Ministry of Forests
FIPA Access Assessments
This organization was listed as an independent public body at the start of 2024 under British

Columbia’s Freedom of Information and Protection of Privacy Act (FOIPPA) and
the Information Management Act (IMA).

FIPA conducts empirical research as part of its program activities. Its access assessment
activities are meant to monitor freedom of information. https://fipa.bc.ca/research-
resources/access-assessments/

This PDF contains the requests that were sent to this public body, as well as the records that
were subsequently released.

These records were originally collected as data for a more in-depth study as part of FIPA’s
empirical research. That involved submitting focused freedom of information (FOI)
requests to determine how this public body, which we classified as a core government
organization, was interpreting and applying FOIPPA and IMA legislation.

That project is called Access Regimes: Social Studies of Recordkeeping, Bureaucracy, and
Secrecy under Freedom of Information Law. Further information about that study can be
found on the Open Science Foundation’s registration platform.

Distinct from the original study, FIPA has also assessed whether this public body meets
expectations identified in an IPSOS poll we commissioned. That poll can be found on the
FIPA website here. https://fipa.bc.ca/ministry-of-agriculture-and-food/

About FIPA

The BC Freedom of Information and Privacy Association (FIPA) is a non-partisan, non-profit
society that was established in 1991 to promote and defend freedom of information and
privacy rights in Canada. While we are based in BC, our membership extends across Canada,
and we regularly partner with organizations throughout the country.

Our goal is to empower citizens by increasing their access to information and their control
over their own personal information. We serve a wide variety of individuals and
organizations through programs of public education, public assistance, research, and law
reform. We are one of very few public interest groups in Canada devoted solely to the
advancement of freedom of information and privacy rights.
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Requests sent to core government organizations

Request item 1

Current organizational charts that indicate freedom of information personnel and
information management personnel; (ARCS 105-02).

Summary

Charts that outline where freedom of information personnel and information management
personnel exist within an organization.

Rational

Organizational charts help identify who is responsible for fulfilling certain obligations.

Request item 2

Delegation of authority charts for the Freedom of Information and Protection of Privacy Act;
(ARCS 265-20).

Summary

Charts that outline who has certain powers under the Freedom of Information and
Protection of Privacy Act.

Rational

Delegation of authority charts are standard instruments across the implementation of any
law with delegable and discretionary powers.

Request item 3

Policies or procedures regarding freedom of information (not privacy), including policies and
procedures regarding the routine release of information and proactive disclosure, but
excluding the FOIPPA Policy & Procedures Manual; (ARCS 292-00, 292-27).

Summary

Freedom of information policies.

Rational

Policies are the core of implementing any new public initiative.

Request item 4

Final reports regarding public body-specific performance reporting, program evaluations, or
project implementation plans or reviews with respect to freedom of information; (ARCS 400-
02, ARCS 400-10, ARCS 400-20, ARCS 400-40, ARCS 400-50, ARCS 440-02, ARCS 400-20).
Summary

Internal reports about freedom of information.

Rational

How public bodies monitor their performance matters.
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Request item 5

Delegation of authority charts for the Information Management Act, as applicable; (ARCS
265-20).

Summary

Charts that outline who has certain powers under the Information Management Act.
Rational

Delegation of authority charts are standard instruments across the implementation of any
law with delegable and discretionary powers.

Request item 6

Interoffice memoranda about freedom of information and records/information
management; (ARCS 195-20, 195-45).

Summary

Memos about freedom of information and records/information management.
Rational

Internal communications can structure organizational activity.

Request item 7

Metadata Application Profiles and Information Destruction Models, as well associated
policies and procedures and implementation plans and reports.

Summary

Metadata schemas for records management systems.

Rational

Metadata is an essential part of establishing control over records.

Request item 8

Office of primary responsibility designations/matrices; (ARCS 432-12).

Summary

Lists of offices responsible for certain organizational records.

Rational

Lists like this are often a reflection of the classification logics used to manage records.

Request item 9

Technical manuals for records management systems.
Summary

User manuals for records management software.
Rational

Manuals contribute to how staff interact with technology.
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Request item 10

File lists and indexes; (ARCS 432-10).

Summary

Lists of regularly created files.

Rational

File lists are a prerequisite to an up-to-date file classification plan.

Request item 11

Final training packages and training implementation history files (excluding correspondence;
ARCS 1735-25) for freedom to information and records/information management training.
Summary

Training materials for freedom of information and records management.

Rational

Training is necessary for the successful implementation of FOIPPA and IMA.

Request item 12

Ministry self-assessments for records/information management based on the frameworks
provided by the Chief Records Officer.

Summary

Self-assessments conducted according to an internal government standard.

Rational

Part of the Chief Records Officer's mandate is to evaluate records management.

Request item 13

The public body’s policies and procedures regarding records/information management
(ARCS 432-00).

Summary

Records management policies.

Rational

Policies are the core of implementing any new public initiative.

Request item 14

The public body’s Information Resource Management Plans.

Summary

A type of information management plan required by core government policy.
Rational

Information resource plans are a key reporting and planning mechanism under core
government policy.
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Request item 15

Copies of licenses, contracts, and agreements between the public body and recordkeeping
system service providers or contractors.

Summary

Contracts for recordkeeping systems.

Rational

Contracts detail roles and responsibilities with respect to system implementation and
maintenance.

Request item 16

Acceptable use of technology policies and procedures.
Summary

Acceptable use of technology policies.

Rational

AUPs govern how employees may appropriately interact with technology over the course of
their job.

Request item 17

Final job description files for any employee who regularly performs a role or responsibility in
responding to a freedom of information request or fulfilling public body’s
records/information management program (ARCS 1360-20).

Summary

Job descriptions for records management and freedom of information staff.

Rational

Job descriptions articulate the necessary skills and anticipated responsibilities of people
charged with doing FOIl or RM work.

Request item 18
“Documenting government decisions” policy instruments (where “instrument” has the same
meaning as in Treasury Board Directive 1/23).

Summary

Duty to document policies.

Rational

The Chief Records Officer has developed directives instructing public bodies to develop
organization-specific policies for documenting government decisions.
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Request item 19

Policies and procedures concerning incidents regarding sections 65.3 [Offence to willfully
evade access provisions] and 30.3 [whistle-blower protection] of the Freedom of Information
and Protection of Privacy Act.

Summary

Policies concerning offences to willfully evade FOI requests.

Rational

The offence was created to deter bad practices frustrating the public's right to know.

Request item 20

Final Requests for Proposals (and any attachments to those proposals) concerning records
management/freedom of information (not privacy).

Summary

Requests for proposals for freedom of information and records management projects.
Rational

RFPs document a public body's needs in order to identify the solutions they are seeking
proposals to address.

Request item 21

Final Requests for Proposals (and any attachments to those proposals) concerning records
management/freedom of information (not privacy).

Summary

Requests for proposals for freedom of information and records management projects.
Rational

RFPs document a public body's needs in order to identify the solutions they are seeking
proposals to address.

Request item 22

Contracts and statements of work for consultant services for freedom of information related
work (if more than one, please provide only the last five).

Summary

Contracts and statements of work for consultants' work related to freedom of information
and records management.

Rational

Contracts and statements of work define the boundaries of what work the public body
performs and what work it relies on others' to perform.
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Request item 23

Copies of records management ontologies/thesauri.

Summary

Controlled vocabularies for records management.

Rational

Controlled vocabularies are a prerequisite to applying metadata.

Request item 24

Copies of checklists, forms, templates, guides, and other tools used in relation to processing
freedom of information requests (please include intranet files when responsive, by print PDF
or screen capture if necessary).

Summary
Rational
Workflow materials for freedom of information processing.

Request item 25

Records confirming the appointment and responsibilities of FOI Oversight Liaison Officers
and Duty to Document Champions, or roles that perform a similar function if those titles are
antiquated.

Summary

Records concerning the appointment of employees responsible for promoting freedom of
information and records management.

Rational

Internal promotion of FOI and RM contributes to effective implementation.

Request item 26

Case management procedures for freedom of information requests;

Summary

Case management software helps public bodies keep track of requests and organize their
responses.

Rational

Procedures for managing request workflows.

Request item 27

Onboarding manuals.

Summary

Manuals given to employees when they first enter an organization.
Rational

Onboarding employees should include both awareness of FOl and RM.

Request item 28
The public body’s duty to document readiness assessments (produced in Winter 2019).
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Summary
Reports produced to prepare to implement duty to document.
Rational

These reports established the baseline position from which duty to document was
purportedly implemented.
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The Freedom of Information and Protection of Privacy Act (FOIPPA) requires that the government makes

records in its custody available to the public in the absence of any defendable reason to deny access.

As such, responding to requests for information made under the Act within the timelines set by legislation is a

statutory obligation of government.
FOI Coordinators roles and responsibilities are as follows:

e Receive the Call For Records (CFR) Form from the Information Access Operations (IAO) Office.

o Assign the CFR to the appropriate Branch, Office or Division and request a Fee estimate.

e Send completed CFR to IAO to be sent to applicant if there is a fee to determine payment.

e Request Branch, Office or Division provide records )via email to FLNR FOI In Boxl.

e Records are sent to IAO for deduplication and then IAO Lsends back to FLNR FOI In Box].

e Send records package deduplicated to Branch, Office or Division for harms assessment.

e Send records package and harms assessment to IAO to produce a redline version of the records.

e Send redline to Branch, Office or Division ko review and approve for releasel.

o Create Weekly DM Report to request final sign off of the approved records package.

e Once approved by DM final approved package is sent to IAO to send to the applicant and close the

request.
Ministry Program Staff roles and responsibilities are as follows:

e Review the FOI request to determine if their office has any records and provide a fee estimate.
e Completed CFR fee estimate is sent to FOI Staff.

¢ Receive notification from FOI staff to go ahead and gather records and send to \FLNR FOl'In Bo>d.
e Review records package for harms and provide harms assessment to \FLNR FOIl'In Bo>d.

o Review redline and ensure harms have been identified and request Executive approval.

« Send approved package to FLNR FOI In Box.

FOR- 2023-33085 , Page 1 of b5

Commented [KAF1]: Records are typically
uploaded to our Object Storage/LAN

Commented [KAF2]: IAO uses their own
LAN to share documents

ED is the first sign off authority. Most divisions

Commented [KAF3]: Usually a director or
escalate to their ADM as a last step.

(Commented [KAF4]: Also FLNR LAN

(Commented [KAF5]: FLNR LAN

Commented [KAF6]: This is true. We are
alerted by an eApprovals notification.




BRITISH
COLUMBIA

< FOI Training

Information Management Training:

Mandatory privacy and information management training

PSA provided training:
IM 110: Managing Our Information Assets
IM 112: Managing Government Records
IM 113: An Overview of Information Security and You
IM 114: A Day in the Life: Information Security and You - Knowledge Check

IM 117: Protection of Privacy, Access to Information and Records

Management

Corporate Services for the Natural Resource Sector (CSNR)

2016-11-15
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BRITISH
COLUMBIA
BC Public Service

FOI Response Package Roles and Responsibilities

Ministry Programs

Purpose:
To ensure FOI response packages adhere to established standards

Responsive Records:

e Include only records within time frame of the request, if one provided

e Include only records that contain information that speak to the request

e Include entire document even if portions are not responsive (do not redact)
e Include complete email strings

e Remove exact duplicates, unless doing so will change context

Records Submission

e Upload the records to the link emailed to you by the FOI Coordinator
e |f records volume is low, email the records to the FOI Coordinator

e Ensure documents are legible and complete

e Advise Records/FOI Coordinator when uploading is complete

Please let the FOI Coordinators know of any questions, obstacles or delays in
gathering the responsive records. Timings are important.

May 4, 2017
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Ministry of Forests

DMO - Executive Operations

Records/FOI Center
December 7, 2023

Danielle Woodcock
Manager, Executive
Services

Aidan Kirkpatrick
Team Lead, Freedom of
Information and
Records Management

Tammy Chipper
Information Access
Analyst

Morgan Mills
Records/FOI
Coordinator

Joanne Hathaway

Records/FOlI
Coordinator

vacant
Records/FOlI
Coordinator
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e Ministry of Forests

...So how does an FOI work exactly?

The OIPC (Office of the Information and Privacy Commissioner) oversees a lot of
what happens when the Ministry receives an FOI request.

Under Section 42 of FOIPPA, the Commissioner has specific powers to investigate,
audit, and make orders to enforce a public body’s compliance with legislation.

Their role is largely to investigate and mediate complaints regarding fees, deadlines,
and perceived non-performance of our duties as public servants.

On the left side of this chart, applicants of all sorts communicate with IAO.

Information Access Operations is the specialist FOI unit run by the Ministry of
Citizen Services. They are experts in legislation but rely on the ministries for specific
knowledge of their records.

The Deputy Minister’s Office at the Ministry of Forests interacts with IAQ’s team and
coordinates on behalf of the various divisions within FOR.

To summarize: IAO is the first point of contact for applicants and the experts on
FOIPPA legislation.

The Ministry is the records holder, the subject matter expert, and the final decision

maker.
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has JOB PROFILE

COLUMBIA <

caisia - Where ideas work Position #00138427
TITLE: INFORMATION ACCESS ANALYST CLASSIFICATION: CLERK 15

MINISTRY: FORESTS WORK UNIT: EXECUTIVE SERVICES

SUPERVISOR TITLE: TEAM LEAD FREEDOM OF INFORMATION SUPERVISOR POSITION #: 00113564
(FOI) AND RECORDS MANAGEMENT

JOB OVERVIEW

The Information Access Analyst is responsible for providing records and information analysis, responding to
routine and formal Freedom of Information (FOI) access requests and coordination of document production
for litigation and document disclosure services.

ACCOUNTABILITIES

e Manages all stages of formal requests for records made under the Freedom of Information and
Protection of Privacy Act (FOIPPA) in accordance with legislated requirements. Searches, retrieves
and delivers information and files from manual and electronic storage.

e Performs harms assessments and severs required information, in accordance with statutory
requirements and submits work to Supervisor for review and approval prior to release.

e Works closely with the Information Access Operations (IAO) and liaises with program areas and IAO to
resolve outstanding issues.

e Administers the sign-off and release of information consistent with FOIPPA, ensuring Ministry policies
and procedures, are in accordance with the request.

¢ Manages updates and maintains request case files by documenting all discussions, contacts,
consultations and any other considerations in support of recommendations to release or withhold
records.

¢ Manipulates and reviews data using various computer software packages such as MS Access/Excel and
presents data in requested formats.

e Works closely with FOI Team to develop regular and ad-hoc systems reports to meet users’ needs.

e Contributes to the enhancement of electronic information management systems by recommending
improvements such as new fields, maintenance or assisting with the design and coordination of
document management framework.

e Maintains positive client relations by providing excellent customer service for applicants and ministry
clients.

e Prepares reports for the Ministry relating to specific requests.

e Works with the Team Lead and the Manager, Executive Services to develop best practices, operational program
policies and procedures to enhance service delivery.

Career Group: Job Family: Job Stream: Role: Date:

Forests Executive Operations IMIT Administrative Services December 2022
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JOB REQUIREMENTS
e Diploma or higher in Information Management, Public Administration or other directly-related
discipline and 1 years’ experience performing analytical work or an equivalent combination of
education/training and experience.
e Experience interpreting and applying legislation such as (FOIPPA).
e Preference may be given to applicants who have one of more of the following types of experience:
o Direct experience in interpreting FOIPPA or similar legislation.
0 Experience in managing complex caseloads.
0 Experience working in a high-volume customer-service environment.

