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€ Purpose: This school aims to implement the principles and regulations of the "Personal
Data (Privacy) Ordinance" to ensure that personal data is appropriately protected and
handled.

Policies related to the appropriate protection and handling of personal data:
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All student personal data files are stored in a locked cabinet located in the school office.
The cabinet remains locked, with the principal and relevant administrative personnel
holding the keys.

Records of student counseling cases and student training data are kept in a locked cabinet in
the counseling director's office. The cabinet remains locked, with the vice principal and the
counseling director holding the keys.

The student attendance register only displays the student's name and gender.

"Parental signatures and emergency contact numbers™ are kept securely by the principal
and class teachers for the purpose of contacting parents.

All personal data concerning students or parents (e.g., student behavior records, medical
histories) shall not be disclosed without parental consent.

When collecting personal data (whether through student notices or web forms), the
principles of personal data protection must be referenced, detailing "the purpose and
method of data collection," "the accuracy of personal data and retention period based on the

time needed for its intended use,” "the security of personal data,"” "the primary purposes for
which personal data is used,” and "the rights to access and correct personal data,” among
other important principles.

At the beginning of each school year, a notice is sent to all parents requesting authorization
for the school to publish their children's work, activity photos, etc., in school newsletters,
banners, websites, and other materials.

The school provides lockable cabinets in the teachers' lounge for all teachers. Teachers are
responsible for securely locking any documents containing student or parent personal data
to prevent loss. If lost, the teacher will bear responsibility.

At the beginning of each school year, all teachers are briefed on the school's "Privacy
Policy and Guidelines for Staff on Personal Data."” Through teacher training, lectures, or
workshops are arranged to help teachers understand the importance of personal privacy
protection and the spirit and implementation of relevant regulations.

The school's administrative management system (WebSAMS) is encrypted and accessible
only to school staff. Staff must log in with personal passwords and must log out according
to established procedures after use.

The school provides a "Data Access/Correction Request Form™ for relevant individuals to

review or correct their data.



B. Guidelines for Teachers and Office Staff Handling Personal Data:

All teachers and office staff must carefully read the following guidelines and follow the
corresponding steps when handling related data to ensure that personal information is
adequately protected:

1 When handling documents containing personal data of students or parents (e.g., eligibility
certificates), class teachers should store any incomplete documents in a lockable cabinet in
the teachers' lounge and secure them. Once all documents for the class are collected, they
should be handed over to the responsible supervisor or teacher for proper storage. The
responsible supervisor or teacher must keep these documents in a lockable cabinet or
drawer and ensure they are locked.

2 At the beginning of each school year, class teachers receive student information (e.g.,
parental signatures and emergency contact numbers) from the school, which must be
securely locked to prevent loss or data leakage, and returned to the school office at the end
of the year according to the school's instructions.

3 If it is necessary to print student personal information from the school’s administrative
management system (WebSAMS), teachers are responsible for safeguarding this
information to ensure it is not lost or leaked.

4 Teachers may borrow student personal data files from the school office if needed. Teachers
are not allowed to make copies of the files without the school's permission. Files should be
returned to the school office as soon as they are no longer needed.

5  When transmitting documents containing personal data, they must be delivered personally
to the responsible supervisor or teacher, who should acknowledge receipt in person.

6 Under no circumstances should documents containing personal data be left in areas
accessible to individuals other than the data users.

7  Teachers are responsible for checking their desks and surrounding areas before leaving
school each day to avoid leaving documents containing personal data in places accessible to
individuals other than the data users.
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