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Police Supplemental to File Report

If the officer needs to correct an error made on IRP, VI, UL, 24 hour prohibition or
ADP documents they have been asked to make the correction on a Police
Supplemental to File Report and fax it {o the fax server. The MOC team will link
the document to the file and print off a copy to be given to the appeals registry to
deal with.

1. Check ADP/VI system to see if report and any attachments have been
linked. If not send to fax server. Even though report may indicate IRP
and VI link you may not need to link it to both.

2. Read contents of supplemental report and determine if any changes are
required to the ADP/VI system. The majority do not require any
changes to be made.

3. NOTE: if you receive a report for a 24 hour prohibition (215) check the DL
to see if there’s a review in progress and if so put it in the 24 hour tray for
the person working on 24 hours to deal with. If not under review put the
report in the file folder delegated for these report located in the file cabinet
for 24 hour reviews.

4. If no action required add comments on the system- example: ‘Police
supplemental report received — no action required.

5. If an amendment is required make the change needed. If you make a
change note action in your comments - example: ‘Police supplemental
report received — action required as such...etc.

6. Check the review tab and if review has been scheduled and not yet
conducted ensure the person that has the file is aware there is a police
supplemental report and will need to include it as disclosure to the client.

7. H the review date has passed and a decision hasn’'t been made yet advise
the adjudicator because it will need to be dealt with and disclosed to the
client. You will need to make these arrangements with the adjudicator.

8. If a review decision has been made before we were aware of the police
supplemental report be sure the information does not affect the review. [f
you think it might refer the file to Team Lead.

9. Discard report in recycle.
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ADPI/IRP Appeals

The ADP/IRP Appeals procedure covers the following tasks:
« Toprocess received ADP/RP appeals
+« To close off review bookings
» To process no DL seized by police
» Toassign ADP/IRP reviews to adjudicators
+« To process cancellations
+ Provide disclosure fo counsel

To process received ADP/IRP appeais
1. Get ADP/IRP appeals from the ADP VI black in-tray or applications will be given to you
as they are faxed in from the Driver Licencing Centres.
2. In ADP VI, Reports, select ADP/VI Review Schedule and press OK.
3. From the Review Center pull down list, select OSMV — ADP Review.
4. Enter the date you're processing.

Note: Once the report is printed and if there is an unlicensed review scheduled with the
prefix 30, advise one of the members of the VI team of this review. The VI member will be
responsible for processing the file and will advise you of the Adjudicator assigned to
conduct the review. Refer to Procedure: Unlicensed Prohibition Appeals, “To assign UL
reviews to adjudicators.”

5. Press the Run button.
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8. Print the screen and press Cancel, Cancel.
in ADP VI, press ADP.

8. If ADP, enter the ADP# without zeros. If IRP, enter the IRP# beginning with 21" (do not
include the hyphen or the last greyed out number).
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8. Press Enter.
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11. Press the Faxes tab.
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Proceed and pont 8Y Disclosure Documents?
Prirting will talkce ona to several minutes.

13. Press Yes. The faxes will print.

14. Press the ADP tab and look to see how iong the prohibition term is in order to get the
corresponding file folder colour.

15. Prepare file folder:

e red=ADP
= purple=3,7, 30-day IRP
« green = 90-day IRP)

16. Staple the ADP or IRP appropriate ADJUDICATOR WORKSHEET which is located at
W:\Appeal Registry\ADPVI\Scheduling Forms & adpVi checklists o the front cover.
Write the ADP/ARP # and service date on the file tab.

17. Fill in the adjudicator worksheet with the review date and time, prohibition effective date,
driver's last name, name of counsel (if any), and your name. Check the box for the type
of review requested.

18. In the section DECISION MUST BE SENT BY for an ADP enter the prohibition effective
date.. For IRP reviews calculate the date the decision must be sent by — 21 days past
the service date. Goto: W:Appeal Registry\ADPVIMRP Calculator. (if it falls on a
weekend enter the Friday before date).

19. For IRP add status code OIRPR in the Driver's system under X8 indicating the effective
date as the service date of the IRP with a one month review date,
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21. Press OK.
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Press OK.

If the police documents are already on the system and you have printed them off, skip to
step 28.

If there are no documents in the faxes check comments to see if the MOC team have
faxed a request to the police for the missing documents. We are only allowed to make
one request to the police — if MOC hasn't made the request then the appeals registry
may do so. Go to: W:\Appeal Registry\ADPVi\Scheduling Forms& adpVi
checklists\FAX REQUEST TO THE POLICE. (NOTE: The MOC fax request is slightly
different than the appeal registry form which has more options for ADP)

Complete the form and fax to the police detachment. Add this fax and the fax
confirmation to the file. We request these documents once only.

Go to W:\Appeal Registry\ADPVI\Worthington folder, open “Police Request Log
(year).xis,” and add information as required.

In ADPNV| Press Comments, press Add, and add the comment “Fax sent to (city) police
detachment for all documents. Police log updated.”

When the police documents are received (or if the documents are not received) open the
Police Request Log again and update it. Review will go forward whether the
documents are received or not.

Check that you have all the required pages in the file for either an ADP or IRP and they
belong to the correct driver. if you have all the documents go to step 35.

Note: If the Vi documents aren'’t included in the documents linked to the IRP check the
ADP/VI system to see if there is in fact a VI and if so, print the documents and include as
disclosure. You will need to ensure they go through the fax server and are linked to the
IRP.

30.

31.

For ADP only - check that the Notice has one of the boxes ticked off indicating the
reason for the prohibition. If the driver's copy of the Notice is included in the file check it
and if neither box is ticked off the ADP is a nullity. Go to procedures for 3.6, Nullities.
For ADP, on REPORT TO SUPERINTENDENT, check whether report has been
prepared to Crown Counsel. If yes, look for the report in the file. If not there, go to step
24 to fax it from the police. (NOTE: The MOC fax request is slightly different than the

appeal registry and we may make a second request if the Report to Crown Counsel is
ticked on the ADP RTS and isn’t attached).
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32

33.

34,

35.

36.

37.
38.

39.

. For ADP, on page 2 of the RTS check if the Certificate of Analysis is ticked Yes and
that the certificate is included in the documents. .

if the certificate is not included in the documents you must fax request {o police for it.
Go to step 24 to fax reqguest to the police.

Check the bottom of the application form to verify that one of the boxes has been ticked
indicating the status of the driver's licence. If not ticked, check the Notice of Driving
Prohibition to ensure the officer has indicated that the DL has been seized. If there's no
indication of the status of the driver's licence, go to_Process no DL seized by police.
For IRP only Go to W:\Appeal Registry\ADP\Scheduling Forms& adpVi
checklists/Superintendent's Report on ASD's June 2012 and print off this form. This
must be included in the disclosure.

For IRP ‘warn’ (3, 7, or 30 days) go to Snipe enter the DL and name code of the driver,
print a P PRT of the driving record, This must be included in the disclosure.

if there is no lawyer representing the driver, go to step 46.

if there is a lawyer representing the driver, prepare fax cover sheet o the lawyer. In
Word, go to T:\appeal registry\ADPVI folder and open letter template “fax-ADP
Disclosure fax cover” or FAX-IRP Disclosure.

Fill in the information on the dialogue boxes as appropriate. The fax cover sheet will
display.

FANSHEETS

e e DARERE SRRSOMS
DI e Grkemer 8 A
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Bungact -+ Do s Dacuments ALP-$634
: 4

40, Print one copy of the cover sheet. Exit without saving.

41,
42.

43,

44,

Update the adjudicator worksheet and pre-hearing check list.

Before faxing the disclosure to the lawyer give the file and the documents to be faxed to
a co worker to check that the documents are related to same driver and to confirm the
number of pages being faxed. The person will add the date and their initials to the top
right hand corner of the file folder once confimed.

Fax the disclosure documents to the lawyer. Check that the fax went through and
hightight this information on the fax confirmation. Place the fax and fax transmittal form
in the file.

In ADP VI, Comment, add comment "Faxed lawyer disclosures.”
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45 Press OK, OK. Repeat for each ADP/IRP file.