KNOWLEDGE, SKILLS AND ABILITIES

e Comprehensive knowledge of the Freedom of Information and Protection of Privacy Act (FOIPPA) and
associated, relevant legislation, polices and guidelines.

¢ Knowledge of legislation, policies and procedures related to the collection, use and disclosure of
information.

e Excellent oral and written communication skills, including the ability to express ideas and
recommendations clearly and concisely, in a manner appropriate to the audience.

¢ Ability to develop and maintain effective working relations with various stakeholders.

¢ Ability to organize and prioritize a substantial workload while maintaining client service and managing
priorities.

¢ Ability to develop, implement, monitor, track and assess initiatives and ensure continued alignment with
policy direction.

BEHAVIOURAL COMPETENCIES

¢ Improving Operations is the ability and motivation to apply one's knowledge and past experiences for
improving upon current modes of operation within the ministry. This behaviour ranges from adapting
widely used approaches to developing entirely new value-added solutions.

e Teamwork and Co-operation is the ability to work co-operatively within diverse teams, work groups and
across the organization to achieve group and organizational goals. It includes the desire and ability to
understand and respond effectively to other people from diverse backgrounds with diverse views.

e Results Orientation is a concern for surpassing a standard of excellence. The standard may be one’s own
past performance (striving for improvement); an objective measure (results orientation); challenging goals
one has set; or even improving or surpassing what has already been done (continuous improvement).
Thus, a unique accomplishment also indicates Results Orientation.

e Problem Solving/Judgement is the ability to analyze problems systematically, organize information,
identify key factors, identify underlying causes and generate solutions.

INDIGENIOUS RELATIONS BEHAVIOURAL COMPETENCIES

e Cultural Agility is the ability to work respectfully, knowledgeably and effectively with Indigenous people. It
is noticing and readily adapting to cultural uniqueness in order to create a sense of safety for all. It is
openness to unfamiliar experiences, transforming feelings of nervousness or anxiety into curiosity and
appreciation. It is examining one's own culture and worldview and the culture of the BC Public Service, and
to notice their commonalities and distinctions with Indigenous cultures and worldviews. It is recognition of
the ways that personal and professional values may conflict or align with those of Indigenous people. It is
the capacity to relate to or allow for differing cultural perspectives and being willing to experience a personal
shift in perspective.

Career Group: Job Family: Job Stream: Role: Date:

Forests Executive Operations IMIT Administrative Services December 2022
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JOB PROFILE

‘BRH‘ISH "

cormeis Where ideas work POSITION # 00113564
T|TLE: FOI - RECORDS MANAGEMENT TEAM LEAD CLASS|F|CAT|ON: ADMINISTRATIVE OFFICER 21
CONTEXT

The Ministry of Forests (FOR) is responsible for providing access to Crown land and resources through permitting and
authorizations for economic development activities on the land base. FOR is one of six ministries jointly responsible for
managing the natural resource sector and balancing economic opportunities with environmental stewardship.

JOB OVERVIEW

The FOI — Records Management Team Lead supervises the Ministry’s FOI and Records Management Teams. Manages a
large caseload of complex and contentious FOI requests and records for the Ministry. Provides leadership and guidance to
staff, analyses, develops and improves information access policies, procedures and processes. Ensuring the Ministry
adheres to the Freedom of Information and Protection of Privacy Act (FOIPPA).

ACCOUNTABILITIES

¢ Manages the ministry FOI process to ensure legislated deadlines are adhered to and that recommendations on
severing are applied consistently.

¢ Manages the ministry Records Systems, retention and disposition systems in compliance with legislative and client
requirements, applies business and records management knowledge to contribute to and assist in the development of
records.

e Supervises staff including assignment of work, development and evaluation of performance plans and approval of
leave.

¢ Provides training, advice and guidance to ministry staff regarding policy, procedures and practises as an FOIPPA expert
to improve operations and enhance service delivery.

e Provides information management policy, advisory and review services.

¢ Provides project management leadership and/or support to information management projects.

e Acts as the primary point of contact with Information Access Operations (IAO) and liaises with program areas and I1AO
to resolve outstanding issues.

e Consults with the Office of the Information and Privacy Commissioner of British Columbia when needed.

o Working with the Manager, Executive Services reviews and develops best practices, operational program policies and
procedures by anticipating and responding to new and emerging issues and proactively developing policies and
procedures to enhance service delivery.

JOB REQUIREMENTS
Education and Experience

¢ Diploma or certificate in a discipline related to information management and/or records management. An equivalent
combination of education and experience may be considered.

¢ Minimum of three (3) years’ experience working in executive offices managing highly confidential information; OR,

e Minimum of three (3) years’ experience working directly with the Freedom of Information and Protection of Privacy
Act (FOIPPA) and/or records management.

Preference may be given to applicants with one (1) or more of the following:
e One (1) year or more of supervisory experience.
e  Experience interpreting and applying legislation such as FOIPPA; AND/OR,
e  Experience building and maintaining effective working relationships across various lines of business.

Career Group: Job Family: Job Stream: Role: Revised Date:
IMINT Information Management FOIPPA Technical October 2019
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PROVISO

o Successful completion of security screening requirements of the BC Public Service, which may include a criminal records
check, and/or Criminal Records Review Act (CRRA) check, and/or enhanced security screening checks as required by the
ministry (Note: It is important that you read the job posting carefully to understand the specific security screening
requirements pertaining to the position).

KNOWLEDGE, SKILLS AND ABILITIES

e Comprehensive knowledge of the Freedom of Information and Protection of Privacy Act (FOIPPA) and associated,
relevant legislation, polices and guidelines.

o Knowledge of legislation, policies and procedures related to the collection, use and disclosure of information.

o Excellent oral and written communication skills, including the ability to express ideas and recommendations clearly
and concisely, in a manner appropriate to the audience.

¢ Ability to develop and maintain effective working relationships with various stakeholders.
o Ability to organize and prioritize a substantial workload while maintaining client service and managing priorities.

¢ Ability to develop, implement, monitor, track and assess initiatives and ensure continued alignment with policy
direction.

BEHAVIOURAL COMPETENCIES

¢ Improving Operations is the ability and motivation to apply one's knowledge and past experience for improving upon
current modes of operation within the ministry. This behaviour ranges from adapting widely used approaches to
developing entirely new value-added solutions.

o Concern for Order reflects an underlying drive to reduce uncertainty in the surrounding environment. It is expressed
as monitoring and checking work or information, insisting on clarity of roles and functions.

¢ Planning, Organizing and Co-ordinating involves proactively planning, establishing priorities and allocating resources.
It is expressed by developing and implementing increasingly complex plans. It also involves monitoring and adjusting
work to accomplish goals and deliver to the organization’s mandate.

e Teamwork and Co-operation is the ability to work co-operatively within diverse teams, work groups and across the
organization to achieve group and organizational goals. It includes the desire and ability to understand and respond
effectively to other people from diverse backgrounds with diverse views.

e Results Orientation is a concern for surpassing a standard of excellence. The standard may be one’s own past
performance (striving for improvement); an objective measure (results orientation); challenging goals one has set; or
even improving or surpassing what has already been done (continuous improvement). Thus, a unigue accomplishment
also indicates Results Orientation.

¢ Problem Solving/Judgement is the ability to analyze problems systematically, organize information, identify key
factors, identify underlying causes and generate solutions.

INDIGENIOUS RELATIONS BEHAVIOURAL COMPETENCIES

o Cultural Agility is the ability to work respectfully, knowledgeably and effectively with Indigenous people. It is noticing
and readily adapting to cultural uniqueness in order to create a sense of safety for all. It is openness to unfamiliar
experiences, transforming feelings of nervousness or anxiety into curiosity and appreciation. It is examining one's own
culture and worldview and the culture of the BC Public Service, and to notice their commonalities and distinctions with
Indigenous cultures and worldviews. It is recognition of the ways that personal and professional values may conflict or
align with those of Indigenous people. It is the capacity to relate to or allow for differing cultural perspectives and
being willing to experience a personal shift in perspective.

The competencies listed above complement the required accountabilities for this position. For more information
about behavioural interviews, competency definitions, and to watch interview videos, please visit:
Competencies in the BC Public Service.

Career Group: Job Family: Job Stream: Role: Revised Date:
IMINT Information Management FOIPPA Technical October 2019
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JOB PROFILE

POSITION # 00114956
ﬁRI’l‘ISH .
il | Where ideas work
TITLE: RECORDS - FREEDOM OF INFORMATION (FOI) COORDINATOR CLASSIFICATION: CLERK 12

CONTEXT

The Ministry of Forests is responsible for taking care of the land base through an integrated approach, in partnership
with First Nations, communities and ministries. FOR is one of five ministries jointly responsible for managing the natural
resource sector and balancing economic opportunities with environmental stewardship.

JOB OVERVIEW

The Records - FOI Coordinator provides technical advice to ministry records custodians and ensures ministry records
systems are in compliance with the legislative and policy requirements. The position is also responsible for coordinating
the document discovery of freedom of information requests (including assigning responses). The processing of Freedom
of Information (FOI) requests is a shared responsibility between the Information Access Operations Branch (IAO) and the
ministries/agency’s whose records are requested.

ACCOUNTABILITIES
¢ Provides the efficient coordination of Records Management and FOI requests for the Ministry.

s—Interprets and recommends application of Freedom of Information and Protection of Privacy Act (FOIPPA) and
Information Management Act (IMA) regulations and information to staff.

¢ Provides technical support and advice for management of automated records management systems.

¢ Identifies and classifies material into filing systems and data bases.

¢ Coordinates documentation, storage, transfer and disposition of semi-active records.

¢ Coordinates application, evaluation, and implementation of recorded information management schedules.

o Assists program areas to compile records packages and complete detailed harms assessments. As required,
completes preliminary harms assessments for low-stakes responses.

e Advises program areas on legislative requirements, document duplication and retrieval, record disclosure and non-
disclosure, and coordinates program records staff for records searches.

¢ Reviews and ascertains the nature and extent of information requests, such as whether the request is within the
ministry’s jurisdiction or if another public body has a greater interest.

o Reviews records provided by the client group/ministries to determine if they are within the scope of the request and
to ensure that all relevant records have been provided.

e Ensures correct documentation and records management procedures are followed.

e Supports and/or assists in development and delivery of FOI and records management training.

JOB REQUIREMENTS
¢ Secondary school graduation or equivalent.
e Minimum one (1) year of experience working with either:
o the Freedom of Information and Protection of Privacy Act (FOIPPA) and other regulations, policies, and
procedures related to the collection, use and disclosure of information; OR
o the Information Management Act (IMA) and other regulations, policies, and procedures related to records and
information management in a corporate setting.
o Preference may be given to an applicant with a minimum of one [1] year of experience with both FOIPPA and
IMA.
e Minimum of one (1) year of experience working in a high-volume customer-service environment.
o Preference may be given to an applicant with Content Manager (TRIM), Cliff and/or SharePoint experience.

Career Group: Job Family: Job Stream: Role: Revised Date:
IM/IT/ADMIN Information Management FOIPPA/ADMIN Administrative April 2023
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SKILLS AND ABILITIES
e Database, Microsoft Excel and record classification skills.
o Excellent verbal, written, and oral communication skills combined with strong interpersonal skills.
¢ Ability to organize and prioritize workload, and to use your own initiative to ensure client needs are met.
o Ability to meet and deal effectively with staff of all levels of government.

BEHAVIOURAL COMPETENCIES

¢ Teamwork and Co-operation is the ability to work co-operatively within diverse teams, work groups and across the
organization to achieve group and organizational goals. It includes the desire and ability to understand and respond
effectively to other people from diverse backgrounds with diverse views.

e Service Orientation implies a desire to identify and serve customers/clients, who may include the public, co-
workers, other branches/divisions, other ministries/agencies, other government organizations, and non-government
organizations. It means focusing one’s efforts on discovering and meeting the needs of the customer/client.

e Results Orientation is a concern for surpassing a standard of excellence. The standard may be one’s own past
performance (striving for improvement); an objective measure (achievement orientation); challenging goals that one
has set; even improving or surpassing what has already been done (continuous improvement) or demonstrating a
willing to move forward despite ambiguity.

e Concern for Order monitors the quality of others’ work, checks to ensure that procedures are followed or keeps
clear detailed records of own or others’ activities.

¢ Information Seeking is driven by a desire to know more about things, people or issues. It implies going beyond the
questions that are routine or required in the job. It may include "digging" or pressing for exact information;
resolution of discrepancies by asking a series of questions; or less-focused environmental "scanning" for potential
opportunities or miscellaneous information that may be of future use.

INDIGENIOUS RELATIONS BEHAVIOURAL COMPETENCIES
o Cultural Agility is the ability to work respectfully, knowledgeably and effectively with Indigenous people. It is

noticing and readily adapting to cultural uniqueness in order to create a sense of safety for all. It is openness to
unfamiliar experiences, transforming feelings of nervousness or anxiety into curiosity and appreciation. It is
examining one's own culture and worldview and the culture of the BC Public Service, and to notice their
commonalities and distinctions with Indigenous cultures and worldviews. It is recognition of the ways that personal
and professional values may conflict or align with those of Indigenous people. It is the capacity to relate to or allow
for differing cultural perspectives and being willing to experience a personal shift in perspective.

The competencies listed above complement the required accountabilities for this position. For more information
about behavioural interviews, competency definitions, and to watch interview videos, please visit:
Competencies in the BC Public Service.

Career Group: Job Family: Job Stream: Role: Revised Date:
IM/IT/ADMIN Information Management FOIPPA/ADMIN Administrative April 2023
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New Worker Orientation Checklist

Occupational Health and Safety

You may customize by adding subjects to this checklist to meet any specific needs for your workplace.
The subjects identified serve as the base standard for all Ministry of Forests (FOR),
See New Worker /Visitor Orientation Guide and General Safety Rules.

Section 1
Employee name: Employee #

Position:

Location:

Employee start date at this work location: __ /  / (MM/DD/YY)

Date of orientation: [ (MM/DD/YY)

Supervisor/manager:

Name of person providing orientation: (see also Section 3)

Reason for orientation: New hire __ Restart after absence __ Change in hazards

Section 2 If the topic is not applicable mark “N/A” in the “Yes” (Row a. — i. must be addressed on day
one to the extent necessary so as to protect the worker from any hazards to which they will be exposed)

Topic v Yes Notes

a. Supervisor's name and contact information

b. Rights and responsibilities (employer and worker)
WC Act Part 3, OH&S Regulation and related Collective
Agreement language, including:

o Ministry’s (employer) and workers responsibilities

o Right to know about hazards in the workplace

o Right to participate in OHS activities

o Right to refuse unsafe work (Note: Aug 22, 2022 New
Occupational Health and Safety Requlation requirement
for employers to provide written notice of the work
refusal before allowing or permitting any other workers
to perform the refused work.

o Importance of how to report an unsafe condition

o Importance of employees ability to work safely

c. Local workplace health & safety procedures/rules

d. Hazards in workplace that workers may be exposed.
O Safety Monitoring and workers role to ID and
report hazards.

e. Working alone or in isolation, WSCI System

Safety starts with you.
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New Worker Orientation Checklist

Occupational Health and Safety

f. Violence in the workplace (includes reporting of
violence or a threat of violence) also Bullying and
Harassment Prevention

g. Personal protective equipment (see PPE Summary)

h. First aid

o Location of first aid room

o Name of first aid attendant(s) and how to summon
first aid,

o reporting illnesses & injuries

i. Emergency procedures

o Fire prevention

o Building evacuation procedures
(names of floor wardens)

o Building security issues

o Other

j- Instruction & proper demonstration by the worker of
the work task(s) or work process

k. WHMIS-General education/training and specific
hazards of the materials in the workplace
(Use 3E Protect on SMS Website)

I. Contact information for JOHS Committee members or
Worker Health and Safety Representative.
Other safety meetings and attendance requirements

m. Review key elements of FOR safety management

system, Policy, Roles and Responsibilities, Client

Interaction Guide, S.M.A.R.T. Practices, Operation

Practices, Performance Review

In addition ensure worker informed of:

o WorkSafeBC OHS Regulation and how to locate
them

o Related Collective agreement language breaks and

hours of work.

n. Review any applicable Branch and local procedures
not already addressed in above discussions

o. If the worker is a supervisor, review Supervisor Roles
and Responsibilities document and SMS resources for
supervisor.

