8, the Contractor must provide the corrected 
or annotated information to any party to whom, within one year prior to the date the correction request was made to the Public Body, the 
Contractor disclosed the information being corrected or annotated. 

 

11. If the Contractor receives a request for correction of personal information from a person other than the Public Body, the Contractor must 
promptly advise the person to make the request to the Public Body and, if the Public Body has advised the Contractor of the name or title 
and contact information of an official of the Public Body to whom such requests are to be made, the Contractor must also promptly 
provide that official’s name or title and contact information to the person making the request. 

 

Protection of personal information 
12. The Contractor must protect personal information by making reasonable security arrangements against such risks as unauthorized 

access, collection, use, disclosure or disposal, including any expressly set out in the Agreement. 
 

Storage and access to personal information 
13. Unless the Public Body otherwise directs in writing, the Contractor must not store personal information outside Canada or permit access 

to personal information from outside Canada. 
 

Retention of personal information 
14. Unless the Agreement otherwise specifies, the Contractor must retain personal information until directed by the Public Body in writing to 

dispose of it or deliver it as specified in the direction. 
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Use of personal information 
15. Unless the Public Body otherwise directs in writing, the Contractor may only use personal information if that use is: 

(a) for the performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the Agreement; and 
(b) in accordance with section 13. 

 

Disclosure of personal information 
16. Unless the Public Body otherwise directs in writing, the Contractor may only disclose personal information inside Canada to any person 

other than the Public Body if the disclosure is for the performance of the Contractor’s obligations, or the exercise of the Contractor’s 
rights, under the Agreement. 

 

17. Unless the Agreement otherwise specifies or the Public Body otherwise directs in writing, the Contractor must not disclose personal 
information outside Canada. 

 

Inspection of personal information 
18. In addition to any other rights of inspection the Public Body may have under the Agreement or under statute, the Public Body may, at any 

reasonable time and on reasonable notice to the Contractor, enter on the Contractor’s premises to inspect any personal information in 
the possession of the Contractor or any of the Contractor’s information management policies or practices relevant to its management of 
personal information or its compliance with this Schedule and the Contractor must permit, and provide reasonable assistance to, any 
such inspection. 

 

Compliance with the Act and directions 
19. The Contractor must in relation to personal information comply with: 

(a) the requirements of the Act applicable to the Contractor as a service provider, including any applicable order of the commissioner 
under the Act; and 

(b) any direction given by the Public Body under this Schedule. 
 

20. The Contractor acknowledges that it is familiar with the requirements of the Act governing personal information that are applicable to it as 
a service provider. 

 

Notice of non-compliance 
21. If for any reason the Contractor does not comply, or anticipates that it will be unable to comply, with a provision in this Schedule in any 

respect, the Contractor must promptly notify the Public Body of the particulars of the non-compliance or anticipated non-compliance and 
what steps it proposes to take to address, or prevent recurrence of, the non-compliance or anticipated non-compliance. 

 

Termination of Agreement 
22. In addition to any other rights of termination which the Public Body may have under the Agreement or otherwise at law, the Public Body 

may, subject to any provisions in the Agreement establishing mandatory cure periods for defaults by the Contractor, terminate the 
Agreement by giving written notice of such termination to the Contractor, upon any failure of the Contractor to comply with this Schedule 
in a material respect. 

 

Interpretation 
23. In this Schedule, references to sections by number are to sections of this Schedule unless otherwise specified in this Schedule. 
 

24. Any reference to the “Contractor” in this Schedule includes any subcontractor or agent retained by the Contractor to perform obligations 
under the Agreement and the Contractor must ensure that any such subcontractors and agents comply with this Schedule. 

 

25. The obligations of the Contractor in this Schedule will survive the termination of the Agreement. 
 

26. If a provision of the Agreement (including any direction given by the Public Body under this Schedule) conflicts with a requirement of the 
Act or an applicable order of the commissioner under the Act, the conflicting provision of the Agreement (or direction) will be inoperative 
to the extent of the conflict.  

 

27. The Contractor must comply with the provisions of this Schedule despite any conflicting provision of this Agreement or, subject to section 
28, the law of any jurisdiction outside Canada. 

