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Release of Student Numbers to Receiving Sites 

 
 

Background  
 

The standardized HSPnet consent form, based on the National HSPnet Policies, permits the release of 
student name only to receiving sites; the school’s student number is not released.  Receiving sites can 
generate a list of student names in confirmed placements via the Security/Access Listing wizard, which 
includes a unique HSPnet ID number for each student.  This unique ID can be used to track computer 
access, bulding access, and other activities where a unique number for each student is needed. 
 
A province may elect to expand the standardized consent to permit release of the student number used 
by the school, whether they use a school-specific number or a provincial number (like MELS in Quebec).  
If the expanded consent form is used, then receiving sites in that province will be given an option to use 
the HSPnet ID or to also receive the student number used by the school.  
 
Receiving sites can view a student number in the Security/Access Listing wiard if the following conditions 
are met: 
 

• The province has adopted an expanded consent form that includes release of student number  
• Your site is setup to view student number (see step 3 below) 

• The Placing Agency has assigned the student to a placement, and placement status is Confirmed 

Requirements for Placing Agencies 

1. The student number to be 
released will be the mandatory 
number that is entered in the 
Setup/Lookup � Students 
screen for each student record.  
The alternate number (e.g. for a 
partner school in a collaborative 
program) is not released.  

2. Student name and number are released to receiving sites when the placement is confirmed, so you 
need to ensure that students are assigned and placements are confirmed before the deadline for 
receiving sites who require this information. 

 

 

Summary: 
 

In provinces where the HSPnet consent form includes a provision for release of student number to 
receiving agencies, each site can enable this feature to include the school’s student number in the 
Access/Security Listing wizard.  

 Quick Reference Guide 

IMPORTANT:  Student number is not relased for students entered into HSPnet with initials only, since 
initials only indicates the student hasn’t consented to release their personal information to receiving sites. 
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Requirements for Receiving Agencies 

3. Each site that requires student numbers must enable this feature in Setup/Lookup � Site 
Maintenance.  Receiving Coordinators can perform this step for each site under their responsibility: 

a. Click Edit       to edit the entry for 
a site. 

b. Click the checkbox to “Request 
use of Student Number for 
security/access purposes” and 
click Save      . 

4. Student numbers are included in the Security/Access Listing wizard in your reports menu. 

a. Click       to build a new report, and on 
the second screen you will be 
prompted to enter a report name and 
description, then click     

                                          . 

b. Select a date range for upcoming placements (e.g. Term of Fall 2011) or enter custom dates, and  
and click            . 

c. In the Report 
Type screen, 
select one of the 
permitted uses of 
student 
information, such 
as building 
access or issuing 
computer 
accounts.   

d. If the report will 
be delivered to 
another 
individual, such 
as the security 
office, enter the 
recipient’s name 
and/or position. 

e. Complete the remaining steps of the wizard to generate the list of confirmed students.  For your 
sites that are setup to receive student number, the report will include placement details plus both 
student numbers: 
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Things to Remember 

• Placing Coordinators must assign students and confirm each placement in order to release 
student name and number. 

• Receiving Coordinators must enable each site that requires the use of student number. 

• The Security/Access Listing wizard tracks the permitted uses of student information to ensure it is 
consistent with national HSPnet policies.  For more information about student consent or the 
policies, visit http://www.hspcanada.net/privacy/resources.asp. 
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