Safety starts with you.
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New Worker Orientation Checklist

Occupational Health and Safety

Section 3
Orientation provider(s) (as identified on first page) signature

By signing this you acknowledge that the above information,
education and training were provided to this employee. If further training is required, please note in Section 4

Page Section 4
Follow Up

Workplace Observation of Safety Performance

Work Observed Comments Initials

Based on observation is additional education and training required (see Training Summary)?
o Yes o No

Worker requests follow-up training? oYes o No

If yes, describe content of education and training required (attach any additional records/information):

Education/training completed Date: ~ / /  (MM/DD/YY)

Trained by: Job Title Initials

Consider the Use of Competency Assessment Tool and Guide to further explore staff readiness for work
and additional training education needs.

Safety starts with you.
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New Worker Orientation Checklist

Occupational Health and Safety

Sugqggestions for Completing the Orientation Checklist

Review the New Worker/Visitor Orientation Guide and General Safety Rules before using
the Orientation Checklist.

Provide workers with written contact information for their supervisors. If possible,
introduce them immediately to their supervisor.

Confirm with the worker that they understand each of the orientation topics

Explain what the ministry’s/workplace occupational health and Safety Management
System (SMS) is and go over key elements to ensure understanding of expectations. Tell
them where they can find the (SMS) and any applicable Divisional, Branch or local
program information.

Go over the workers responsibilities for workplace safety and ensure the worker knows
how to reference the Workers Compensation Act and Regulation and related Collective
Agreement language (this should include how to access this and other information on the
FOR SMS or the BC Public Service Agency or WorkSafeBC websites.

Tell the worker that all workplace hazards/incidents should be reported immediately to
their supervisor.

Inform workers about any known hazards that apply to them and tell them how to deal
safely with these hazards.

Remember, orientation and training is most effective when it is reinforced as
necessary and, updated as work processes change or new risks are identified.

Safety starts with you.
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C SNR Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries | Ministry HR services supporting the Natural Resource Ministries

ONBOARDING RESOURCES (FOR/WLRS)
Onboarding Resources

This quick reference guide is a resource for supervisors to share with new employees.
However, all employees will benefit from quick access to these important ministry and
corporate links. This resource is part of a larger suite of onboarding resources which can
be accessed on the PAWS onboarding intranet.

Corporate documents

How the Government Works

Corporate plan and values

Where Ideas Work 2023 - Corporate Plan for the BC Public Service

Employee and Family Assistance Services

Social media quidelines for personal use

Working alone risk assessment and check-in

Communities of practice (CoP) and employee resource groups (ERG)

Ministry & Division/Branch documents

Job description

FOR / WLRS (in development) Employee Handbook
FOR Workforce Plan / WLRS Workforce Plan
FOR/WLRS Restructuring Oct 2023

FOR / WLRS Safety Management System
Divisional/Branch Employee Handbook (if applicable)
Division/Branch Plans; other branch-specific information

Organization charts (FOR / WLRS)

Pay & Benefits

Salary information

Benefits for bargaining unit employees

Benefits for excluded employees

Pension Information

Relocation

CSN Corporate Services for the Natural Resource Ministries

Prepared by People and Workplace Solutions supporting the NRM on July 2024
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Onboarding Resources (FOR/WLRS)

Equity, Diversity & Inclusion (EDI)
e Equity, Diversity & Inclusion Strateqy

e EDI Guide to Content and Visual Style

e Words Matter - Guidelines on inclusive language in the workplace

Accessibility & Accommodation

e Building a Better B.C. for People with Disabilities

e Accessible Government

e MS Teams: Accessible digital tools

Indigenous Relations

e Draft Principles that Guide the Province of British Columbia’s Relationship with
Indigenous Peoples

¢ Indigenous Initiatives in the BC Public Service

e Native Land: Map Indigenous territories, treaties, and languages

New Supervisors

e Accountability Framework for Human Resource Management

e Corporate Leadership Development Framework

e Delegation of HR Authority Matrix

e A Leader's Guide in Shifting to an Inclusive Culture

e Leadership competencies in the BC Public Service

e Leadership Expectations

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024
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c SNR Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries Ministry HR services supporting the Natural Resource Ministries

SUPERVISOR CHECKLIST FOR ONBOARDING (FOR)

Introduction

A good onboarding process sets your new employee up for success and ensures a smooth
transition into your work team'’s culture and operations. Effective onboarding increases
employee engagement and productivity, and reduces turnover by providing essential
information, resources, and a sense of belonging. It helps individuals understand their
roles, build relationships with you and their colleagues, and align with organizational
goals, ultimately contributing to long-term success for your new employee, their team,
and the BC Public Service.

The supervisor checklist for onboarding is intended to support FOR supervisors with
onboarding new employees. It incorporates content from MyHR in addition to ministry-
specific information. Some of these steps may be delegated to other team members
involved in onboarding new staff. While this checklist includes ministry-specific processes,
supervisors are encouraged to confirm any additional division or branch-specific
onboarding processes and adjust the checklist accordingly.

Please note that checklist items are not listed in sequential order and may be completed
simultaneously or in a different order than they are listed.

Pre-boarding (4-6 weeks before hire)

The following steps may be completed by the supervisor and/or program administrator.
Please confirm the steps applicable for your new hire.

[J | Use the NRM IT Portal to submit requests for appropriate technology tools as early
as possible to have them ready on your employee’s first day. For information on
rates and lead times, refer to OCIO My Service Centre. For more information on the
process and delivery times, visit Ordering a Workstation and Ordering Subscription
Software Overview.

e IDIR (New to BC Public Service / Transfer from within BC Public Service).

e Workstation should be ordered at least 4-6 weeks before the new
employee is hired to ensure it arrives before they begin.

e Any necessary software.

e Phone - New Voice Service (if applicable).

e Systems access.

[J | Review the steps to extend an offer.

[J | Complete a Security Screening.

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Solutions supporting the NRM on July 2024
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Corporate Services 1
C S N R ‘ Corporessly People and Workplace Solutions
Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

L] | Confirm workspace requirements for employees working at a ministry work site:

Ensure an office space, cubicle, or locker is available for your employee at their work
location. The NRS also has flexible workspaces suitable to support flexible work. To
request access to a location where your team does not have space, please fill out an
NRS Space Request Form.

L1 | Learn about how to onboard your new employee:

e Review the PAWS onboarding intranet for ministry-specific information and
resources, including attending the FOR onboarding support session for
supervisors.

Consider attending the Learning HUB course: More than a Checklist: Employee
Onboarding for Supervisors.

L] | Request finance items (if applicable): Expense Authority; Purchase Card; Travel Card;
Petty cash; Business cards - please refer to Financial Services (CSNR) for additional
information on how to apply for these.

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024

FOR- 2024-42136 , Page 8 of 70



CSNR ‘ Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

1 week before employee starts

[J | Request the following (if applicable):

e Building access. Contact CSNR Facilities if unsure of how to arrange building
access in a location.

e Printer key fobs.

L1 | Prepare an onboarding schedule for the first week. Consider including some of
these onboarding resources into your onboarding plan and spreading them out
across the first few weeks and months.

[J | Prepare onboarding materials and print essential paperwork forms (if applicable)
for your employee to complete on their first day/week.

[J | Set aside time in your calendar on your employee’'s first day and week to be
available to them. Set up job shadowing or on-the-job training sessions with other
team members.

[J | Communicate with your new employee via email and/or phone:

e Share instructions for their first day (e.g. confirmation of the office location,
start date, start time, where to meet or how to log on to their computer if
remote).

e Provide their onboarding schedule so they know what to expect.

e If they are new to the BC Public Service, share the New Employee
information on MyHR, including Shannon Salter’s Before you start video.

e Confirm if they have any accessibility requirements and/or require
accommodation.

[J | Send an introductory email to the team announcing your new hire. Include your
new employee’s photo and a brief biography.

[J | Assign a ‘buddy’ to support with the onboarding process. Define the buddy's role
(e.g. going through orientation tasks; answering questions; regular check-ins).

[ | If your employee is transferring from another ministry, make sure their supervisor
completes the Employee Exit Checklist and approves their data transfer.

[J | Ensure your new employee’s workstation is set up and ready for their first day. For
remote employees, this may include arranging pick-up at an office location or
shipping their laptop to their home address.

[1 | Prepare these for your employee as needed:

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024
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Corporate Services H
c S N R ‘ Corpert it People and Workplace Solutions
Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

e Computer tools (e.g. monitor, adapters, headset, mouse).

e Desk supplies (e.g. pens, sticky notes, notebooks).

L] | Review the FOR Safety Management System to learn about the safety requirements
for your employees.

e Supervisor Roles and Responsibilities.

L1 | Ensure that the FOR Ministry Organization Chart has been updated to reflect your
new staff.

L1 | Confirm if you are required to request access to your new employee: My Time & Pay
> Forms > Access Request.

CSN Corporate Services for the Natural Resource Ministries 4
Prepared by People and Workplace Strategies supporting the NRM on July 2024
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CSNR ‘ Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

First Week

[J | Ensure there is someone available to meet your new employee at an established
time and place on their first day. Make alternative arrangements for employees
working remotely (e.g., set a time to meet online or by phone and provide
instructions beforehand).

[J | If in person, provide a tour of the building facilities including:

e Entrances/exits and evacuation routes, emergency alarms, extinguishers,
and muster stations.

e Break/kitchen areas (inform them of any severe allergies or protocols to be
aware of).

e Printers.
e Meeting rooms.

e Parking, bike storage, exercise and locker facilities, showers, and
washrooms.

[J | Make introductions to the people that the new employee will be working with,
including their buddy.

[1 | Review and complete safety requirements with your employee:

e Review the Safety Management System intranet pages with your new
employee.

o Review and complete the New Employee Orientation Checklist
(Guide).

o Complete the Safety Competency Assessment (Guide).

o Review the “Worker Safety Check-in" Process.

o Confirm check-in procedures and expectations.
e Corporate:
o Complete the New Employee Health & Safety Orientation Checklist.

o Review Ergonomic resources. Encourage employees to complete the
Computer Ergonomics E-tool.

[J | Provide time for employee to set up their workstation, including logging in with
their IDIR and connecting to a VPN (if applicable). Remote new employees working
from home may need additional support (e.g., clear written instructions, phone call,
etc.) to help with this. For additional technical support, employees can reach out to
the 7-7000 OCIO Service Desk.

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024
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CSNR ‘ Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

[J | If the employee is new to the BC Public Service, make sure they validate their IDIR
on day two of work. Contact the 7-7000 OCIO Service Desk if support is required.

[J | If applicable, provide time for the employee to sign into Employee Self-Serve to set
up their Personal Details and become acquainted with My Time & Pay.

L] | Help them map network printers or drives. If necessary, provide contact information
for someone in your branch who can help with this task.

[J | If your employee is new to the BC Public Service, ensure they have completed all
essential paperwork.

L1 | If the employee is to be a hybrid or remote worker, ensure they complete a digital
telework agreement.

[1 | Have your employee set up their email signature in MS Outlook and provide them
with any branch-specific email signature guidelines.

L1 | If the employee is included (BCGEU / PEA), encourage them to set up a meeting with
their union representative.

[J | Have your employee update their Global Address List (GAL) information.

[1 | Discuss pay days, time entry protocols, Time and Leave - Employee Self Service
(ESS), and Leave and Time Off with your employee. Set up their start and end work
times and discuss breaks and flex days, if applicable.

[J | Ensure your new employee is added to all relevant email distribution lists, meeting
invitations, in-office schedules, vacation calendars, etc. If they are new to the BC
Public Service, encourage them to sign up for the Navigator newsletter.

[J | Go through your onboarding schedule with your new employee, including
appropriate onboarding resources (e.g., corporate documents, intranets, etc.).

[1 | Review workplace culture and standards (e.g., etiquette, office culture, dress codes,
acronyms, vacation scheduling etc.).

[J | Set expectations early on.

e Provide information on the probationary period.

e Review the job description, competencies, and the role.

e Discuss their first assignments and/or tasks to be completed.

e Ensure that you have set up training or job shadowing opportunities for your
employee.

[1 | Set up weekly check-in meetings with your employee.

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024
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CSNR ‘ Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

First Month

O

Check in with your new employee regularly to:

e Ask how their transition is going. Try to identify issues or concerns as soon as
possible. What is working well? What is not working well? What could be
changed to improve things?

e Provide regular feedback throughout the probationary period. Discuss and
resolve any concerns quickly.

e Ask about their work and communication preferences. Find out about what
interests them. How do they like to be recognized for work well done?

Use the Work Effectiveness Conversation Guide to support these conversations.

Ensure your new employee completes (or is up-to-date) on all mandatory courses
that are accessed through the Learning Hub. If your employee is new to the BCPS,
have them sign up for the Welcome to the BC Public Service orientation.

Have an onboarding performance development conversation with your employee to
facilitate a discussion on how the onboarding process is going. Use the Onboarding
template on the Performance Development Platform (PDP).

If applicable, have your employee set up an iExpense account by emailing CSNR
Finance Helpdesk. Check with your branch administrator regarding this process. For
more information, please refer to iExpenses (CSNR), Travel Allowances & iExpense

Group Info.

Continue to provide time for your new employee to review onboarding resources.
Encourage them to spread it over the next few weeks and remind them that they
are not expected to know it all right away.

CSN Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024
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CSNR ‘ Corporate Senvices | Pagple and Workplace Solutions

Resource Ministries Ministry HR services supporting the Natural Resource Ministries

Supervisor Checklist for Onboarding (FOR)

First 3 Months and Beyond

[J | Continue to check-in with your new employee regularly to find out:

How they are feeling about their new role.
Do they feel a sense of inclusion and belonging within the team?

What support, resources, and/or training do they require?

L1 | Setup

regular performance development conversations with your employee using

the Performance Development Platform (PDP). The Performance Development

process requires employees to have at least one conversation with their supervisor
every four months (three per year).

[J | Continue to manage the probationary period.

Schedule a 3-month check-in meeting.
Confirm your employee’s hours towards probation completion.
Schedule a final review at the end of their probationary period.

When the new employee has successfully completed their probationary
period, issue a letter of completion.

Contact AskMyHR if you require additional support on managing the
probationary period.

L1 | Plan to continuously improve your onboarding process. Ask for feedback from your

employee: What was done well? What could be improved?