48. If there is no lawyer acting for the driver, phone the driver and go through prehearing
issues which should include the following: - (Proceed to step 49 if you leave a message
for the client to call back)

¢ The type of review chosen, date and time of review

o Ask if the driver has retained a lawyer, and if so get the lawyer's phone and fax
number. You won't need to complete prehearing at this point and can end the call.
Go back to step 38.

+ [f oral, advise the client that an adjudicator will call at the time of the review and
confirm the contact phone number.

= I written, the submission must be faxed before the review date and time.

» Ensure client has the disclosure documents and if not they can be either faxed to the
client or picked up at the DLC (the clerk can print them off).

« Ensure that for an IRP only the client gets a copy of the Superintendent's Report of
ASD's, Either pick up at DLC or as a last resort it can be emailed through the OSMV
mailtbox)

+ Ensure that for a IRP ‘warry’ (3, 7, or 30 days) the client needs get a copy of their
driver’s abstract — the DLC may have already given a copy to the driver.

If the client is picking up the ASD info sheet and/or driver's abstract at the DLC put
the form9s) through the fax server, find it in the server and then link it to the
ADP/ARP and put a comment in the system to indicate the date it was linked to the
faxes. This will make it easier for the DLC clerk to find it and print it off.

47. In ADP VI, Comments, add a comment like: “| phoned the client and confirmed
craliwritten review, no lawyer retained, client has disclosure and wiil pick up ASD info
sheet at the DLC or ASD info sheet has been faxed or emailed to the client (If client is
picking up disclosures at the DLC indicate this in the comments and {o ensure the client
gets the ASD info sheet). Proceed to
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48. If you have to leave a massage for the client to cali back add this in comments with a
description on why you were calling so that if you don't get the call back the person that
does can help the client and refer to your comments. Put the ASD info sheet through
the fax server, find it in the server and then link it to the ADP/IRP and put a comment in
the system to indicate the date it was linked to the faxes which will make it easier for the
DLC clerk to find it and print it off for the client if need be.

49. Press OK, Repeat for each ADP/IRP file. (sample of comments only)

Userid:lsasl il
- Officer VICTORIA OSMY  OSHY -

Bhoned oient Ie pre hearng issves. Has disclousues and is aveare of dete and Hme of review)

oK | Cancel |

To process no DL seized by police

To process ADP/IRP appeals, the driver’s licence must be seized from the driver. For ADP the
BCDL only and for IRP any driver's licence. :

Check the bottom part of the application to ensure it has been completed by the Driver
Services Centre (DSC) indicating the status of the DL. if indication is shown, then
proceed with the review process.

If the box for the statutory declaration is ticked, then the form must be attached to the
application.

If there is no indication on the application, check the ADP/IRP notice to see if the officer
ticked off that the DL was seized. If the DL was seized, then proceed with the raview.

If there is no indication on the status of the DL, contact and advise the client to either
surrender the DL at a DSC, or complete a statutory declaration before the review date.
OSMV must be notified that this has occurred before the review date or the review will be
cancelled.
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» Ifthe client has retained a lawyer, add the following paragraph to the fax to the lawyer
when faxing disclosure documents. Go to W:\Appeal Registry\ADPVI/Missing DL
verbiage for cover sheet. Copy and paste into the fax cover sheet to the lawyer, Follow-
up with a reminder call to the lawyer.

“Prior to review being conducted”

Please be advised that the Notice of Driving Prohibition indicated that the client's driver's
licence was not seized, and your client's application for review does not indicate that they
surrendered it to ICBC when they applied for their review. Advise your client to either
surrender their British Columbia driver’s licence or complete a Statutory Declaration at
any Driver Services Centre {(DSC) and fax it to the above noted fax number before the
review date and time or we will have to cancel this review

+ If you have not received confirmation of DL status by the time of the review, cancel the
review {see To process cancellations). OSMV doesn’t refund the review fee.

To close off review bookings
About 4 days prior to the review date, close off bookings.

1. Open Schedule Maintenance and press Schedule.

% ﬁésou_;i:e'ﬁsﬁé%iﬁ“ é $cﬁéduie ié‘iaznt;enan_té'

2. Press the Schedule Maintenance {ab.
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Contre Defaults Respurce Admin Schedule Maintenance
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Cancel

4. Decrease Max Blocks to 0. This will insure no new reviews are booked. Press OK.
5. Repeat for other fime blocks.
6. Press Save.

To assign ADP/VI reviews to adjudicators

Assign ADP and VI reviews to adjudicators prior to the review date.

1. Go to W:\Appeal Registry\ADPVI\Schedule/’current year' ADP IRP Schd and note
the adjudicators in for the review date on the REVIEW SCHEDULE REPORT Allocate
reviews fairly and record the oral and written reviews given to each adjudicator on the
scheduled. Write the adjudicator's name beside the file assigned on the REVIEW
SCHEDULE REPORT.

2. Make enough copies of the REVIEW SCHEDULE REPORT for the number of
adjudicators, the Appeals Registry unit , Adjudicator Supervisors (3) and Managers (3).

3. Highlight the review file(s) on a separate sheet for each adjudicator
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4,

5.

8.

Separate the assigned file(s) for each adjudicator and on the ADJUDICATOR
WORKSHEET on each file, write the adjudicator's name and the date assigned.

Place a copy of each adjudicator's REVIEW SCHEDULE REPCORT on the appropriate
set of files, and wrap an elastic band around the files..

Distribute the files to the adjudicators and give copies of REVIEW SCHEDULE REPORT
to the Team Leads and managers. Put the appeals registry copy up on the bulletin
broad with the other review reporis.

To process cancellations

1.

2.

3.

4,

If you receive a fax or a telephone request from the client or their representative and you
still have the file at your desk then cross it off on the copy of the REVIEW SCHEDULE
REPORT and put comments in the ADP/IRP system.

In ADP, Comments, enter appropriate comment. On Review tab, for Review Type,
select Cancelled. (this should not be done until after the review see the Note: below)
If the file has already gone to the adjudicator, cross off the review on the copy of the
REVIEW SCHEDULE REPORT located in Appeals Registry.

Notify the adjudicator of the cancellation or if a fax was received cancelling the review
give it to them. H's the responsibility of the adjudicator to cancel with it.

Note: If you cancel before the review date is passed, you may open up a block for that date
by mistake unless you've closed for the raview blocks to reflect 0 as in the section To close
off review bookings. If you haven't, make the necessary adjustments to Schedule
Maintenance before proceeding.

Providing Disclosure to Counsel

When a client applies for a review and they have retained legal counsel to represent them it's
usually noted on the application or the client usually calls to advise if they refain legal counsel or
the client tells you when you phone for prehearing.

The Appeals Registry will make note of these on the file and fax disclosure directly to the lawyer
without need of signed consent from the client.

If a lawyer contacts the appeals registry to request disclosure and there is no note on file from the
client indicating legal counsel has been retained and who legal counsel is we will request signed
consent from the client prior to releasing the disclosure documents.
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Processing Review Extension Applications

The Processing Review Extension Applications procedure consists of the following task:
» To process a review extension application for ADP and IRP prohibition

Under the Motor Vehicle Act (MVA), drivers who are served with a Nofice of Driving Prohibition
(ADP, IRP), are allowed 7 days from the date of service to apply for a review of the prohibition.
The notice served by the police states that drivers must go o a Driver Services Centre (DSC) and
apply for a review and pay the required application fee.

Although the MVA specifies a 7-day limit for applying, the Supreme Court of BC has said the
Superintendent of Motor Vehicles has jurisdiction, to be used sparingly and in unusual
circumstances, to extend this fimit. Drivers may write to OSMV giving the reason(s) for missing
the 7-day limit. An adjudicator will review the letter and decide whether to approve the driver's
opportunity to apply for a review or not.

To process review extension applications for ADP and IRP

1. A letter is received from the client giving some indication that the 7 day limit was missed to
apply for a review. The letter usually references a DL or IRP so 'l be easy enough to find
but if not yous'll have to do a search under the client’s name to find it either in driver's or the
ADP//I system.

2. Print existing disclosure (from ADPN/ if the disclosure is available) and make up an
appropriately coloured file folder. Write “Review Extension Request’ in bold on the cover.

3. Goto: W:\Appeal Registry\ADPVI\Schedule\2012 ADP IRP Schd and assign the file to the
next available adjudicator dedicated to doing these files (the rows will be highlighted to
indicate these adjudicators). Enter the number of file{s) you gave to the adjudicator for that
day.