 

28. Nothing in this Schedule requires the Contractor to contravene the law of any jurisdiction outside Canada unless such contravention is 
required to comply with the Act. 
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Appendix X: Parent Online and Scheduling Online 
Information 

 

A – Parents Online 

Note: The following information has been provided in 
another jurisdiction. It is reproduced here to help 
districts/authorities/schools develop their own information. 

 
• The parents with whom the child lives are provided with 

only one username and password. This information is 
placed on record under the mother’s name. 

• A parent not living with the student is also entitled to a 
username and password, unless there is a court order 
against them having information about the student. The 
off-site parent is given a separate username and 
password. 

• Parents must come to the building to receive their 
username and password, and they must show a picture 
ID. 

• Students may not be given their parents’  username and 
password to take home. 

• Parents can change their password online. 

• Parents who forget their password need to be assigned 
another one. 

• Any staff member who receives a phone call from a 
parent wishing to change their password must be 
confident that the caller is who they claim to be. If 
necessary, staff should tell the caller that they will phone 
back to the home phone number with the password 
change. 
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B – Scheduling Online 

Note: The following information has been provided in 
another jurisdiction. It is reproduced here to help 
districts/authorities/schools develop their own information. 

District office responsibilities 

• Create labels with student names, logon names and 
passwords for 9th, 10th and 11th graders. 

- Questions: What other information do you want 
printed on the label? How do you want the labels 
sorted? 

• Enter course narratives into the system. 

• Provide a direction sheet for students. 

• Give access on required dates. 

• Do pretransition for cross-enrolled students. 

• Run report of courses that have Parent Interface notated. 

School responsibilities 

• Mark Parent Interface in Course Maintenance for 
courses to be displayed. (Use block courses rather than 
semester courses.) 

• Verify prerequisites in Course Maintenance. 

• Use report provided to district office to verify Parent 
Interface for any courses needed for registration. 

• Create a registration plan to include the following 
elements: 

- distribution of registration forms to students, 

- sorting of forms by class for online registration, 

- affixing labels to forms, 

- schedule for classes to come to the lab, and 

- assignment of supervisors for each lab to: 

• give directions, 

• check printout for each student to be sure they have 
correct number of classes, and 
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• collect registration sheets with names and 
passwords. 

- Have office staff accept the student registrations, 
thus locking out changes. 

- Create a plan for absentee students and students who 
did not return registration forms. 

- Recruit parent volunteers to hole-punch registration 
forms after courses are entered online and place 
forms in notebooks alpha by grade. 

- Have someone in each lab that is logged into eSIS 
for the purpose of entering courses for students if 
prerequisite prevents entry. 

- Have Post-it notes available to record individual 
student problems during registration. 
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C – Student Electronic Enrolment 

Note: The following information has been provided in 
another jurisdiction. It is reproduced here to help 
districts/authorities/schools develop their own information. 

1 Log on. 

2 Open Internet Explorer . 

3 On URL line type bvsis/pa, or click on the down arrow 
of the URL line and select this address. 

4 Choose English language. 

5 Enter your Student ID as the Username. 

6 Enter password from your enrolment sheet. Be careful, 
as it is case sensitive. 

7 Click Login. 

8 Your name will show on this next screen. Click Select. 

9 Place your mouse over the words Student Update and 
click on Courses. 

10 Click on Add Course. 

11 You may have to drag the list of courses by the blue bar 
to the left for easy viewing. Place a check mark on all 
the courses you plan to take next year, as written on your 
enrolment sheet. There are two alphabetical lists of 
courses. If you do not find the course in the top list, 
check the second one. 

12 When all courses are marked, count to make sure you 
have 14 sections (a full year counts as 2; a semester class 
counts as 1). 

13 When completely finished, click Add Checked Courses 
way at the bottom of the screen. 

14 Count again to make sure you have 14 sections (full-year 
courses have BL as the first two letters; all others are 
one-semester courses). Press Return. If you don’ t have 
the prerequisite for a course, it will be displayed on this 
screen. Press Return and ask a staff member to enter the 
class for you. 

15 If you have to add more courses, click Add Courses and 
select. 
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16 Now you must select four Alternates, one at a time. At 
this new screen click on Add Alt next to one of your 
elective courses. Continue this procedure until you have 
selected four alternates. If you need to remove a course 
that has an alternate, first remove the alternate by 
clicking on the Update Alt button and the Remove 
Alternate button. You can then remove the course. 

17 On the screen you should now have all your courses and 
alternates. Click All Done, and then click Return. 
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