CSN

Corporate Services for the Natural Resource Ministries
Prepared by People and Workplace Strategies supporting the NRM on July 2024

FOR- 2024-42136 , Page 14 ot 70




FOI Step-By-Step Instructions

1.0 HR INFOrMation / TEAIM RESOUICES....cuuireeeneerreenniereeesssereesssserersssessessssessessssessassssesesssssesesssssssesnssense 3
1.1 ESS — EMPIOYEE SEIf-SEIVICE ...uvveieiiieeecee ettt e e e e e aae e e s eneraeeeeareee s 4

1.2 MaNdatory TFAiNING ....cccuieeeieee et e e e e et e e e e e eerttae e e e e e eeesasrsaaeeeaeeeesnstasseeaesseeanssssseseasssnannnes 4

1.3 New Employee INformation ...t e st e e e e e e e e enbraae e e e e e e e nnns 4
Step #1: Fee Estimate Stage (CFR — Call for RECOIdS).....ccuuuuciiriieirnnnnncciierineeennnseciserneeeennsssscssseneesnnnsnnns 6
Special Note: Canvassing the Ministers OffiCe.......cccuvuieiiimriiiiiicciirrrce e rrreee s s e e s ee e s e s enansasnens 10
=T oI A O 1o 3 =T 4 T - PN 13
Step #3 — Dedupe (short for Deduplication, or removing DUPliCates) ......ccceuuerreeueierreencereenneeereenneeenes 15
Step 4 — Harms Assessment (EAPPrOVaAlS)...c.ccuuiieiiiiiiermesiiieiiiiienmniiiisiiieesmmssisesieessmmsssssssssessnsssssns 21
Step #5 — Redline for APProval ..........eeeciiieeiiiiiiccireicerrree s rerese s renasessenasssesnsssssesnsssssenasssssennsnsseens 25
=T o IR T -4 s 10 i TN 28
Step #7 — CloSing and FiliNG .....ccuuiiiiiiiiiiiiiiiiiiiieiiiiieiiiieiiiaeeiesniestessssstsessssssssssssssesssssssesssssssens 29
ASKING fOr EXTENSIONS cuuuiiiiieiiiiiiiiiiiiiiietiianieiitssieiiesssieienmssestesmsettessssettessssstssssssssesssssssesssssssensssssssns 30
FINAING WOOMIOLS:......cceeeeiiieiciiieeceirrecesrreeeesrrnee e s renese s renssesseenssesseensssssennsssssennssssnennssssrensssssnennnns 30
FINAING TrapliNes...cc.u it rrere s rreee e s reeee e srenesssrenssssseenssssseansssssennssssrennssssrennsssseenssssssnnnnns 32
Content Manager — Opening NeW FOIders........covuuiiiieeieiiieeierieeecerrreeeerrrnesessernssessennssessennssessennnnnns 34
NRR [ ClOSING ... uieiiiiiiiriiiieiereeesereseeesesssessasssssssssssssssssssssssssssssssssesesssesssssesesssssesssssssssssssssesssnsesesnnenans 34
Other Requests from IAO: Transfers ....ccccciiiiiiiiniiiiiiniiiiiiiiiiieiisiisssisssssisssen 35
Other Requests from IAO: CONSUIAtiONS .....c...ciiieeiiiiiieiiiiieeccrrreeccrrreeee s rrnese s s e rnssessennsseseennssessennnnnns 36
Withdraw/ ADandon REQUEST........ceeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeemeesessssssssssssssssssssssssssssssssssssssssssssssssssssssnses 38
OIPC — HIGHEST PriOFity ..ciceeueiiiiruniiiiinnniiiiinniiiiiemieiimsmseiisssseiisssssimssssssissssssssssssssssssssssssssssssssssssssss 39
Proactive Disclosures — Calendars........ceuuuuiiiiiiiiieeiiiiiiiiiireisiin s sssae s s saaa s 40
BriefiNg NOEES.. ittt e s rssss s tesassssteassssstesssssstsssssssesssssssesssssssenssssssennsnes 43
Executive Report — Due Every Wednesday ........ccoieeeciireeeiiiieeeiiiieeencsieensessenesesrenssssssenssssssenssssssnnnns 43
DM’s Report — Send before noon every Wednesday *can be delayed® .........ccoovirrrreecccciininnereennnceeenns 46
FOI Request Versus a Privacy Impact Assessment (PIA) .....cccceeeuiiiiiiiiinnnneiiiieiiiinenmsnieeesses. 48
LWRS Transfers — TEMPOIArY......cccciitireeuniieisrinerrnnnsssessssmessnssssssssssssesnnssssssssssssssnsssssssssssssssnssssssssssnns 49
LI .01 o 5 =P 49
INVIting PA’S t0 @APPIOValS:....... ettt rreeeesrenes e s renesssrenssesseensssssennsssssennsssssennssssnennnns 49
StaNAard REQUEST: ....cuuuiiiiieieiiiieierieneserrreneerernesesrerassesrennsssseensssssesnssssrerasssssennsssssensssssesnsssssennssnsnenns 50
1

FOR- 2024-42136 , Page 15 ot 70



If Fees Go Over $1000: (submit to Danielle before sending t0 IAO)......cceeeeeeeeerrrrrmeeeeerreeresssnneneeeeeenes 50

PA Gather Notice — FEes Paid: ......cccceveeiiiiiii s 51
PA Gather Notice — Less Then 3 HOUIS: .......ccoiiiiiiieeiiiiiiiiiiieiesiin s sssaessss s sssaasssss e 51
IAO — Fees Required — IMIOD: .......cccuciiiiieniiiiienniiiiieseiniiesinimsssirisssssssissssssssesssssssssssssssasssssssssssssssnnsss 52
Justification — High Fees From PA: ....... oo iiiiiicieeiiereeencerenesesrenassseensssssennsssssenessssrensssssrenssssnennnns 52
Harms COMPIELE: .......oieeeeiiieieiireecsrreeee s reeesesrennseesrensssssrenssssseensssssennsssssennssssrennssssrennssssrensssssnnnnnns 52
RECOIAS Past DUE: ......coiiiiiiiieiiiiiiiiinreeiiss e e s e e s e s s s e e e s s aa s s e s st e e e s aaassssssssssensnnsssssssssnnns 52
3= 4T3 T =T N 53
Ready fOr DIMI REPOIL: ..ccuuuiiiiiuiiiiieneiiiiienniiiiieneiniisssirimsssesiessssssiessssssiesssssssesssssssssssssssnsssssssnsssssssnssns 53
After DM Approves — MOD COMMENL:.....cccccciiireeerremnncerrenneerernssesrernssessenssssssensssssssnsssssssnsssssennsssssens 53
NO Record ReSPONSE (NRR):..cuuuuiiiriieereenneeeierererennssseeessseeerannssssesssssessnnsssssssssssssnnssssssssssssssnnssssssssssnns 53
LI T4 T3 (=T 3 54
Yot - 54
EXtension — HOlidays (#1): cceeeueiiiiiiiiiiiiiiiiiiiiniieneneiseisiinerennsssisisssssesnnssssssssssnsssnssssssssssssesnnssssssssssnns 54
EXtensions — HOlIAAys (H2):....uuuceiiiiieeieeiieeiiiiieieeenneeesseenerennssseeseseeeesnnnsssesssesesnnnsssssssssseesnnnsnsnsssnsnns 54
FUII DISCIOSUIE:......uuii e s s e s e s s s s s s s s s e s s s s e e enes 55
Most COMMON FOIPPA SECHIONS .....cceeveeuuniiiiiiiiiiiiiniiiiinireiesissireesssaesssss s rssasesssssssaesssssssssssssnes 55

2

FOR- 2024-42136 , Page 16 ot 70



1.0 HR Information / Team Resources

Cross BC GOV Resources

Forests-specific Resources

Careers and MyHR:

General Pay, Benefits, HR
inquiries for Employees
and Supervisors

Forests Intranet
https://intranet.gov.bc.ca

for

Information, links, resources for
Forests employees

Compass Compass —
Where Ideas Work

(gov.bc.ca)

FOR FOI SharePoint

This Ministry’s FOI SharePoint Site.

New Employee
information on
MyHR

New Employee

Compiled site for
information that a New
Employee to BC PS/GOV
may want to know

FOR FileShare

Our new FileShare

Employee benefits

Information about your
Extended Health and
Dental

IAO SharePoint

Information Access Operations
direct SharePoint site. Reports and
other dashboards found here.

Employee Self
Service

Your information: pay
stubs, Time and Leave
system, benefits, personal
details, etc.

IAO SharePoint
In Coming

To upload records to IAO,
Upload responsive records and
harms to IAO incoming folder for
FOIs and Consults (if applicable).

IAO SharePoint
Out_Going

To receive redlines for approval, sign
off forms and letters to applicant
from 1AO.

IAO sends an email when redlines
are ready to be sent for sign-off.

eApprovals (gov.bc.ca)

EApprovals site for the harms and
approvals part of an FOI request
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1.1 ESS — Employee Self-Service

ESS screen includes all your employee information: https://intranet.gov.bc.ca/flnrord

Employee Self Service

Your information: pay stubs, Time and Leave system, benefits, personal details, etc.

¥ Employee Self Service

Announcements View Paycheque Time/Leave Employee WorkCe...
~
\\\ — (\,)

Last Pay Date 2021/01/08

Leave Balances Personal Details Benefits Summary View T4 / Consent
o <
li] @« - ’f!;;

Learning Employment Verification Letter Donate to the Community Fund

- LYy

2
i PECSF

1.2 Mandatory Training

You can access the Training via the Learning tile in your Employee Self Service.
All employees must complete:

e IM 117 — Information Sharing and Privacy Awareness Training (every two years)
e Annual Review of the Standards of Conduct and Oath of Employment (every year)
e Diversity and Inclusion Essentials (one-time training)

1.3 New Employee Information

My Schedule Your supervisor will set up a schedule for you, if they do not, ask them
(flex procedures) for assistance. Schedules are set up through the My Time and Pay
portal from the Forms tab.

Vacation Leave Speak to your supervisor about vacation. Entitlement is listed here:
Vacation Entitlement

STIIP This is our Sick leave plan. There are two sources:
1: Full agreement: BCGEU 19th Main Agreement (PDF, 2.89MB)
Appendix 4
2: Abbreviated information on MyHR Short Term Iliness & Injury Plan
Benefits Extended Health and Dental Employee benefits

Employee Discount Store | Employee Discount Store — Compass (gov.bc.ca)
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Hello Everyone,

This is just a reminder to everyone, when you are going to be away from the office, please be sure to enter your time away from the office in Time and Leave, and make a note of it on the Executive Services Calendar.
Thank you.

Danielle Woodcock (she/her)

Manager Executive Services, Deputy Ministers Office

Ministry of Forests

Cell: 250-818-1297

| acknowledge with respect the Lekwungen people on whose traditional territory | work.

s
e Where ideas work

As shown in Danielle’s email above, this is the process whenever you plan to schedule leave:

1) send an email to your supervisor to review

2) make these changes to the Exec Services calendar

3) enter the appropriate code into Time and Leave either 1 pay period in advance or as
soon as you return (or ask supervisor if you are unsure)
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Freedom of Information

Step #1: Fee Estimate Stage (CFR — Call for Records)

A new FOI request will come into the MOD and will either be assigned to you by the Team Lead
or Manager. NEVER assign to anybody else, and please share FOls!

All communication to Program Areas (PAs) goes through email and eApprovals, and IAO
communication is through the MOD.

NOTE: if communication cannot go through the MOD, IAO emails get sent to
IAOResourceTeam@gov.bc.ca, not the individual analyst.

Phase 1.1: Recording your Steps

Open our Sharepoint here
- Go to Active FOI Requests at the top of the screen, then click “New”

SharePoint J Search this list

7z
'@ FOR-EO-FOR FOI Requests Heme  Active FOl Requests  Records Incoming Notebook  FAQs  Recycle bin Edit

+ New EH Editin grid view |2 Share Kl Export ~ £ Automate H Integrate ~

- Fillin all the information:

o Today’s date

o FOI Request Number

o Request Description — The scope of the request. Copy and paste from
CFR form found in the MOD
Status — New CFR
Coordinator — Your name
Program areas Assigned — See the next step below for the directions
Date Received — The date you received the request
Due Date — Enter the Legislated Due Date from the CFR
Applicant Type — Found on the CFR
Comments/ Updates — This will be your summary sheet

= (Click the Pen

O O O O O 0 O

Comments/Updates *
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- Next, click “Return to Classic Experience at the bottom of the page

Save Cancel

Return to classic experience

- Click the empty box to show more options
- Click “Insert”, “Table” then select the number of columns you want

Edit Comments/Updates

EDIT FORMAT TEXT MSERT

=B an «

Table Picture Link Upload Embed
- - File Code

i Insert Table... Embed

Insert Table

I I |
L]

- Set up the chart then click “Edit” then “Save”

Edit Comments/Updates

EDIT FORMAT TEXT MNSERT

TABLE LAYOUT DESIGN ‘

Cut

g T P <SG
Body = 13px - = i= EEE M M _ ~ s A
copy nasbcendt | A 9B 71 select.
Paste B I U abe x, X Aty ==== 2ragr ing Edit
€ Undo . = 2 === == Feraarzen Heading ! [|- ] source 5 CONVert to XHTML
Clipboard Font Paragraph Styles Markup
Comments Date
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Phase 1.2: Figure out where to send the request

- Goto FOR LAN, then find “templates” then “Resource Materials”

DM Reports

Fee Waivers

FOI Manual

FOI Training
Records Incoming
Requests

Templates
- Use provincial list - If no specific region/area/place/city/town is specified.
- For Regional Contacts, use the “FOI Regional Contact List — Revised”

Iﬁ_—' Approval Routing_Sign Off
@ FLMRORD Area Regicn District Map

)

FOI Provincial Contacts
4 FOI Regional Contact List - Revised
B2 FOI Regicnal Contact List

|3 |

i

- If necessary, find where the FOl is located on the map.

IZE Approval Routing_Sign Off
IIE' FLMRORD Area Region District Map

= FOI Provincial Contacts

a)

= FOI Regional Contact List - Revised
= FOI Regional Contact List

| P& P |

- Verify contacts on the ORG charts.

- Putall the program areas and contacts under the “Program Areas Assigned”
in your Sharepoint entry.

NOTE:

*All Briefing Note requests get sent to Tammy Chipper
*ALL DM requests get sent to Liz Olsson

*ALL BC Wildfire requests, inform the team lead
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Phase 1.3: Write Email to PAs

- Create new email.
- Use the “Standard Request Form” below.

SUBJECT LINE: New FOI Request FOR-2024-XXXXX | Fee Estimate Due: DATE

Hello,

The Ministry has received a formal FOI request made under the Freedom of Information and Protection of Privacy
Act from ApplicantType.

Request Wording: redfont

The first step is for you to canvas your Office, Branch or Division to determine if you have any records.
Please do not provide the records or a harms assessment at this stage.

This request has been assigned to [...]

Please complete the Fee Estimate Form attached and let us know if you do or do not have any responsive records
by DATE

If the request is over 3 hours to prepare, please include a quick overview so | can send it to IAO for justification.

Thank you for your assistance. Please contact me if you have any questions or concerns.

- From the MOD, drag the CFR form from the attachments folder into the email.
- Cc: our shared inbox

NOTE:
CSNR contacts: Diana Sutherland then final S/O is ADM Sonja Martins.
Minister’s Office has their own template (found on page 8 of this manual)

Sharepoint - Write CFR Sent under the comments section

Comments Date

CFR Sent October 10, 2023
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Update MOD
- Under Comments tab — Type “CFR Sent” to keep the analyst updated.