4. Inthe ADP/VI system, add a comment stating a review extension letter has been received
and given to an adjudicator to respond with the adjudicator’s initials.

5. If the adiudicator approves the review or has sent a letter with the information shest
requesting further information, the file will be put in the review extension tray in the Appeals
Registry. The driver will be given a date to respond.

6. If a letter is received and it appears it is in response to the adjudicator's further letter in step
5, check the comments in the ADP/IRP system to confirm and then get the file from the
review extension tray in the Appeals Regisiry. Add a comment stating a further letter has
been received and give the file to the same adjudicator that wrote the letter.

7. W areview is approved the Appeal Registry will be contacted by a DSC clerk when the client
attends the office to book and pay for a review. In ADP/VI, check the comments box in the
driver's file to verify that it's OK to schedule a review and is within the dead line given by the
adjudicator, get the file from the review extension tray (the letter from the adjudicator is in the
file so double check a review was approved and check the date).

8. If the RDP status codes have been added to the DL as a result of this incident then you need
to email the RDP unit {Carolyn and Paul) and advise that a review extension request has
been approved and the RDP/HP requirement needs to be deferred until the outcome of the
review.
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9. For an ADP or IRP schedule the review using the schedule maintenance system. Ask the
DSC clerk o fax the application to the Appeal Registry and add your comments to state that
you booked the review for the DLC. For ADF only continue to step 10 for IRP proceed to
step 14. (note: the IRP stays in effect throughout the review process)

10. For ADP's only, check Driver's. If the ADP is pending on the DL, amend the ADP in XS to
reflect the new prohibition effective date, which will be 8 days past the scheduled review. The
driver may have a temporary DL up to and including the date before the prohibition effective
date. (Note: the Notice of ADP is the driver's temporary DL only for the 21 days past the
service date so if the time period is over these 21 days then the client will need a temporary
DL issued)

11. If the ADP is already in effect, in Drivers amend the DL in XS (remove the ADP, 2 year
licence and $250 reinstatement fee status codes) and in SUS (end the ADP the date the
client attended the DLC to make application). This will reflect a 'stay’ of the ADP until the
outcome of the review.

12. Prepare an OSMV status update requirement form to uncancel the DL and restore DL expiry
and licence type, indicate it's urgent, and fax to ICBC Adjudication.

13. Advise the DLC clerk to issue a temporary DL to the client for 7 days past the booked review
date (provide the date to the clerk). ICBC will need to uncancel the DL before this can be
done.

14. In ADP/AVI, add comments in the driver's file indicating ali the actions you're taken. (if the
client has served some days of the ADP indicate the days served and the days remaining on
the prohibition term).

15. For ADP only, if the client has served part of the prohibition, go to: W:\Appeal
Registry\ADPVi\Scheduling Forms& adpVi checklists\ ADP approved Seger's
adjudicator info sheet and print it off. Fill in the blanks with the appropriate information (this
sheet informs the adjudicator if the review is unsuccessful that the client has aiready served
days of the prohibition and must serve the remaining days.

16. When the application comes in give it and the file to the intake agent handling the files for the
review date.

17. The date the adjudicator must have the decision sent by is 7 days from the review date.
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Prohibition Impersonations

The Impersonation procedure consists of the following task:
+ To process notice of impersonation

if a driver has been impersonated by another driver regarding an incident under one of OSMV's
programs, we will be advised by fax letter from a police officer or from ICBC. OSMV will need
official documentation from the officer before proceeding. The documentation will need to provide
driver information of the victim and information related to the incident, and may or may not
provide information of the correct driver.

Note: For an ADP the officer may reserve the prohibition. For an IRP the officer cannot ‘reserve’
the IRP onr the correct person. |f the DL information is provided then we ensure the IRP and any
associated fees or RDP status codes are added.

To process notice of impersonation

Perform this task when a fax or letter is received from the police on official letterhead or police
supplemental report indicating that an impersonation has occurred with details of the victim
{name, DL number, IRP/ADP/UL number). '

1. Make up appropriate coloured file folder {RP/ADP, or UL). Write on the side tab the
corresponding IRP, ADP or UL number and write "IMPERSONATION" on the cover.

2. Print all documents and place into the file.
3. InADP Vi, press ADP.

4. If ADP, enter the ADP number without zeros. If IRP, enter the iIRP number beginning with
“24” or “30” for UL {do not include the last greyed out number).

5. Press Search, Open.
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Proceed and prrtt sl Disclosure Documents?
Prrding will {ake one to several minutes.

8. Press Yes. The faxes will print.
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Yo mace Daciomss Documents 1o 240

9. Press OK.

10. In Drivers, on the victim's DL number, in XS and SUS, remove the associated codes (IRP,
ADP, or UL) for the date of the incident only (XS and SUS screens are shown befow).
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11. Fax ICBC Adjudication Unit a system update sheet ICBC to uncancel the DL in PRE and
restore DL expiry & license type in FUD, remove from contraventions and tick off the
impersonation box {put this and the fax confirmation sheet in the file). Ensure DL is updated)

12. Prepare lefter to victim W:\Appeal Regist \ ADPVIAILIRP ADP UL letters
201 2\Tempiates\ADP IRP impersonation.

13, Customize the letter for the ADP, IRP, or UL. Print 2 copies and an envelope. Place one
copy in the file and mail a copy to the victim.

14. For IRP only(if ADP go to step 18): if police report indicates the ‘correct’ driver DL information
then delete the IRP under the victim’s DL from the ADPA/I system and reenter IRP info under
the correct driver's DL. {note: for ADP only, the officer can reserve the correct driver).

NOTE: once you delete the file from the system the fax documents automatically go back into the
fax server to the top so you have to be quick to link them to the new correct driver because
they will be linked again to the victim driver and you'll have to delete again eic.

15. For IRPVADP, if RDP/IIP status codes are on DL email RDP unit to advise of impersonation
and to remove them and add the RDP/IIP to the new correct driver.

16. Add appropriate IRP status codes to the correct DL and cancel DL if required.

17. ¥ ADP only, send 'action email’ to Team Lead regarding the impersonation and the ADP has
been removed from victim DL and now the correct driver can be served a new ADP.

18. If the letter from the police isn't linked to file already put it through the fax server so the
document is linked to the appropriate file.

19. In ADP//I, make clear and concise comments (if IRP has been added to correct driver refer
to victim’s DL info).
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ADP#: 26157675 |

20. Ensure all the changes are completed to the driving record by both RDP and ICBC.
21. Put all documents in the file and file in the cabinets in the front reception area.
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Entering Prohibitions on Driver’s

The MOC team links documents from the fax server and sometimes they come
across an ADP, IRP or UL that can’t be updated to the driver’s system. An OSMV
system update requirement form is completed and given to the Appeals Registry to
add to the driving record. If the client hasn't paid the fee(s) associated with the IRP
or UL a letter needs to be sent to client advising fees need to be paid or DL will be
cancelled.

10.

1.

12

13.

Add IRP to driver's

Cancel DL

Create and send fee paid or be cancelled letter to client
Update the BF log

You will be a given system update sheet from the Team Lead.

Bring up the IRP in ADP/VI, go to the faxes and bring up the Notice o confirm the driver and
the term of the IRP.

Enter the DL in the driver's system.
Review the DL to ensure the prohibition is not already.

Note: the client may have already attended the DLC to reinstate DL after serving a 3 day IRP
and the DLC rep has added i to the DL. If this is the case, ensure the term of the IRP (start
and end date) and the cancelled Dl date is correct and the client paid the appropriate fees
regarding the prohibition. Go to step 9 if the cancelled date is wrong ~

if the prohibition is not on the DL but it appears the client may have reinstated their DL (free
duplicate, renewal etc.) around the time of the end of the prohibition and didn't mention it to
the DLC rep and didn't pay the fees for the prohibition. You will need to add the prohibition to
the DL in SUS only, don't cancel the DL because it will cancel the Jicence that was just
reinstated and proceed to step 10.

if the prohibition is not on the DL and the client hasn't reinstated DL go to XS and enter the
appropriate status codes for the term of the IRP. Note that you won't need to enter the code
in this section for the IRP if the prohibition is over.

in SUS enter the start and end date of the IRP.

in CAN cancel the appropriate licence (usually the last one in the list) using the start date of
the IRP.