- Request Tab — Complete the “Divisional Tracker” at the bottom of the page.
Email

- Create email subfolder with the new FOI number.

- Drag all emails to this new folder.

- Create a sub-folder called “Archive.”

Reminder e-mails
- Send reminder emails every 6 or 7 days [excluding holidays].
- The third reminder email — URGENT — CC: Aidan, Danielle, ADM office of the PA
(Refer to ORG chart)
- Always CC our shared inbox
- Update the Summary sheet in Sharepoint and the comments in MOD to keep
everything updated

EXAMPLE: IROD Archaeology — 15t reminder = Travis Lutley and generic inbox
2" reminder = Add Paula Thorogood and ! High Importance marker
34 reminder = Add Danielle and Jillian Rousselle; mark URGENT

Special Note: Canvassing the Ministers Office

When sending our requests to the Minister’s Office, please do the following:

1) Email Amanda Robb, and CC Hayley Hyndman AND Alexandra Gonzalez.
2) Separate this email from your emails to other PAs.
3) Use the following wording/template (or similar):

FOI Request to the Minister’s Office (MO)

Subject Line: New FOI Request FOR-2024-XXXXX: Records due DATE
Hello;

The Ministry received a formal FOI request made under the Freedom of Information and Protection of
Privacy Act from a ApplicantType.

Request Wording:

10
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Red Font
This request is assigned to the Minister’s Office.
1) Please refer to the attached Call for Records Form for details.

2) If your office holds responsive records please advise our team, then gather and upload
records to our Sharepoint at the link here.

Thank you for your assistance. Please contact me if you have and questions or concerns.

Employee Name

FOI Coordinator
Deputy Minister’s Office
XXX-XXX-XXXX

Ministry of Forests

The MO is not going to submit a fee estimate. So when sending reminders, only ask if they
hold records or not.

NOTE: Harms are done by either Aidan or Tammy Chipper

Phase 1.4: When all fee estimate forms come back

The first 3 hours of searching is free.

- If the combined time is less then 3 hours, email the following Gather Notice
template to the PA’s:

SUBJECT LINE: Gather Records |FOR-2024-XXXXX |Records due DATE
Hello,

records and complete steps as listed below.
Request wording:

(red font)

Please provide us with the following:

- Allrecords uploaded in their native format — do not convert or compile the records

purposes of providing a harms assessment.

There are not enough records to generate a fee for FOI request FOR-2024-XXXXX, please gather the

Once the records have been preprocessed/deduplicated, a single pdf will be returned to you for the

11
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Please upload all of the documents to our SharePoint here and advise me when the uploading is
complete.

Thank you for your assistance. Please contact me if you have any questions or concerns.

Kind Regards,

- Send a message to the analyst in the comments section of the MOD

- “FYI - All Fee Estimates have been gathered, and since there is less then 3 hours
the Gather Notice has been issued”

- Put all the individual CFRs into the attachments tab, named CFR — Program area,
then combine them together and name it CFR Combined (X # of PA’s).

- Update the Divisional Tracker at the bottom of the Requests tab in the MOD

- Update the CFR Form Tab in the MOD

- Update the Summary sheet in Sharepoint

If there are more than 3 hours of searching or 200 pages:

- If unreasonable time for production, email the PA to justify.
- Note: 3 hours of search time is roughly the same as 200 pages of records.

“We were just reviewing your fee estimate and we noticed you wrote XXXX for the
time it takes to produce records. Would you please be able to describe in some
detail what actions might be required to produce/locate those records? IAO will
need to justify this estimate for the applicant.”

- Copy and paste the PA’s justification on the MOD under comments and wait for
direction from IAO on next steps

- If the applicant/analyst isn’t satisfied, they will work to narrow the request.

- If this happens, you must contact all the PAs again to ensure the new wording
doesn’t change their answer - “The applicant has chosen to narrow this FOI to
reduce or eliminate a fee. Would your office still have the same volume of records
to meet this revised request?”

- Put all the individual CFRs in the attachments folder as they come in, named
“REVISED CFR — Program area”

- When they are all provided, combine them all together, put them in the
attachments folder and name it “REVISED CFR — Combined (X PA’s)”.

12
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Update:

- Comments tab in MOD — “Hello XXX, please find the completed CFRs from XX of
XX PAs in the Attachments tab. Please be advised, there are XXX hours of fees
required.

- Update the Divisional Tracking at the bottom of the Request Tab

- Update the CFR Form tab in MOD

- Change the status from “Call For Records” to “Fee Estimate”

- Update the comments in the Sharepoint Summary

- |AO will let you know when the applicant has paid and ask you to gather records
(they will change the status of the request back to “Call For Records”

Fee Estimate
Guidelines - Electronic

Step #2 — Gathering

Over 3 hours:

- When IAO asks you to start gathering, issue the Gather Notice — Over 3 Hours, using the
template below:

SUBJECT LINE: Gather Records | FOR-2024-XXXXX | Records due

Hello,

The applicant has paid the fees for FOI request FOR-YYYY-##t##t, please gather the records and
complete steps as listed below.

Request wording:

(red font)

Please provide us with the following:
e All records uploaded in their native format — do not convert or compile the records

e Please provide your ACTUALS (actual time spent locating/retrieving and/or scanning the
records) in the attached CFR form

Once the records have been preprocessed/deduplicated, a single pdf will be returned to you
for the purposes of providing a harms assessment.

Please upload all of the documents to our File Share here and advise me when the uploading
is complete.

Thank you for your assistance. Please contact me if you have any questions or concerns.

Kind Regards,

13
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Uploading to the File Share Link:

- Open Sharepoint, then click “Records Incoming”, then open your personal folder.
- Click “New” at the top of the page to open a new folder.
- Enter the FOR#, choose the colour of folder you want, then “Create”

SharePoint £ Search this library _

'@' FOR-EO-FOR FOI Requests Home  Active FOI Requests  Records Incoming  Records Management Retrievals ~ Notebook ~ FAQs  Recycle bin  Edit

T Upload ~ 13 Sync 5] Add shortcut to OneDrive Bl Pinto Quick access £ Automate H Integrate ~

- Open the folder you just created

- Add “New” folders for EVERY program area to keep everything organized

- Open all the program area folders separately, copy the URL (ctrl “C” or with the instructions
below).

&« =2 G m [l sharepoint.com/sites/FOR-FOI/Shared%20Documents/Forms/Allitems.aspx?id =%2Fsites%2FFOR-FOI%2F i ol =de5d2999-8136-401a-a184-9b6bAb45e242

© Emoj Win+Period
£ Search this library
LB Send tab to your devices

& + i
@ FOR-EO-FOR FOI Requests  Home Actveforfoquests  Records incoming  Records ¥ 05 Recycetin

SharePoint

+ New T Upload ¥ Share @ Copylink o3 Sync 51 Add shortcut to OneDrive 4 Download & cut bt il
0 copr CrrieC

- Highlight “our File Share here” in the email you are going to send
- Right mouse click, then choose “Link” from the dropdown

- Paste URL into the box that pops up (ctrl P), then enter

- Check the link to be sure it works

= Baragraph_.
Request waording: o
[red font) iha ls
ok g
3% Translate *
Please provide us with the following: D Search “our File Share..
* Al records uploaded in their native format — records
*  Please provide your ACTUALS (actual time spé Symonyms * bcanning the records) in the attached CFR form
*  Once the records have been preprocessedfde 4l geas Aloud preturned to you for the purposes of providing a harms assessment.
B Lnk " .
Please upload all of the documents to sur File Slllm‘ iploading is complete
Thank you for your assistance, Please contact me if y Calibei Body) = 11 = Ao &f Eﬁ
e Define "our
B I U S~ izeis s File Share..”

Giving Access to our Sharepoint:

- For anyone to add files to our Sharepoint, they must have permission
- To grant permission, click the “Site Access” button in the top right-hand corner of Sharepoint
and type in the persons name whom you want to grant access to

14
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¥ Mot following A% Site access

= All Documents W (i) e

Fee Actuals:
- When the PA’s provide their records be sure to get “Actuals”, the actual time it took them to
collect the records, if the search time required a fee (You don’t need to collect Actuals for
requests under 3 hours). Use the template below:

“Good morning/ Afternoon, regarding the above noted request, can you please provide the actual
time it took to locate, retrieve and/or scan all records so we can finish billing or refunding the

applicant @"

- Be sure to attach their original CFR so they can refer to it and add their actuals

Once records have been added (no need to wait for all PAs), move onto the next step.

Step #3 — Dedupe (short for Deduplication, or removing Duplicates)

- Besure the Divisional Tracker at the bottom of the Requests tab on the MOD is updated to
“Records Received”.

- As each PA finishes uploading their records to our Sharepoint, they need to be brought over to
the “Records” tab on the MOD and placed under the appropriate PA.

- Select “Records” from the left panel, then “Upload Records”. Select the correct PA then copy all
files from the sharepoint into the MOD, then click “Continue”

Add Attachment

Select one division that corresponds to the document(s) you are uploading

RED - SOUTH COAST (ADM - COAST REGION) (RED - WEST COAST) (MINISTER’S OFFIC E) (DEPIJTY MINISTER'S OFFICE>

(DMO - STRATEGIC PRIORITIES GROUP) (ASSDC[ATE DM - INDIGENOQUS RELATIONS) (ADM - TIMBER, RANGE, AND ECONOMICS)

Drag and drop attachments, or click Add

Files

When uploading more than one record, all records will have the same selected tag.

15
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- A window will appear telling you that the records are being uploaded (hit refresh at the top of
the page to make the process go faster)

- Click “Download for Harms”. A notification will be sent when the download is complete. (hit
refresh at the top of the page to make the process go faster)

- When the “Download” dropdown has a check mark beside “Download for Harms”, then a Clean
version is ready and can be sent for Harms. (the system will automatically deduplicate all the
records and place them into one single pdf document).

NOTE: Files that cannot be compiled need to be placed into eApprovals
separately, e.g., shapefiles (.kmz)

Download -

© Download for Harms

- Click “Download for Harms” then drag the downloaded zipped file into the appropriate folder in
the FOR LAN

- Open the zip file and click through the folders till you get to the pdf record, then drag the clean
file into the Clean folder. The final clean folder should have the zipped file and the Clean file.

- The folder should look like this:

" » Records v

* Clean v
Name
MName ~
CFR Mame
Correspondence Clean Z FOR-2023-31918
Records Harms (empty) Q Clean - MO

Redline (empty)

Native

- If thefile is over 2 Gigs, then the MOD will not be able to dedupe and compile the records

- If you need IAQ’s help, send a message in the comments tab on the MOD

- “Hello XXX, | am not able to dedupe the files for this request because they are over 2 Gigs. Would
you be able to help me? | have put the files in the IAO In-coming folder.”

Adding documents into the IAO In-Coming folder:

- Open File Explorer on the desktop, then open “In-Coming”
s. 15

16
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" = | File Explorer

Cut
Wi Copy path

e Mo
7] Paste shorteut

Clipboard - Create a folder with the FOI number
T % Quickaccess - Copy all the files you need IAO to compile for you
- They will let you know when they are finished

access

 Quick access
B Desktop
¥ Downloads
8s.15
&= Pictures
« FOR
Requests
Templates
Records Incoming
FOI Training
DM Reports
In_Coming
QOut_Going
RMC
FNR-2020-05550 - MM
FOR-2023-10-11

FOR-2023-31352 - MM

No dedupe necessary when Danielle/Tammy sends a file and Harms:

- This is because some records are easy to convert from MS Word to PDF
- Put the Harms and records in MOD under the Attachments tab and send a
comment to the analyst.

“Please see the completed Harms and Records attached for X of the X PAs

Extracting ALL Files Within Multiple Folders at Once

If the program area uploads folders within folders in the Sharepoint link, below is how you retrieve
these quickly:

1. Highlight the parent folder (the biggest folder)

Documents > Morgan > FOR-2023-33020

[y Name - Modified ~ Modified By ~ + Add column
CLIFF Files Tuesday at 2:58 PM Gemmell, Alana FOR:EX
Email Files Tuesday at 2:58 PM Gemmell, Alana FOR:EX
(] LAN DRIVE FILES = 21 e Tuesday at 2:27 PM Gemmell, Alana FOR:EX
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”~

2. Select the three dots to the right of the file, click download

Documents > Morgan > FOR-2023-33020

B Name Share

CLIFF Files Copy link
Manage access

Email Files
Delete

() LAN DRIVE FILES & B b

Automate
Favorite

lodified By + Add column

2mmell, Alana FOR:EX

smmell, Alana FOR:EX

2mmell, Alana FOR:EX

Add shortcut to OneDrive

Download

Rename

3. Go to the downloads folder, right click, select Extract All

R
Name Date modified Type

~ Today (2)
¢ OneDrive_2024-03-08 (1) 2M24-N2-N8 G-27 AM Comnracsed (zipp...
[ appointment Open 3
 Vesterday (152) Open in new window
; OneDrive_2024-03-08 Extract All... (zipp..
; -Mandate Pin to Start (zipp..
1 269581 - incoming 1 Hﬂ Scan with Microsoft Defender...
; OneDrive_37_2024-03-07 (1) |&? Share (zipp..
4. Change destination to One Drive
FOR- 2024-42136 , Page 32 ot 70
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§ Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

|KB
Files will be extracted to this folder: kn
C\Users's. 15 ownloads\OneDrive_2024-03-08 (1) | | Browse... |
KB
Show extracted filamsk st -
| Select a destination X
« v 1 @ > OneDrive - Government of BC v/ Q) | Search OneDrive - Governmen... P
Organize ¥ New folder B= ~ (7]
Eal
-« FOR A 5 Name Status Date modified
Requests " Attachments o 2024-03-07 5:03 P}
Templates 2 Email Files & 2024-03-07 5:13 Ph
Records Incoming  # Orientation Forms- SIGNED (&) 2024-03-07 5:03 P\
FOI Training +
DM Reports b g
In_Coming g
MOV _ £ euast~ oo™ ol
Out_Going »
OneDrive_28_2024-03-07
RMC »
OneDrive 27 _2024-03-01
FOI Manual B
7 FOR-2024-40506 - MM
FOR-2024-40595 - MM
Native
v @ OneDrive - Government
v £ >

5. Open file explorer, find One Drive in the left pane. Use the tiny arrow next to One Drive (on the
left side of the word), hit it, then find the file you downloaded. Select that file.

19
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o

Pin to Quick Copy Paste

| [#] Paste shortcut

access
Clipboard
- v 1
Out_Going
RMC
| FOI Manual

FOR-2024-40506 - MM
FOR-2024-40595 - MM

Native

@ OneDrive - Government of BC
Attachments
Email Files
LAN DRIVE FILES
Orientation Forms- SIGNED

= This PC
~¥ 3D Objects
Ml Desktop
¥ Downloads
Es. 15
J" Music
| &l Pictures

i Videos

Share View

F | gh Cut
%] Copy path

X =]

Move Copy  Delete Rename
to to &

Organize

> OneDrive - Government of BC » LAN DRIVE FILES

+ | Name

Treaty 8 FOI request

i) New item = i open - FH selectall
‘Tj Easy access ™ Edit 11 Select none
Mew Properties
folder - @ History E,D Invert selection
New Open Select
~|Q)|  Search LAN DRIVEFI
Status Date modified Type
@ 2024-03-08 9:44 AM File folder

6. Inthe right pane will be all the sub folders and files. Go to the search bar on the right side, write

* %

- | L sedrun 10urs

e, siare v, (e
‘ Current folder E B Kind ~
=10 all subfolders O size ~

BC 8 Searhaganin” o~ L) Oter properies~
Location Refine

~ ~ 4 Wl > Search Results in LAN DRIVE FILES
Out_Going >
RMC * )
FOI Manual
FOR-2024-40506 - MM )
FOR-2024-40595 - MM
Native @

@ OneDrive - Government of BC ®

Attachments
Email Files ®
LAN DRIVE FILES

Orientation Forms- SIGNED

4 Recent searches ~ x

[£] Advanced options ~

Openfile  Close
[ save search

location  search

Options

s.12,s.13,s.16

MKC Briefing - Sept 14 - Materials
Date modified: 2024-03-08 5:37 PM

S. 14

Al

o s 12,s.13,s.16
7. Onthe top ribbon, sele
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CUsersg 1] 5 OneDrive -

C\Users OneDrive -
Ch\Users DneDriv..
MEMOR Ainistry ..
C\Users OneDriv.

IN THE Surreme COURT OF |
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C\Users' OneDriv...
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= Search Tools  ** - Search Results in Email Files

Home Share View Search
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8. Then hit the first file, scroll down to where you want all the files, hit the last one while holding
down shift. Paste into the folder you want it to be in.

Step 4 — Harms Assessment (eApprovals)

1.

After records are deduped in the MOD OF a “clean” pdf file has been uploaded in the IAO IN-

COMING folder, open eApprovals

Create a new form — Click Create (at the bottom of the left-hand panel)
Select “FOI” from the blueprint list

Harms Form:

Type a topic or subject

Records for Harms Assessment | PA | Your Name

Type a Description

Optional — Type any important identifying information

Type a Number (CLIFF, other)

FOR-YYYY-##t### - # of pages

Due Date The LDD from the CFR, or roughly 1 day per 50 pages
Business Unit The PA this is being sent to
Category Responsive Records review

Final Signature Level

Program Manager

Recommended Approval Route

This will be sent to the person who provided the records

IAO Due Date

Same date as above

Legislated due date

Same date as above

FOR- 2024- 42136
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FOI Stage

Responsive Records Review

FOI Applicant Type

On CFR

Scope

Copy and paste the request wording from the CFR

Record summary

What types of records are there? E.g. 17 pages of emails, photos
and spreadsheets

Save then Create under your name

- Dragand drop the “clean” files — Deduped from the MOD or from the IAO IN-COMING folder.
- Dragand drop “Harms Template” — FOR Templates Folder under Resource Materials
- Dragand drop “Quick guide to Harms Assessment” — Same folder as above

BCWS — ALL Harms get sent to Radha Dahlie.

DMO — ALL Harms get sent to Aidan or Tammy.

MO — ALL Harms get sent to Aidan or Tammy (DMO provides harms for MO)
When forwarding, say who provided records if necessary.

- Forward the eApproval

User — Type the last name of the person you want to send this to.
Comment: “Hello XXXX, please see the attached records for a Harms assessment. Thank you, your

name”

- Click “Only Forward”

MOD - Change the status (top left) to Harms Assessment

- After the Harms are completed by the PA(s), the PA(s) will send the eApproval back to FOR FOI.
- Monitor for notifications when this happens.
- Add the file(s) to MOD Attachments
- Harms - PA name
- MOD Comment tab — Update the analyst as the Harms come in, don’t wait until they are all
completed. Use the template below:

22
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Good Afternoon @Analyst,

Harms has been completed by the one and only program area.
The Harms can be found in the Attachments Folder

Harms has been completed in 1 of the 2 PA. XXX has identified no Harms. | am still waiting on
XXXX. The Harms can be found in the Attachments Folder

Harms is completed for 2 of the 2 program areas.
- XXXXXX did not identify any Harms.
- XXXXX Harms can be found in the Attachments Folder

- MOD - Update the Divisional Tracking status at the bottom of the Requests tab
Copy the Harms assessments into the FOR LAN folder as they come in.
When all Harms are provided, posted on the MOD and IAQ is advised, forward the eApproval to the

FOR FOI Group so everyone has access to it. This is important because it can be actioned if you are
away.

Special Note: All new e-Apps for the Minister, Deputy Minister, and Associate Deputy Minister (and
CSNR) will require the “Cross-Ministry Briefing Note” template. See below.

If someone is reviewing records from a different Ministry, you will also need to use this new blueprint.

FOR- 2024-42136 , Page 37 ot 70
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veAppROUALS Create A New Item

Dashboard
Search for a blueprint to create an item...
Inbox

When you click the blueprint you want to use a new draft item will be created for you.

Overdue All Blueprints

My Items )
@ MLA/MQ Information Bullets

Briefing Bullets
Group ltems

<o Correspondence
Colleague Items Correspondence Subcategories: Letter, Email, Phone Call, Action as Appropriate and Other

Watched |tE"ﬂ? V) Estimate Note

Estimate Note

All My Item?
Cross Ministrz CorresEondence
All Item? ©

— - -
Correspondence for joint ministry approvals.

Create v} staff Advice
MO requesting staff advice for meeting

Resources

v} FOl

= FOI Subcategories: Consultation, Final Approval, Redline Sign Off. Responsive Records Review and Other
Admin

v} Briefing Note
Briefing Note. Subcategories: Information Note, Decision Note, Early Warning Note, BN for Premier's Office, Other

Cross-ministry item

Allow this item to be moved between multiple ministries.

- When ready to forward the eApp, search for the individual’s ministry first:

FOR- 2024-42136 , Page 38 ot 70



Forward

Choose an assignee:
< hf Ministry
earc or a user ~ ~
FOR
Please choose a user to forward the item to. Choose Ministry
Optional Comment
Between 1 and 900 characters
O Only Forward
O Approve and Forward
O Reject and Forward
Please choose an option for this action.
CAMCEL

Step #5 — Redline for Approval

When IAO has completed the harms assessment, they will notify that the “sign off” package is ready for
approval. They will either save the redacted Redline in the attachments folder in MOD or in the shared
IAO In-Coming folder. They will tell you where they placed it.

- MOD — Be sure the status at the top right says Ministry Sign Off
- MOD - Update Divisional Tracking at the bottom of the Request Tab.
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A new feature to the MOD allows you to download the redline just as you would a “clean” copy. This is a

third option that IAO uses:

FOR-2023-33535

Ministry Sign Off

Request #FOR-2023-33535

Total Uploaded Size : 11.3051 MB
Total Upload Limit : 2.0000 GB

Files Uploaded: E

Request

CFR Form (1)

Duplicates Removed: n

| Download

- | + Upload Records

(® Download for Harms

© Download Redline for Sign Off

Batches Uploaded: n

Attachments (5)

Comments (31) ‘ (aom-TE
[

Records

- Next, open eApprovals to find the most recent file related to this FOI
- Search the FOI # (Top right) and edit the chart to Redline Information (see below)

Redline Chart

Type a topic or subject

Redline for Approval | PA | My Name

Type a Description

Optional. Important descriptive information

Type a Number (CLIFF, other)

FOR-YYYY-##t### - # of pages

Due Date

Put LDD date from the CFR

Category Redline Sign-off

Business Unit The PA this is being sent to

IAO Due Date Pick a date, avg that a PA can review in a day: 50-80 pages (80
pages, one day from now, 160 pages, 2 days from now

Category Redline Sign Off

Final Signature Level

Program Manager

Recommended Approval Route

Use the “Approval Routing Sign Off” sheet found in the FOR
Templates folder under Resource Materials
e.g. Brad Faucett > FOR FOI > Ted White > FOR FOI > Matt Austin

IAO Due Date Use the LDD from the CFR

Legislated due date Same date as above

FOI Stage Redlining

FOI Applicant Type On the CFR

Scope Copy the request wording from the CFR

Record summary

What types of records are there? E.g 17 pages of emails, photos
and spreadsheets.

FOR- 2024-42136 ,
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Save

- Dragand drop the Redline file and the G-Sign Form —IAO will either put them in the MOD in the
Attachments folder or in the IAO In-Coming folder.
- Ignore the Letter to the Applicant (a template that is not necessary for Execs to review)

When ready to send:
- Confirm “Approval Route Sign Off” is correct. This can be found here or in the FOR Templates
folder under Resource Materials

- Before deleting the Harms files, be sure they are saved in the FOR folder.

- Make sure the Harms forms are deleted and the Redline forms are attached. (Redline and G-Sign
Form)

- Forward the eApproval

User — Type the person you want to send this to
Comment: “Hello XXXX, please see the attached redline for approval. Thank you, Your Name. COPY AND
PASTE THE CONSULTATIONS AND RECOMMENDATIONS FROM THE G-SIGN FORM.

- You caninclude the Recommendations as separate comments if they are long.
- Click “Only Forward”

MOD - Be sure the status (top left) is set to Ministry Sign-Off

Always try to specify who did the harms assessment so the Execs know harms were applied (helpful
info for Coast Area Sarah Blenkin)

- Update the Summary Form in Sharepoint and the MOD Comments

- Once all the approvals are in, move onto the next step.

Special Note for Danielle Only Redlines:

When ready for sign-off, create a file in eApprovals (4.4.3 in manual)
Type of topic or subject — Redline for Approval | PA name | my name
Category — (FOI) Redline signoff

Final Signature Level — Program manager (this changes)

FOI Stage — Redlining

Add record summary — EX: 1 pdf — 3 pages of briefing notes

Business unit- Deputy Minister
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Assigned to: Leave Blank (no access to FOR FOI)

*Check the Harms to ensure IAO has redacted Danielle’s recommendations
- If not, then message IAO

Forward to Danielle

When she approves
1.
2.
3.

@y o=

“Hi Danielle, please see the attached Redline for approval. Thank you”
Attach the Consultations and Recommendations from the G-Sign form

Enter “Ready for DM report” in eApprovals

Message Tami “Ready for DM report. Signing authority was Danielle Woodcock”

Sign form in eApprovals — download then click and drag into the FOR folder — DM Reports, G-Sign
ready for next DM’s report

Save everything (FOR, EDRMS) and wait for final DM call

After approved, email IAO Resource team — Template “Approved by DM send to IAO R”

Move folder from “Requests” to “Closed” in FOR

Delete folder from in-box

Step #6 - Sign Off

Once approved by all the PA’s

Enter a comment on the redline approval eApp saying that it’s “ready for the DM report -
DATE”.

Copy the (G) Sign form from eApprovals to the G Sign for next Report here (found in the FOR
folder under Templates then Resource Materials)

Let the person doing the DM Report know this is ready for the next DM report through
eapprovals, template below:

[Forward to the person doing the DM report. When the report is done, they will forward it back]

Hi XXXXXX,
FOR-XXXX-XXXXX is ready for the DM Report.

Signing Authority:
ADM (Name)

Thanks,
(Add Signature Block)

Check eApprovals (search for DM FOI) to see when it is approved

If you find out first, let everyone on the team know. It’s a race of course!
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Step #7 — Closing and Filing

Once Approved by DM:

Sharepoint:
o Update the summary sheet — “Approved by DM. IAO advised. Closed”
o Copy and paste the summary sheet to a new Word document, naming it “Summary”
o Save this document in the LAN under the correct FOR #
o Change the status from “Ministry Sign Off” to “Closed”

MOD:
o Inthe Requests Tab, change the Divisional Tracker to “Sign Off Complete”
o Inthe comments tab write:

Hello @Analyst,
The delegated authority (insert names) has approved this request for release.

Thank you.

o Change the status at the top from “Ministry Sign Off” to Response

o Fill in the signing authority’s name and todays date (this info is to help us determine at a glance
which ADM(s) signed off — in case there are questions)

o Dragthe print history from eApprovals into the box provided

eApprovals:
o Be sure that the Redline and Sign Form is saved in the LAN and EDRMS
o Save the print history in the LAN (click the printer icon)
o Click the two checkmarks to close the eApp file

LAN: Be sure the following is saved, then move the folder to CLOSED
o CFR
o Correspondence
o Records (native, clean, harms, redline)
o Summary
EDRMS: Content Manager - Save the following:
o Redline(s)
o G-Sign Form
o Print History/ Histories
o CFR
o Summary Sheet

Inbox:
Delete the subfolder
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Asking for Extensions

If a deadline is tight, then ask IAO for an extension to ensure we meet the deadline. We often discuss
this during our weekly calls. Extensions need to fit certain criteria to be approved. The two links below

explain this.

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96165 02#section10

https://www.oipc.bc.ca/guidance-documents/1430

Finding Woodlots:

- Gointo the FOR Intranet
- Select Application Index

Explore (2] Quick Links

Tools, resources and general information
Start here for Admin Hub links, templates, ministry and corporate info, business supports, tools and systems, and employee information.

DMO & Assoc DMO, Executive Operations

About Us, Freedom of information, Records Management, Correspondence, Legislation and Litigation, Internal Communications and Cnline

Content, Planning and Reporting, Executive Committees, Policy and Intergovernmental Relations, Indigenous Relations Branch

Office of the Chief Forester

Innovation, Bioeconomy and Indigenous Oppaortunities, Forest Improvement and Research Management, Forest Carbon and Climate Services,
Forest Science, Planning and Practices, Forest Analysis and Inventory, Forest Investment and Reporting Branch, Provincial Old Growth Strategy

Integrated Resource Operations Division
Archaeology, Compliance & Enforcement, Engineering. Fish and Wildlife, Forest Tenures, Lands Branch, Crown Land Opportunities and

Restoration, Water Management Branch, Water Information Hub

Timber, Range, and Economics

Timhar Pricinn Branch Fronamics and Trade Branch Camneansatinn and Riosinass Analveis Rranch Ranne

- Scroll to the bottom of the page, and select page 2

Applications Index

Common Resources Directory

Critical Incident Stress
Management (CISM}

Employee Self Service
Ministry Priorities

Organization Charts
Sign-Out Security System (S05S)
Weather

Search the Sector

- Select FTA
Application Full name Homepage Support
i It It It
Forest Tenure MRM Business Service
ETA Administration ETA more Information Desk

FOR- 2024-42136 ,
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- Select Tenures at the top of the page
- Inthe drop down, select Tenure

- Application Home

Forest Tenure Administration (FTA)

Search Tenures Private Marks Recreation

On the top ribbon, select Assc. Files

- Application Home
Forest Tenure Administration (FTA)
Search

Tenures Private Marks Recreation

J’TenurelCPIHarkJ’Cut BIu-ckJ’Assc. Fiesjhssc. CientIAACJ’SalelnluITenureAggl. J’ml

J’G Rotation J' H Rotation I|'Cp_1,: Rotation J’w J' CP/CB Amend. J' Rec Projec tl

- Enter the woodlot number you are looking for, include the W
- The district for this woodlot licence will appear

- Application Home

Forest Tenure Administration (FTA)

Search Tenures Private Marks Recreation Admin

|

J’TenureJ'CP.fMarkJ'Cut BIu-l:kJ'Assc. Files 1}\55(‘.. CientJ'ﬁJ’Salelnijenure Appl. IM

J’G Rotation J' H Reotation J’Cgl,{ Rotation Jw J’ CPICE Amend. J' Rec Projec tl

FTA910 - Associated Files

File: W0125 | Go |Type: AD4 - Woodlot Licence  Admin Org: ;1?%““'“"“”“’ esource

File Status: HI - Issued As of: 1992-12-08
Effective Date: 1985-01-01 Expiry Date: 2033-12-31
Licensee: 00171318 01 FALK, EDWARD DONALD
Back
2 rowws returned
Associated File Source Association Type g:tr;uuatu-n End
+| U v 5 [soe | [coen |
HNaa3 F - Forest Tenure System (FTAS)
RO7282 F - Forest Tenure System (FTAS) Details
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31



Finding Traplines

1. If arequest asks for a specific trapline or a group of traplines, use this link to find the correct
area.

2. Understanding the trapline code — EX: TRO745T003.
a. Trapline=TR
b. Region =07
¢. Management Area =45

3. Scroll down to “Regulations By Region”

Regulations by region

Click on an area of the map to download the Regulations Synopsis for that region:
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4. Click on the Region that you are looking for. For this example, open both 7A and 7B to find
where the management area is, which is 45.