If the DL cancelled date is wrong go to PRE and modify and cancelled date. (Follow these
instructions: under the calumn TXN take the cursor down to the row you need to modify and
press M and enter. The row will come up to the top of the section to enable you to tab over to
the cancel date column and modify the date then press enter)

if the client has reinstated DL but didn't pay the fees associated with the prohibition z letter
needs to be sent to the client to advise these fees must be paid or the DL will be cancelled.
Go to: W:AAppeal Registry\ADPVIIRP and UL no fee cancellation letter\ IRP
Cancellation Letter Template. Enter in the appropriate information for the client you are
addressing.

Save the letter under: W:\Appeal RegistrylADPVINIRP and UL no fee cancellation
letterlRP lefter\2012 letters (IRP number and client last name)

Print 2 copies of letter and an envelope. Mail one to the client and keep the other at your
desk in the file to bring forward in 2 month’s time,
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14. Print off the faxes associated with the file and put the letter and documents in the appropriate
coloured file folder.

15. Add comments to the IRP on the ADP/M system like: “client reinstated DL without paying the
fees, letter sent to client to advise if fees not paid DL will be cancelled by ‘this date- file
created.

16. Go to: W:\Appeal Registry\ADPVIIRP and UL no fee cancellation lettertiRP UL
Cancellation Log and add the information to the log.

17. Keep the file at your desk to bring forward (BF) in the month's time. At that time bring up the
client's DL to check if the fees have been paid. If they have not cancel the DL and go to XS
and add the status codes for reinstatement fee and penalty fee for the appropriate IRP.

18. Add your comments to the ADP/VI system either indicating the client paid the fees or didnt
and you cancelled the DL.

19. File to be put in the cabinet in the front reception.

Procedure: Appeals Registry —IRP Cancellations v1 Page 2
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Preparing Judicial Review File for Legal Services Branch

The Preparing Judicial Review File for Legal Services Branch{LSB} procedure consists of the
following tasks:

« To prepare file for LSB

» To update ADP system

« Toscan and send file contents o LSB

+ Section to defer RDP and fees only (files refated to the Siva case)

If drivers are unsuccessful in their appeals of their administrative or immediate roadside driving
prohibitions, they have the legal right to apply for a judicial review of the decision with the
Supreme Court of British Columbia. The driver retains a lawyer or does it themselves in a rare
case and files a Notice of Petition in the Supreme Court of British Columbia. The judicial review
comes to OSM\V's attention from LSB. The first step is to prepare a file for LSB.

To prepare file for LSB:

1. When you receive an emai from LSB (the email is usually addressed to the PSSG OSMV
Jr Petitions Team which includes several people in OSMV and LSB), usually with a copy of
the petition to the court and request for the file contents. (Request a copy of the Petition if
not provided in the email)

2. Open ADPMVI and press ADP.

3. Enter the ADP# or IRP# from the email. Press Search.
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Cancel”

5. Press the Review tab.
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6. Check the review tab to see if there was a review and if so get the file from the cabinet at
front reception using the date of service of the ADP or IRP- f it's not there then it will be
offsite and you must request it, go to: W:\StafiOffice Support\ Flle Box and Document
Request Spreadsheet and enter the required information for the column headings. Email
LSB to let them know file is offsite and you'll respond once you get the file.

7. If there wasn't a review go to faxes and print off the documents.

8. Once you have the file place all documents in chronolegical order. The file should
include:

+ The disclosure (application, police documents, ASD info sheet, etc.) faxed to the
lawyer incliding fax cover sheet and fax confirmation sheet.

if there's no lawyer all the police documents and application for review
Submissions received from the lawyer or applicant

Any other related correspondence

The Adjudicator's decision letter including fax confirmation sheet

9. Scan the entire contents of the file to yourself and then copy it as an attachment to your
email response to LSB. (if there wasn't a review advise 1.SB of this)
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To update ADP system:
1. In ADP system, press the Comments tab.

s.22
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2. Press Add.
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3. Add comments — which should read something like: Petiion to the court received on
DATE - file contents scanned and sent to Legal Services Branch. Press OK. The
Comments screen will reappear.

4, Place the file in the pending judicial review file bin drawer for petition received only.

5. After six months or so if nothing further has been received follow up with LSB by email. if
no action is required send the file off site.
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Defer RDP and monetary fees only

We will receive an email from Legal Services with a petition attached or a letter
from Legal Services sent to the client's counsel indicating the driver doesn’t want
to stay the prohibition but wants to jump on the constitutional bandwagon. In
these cases OSMV has agreed to defer all monetary requirements (RDP/IIP) and
fees related to these requests once the IRP has been served. in some cases
there's hasn’t been a review so you'll need to print the faxes from the system,
scan them and send them to Legal Services. The RDP unit will do their part and
remove their status codes if applicable.

1. Get the file from the cabinet in the front reception or if necessary create a new file.

2. Go tothe driver's systems and enter the DL for the client. Go to XS and remove the
following:

TXN TYPE: enter 'r (for remove)
STATUS CODE: enter 00050 2 year short term
EFFECT DTE: enter the effective date as shown on the last line of text on the screen

TXN TYPE: enter 'r’ (for remove)
STATUS CODE: enter 000ST reinstatement fee
EFFECT DTE: enter the effective date as shown on the last line of text on the screen

TXN TYPE: enter 'r’ {for remove)

STATUS CODE: enter the status code for the {RP penalty fee(3, 7, 30 or 90days)
EFFECT DTE: enter the effective date as shown on the last line of text on the screen
PRESS ENTER

3. Fax a status update sheet to ICBC to uncancel the DL, restore the DL expiry & licence
type and remove from contraventions.

4. In the ADP system under the appropriate IRP print off all the faxes and add comments
like the following:

The prohibition has ended - Letter received from LSB which indicates the client has been
advised the RDP/IIP requirements, plus the penalty and reinstatement fees have been
put on hold. ICBC has been faxed the system update form to restore and uncancel DL.
Client can now obtain a free duplicate DL if applicable under ICBC quidelines.

5. Put the file in the judicial review progress file section with the other files under FEES &
RDP DEFERRED'.

8. NOTE: in some cases the client has completed the IRP, the RDP requirement and
installed the ignition interlock in the vehicle. The RDP until will do all the driver's system
work because the client already holds a valid DL. The appeals registry doesn't need to
anything except get the IRP file and put it in the appropriate section for future reference.
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Receiving Notice of Stay of Driving Prohibition

The Receiving Notice of Stay of Driving Prohibition procedure consists of the following tasks:
« To prepare file label and worksheet

To update Drivers system

To remove a pending ADP from the DL

To remove an ADP or IRP already in effect from the DL.

To request a status update from ICBC

To update ADP system

To update tracklog

To send CPiC Updats Notice to the police

To process a further stay of prohibition

To update the file and return to JR section in the appeals registry

- L] - L ] L] - - . -

To prepare file label and worksheet:

Once OSMV is notified by the Legal Services Branch (LSB) that a stay of driving prohibition has
been received, a judicial review file is opened. A copy of the order staying the prohibition will
usually be received by email from LSB. The RDP/IiP unit is also included in the email from LSB
and RDP will be dealt with directly by the RDP unit.

1. Get the file from the JR section in the Appeals Registry if we have already received the
petition to the court and sent file contents to LSB - comments in the file will indicate it this
has been done. If not you'll need to get the file from the cabinet in the reception area or
request it from offsite. Respond to the email to say you'll deal with it so everyone in the
appeals registry knows.

2. Go to w:\Appeal Registry\Judicial Review\Labels and open the file "LABELS”.
3. Create a file label with the following information:

¢ LAST NAME, first and middie names
DL#
o ADP#or IRP#

s.22
ADP#00-2289550

4. Print the label and put it on the tab of the file folder.

5. Goto wi\Appeal Registry\Judicial Review\Blank Letters_PSSG\JR TEMPLATES and
open the file "1™ Judicial Review Worksheet".

Note: A macro will start and a series of boxes will display requesting information to print on
the worksheet.
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6. Create the worksheet inserting the following information as requested. You may have to
modify the sheet since it's a old version and some of the information is no longer
required.