FOR- 2024-42136 , Page 47 ot 70
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6. DPC = Peace

Content Manager — Opening New Folders

- Open content Manager

- Click + at the top left of the screen

- A box will appear, type “finr dep

- Open the yellow folder “FLNR DEPUTY MINISTER E-FOLDER(EDM)
- Classification — Type ARCS-00292-30

- CONSULT = ARCS-00292-45

- Calendars — ARCS-00292-27

- Title (Free text) — FOR-2022-XXXXX

- Retrieval code — FOR-2022-XXXXX (same as title)

- Series Record — Currently EXE. Change to non-opr

- Click “Display or Modify Notes” on the top ribbon

- Copy and paste the request wording from the original email — OK

- Inthe Archived folder in your inbox, select all — CTRL A

- Click and drag into Content Manager

- After all the e-mails are in Content Manager, Ctrl A to check mark all files
- Right mouse click

- Check in, OKAY

NRR / Closing

- After all PAs are confirmed as NRR, Email Danielle (or Aidan, if she is away)
- Subject: NRR for Approval - FOR-YYYY-####H
- Use the NRR template below:

Subject: NRR for Approval - FOR-2023-XXXXX
Good morning Danielle,

NRR for your approval please.

Request wording:

Program areas that were canvassed:

Kindly,

- Receive the Manager’s confirmation that it is approved as NRR

34
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- On the MOD advise IAO of the NRR for that request and confirm that this is approved by the
delegated authority. Use the template below:

Good afternoon,

The delegated authority has approved this NRR for release with no additional wording attached.
The program area has searched all relevant sources and no responsive records were found.

Kindly,

- Change the status of the request to “Ministry Sign Off” then “Response” on the MOD
- Update summary in Sharepoint
- Cut and paste the entire folder into “closed”

Other Requests from IAO: Transfers

- We will receive an email asking if we have records regarding a certain subject
- To check, log onto EDRMS

- Search by — Any Word

- Criteria — Get the number from the email (it should say)

- Go through the emails until you find a program area in forests.

- Send the canvas to them using the template

EMAIL SUBJECT LINE: FOR FOI Canvas for Records
Hello,

IAO has received an FOI request worded as follows:
We are looking to determine if this is something FNR would in fact have records of.

If possible, please take a quick look and advise as soon as applicable, bearing in mind that this is NOT a
formal call for records and we do not require gathering at this time.

If you have any questions or concerns, do not hesitate to contact me.

Thank you,

- If any of them respond with yes, then respond to IAO’s email and accept the transfer
“FOR does hold records for this request so we will accept the full transfer”
- Place this email in the FYI Transfers folder in the shared inbox
- This way, the rest of the team knows you are expecting an official FOI
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- 1AO will send an actual request. When they do, add the new request to the correspondence
from the transfer

- OR, if we do not have any records, let IAO know, using the template:
“Upon searching, FOR does not have records, so we will not accept the transfer.”

- Then let the program area know that there is nothing more for them to do:

- “Good afternoon, XXXXX . Please note that FOR-2022-XXXXX has been transferred to XXXXXX.
There is nothing more to do on your part. Thank you”

- Delete the request from the inbox. There is no need to save this because we did not accept the
transfer.

Other Requests from IAO: Consultations
- An email will come into the shared inbox looking like this:

EML-2023-31571 - FLNR records for consultation

. 5 Reply | % ReplyAll | —> Forward
Galloway, Clinton CITZ:EX ? i 2 i ot
To ) FOR FOI FOR:EX Mon 2023-12-18 1:55 PM

”l IMorgan

IZEI' You replied to this message on 2023-12-21 13:08 AM.

;_ EML-2023-31571 - FLNR consult records.pdf .
we| 27ME ¥

Hello FLMR,

EMIL received this FOI request from a Law Firm:

s. 13,s.16

They identified the attached document(s) as responsive records and wish to get your views on disclosure. If you need help
determining harms, please see the attached harms assessment or contact me directly.

Your program area’s response is due February 29, 2024.
IAQ may take one to two business days to apply any severing.

- The records will either be attached in the email or put on the file share if the file is too big.
- Determine who the records should go to
- Open file and see who the communication was from (FOR)

*EVERYTHING FROM BCWS GETS SENT TO RADHA DAHLIE.
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If nobody mentioned in the attachment works for the Ministry anymore, then type their name into
content manager to see if they are from the District or Region. Email the team lead, found in the ORG
chart, to confirm that the consult should be sent there.

eApprovals:

- Open eApprovals
- Open anew form “Create”
- Select FOI

Type a topic or subject

Consult for Harms Assessment | Program area | Your Name

Type a Description

Optional. Any important information can be put here

Type a Number (CLIFF, other

CONS-XXX-XXXX-XXXXX

Due Date

Found in IAQ’s email

Business Unit

The PA it is being sent to

Category

CONSULTATION

Final Signature Level

Program Manager

Recommended Approval
Route

The person you are sending this to

IAO Due Date Same as above

Legislated due date Same as above

FOI Stage Responsive Records Review

FOI Applicant Type Found in email. If not, then Not Applicable

Scope Copy and paste the request wording from the email

Add a Record summary

Example: 5 pages of emails

Save, then Create

- Dragand drop the file from the email (the pdf provided)
- Dragand drop “Harms Template” — Found in the FOR folder, under Templates then Resource

Materials

- Drag and drop “Quick guide to Harms Assessment” from the same folder as above.

When ready to send:

- Add a comment: Top right in eApprovals
- Copy and paste the relevant information from the email so the PA has an idea of what they are

doing and why.

History

Comment

Add a comment (900 character max).

- Select the Forward button (arrow on the top right of eApprovals)
- Comment — Hello XXXXXX, please see the attached Consult for a Harms assessment. Thank you.
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- The PA will enter either Harms or No Harms into eApprovals.

- If no harms identified, then reply to IAQ’s original email

- “Good morning, there have been no Harms identified for FOR-2023-XXXXX"
- If harms are identified, then send them to IAO

- “Good morning, please find the harms attached from the PA”

- FOR LAN - Move all correspondence from email to the folder

- eApprovals — Print history and put a copy in the FOR LAN

- eApprovals — Close by selecting the 2 checkmarks, mark as complete and add the comment “No
Harms found”

- FOR LAN - Move folder to “Closed” inside the Consults folder

- Delete the folder from email

Withdraw/ Abandon Request

- You will receive a message on MOD from IAO saying that the applicant wants to withdraw or the
time for the applicant to respond has elapsed.
- You need to inform the PA(s) by using the template below:

EMAIL SUBJECT Line: Request FOR-XXXX-XXXXX Abandoned/Withdrawn
Hello,

Please be advised the above noted request has been closed as abandoned/withdrawn.

No further action is required on your part.
Request Wording:
This request was closed by IAO on :

Thank you,

Update:
- Update the Sharepoint summary sheet
- Change the status in Sharepoint to Closed
- Put all emails in the FOR LAN
- Move the folder from FOR to Closed
- Delete folder in email
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OIPC — HIGHEST Priority

- Applicant has 30 business days to file a complaint about their records with the OIPC
- 1AO then reviews, and sends us a notice informing us on next steps
- It could be about anything. Redactions, search wasn’t wide enough, etc.
- 1AO will send an email explaining everything you need to know.
Typically, a complaint with the OIPC begins as a “Review” file (not a quick process).
The Ministry has the option to sign off a new redline, called a “Reconsideration” (see “Redline Sign Off”).

If the applicant is still unsatisfied, the OIPC can move the file to an “Inquiry” stage.

Lawyers and IAO are often involved and schedule meetings with the PAs to determine what records can
still be withheld.

For “Adequate Search” complaints, the Ministry may need to sign an affidavit affirming all records were
provided.

Once an inquiry is over, the OIPC will issue a determination. Sometimes another Reconsideration is
required, or the file is closed.

- Open Content Manager
- Look through the history (could still be on our LAN)
- Pick out the PA(s) — This will be the Sign Off Authority

- If IAO asks us to approve a Reconsideration, open eApprovals then choose the FOI blueprint

- Create New
OIPC Form
Type a topic or subject Records for OIPC Reconsideration Approval | PA | Your Name
Type a Description Optional
Type a Number (CLIFF, other) FOI # - # Pages
Due Date 1 day/ 200 pgs
Business Unit Where the PA is
Category Redline Sign-Off
Final Signature Level Program Manager
Recommended Approval From the history, this person is the most involved/ if this is a
Route sign off, use Sign Off Routing List
IAO Due Date 1 day/ 200 pgs
Legislated due date 1 day/ 200
FOI Stage Redlining
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FOI Applicant Type On email

Scope Copy and paste from the email

Add a Record summary # pages of X

Cc: Aidan if the OIPC is going to the MO

When all sign offs are complete and the document is sent back to you:

Enter a comment in eApprovals — “Ready for the DM report — DATE”
Copy the (G) Sign form eApprovals to the G Sign for next Report

Let the person who is writing the report know this is ready.

“Ready for the DM report, signing authority was XXXXXX”

When the report was approved by the DM, email IAO “the delegated authority (insert names)
has approved this request for release”

Proactive Disclosures — Calendars

5 calendars:

Associate DM Calendar (Eamon) — sent in by Eric Holdjik

DM Manwaring — Sent in by Liz Olsson

MBR — Minister Bruce Rolston — Sent by Alexandra Gonzalez

PSDR — Parliamentary Secretary Calendar: Doug Routley - Sent by Alexandra Gonzalez
MOSAM - Minister of State Calendar - Sent in Tiffany Mai

Email:

First day of each month

Inbox — look under calendar for the last month
- 03 Proactive Disclosure
- 01 Calendars

Copy previous email

SEND SEPERATLY:
- Eric Holdijk, Liz Olsson
- Amanda Rob... Cc: Hayley Hyndman, Alexandra Gonzalez
- Tiffany Mai

Subject: RESPONSE REQUIRED: Proactive Disclosure Request for Calendar Records of
MONTH/YR

Body: Good morning all, When available, please send the calendars for the month of XXXXX.
Attach: FOI Good Practice Tips for Calendars (FOR folder, Templates, Resource Materials)
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- These records are due by the 15" of the month
- Send 1st reminder email in 1 week, 2" reminder 2 days later

- After | receive all calendars, compile all of them
- Harms is done by Tammy Chipper

eApprovals:
- Open eApprovals
- Select FOI

Type a topic or subject

Records for Harms Assessment | Your Name | Calendars

Type a Description

Not Necessary

Type a Number

MONTH Calendars - Proactive Disclosure

Due Date 15 of the month
Business Unit DM — Deputy Minister
Category Responsive Records Review

Final Signature Level

Program Manager

Recommended Approval Route

Tammy Chipper > FOR FOI

IAO Due Date

15t of the month

Legislated Due Date

15t of the month

FOI Stage Responsive Records Review

FOI Applicant Type N/A

Scope MONTH Calendars — Proactive Disclosure
Record Summary N/A

Save, then Create

- Assign the request to yourself

Attach files:

- All 5 Calendars (from email)

- Harms Template (FOR folder under templates)
- Quick Guide to Harms (FOR folder under templates)

Forward to Tammy Chipper for her harms assessment:
“Hello Tammy, please see the attached, MONTH calendars for you Harms review. Thank you,

Your Name”

Approved:

- When approved, send email to IAO (Reply to first IAO email)
“Good morning team, Please see the attached calendars and harms assessments from the month
of XXXXX. Feel free to contact me if you have any questions.”

Attach the records and the Harms assessments.

- Wait for IAO to email you saying the requested information has been redacted

- Open eApprovals and change the Harms template to Redline
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Type a topic or subject

Records for Redline Approval | Your Name | Calendars

Type a Description

Not Necessary

Type a Number

MONTH Calendars - Proactive Disclosure

Due Date End of the month
Business Unit DM — Deputy Minister
Category Redlining

Final Signature Level

DM Manwaring

Recommended Approval Route

Danielle Woodcock > FOR FOI

IAO Due Date

End of the month

Legislated Due Date

End of the month

FOI Stage Redlining
FOI Applicant Type N/A
Scope MONTH Calendars — Proactive Disclosure

Record Summary

Calendars

Forward to Danielle Woodcock

- Comment: Hello Danielle, please see the attached, MONTH calendars for you Redline approval.

Thank you, Morgan

Approved:

- After Danielle approves, send an email to IAO
- “These calendars have been approved by the delegated authority”

- Attach this email to the last email that IAO sent — it will be after the Harms is approved
- Save “Print History” and all correspondence in the “calendar” folder in the inbox

Save in EDRMS:
- Open content Manager
- Click + at the top left of the screen
- A boxwill appear, type “fInr dep
- Open the yellow folder “FLNR DEPUTY MINISTER E-FOLDER(EDM)
- Classification — Type ARCS-00292-27
- Title (Free text) — YEAR MONTH Calendar
- Retrieval code — YEAR MONTH Calendar
- Series Record — Currently EXE. Change to NON-OPR

- Inthe calendar month folder in your inbox, select all — CTRL A

- Click and drag into Content Manager

- After all the e-mails are in Content Manager, Ctrl A to check mark all files
- Right mouse click

- Check in, OKAY

Inbox:
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- Delete the month you just saved

*Routine Release Review is the term for Consult.
To find search numbers — Search (top ribbon) — Classification

NOTE: If you want to look at all the calendars for each year, type “YEAR Calendars” and a list of every
month will appear

Briefing Notes

On the 1st of Every Month (regarding the previous month):
1. IAO will send an email requesting Monthly Briefing Notes (from Openinfo Group)
2. | send email to Tammy requesting BNs (takes 2 weeks, remind on 12th/13th)
- She will send records and harms (no fees)
3. Attach Harms and Records to email and send to IAO
4. IAO will CC FORFOI inbox when sending final sing off to Director Andrea Wood
5. Double check Tammy’s Harms were applied, email her if not — otherwise no action required

There is no fee estimate or deduping, usually just a summary of 1 page.
No need to save summaries or anything to LAN.
EDRMS Save: number 27 (ARCS-00292-27)

Executive Report — Due Every Wednesday

All the new requests should be saved in the Executive Report folder but check two other places to be
sure you have all of them.
1) MOD - Open the MOD and select “My Teams Requests” then “ID Number” so the requests
show from newest to oldest.
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Your FOI Request Queue |

[ : (v requests) ((WATCHING REQUESTS )
ID NUMBER CATEGORY TYPE REQUEST STATE ASSIGNED TO RECORDS DUE LDD ~

- Open the top request and see when the request was opened

REQUEST DETAILS

Selected Ministry: Ministry of Forests
Request Opened Records Due Date Legislated Due Date

NOV 27 2023 DEC 13 2023 JAN 11 2024

- Continue down the list until you are out of the 6-day window

2) Sharepoint — Open Sharepoint and select “Active FOI Requests” at the top of the page, the click
the down arrow for “Date Received.”