Name

DL#

ADP# or change to reflect IRP#

Date prohibition served

Effective date of prohibition

Date of stay

Number of days of prohibition served {use Julian calendar)
DL seized (Y/N)

Name of review adjudicator

Name and contact information of the lawyer

13t Judicial-Raview-Worksheety

1

3
Hame - s.22 ~  ADP=00.228958Y
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j?e-;sew canduced- Lyl - v Aduicaer

Ooras o O wmirrane

E
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7. Print the worksheet and attach to the inside front cover of the fite.

To update Drivers system:

1. In Drivers system, enter the driver's DL# and press Enter.
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2. Inthe entry field in top left, enter XS [DL#] and a space. Press Enter.
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3. Add the following information:
» TXNTYPE: a
» STATUS CODE: 0OPJR (ADP) or OPJRI {IRP) (first digit is a zero)
« EFFECT DTE: (date stamp on consent order)
s REVIEW DTE: (leave default)
4. Press Enter. The following screen will display indicating that the driver’s record has been
updated successfully with a pending review status.

To remove a pending ADP:
If the prohibition has not taken affect, remove the PENDING ADP from the Drivers system.

1. inthe entry field in top left, enter X8 [DL#] and a space. Press Enter.
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2. Enter the following information:
» TXNTYPE: enter 'r’ {for remove)
s STATUS CODE: enter either 0941a (blow over) or 0941b (refusal to blow)
+ EFFECT DTE: enter the effective date as shown on the last line of text on the
screen :
3. Press Enter and verify the pending ADP has been removed

Procedure: Judicial Reviews — Receiving Notice of Stay of Driving Prohibition = vi Page 5

Page 32
JAG-2012-02379



Office of the Superintendent of Motor Vehicles — Intake Agent Procedures Manual 4.2

To remove an ADP or IRP already in effect:

1.. For IRP or if the ADP is in effect} remove the status codes from XS.
Enter the folfowing information:
TXN TYPE: enter 'r’ {for remove)

STATUS CODE: enter the status code for the IRP (3, 7, 30 or 90 days)
s EFFECT DTE: enter the effective date as shown on the last line of text on the screen

s  TXN TYPE: enter 'r’ {for remove)
s STATUS CODE: enter 00050 2 year short term
« EFFECT DTE: enter the effective date as shown on the last line of text on the screen

s  TXN TYPE: enter 'r' (for remove)
» STATUS CODE: enter 000ST reinstatement fee
« EFFECT DTE: enter the effective date as shown on the last line of text on the screen

s« TXN TYPE: enter ‘r’ (for remove)

s STATUS CODE: enter the status code for the IRP penalty fee(3, 7, 30 or 90days)

» EFFECT DTE: enter the effective date as shown on the [ast line of text on the screen
Press Enter

2. Inthe entry field in top left, enter SUS [DL#] and a space. Press Enter.

Find the applicable prohibition you want to stay and on this fine under TXN enter M to
modify and press enter. In the END column enter the date of the stay (the date indicated
by the Judge not the stamped date).

3. Complete an OSMV System Update Requirement form to uncancel DL and under FUD
restore DL expiry and licence (if there are no other prohibitions}).

4. Fax the system update form to ICBC Adjudication Unit (604-978-8005).

5. Wait until ICBC has updated the system, then check that all requested changes have
been made.

&. In ADP system, press the Comments tab.

Ci s F 20-NeZ0AT
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7. Press Add.

Hew Comment for ADP# 202383
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4.2

8. Add the following comment "Pending judicial review — consent order received dated
XX — Stay prohibition up to and including XX (date} — Client has served ## of days and

has ## days remaining. Client may attend the DLC to get a FREE DUPLICATE

DRIVER'S LICENCE under ICBC’s guidelines.” Press OK. The Comments will reappear.

Press OK.
9. Press Print.

10. For IRP we must send a CPIC update to the police. Go to: TAADP-VI\CPICUpdate
Template and enter the appropriate pertaining to the file and the police information. Get
the correct fax number from W:\Appeal Registry\CPIC — Police Fax Sheet and fax to
the police detachment. Put the fax and fax confirmation sheet in the file. You'll receive a
copy back from the police confirming it has been done and add this to the file as well.

11. NOTE: In the rare case a consent order is received for an IRP within 30 days from the
service date check to see if there is a VI because it's likely the vehicle in still impounded
and you must release it. Contact the registered owner {RO) to advise who may also be
the driver so advise LSB of this and either LSB will advise the client's counsel or get a
phone number for the RO so the appeals registry can contact the person directly. On
order of release is sent to the Impound Lot and OSMV will paying towing and storage up

to including the date of contact.

To update fracklog:
An Excel track log is used to track stays of prohibition and other court decisions.

1. In Excel, open W\Appeal Registry\Judicial Review\ Judicial Review Tracklogs\New
JR Tracklog July 2012 and enter and save the required information. (note the sample

below is not the correct one)
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To process a further stay of prohibition:

A further order staying the ADP/IRP may be received by email from the Legal Services Branch.
For more information on each of these steps, see the tasks above.

1. Get the file from the judicial review from the JR area in appeals registry.

2. Update the Judicial Review Tracklog {see "To update tracklog} indicating the date of the
new order and when the prohibition is stayed to in the comments section.

3. Update the ADP/VI Comments screen to indicate the date of the new order and when
the prohibition is stayed to.

4. If the court order was not sent, request a copy from LSB. Update Comments in the task
list that you have requested a copy of the court order.

5. Check Driver's system ta ensure client has a valid DL as it may have expired. lf client
doesn’t have a valid DL you may address this in your email to LSB.

8. Send a reply to all to the original email stating if this is the case: ‘DL has been updated
and the client may attend the DLC to get a free duplicate DL under ICBC. guidelines’ or if
there is an issue with the client's DL address this in the email.

7. Update worksheet on left side of file with new stay information.

8. File the judicial review file in the JR area in the appeals registry.

NOTE:

In the rare case where a client has gone through the JR process and was
unsuccessful in a rehearing they may proceed to another Notice of Petition.

We will receive an email from LSB advising of this and you will need to go to the
appropriate procedures fo start the process again.
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Driver Loses Judicial Review

The Driver Loses Judicial Review procedure includes the following tasks:

To update file

To request a system update from ICBC

To prepare letter advising the driver that the prohibition was reimposed
To update Drivers system

To update ADP system

To update tracklog

-« = ® s ¥ w

OSMV is notified of the results of a judicial review by email from Legal Services Branch.

To update file:
The first step is to update the file with the results of the judicial review.
1. Get the file from the pending judicial review file area in the appeals registry.

2. Print a copy of the email for the fils.
3. In Drivers system, enter the driver's DL# and press Enter.

4. Check the worksheet at the front of the file to confirm that the number of days the
prohibition was stayed is correct. Subtract the number of days already served from 80
days for ADP and 91 for IRP to determine the number of days remaining to be served. Do
your workings on the worksheet.

5. Inthe Comments box on the worksheet, indicate the date the order was vacated,
expired, or abandoned (as appropriate).

6. Mark on the worksheet (middle box) the start and end dates of the prohibition. Use the
Julian calendar.
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To prepare letter advising the driver that the prohibition was reimposed:
1. Goto w:\Appeal Registry\Judicial Review\Blank Letters_ PSSG\JR TEMPLATES2
and select the most appropriate lefter for the circumstances.
2. Create the letter inserting the required information.
Put your initials at the bottom of the letter.

4. Check the letter over and make any required changes. Print two copies and an
envelope.

5. Save the letter to w:\Appeal Registry\Judicial Review\JR Letters current year. Name
the letter as follows: ad [adp# or irp# number] [last name] [type of letter]

ad

6. Mail a copy of the letter to the driver and place a copy in the file.

7. Prepare a fax cover sheet and fax a copy of the letter to the lawyer. Put the fax and
transmittal sheet in the file.

To update Drivers system:

1. In Drivers system, enter the driver's DL# and press Enter.
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4.3
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2. Check to see that the prohibition has been reimposed.
3. Inthe entry field in top left, enter XS [DL#] and a space. Press Enter.

4. Add status codes to the DL for ADP or IRP to reimpose the balance of remaining
prohibition term.

TXN TYPE: enter 'a’ (for add)

STATUS CODE: enter the status code for the ADP (90 days)

REVIEW DTE: the end date of the ADP

TXN TYPE: enter ‘a’ {for add)
STATUS CODE: enter the status code for the IRP (90 days)

REVIEW DTE: the end date of the IRP

e TXN TYPE: enter 'a’ (for add) _
¢ STATUS CODBE: enter 00050 2 year short term
« EFFECT DTE: enter the effective date

o TXN TYPE: enter ‘a’ (for add)
o STATUS CODE: enter 000ST reinstatement fee
« EFFECT DTE: enter the effective date

TXN TYPE: enter ‘a’ (for add)

EFFECT DTE: enter the effective date which is the date on the court order

EFFECT DTE: enter the effective date which is the date on the court order

STATUS CODE: enter the status code for the IRP penalty fee(90days)

¢ FEFFECT DTE: enter the effective date
» PRESS ENTER
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5. Inthe entry field in top left, enter SUS (DL#). Press Enter — A (add) the remaining
baiance of the prohibition. Enter the prohibition status code of the ADP or IRP, the start
date of the reimposed prohibition and the end date.

6. inthe entry field in top left, enter CAN (DL#). Press Enter. The cursor will automatically
go to the correct field. In this field enter the date of the reimposed prohibition, press the
down arrow to the appropriate line of the licence you want to cancel (this should be the
duplicate DL the client received at the time of the stay of the prohibition) and enter X,
enter.

7. Remove the pending judicial review status:

e TANTYPE: T
» STATWUS CODE: 00pjr or Opjri(first digit is a zero)
e EFFECT DTE: (effective date)
» REVIEW DTE: (leave default)
8. Press Enter. The screen will display indicating that the driver's record has been updated
successfully. Print the screen and place in the file.
9. Advise the PSSG OSMV Jr Petitions Team by email that the IRP/ADP has been put on
the DL for the remaining term of the prohibition and a reminder to RDP/IIP to add their
status codes etc.

To update ADP system:

1. In ADP system, press the Comments tab.

s.22
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2. Press Add.

3. Inthe Add New Comment screen add comments like: “[Date} - Notice of
Discontinuance or what it is (see the court document) — Prohibition reimposed XX
date - XX date (XX days to serve), letter sent fo client, faxed lawyer, DL updated
updated and the JR team emailed. Judicial review file completed and closed.”
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To update tracklog:
An Excel track log is used to track stays of prohibition and other court decisions.

1. In Excel, go to W:\Appeal Registry\Judicial Review\Judicial Review
Tracklogs\NEW JR TRACKLOG JULY 2012 and enter information under the

appropriate client.
2. Save the changes and exit.

3. Place the file with the cther completed judicial reviews in the front reception area.
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Superintendent Loses Judicial Review

The Superintendent Loses Judicial Review procedure includes the following tasks:
« To update Drivers system

To prepare letter advising the driver that the prohibition was removed

To refund the review fee

To update ADP system

To update tracklog

QOSMV is notified of the results of a judicial review by email from the Legal Services Branch.

To update the Drivers system:

1. Print a copy of the Legal Services email for the file.

2. et the file from the pending judicial review section in the appeal registry.

3. Inthe Drivers system, enter the driver's DL# and press Enter. (Since there likely would
have been a stay of the prohibition and the client shouid have a valid DL there shouldn't
be prohibition status codes in XS).

4. Go to XS and remove the following information: {and any other codes applicable to the
prohibition if any) :

o TXNTYPE:r

s  STATUS CODE: 0OPJR (ADP)} or OPJRI {IRP) (first digit is a zero)
o EFFECT DTE: date on system

o  REVIEW DTE: (leave defauit)

Press enter and F3
5. Inthe entry field in the top left, enter SUS and press Enter.

-5 R8I | I min Rows  CAliE ‘,51’

8. Find the applicable prohibition you want to delete and on this line under TXN enter R to
remove and press enter twice.
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7. Check to see if the client has a valid DL from the stay. If it's expired or such address this
in the letter.

8. Go to the main screen and press PRT fo print a copy of the driving record and place in the
file.

To prepare letter advising driver that the prohibition was removed:

1. Goto w:\Appeal Registry\Judicial Review\Blank Letters PSSG\JR TEMPLATES2 and
select the most appropriate letter for the circumstances. You may need to amend the
information to address the situation — use your discretion.

2. Create the letter advising the driver of the circumstances and that the prohibition has been
removed from the driver’s record. Print two copies of letter plus envelope.

3. Save the letter o w:\Appeal Registry\Judicial Review\JR Letters current year. Name
the lefter as follows: ad [#adp or #irp number] flast name] {type of letter]

Rags7riocul faven
to ® 7 vama

s.22

9y Moo

& 0 e Sontraty Pan

# 57 Sureans Tepupmat Pradt
# (3 Covmime Yoarw

4. Mail a copy of the letier to the driver and place a copy in the file.

5. |f applicable prepare a fax cover sheet and fax a copy of the lefter to the lawyer. Add to
file with fax transmission sheet.

6. Advise the PSSG OSMV Jr Petitions Team by email that the JR was in client’s favour.
7. H ADP only the review fee should be refunded - refer to next section.

To refund the review fee for ADP only:

1. Goto w:\Appeal Registryl\ADPViAScheduling forms&adpVi: checklist and open
‘Refund form.”
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4.4

Neweraber 3. 20678
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2. Fill in the form online to refund the review fee to the driver. Print two copies of the form

and exit. ‘
3. Make a photocopy of the ADP application and

4. Put the second copy of the refund form and the review application in the Team Lead's

inbox to process.
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To update ADP system:

1.

In ADP system, press the Comments tab.

s.22
H

lmsw;, s t:t}mménss : '._”'_;:"«"eﬁ%.
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Press Add.

4.4

inthe Add New Comment screen, enter “[Date] - Order received ~ [Describe what

happened]. Letter sent to client, faxed to lawyer, systems updated, review fee
refund initiated (for ADP only). Judicial review file completed and closed.”

Moy, 2947 « Order .recez-aezz - Judes declared 8 nufdy. Hnis o7 rregaved from grieing record. Letter sast client,
-1 faxed lavweyer syalems updaled. revisw Tes refund initated, .’U icial revigws T completed and cmea:l

"OK. - Canf:ei. i
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To update tracklog:

An Excel track log is used to track stays of prohibition and other court decisions.

1. In Excel, go to W:\Appeal Registry\Judicial Review\Judicial Review Tracklogs\NEW
JR TRACKLOG JULY 2012 and open the file.

2. Find the prohibition information and add comments to indicate a description of the court
decision and file closed etc.

3. Save the changes and exit.
4. Place the file with the other completed judicial review files at front reception.
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Court Orders Re-hearing

The Court Orders Re-hearing procedure includes the following tasks:
+ To set up the re-hearing and prepare the re-hearing sheet
» Toupdate ADP system comments
- To print ADP review decision screen

OSMV is notified of the need for a re-hearing with an email from the Legal Services
Branch {LSB) office.

If the judge did not specify that the original adjudicator must re-hear the review, the file is
given to another adjudicator.

To set up the re-hearing:

1. Print a copy of the email from LSB and consent order for the file.
2. Get the file from the JR section in appeals registry.

3. Check the Schedule Maintenance system to arrange for a review date and time
in the future. Usually the consent order indicates the decision must be made
within a certain time period of the date on the order. Make sure you leave
enough time for disclosure to be received, the lawyer to review it and make
submissions, and for the adjudicator to make a decision.

4. Once you have a general date and time, contact the lawyer to arrange a specific
date and time for the review. Advise that you will confirm the date and time by
fax, and that you will send a copy of the disclosure documents.

NOTE: if the prohibition is still in effect on the BCDL the client may have a
temporary DL up to and including the end of the date the decision must be made.
You can advise the client's counsel of this but also add it to the fax cover sheet
and ensure you make comments in the file to let ICBC know. Referto the
procedures for: 4-2 Recelving Notice of Stay of Driving Prohibition v2 To
remove an ADP or IRP already in effect on the DL

5. Make a screen print of the ADP screen and the review decision screen and (see
To print ADP review decision screen) and mark on it "First Review — DO NOT
DESTROY”, and place it in the envelope with documents from step 7.