@ FOR-EO-FOR FOI Req uests Home  Active FOl Requests  Records Incoming ~ Notebook ~ FAQs  Recycle bin  Edit

+ New fH Editin gridview |2 Share @l Export v # Automate > [ Integrate v

Requests #« ©

FOI Request Status Request descrip... ~  Applicant type ~ Date received | ™ Due date
:FOR-2023-33259 ts or reported Individual Today January 11, 2024

- Record all the numbers that fall within the 6-day window.

- Open File Explorer at the bottom of the screen

- Choose FOR from the left hand panel

- Open Templates then Weekly Exec FOI Requests

- At the bottom of the screen open the file “Executive FOI Template”

- Atthe top of the screen, type the date you are doing the report for (the schedule is every
Wednesday to the following Tuesday)

- Save the document — Click File at the top of the screen, save as, browse then choose the date
you are looking for.

- Change the name of the file from “Executive FOI Template” to “Executive FOl DRAFT”

- Save

- Click the file explorer at the bottom of the page to reopen the Weekly Exec FOI Report folder
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] E L Type here to search e ﬁ

- Open the month of the request, then the weekly report folder

- All the requests should be listed there, but double check with the list you just made.

- If some of the files aren’t there, open the file in MOD, go to the Attachments folder, then drag
the CFR over.

—

B

1

- When all the requests are in the folder open the Executive FOI DRAFT that you saved earlier
- Fill'in the File (FOR Request Number), Details (copy and paste the scope of the request) and

Where (All the program areas that the request was sent to)

*Be sure to enter the FOI numbers in numerical order from oldest to newest [or smallest to largest

number]

Last note: Try not to use abbreviations, so IROD is spelled out as “Integrated Resource Operations”.

Examples:

Provincial — OCF, TRE, IROD, ADMO — Branch
Ex: Office of the Chief Forester | Forest Analysis and Inventory Branch

Note: DMO and MO is the full explanation
Ex: Deputy Ministers Office

Regional: All the regional contacts are split into three parts 1) Area 2) Region 3) District
Ex: North Area | Omineca Region | Mackenzie District
Refer to this chart to gather this information

Note: If requests are sent to the same area and region but different districts, then they can be
combined.
Ex: North Area | Omineca Region | Mackenzie and Prince George Districts

- When the chart is complete, take out all the empty boxes and pages and edit to ensure the
formatting is correct.

- Open a new email and use the below template:

FOR- 2024-42136 , Page 59 ot 70

45



Subject: Weekly Executive FOI Report DATE — DATE, YEAR
Good afternoon,
Please find attached the Executive FOI Report for this week.

Kind Regards,
Signature

Attach the report

Email To: Aidan Kirkpatrick, Andrea Wood
Cc: FOR FOI, Danielle Woodcock, Liz Olsson, FORAdminhub@gov.bc.ca

DM’s Report — Send before noon every Wednesday *can be delayed®

- Open the object storage (FOR) and open “DM Report”
- Open the template “DM FOI Report Template 2022.00.00_(DM Signed)
- Change the date then save it
- File, save as, browse, change name (Draft_Date), search location — FOR, DM Reports, G-
Sign ready for next DM’s Report, then find the date of the next report.
- Go into this folder
- All the requests and the draft should be saved in there

- Goto eApprovals and type in each FOI number

- Make sure it says “Ready for DM report” on each one

- Make sure the sign off authority is correct, and all the people have signed off (check the sign off
template for correct approval route).

- Forward the eapproval back to the person responsible

DRAFT Template:

Request Number Enter the number

Applicant Type Found on G-sign form

Legislated Due Date Found on G-Sign Form

Description of Request Copy and paste the scope from the G-Sign form
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Summary of records Go into eApprovals, edit, then look for the number of pages and what the
documents are. EX: 17 pages of emails and invoices

Copy and paste the first bullet point from Recommendations (G-sign
form)

Copy and paste from the G-Sign form, but if there are none, then type
None.

This will be at the bottom of the G-Sign form. If it says “Do Not Publish”,
then say the reason why

Completed by the program area

eApprovals — Check to be sure the sign-off route is correct

Summary of redactions

Consultations

Publication Status

Harms
Approved by

Proofread. make sure all punctuation and formatting is perfect
- Save the file then save it again as a pdf. (Be sure there are no extra pages)

- Gointo eApprovals — search “DM approval report”

- make duplicate
- Edit

Type a topic or subject

DM Report_DATE — X FOI Requests

Type a Description

Not Necessary

Type a Number

DM Report_DATE — X FOI Requests

Due Date 2 Days Later
Business Unit DM — Deputy Minister
Category Final Approval

Final Signature Level

Deputy Minister — Manwaring & Halls

Recommended Approval Route

DMO (FOR) > FOR FOI

IAO Due Date

2 Days Later

Legislated Due Date

2 Days Later

FOI Stage Final Approval

FOI Applicant Type Not Available

Scope EX: 515 pages of FOI requests for approval
Record Summary Not Available

Creating a New eApproval:

- If you have to create a new one, then copy the chart above.

- When you “Create” or “Save” the report, be sure to send it to FOR FOI not to your personal
account. This will ensure everyone has access to it. When the report is sent back, it will go to the
shared folder, so anyone can check the status of the report.

- Attach the document (pdf document)
- Forward to DMO - Deputy Minister’s Office — DMO (FOR) — Use the Group tab, not user tab
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“Please see the attached DM report for this week. Thank you”

Send to Amanda Robb, Cc: FOR FOI, lan McMahon, Danielle Woodcock and Bcc: Paul Corns

Subject: FOI DM report

Body: Good morning, please see the attached, weekly FOI report submitted to the Deputy
Minister

Attach pdf final report

Send

In the inbox — Expand “Reports” (found near the bottom of the left hand panel)
Then expand “Approved DM reports”
Drag the email you just sent into “DMO GCPE report”

Reminders: Send EVERY Monday

Send to: FOR.DMO@gov.bc.ca
Cc: Liz Olson
“This is a friendly reminder that the DM report is ready for approval”

Approved:

To check if it’s approved, go to eApprovals — DM approval

Email everyone to let them know the report is approved

When approved, go in and save a copy of the signed report and print history and save under DM
reports — DM signed

MOD — Use the template below to notify IAO that this is approved for release.

Hello @Analyst,
The delegated authority (insert names) has approved this request for release.

Save the Print History and the Signed DM Report in the FOR Folder, DM Reports, DM Signed

Then close eApprovals — No comment

FOI Request Versus a Privacy Impact Assessment (PIA)

Sometimes program areas will reach out asking if they need to submit an FOI request. An FOI request
can take a long time depending on the wording, so to save the program area time, give them the contact
to speak with an Information Privacy Analyst.

Email - NRM Privacy WLRS:EX <NRM.Privacy@gov.bc.ca>
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Link to open an FOI Request - Open Information | gov.bc.ca
Privacy Impact Assessment Templates (standard form attached)

LWRS Transfers — Temporary

Good morning!
Please note that the below noted FOI is now being transferred to WLRS

Further correspondence will take place from the following email address: LWRS.FOl@gov.bc.ca

Request Wording: Redfont

Thank you!

Templates

Inviting PA’s to eApprovals:

Hi__

This file is ready for a harms assessment but here in the FOR FOI office we are now starting to integrate the new eapprovals
system. Can you please go to this link (sharepoint.com) to set up an account. When this is complete, let me know and | will
send you the eApproval.

Feel free to reach out if you have any questions or would like some assistance doing this.

Thank you!
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Standard Request:

SUBJECT LINE: FOR-2023-XXXXX | FOI Request Fee Estimate | Due DATE
Hello,

The Ministry has received a formal FOI request made under the Freedom of Information and Protection of Privacy Act from
ApplicantType.

Request Wording:
redfont

The first step is for you to canvas your Office, Branch or Division to determine if you have any records.
Please do not provide the records or a harms assessment at this stage.

This request has been assigned to
Please complete the Fee Estimate Form attached and let us know if you do or do not have any responsive records by DATE
If the request is over 3 hours to prepare, please include a quick overview so | can send it to IAO for justification.

Thank you for your assistance. Please contact me if you have any questions or concerns

If Fees Go Over $1000: (submit to Danielle before sending to IAO)

SUBJECT LINE: Fee Estimate for Approval | FOR-2023-XXXXX

Hello Danielle,

The program area(s) for this request has/have estimated roughly SXXXXX to locate and process XXXX number of records.
Please see the Call for Records form attached and the PA’s justification below:

e.g. According to Radha’s justification, we calculate 142 hours of locating, 4 hours of production, and 90 hours of

preparation time to fulfill this request, totaling 56990 in the MOD. | have included her breakdown in the attached.

Thank you,
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PA Gather Notice — Fees Paid:

EMAIL SUBJECT LINE: Gather Records | FOR-2023-XXXXX | Records due

Hello,

The applicant has paid the fees for FOI request FOR-YYYY-#####, please gather the records and complete steps as listed
below.

Request wording:

(red font)

Please provide us with the following:

All records uploaded in their native format — do not convert or compile the records
Please provide your ACTUALS (actual time spent locating/retrieving and/or scanning the records) in the attached CFR form

Once the records have been preprocessed/deduplicated, a single pdf will be returned to you for the purposes of providing a
harms assessment.

Please upload all of the documents to our File Share here and advise me when the uploading is complete.

Thank you for your assistance. Please contact me if you have any questions or concerns.

PA Gather Notice — Less Then 3 Hours:

EMAIL SUBJECT LINE: Gather Records |FOR-2023-XXXXX |Records due
Hello,

There are not enough records to generate a fee for FOI request FOR-2023-XXXXX , please gather the records and complete
the steps as listed below.

Request wording:
(red font)

Please provide us with the following:

All records uploaded in their native format — do not convert or compile the records

Please provide your ACTUALS (actual time spent locating/retrieving and/or scanning the records) in the attached CFR form
Once the records have been preprocessed/deduplicated, a single pdf will be returned to you for the purposes of providing a
harms assessment.

Please upload all of the documents to our File Share here and advise me when the uploading is complete.

Thank you for your assistance. Please contact me if you have any questions or concerns.
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IAO — Fees Required — MOD:

Hello @Analyst,

Please be advised, there are XXX hours of fees required for FOR-XXXX-XXXXX.
Here’s the completed CFR from XXX of XXXX PA.

Please advise.

Justification — High Fees From PA:

Email Subject: Justification - FOR-XXXX-XXXXX
Good morning,

Thank you for your fee estimate. Upon review, we noticed you wrote XXXX hours for the time it takes to produce records.
Would you please be able to send us a detailed description of all the activities involved in producing those records so | can
send it to IAO for justification @)

Harms Complete:

Email Subject: Harms Complete — FOR-XXX-XXXXX
Good Afternoon @Analyst,

Harms has been completed by the one and only program area.
The Harms can be found in the IAO In_Coming Folder.

Harms has been completed in 1 of the 2 PA. XXX has identified no Harms. | am still waiting on XXXX. The Harms can be found
in the IAO In_Coming Folder.

Harms is completed for 2 of the 2 program areas.
XXXXXX did not identify any Harms.
XXXXX Harms can be found in the IAO In_Coming Folder.

Records Past Due:

Good afternoon,

This is a friendly reminder that a fee estimate is past due.
Please let me know if your office has any records @
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Reminder:
Email Subject: # Reminder — FOR-XXX-XXXXX — Due XXXXXXXX
Good morning,

This is a friendly reminder that Records, Fee Estimate, Harms is due XXXXXX.
The eApproval can be found here.

Ready for DM Report:

Email Subject: Ready for DM Report — FOR-XXX-XXXXX
Hi Tami!
FOR-XXXX-XXXXX is ready for the DM Report.

Signing Authority:
ADM (Name)

Thanks,

After DM Approves — MOD Comment:

Hello @Analyst,
The delegated authority (insert names) has approved this request for release.

Thank you,

No Record Response (NRR):

Subject: NRR for Approval - FOR-2023-22549
Good morning Danielle,

NRR for your approval please.

Request working:

Program areas that were canvassed:

Kind Regards,
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Transfers:

Good morning,

IAO has received an FOI request worded as follows:
(Wording)

We are looking to determine if this is something FOR would in fact have records of.

If possible, please take a quick look and advise as soon as applicable, bearing in mind that this is NOT a formal call for
records and we do not require gathering at this time.

If you have any questions or concerns, do not hesitate to contact me.

Actuals:

Good morning/afternoon;
Regarding the above noted request:
Please provide your ACTUALS (actual time spent locating/retrieving and/or scanning the records).

The applicant has paid the fee deposit based on the estimate - now we need the ACTUAL amount of time that was spent so
the analyst can finish billing or refunding the applicant.

Any questions/concerns please do not hesitate to contact me.

Thank you!

Extension — Holidays (#1):

Good morning, XXXXXXX,

We understand that people are away on holidays. | will speak to IAO since they are responsible for granting
extensions. Please keep us updated as your staff return to the office.

Kindly,

Extensions — Holidays (#2):

Extensions are not allowed under the Act for employees being away. Programs are expected to follow Records Management
Best Practises (this means staff file their records where admin can access at all times). We just need to do our best to get the
estimate in, which will freeze the clock and put a hold on this request until fees are paid.

If the estimate is low, then we have until XX to provide the records.

If there is heavy volume, an estimate will show that and then we can take extensions for consultation and working volume.
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Full Disclosure:

Records have to be fully disclosed and harms to be identified. In particular if unrelated information is listed, please advise
and IAO will apply the applicable severing without question. Full disclosure is paramount but there is a trusted mechanism
in place to ensure sensitive information is protected.

Most Common FOIPPA Sections

FOIPPA
Section 12:
- Disclosures harmful to deliberations by cabinet. Eg: policy considerations or advise, bylaw

drafts, meeting discussions

Section 13:
- Policy considerations by public body

Section 14:
- Solicitor / Client privilege

Section 15:
- Disclosures harmful to law enforcement

Section 16:
- Harmful to intergovernmental relations (indigenous)

Section 17:

- Harmful to financial interests public body. Eg: Trade secrets of public body, technical info with

monetary value, info which disclosure could interest third party

Section 18:
- Harmful to interests of indigenous

Section 19:
- Harmful to public safety

Section 20:
- Info to be released in 60 days
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Section 21:

Harmful to business of 3™ party

met:

In order for the section 21 — third party business information to be applied a 3 part test must be

Must reveal trade secrets or scientific, technical, commercial, financial or labour relations
information of a third party.

That was supplied in confidence

Disclosure must reasonably be expected to significantly harms the business interests of a
third party

Please advise if the 3 part test is met.

Section 22:

Harmful to personal privacy

Must determine whether...

Disclosure is necessary for activities of government
Disclosure benefits public health

Assists interests of Indigenous

Causes financial harm

If info supplied in confidence causes reputational damage
About deceased person

Considered measurable if...

Medical info

Compiled as part of law investigation
Relates to income / social assistance
Obtained via tax return

Describes 3™ party’s finances

Reveals 3™ party’s identity

Indicates persons ethnicity

Not a violation if...

Consented in writing

Compelling circumstances

Research / statistics

Expenses incurred at public body’s expense

Section 23 - 25

Notice of 3™ parties and public interest
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