6. Make a copy of the disclosure documents from the first review because these will
be used as disclosure for the rehearing. Place the original first review disclosure
documents, submissions, decision letter, and any other material reiating to the
judicial review into a brown envelope and mark it “First Review — DO NOT
OPEN.” Put IRP or ADP number on the front, client's name and counsel, new
review date and time and the adjudicator conducting the review when advised.

7. Prepare a pink re-hearing sheet, go io W:\Appeals Registry\Judicial
Reviews\Blank Letters_PSSG\JR TEMPLATES and open the file “Adjudicator
re-hearing form judicial review form.doc. {It can be print it off and handprint the
information)

8. Add the applicant's name, ADP/IRP#, the lawyer's name, the date and time of
the review, and the new prohibition date if review is unsuccessful.
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8. Print a copy and exit without saving. Staple the re-hearing sheet to the outside of
file cover.

10. Prepare the fax cover sheet. Go to W:\Appeal Registryl\Judicial Review\RE-
HEARING FAX COVER Sheet and open file —Per Kathy and 1.SB on Jan 26/11 -
for IRP — disclosure is to include VI documents (if the vehicle was impounded
and we have the documents) if it was not included the first time and are part of
the page number count. Note: if the IRP is prior to June 15/12 and disclosure in
the file includes the ASD info sheet from February 2011 replace it with the ASD
info sheet from August 2011- go to: W:\Appeal Registry\ADPVI\Scheduling
Forms& adpVi checklists\ Superintendent's Report on ASD's August 2011

11. Fax the disclosure documents to the lawyer.
12. Place the faxed disclosure documents and the fax confirmation sheet in the file.

13. Go to W:\Appeals Registry\Judicial Review\Blank Letters_PSSG\JR
TEMPLATES and open the file Amended Adjudicator information on
Rehearing.dot. Complete the re-hearing frack sheet with information on the file.

ADJUDICATOR PLEASE READ-THiS-|
PLEASEKEER WITHFILEY

8
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Applisanthas aleeady saeved: days-of tha sronditian.  days sermarmg o 1a7ve 9

f profrbmon goes o effect the-effectve date i —. Confem datas §

Heed to-emand the-last secten-of thaletter 15 indimate that days already served days remiaining tysenve ¥
1

cevace

Ftharefsre confm yoUF dTvng prondition, a5 required by 5 93 §ofthe-Meiorrehoie®lal Youare:
prohitdad from driving fo days However 33 you have slreedy served daysof your grohabiiog, you-
Frusd $er e the remanreiy dass. Yaur drving fwohditon commences  Due o s profvbden. the
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nsurarsa Corporatisn of Bossh Dotumg §

1 5 Nasess Ay thal yourSurrendar any drivers inenes in yaur poases san-to-thed mag anics Cormparaton of-
Bnosh Sofumbia, FO Bex- 3750, Victona 80, VBV IY3R

n
AP ReviewDecision TARY
5§

oy ata 8 citit s

¥+ Wnder-Dacision:-Enter-Dacision Resulff
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14. A macro will guide you through a series of questions. Check the sheet, make any
required changes, and print a copy. (Make changes fo reflect IRP info (section
of the MVA)). Close the file without saving. Staple the sheet to the inside front
cover of the file.

15. Update the ADP Comments screen (see “To update ADP system”).
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16. Give the file with the brown envelope in the file to the Adjudicator Team Lead
who will assign an adjudicator {o conduct the rehearing and give the file back to
you to give to the person preparing the file for the reviews on the day of the
rehearing.

17. In ADP system, press the Comments tab.
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18, In the Add New Comment box, enter comments to indicate that a consent order
was received to rehear the review, spoke to the lawyer and scheduled date and
time. Disclosure faxed to the lawyer. Adjudicator __ has been assigned to
conduct the review.

20. Press Print.

To print ADP/RP review decision screen:
1. Open ADP/VI and press ADP.

2. Enter the ADP/IRP # from the email. Press Search.
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4, Press ADP tab and take a screen print using Snagit.
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6. Take a screen print using Snagit.
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Successful Re-hearing

The Successful Re-hearing procedure includes the following tasks:
« To check ADP system
+» To check Drivers system
+ To update ADP system
+ To update tracklog

Following the re-hearing, the adjudicator returns the file to the Appeal Registry who will
advise the JR Team of the result of the rehearing. The adjudicator should have done
updated all records.

To check ADP system:
1. Open ADP/V! and press ADP.

2. Enter the ADPARP# from the email. Press Search.
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Cancel

4. Press ADP tab.
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6. Verify details of the successful re-hearing.
To check Drivers system:

1. Check the Drivers system to ensure that any statuses referring to the prohibition
are removed. In the Drivers system, enter the driver's DL# and press Enter.

2. Inthe entry field in the top left, enter XS and space and press enter. Ensure
there’s no evidence of the prohibition.

3. Inthe entry field in the top left, enter SUS and press Enter.
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PR{HIBR

4. Check to see if the prohibition has been removed.

5. Ensure the DL hasn’t been cancelled as a result of the prohibition. If so faxa
status update sheet to ICBC to uncancel the DL, restore DL expiry & licence

type.

To update ADP system:
1. In ADP system, press the Comments tab.

2. Check to make sure the adjudicator made their comments and they include
outcome of review and all the follow up actions taken, etc. If not, take the file
back to the adjudicator to do so.
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3. Press Add.
4. Inthe Add New Comment screen, add the file is now completed and closed.

_i‘a_i_ew-{:smmén; for ADP# 238854

Sserkl| A5 [ T
| Office: VICTORIAOSMV. OSMV. .

'} Buccessful Rehearing raview coomigled ngHer sont fo cheny, faxed Bywyer sysiemz usdales. prondiien
reoved fromihe systam, Judiclai review Te compietsd and chsed, |

OK } Cancel |

5. Press CK.

6. Email the JR TEAM @ PSSG OSMV Jr Petitions Team to tet them know the ocutcome of
the re-hearing. include the ADP/IRP#, applicant’'s name, and the date of the re-hearing.

To update tracklog:
An Excel track log is used to track stays of prohibition and other court decisions.

1. In Excel, go to Wi\Appeal Registryl\Judicial Review\Judicial Review Tracklogs\NEW
JR TRACKLOG JULY 2012 and enter information under the appropriate client.

2. Save the changes and exit.

3. Place the file with the other completed judicial review files above the cabinets in
the front reception.
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Unsuccessful Re-hearing

The Unsuccessful Re-hearing procedure includes the following fasks:

To check ADP system

To check Drivers system

To request a system update from ICBC
To update ADP system

To update trackiog

Following the re-hearing, the adjudicator returns the file to the Appeal Registry The first
step is to review the ADP system to confirm that the re-hearing was unsticcessful.

To check ADP system:

1.

Open ADP/V| and press ADP.

2. Enter the ADP/IRP# from the email. Press Search.
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4. Press ADP tab.
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8. Verify details of the unsuccessful re-hearing.

To check Drivers system:
1. In Drivers system, enter the driver's DL# and press Enter.
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SR i Sien Rew? o3

2. Check the rehearing worksheet on the file to confirm that the number of days the
prohibition was stayed is correct.

3. Mark on the worksheet (middle box) the start and end dates of the prohibition.
Use the Julian calendar.

4. Add status codes to DL for ADP/IRP to reimpose for balance of remaining
prohibition term. Add IRP or ADP status codes in XS,

TXN TYPE: enter ‘a’ (for add)

STATUS CODE: enter the status code for the ADP (90 days)
EFFECT DTE: enter the reimposed date of the ADP

REVIEW DTE: enter the end date of the ADP

TAN TYPE: enter ‘a’ {for add)

STATUS CODE: enter the status code for the IRP {90 days)
EFFECT DTE: enter the reimposed date of the IRP

REVIEW DTE: enter the end date of the IRP

TXN TYPE: enter ‘a’ (for add)

STATUS CODE: enter 00050 2 year short term

EFFECT DTE: enter the effective date as shown on the last line of text on
the screen

Procedure; Judicial Reviews — Unsuccessfi! Re-hearing » v1 Page 4

Page 60
JAG-2012-02379




Office of the Superintendent of Motor Vehicles - Intake Agent Procedures Manual

5.

4'7

¢« TXN TYPE: enter ‘a’ (for add)

» STATUS CODE: enter 000ST reinstatement fee

s EFFECT DTE: enter the effective date as shown on the last line of text on
the screen

o TXN TYPE: enter *a’ (for add)

» STATUS CODE: enter the status code for the IRP penalty fee(90days)

s« EFFECT DTE: enter the effective date as shown on the last line of texi on
the screen

« PRESS ENTER

in the entry field in top left, enter SUS (DL#). Press Enter — Add (A} the
remaining balance of the prohibition. Enter the prohibition status code of the
ADP or IRP, the start date of the reimposed prohibition and the end date.

in the entry field in top left, enter CAN {DL#). Press Enter. The cursor will
automatically go to the correct field. In this field enter the date of the reimposed
prohibition, press the down arrow to the appropriate line of the licence you want
to cancel (this shouid be the duplicate DL the client received at the time of the
stay of the prohibition) and enter X, enter.

Remove the pending judicial review status:;

o TXNTYPE:r

+ STATUS CODE: 00pjr or Opjri(first digit is a zero)

o EFFECT DTE: (effective date)

» REVIEW DTE: (leave default)

Press Enter. The screen will display indicating that the driver’s record has been
updated successfully.

To update ADP system:

1.

Procedure: Judicial Reviews — Unsuccessful Re-hearing » v1
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2. Press Add.

3. Inthe Add New Comment screen, enter "Prohibition reimposed xx date - xx
date (xx days to serve) due to unsuccessful re-hearing. Driver’s updated.
Judicial review file compieted and closed.”

1 Brohidzion reimpoged wx dale - X0« 08 D08 ¢av3 o 38rve) G6E 1o unescosasiul re-hearing, Decision fter sant,
sysiem ypdated. Juticiai review fHe -:oméies and ciesed.

Print the Add New Comment screen and place in the file.

Press OK. The Comments tab will reappear.

Press Print.

Email the JR TEAM @ PSSG OSMV Jr Petitions Team to let them know the
oufcome of the re-hearing. This includes the RDP unit so they know to add the

RDP/IIP back on the DL. include the ADP/IRP#, applicant's name, and the date
of the re-hearing

N oo

To update tracklog:
An Excel track log is used to track stays of prohibition and other court decisions.

1. In Excel, go to W:\Appeal Registry\Judicial Review\Judicial Review
Tracklogs\NEW JR TRACKLOG JULY 2012 and enter information under the
appropriate client.

2. Save the changes and exit.

3. Place the file with the other completed judicial review files above the cabinets in
the front reception.
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IRP and UL Cancellation

Cancellations are:
e The DATE (i.e., “The. . . peace officer has reasonable grounds to believe that on
YYYY/MM/DD")
e PEACE OFFICER SIGNATURE {in the ‘Notice’ section approx halfway through the Notice
page)
e Place (“on Tulameen Avenue, at or near Princeton, British Columbia” e.g.)
e REASON FOR PROHIBITION box ticked — {3, 7, 30, 90)
NOTE: aon an IRP the Certificate of Service portion on the bottom of the form is considered a
separate document. Ali the point listed above may not apply to this.

The Cancellation procedure consists of the following task:

To process an IRP and UL cancellation
Update the driver's licence

Create and send letter to client
Release the vehicle

Fax CPIC form to police

To process a cancellation

1. In Drivers, DSP, enter the DL# and press Enter.
2. Confirm that you have the correct driver.

3. If RDP status codes have been added to the DL as a result of this incident then you need o
notify the RDP unit (send email to Carolyn McMorran (RDP team leader} and cc: Paul
Mulholland of the canceliation and advise that the RDP requirement needs to be removed
related to this incident.

4. Remove any indication of the IRP from the driving record. Go to X8 and press Enter.

c:wmmbescmwbaoa'- T TR € T 3P4 min: (Howd  Lol7l A
—example of XS screen only not reiated to IRP
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5. Remove the status codes related to the IRP or UL in XS.

TXNTYPE: r

STATUS CODE: 00050
EFFECT DTE: IRP service date
REVIEW DATE: (leave blank)

TXNTYPE: r

STATUS CODE: 0008T
EFFECT DTE: IRP service date
REVIEW DATE: {leave blank)

TXNTYPE: r

STATUS CODE: appropriate code for IRP 3, 7, 30 or 90 day
EFFECT DTE: IRP service date

REVIEW DATE: (leave blank)

TXNTYPE: r

STATUS CODE: appropriate penalty fee code for IRP 3, 7, 30, or 90 day
EFFECT DTE: IRP service date

REVIEW DATE: (leave blank)

ORIF UL

TXN TYPE: r

STATUS CODE: 12514
EFFECT DTE: UL service date
REVIEW DATE: (leave blank)

And in SUS - remove the IRP or UL

5. ForIRP only {if UL proceed to step 6) prepare an OSMYV status update requirement form,
tick off under FUD restore DL expiry & licence type and in PRE ‘uncancel licence’ and
remove from contraventions. Fax form to ICBC Adjudication. Put form and fax confiration
in file. Foliow up in driver's to ensure the DL has been updated.

6. Review the driving record to check if the client paid the fee(s) to reinstate their DL and/or paid
the penalty fee. This usually occurs with a 3 day IRP where the prohibition term has been
served. If so, these fees need to be refunded. Complete refund form for these fees {one form
can be used for both - DON'T FORGET TO ADD THE $31 ~ this is the fee for the licence
itself — to the total), print 2 copies: one for file and one fo Arnie to process.

7. Go the ADP/VI and bring up the IRP/UL and the VI. The driver and/or the RO may have
applied for a review. Check the review tab in the ADP/VI system to see if the client has
applied for a review because it will need to be cancelled and a refund processed for the
review fee. In that case there may already be & file created so read the comments associated
with the file on the ADP/VI system.
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10.

11

12.

13.

14,

15.

16.

17.
18.

if the vehicle is still in the impound lot you must do all you can to contact the RO (who may
also be the driver) — often the officer puts the phone number of the RO on the RTS but if not
search for the RO's number in 411 and if found call the RO to advise of the release of the
vehicle, if required leave a message to cail back and BF within 24 hours and then try to call
again if need be. If no number listed for the RO, contact the issuing police officer directly to
get a number for the RO. If there’s no contact number available and as a last resort send the
letter to the RO (go to step 12 for path to letter) to advise of the release of the vehicle and
give about a week for the letter to get to the person and state in the letter OSMV wilt pay
towing and storage up to the end of that date. Fax an order of release form MV27138 to the
ILO to release the vehicle on the date indicated in your letter to the RO and tick off the box
stating OSMV will pay for towing and storage for this time.

If the driver is the RO and you have a phone number to contact the client you don't need to
create a letter. Call the client and advise of the IRP and VI cancellation, the IRP has been
removed from their DL and they may attend the DLC to get a free duplicate DL under ICBC
guidelines. The client may also aftend the Impound lot to get their vehicle and OSMV will pay
towing and storage until the end of the day. Fax an order of release form MV2713B fo the
ILO to release the vehicle and tick off the box stating OSMV will pay for towing and storage.
Proceed to step 15.

if the RO is not the driver and you have a phone number for the RC you don'’t need to
create a lefter. Call the client and advise of the VI cancellation due to the invalid reason of
impound and that the client may attend the Impound lot to get their vehicle and OSMV will
pay towing and storage until the end of the day. Fax an order of release form MV2713B to
the ILO to release the vehicle and tick off the box stating OSMV will pay for towing and
storage. Proceed to step 10 o create letier to the driver only.

if you are unable to contact the driver prepare letter to driver. The client’s address is the one
on the Notice.

NOTE: There are several different scenarios to address in the letter so each case must be
addressed individually and you have to change the letter accordingly.

For IRP go to: W:\Appeal Registry\ADPVI\AHl IRP ADP letters 2012\Templates\IRP
cancellation-letter to driver. if the driver isn’t the RO a separate letter will need to go the
RO. Go to step 14 to proceed.

For UL go to: W:\Appeal Registry\ADPVIAII IRP ADP letters 2012\Templates\iUL
cancellation-letter to driver. If the driver isn’t the RO a separate letter will need to go the
RO. Go to step 14 to proceed.

if vehicle was impounded and RO is different than the driver then a separate letter needs to
go out to the RO to advice of the release of vehicle due to the cancellation of the IRP. To go
WiAppeal Registry\ADPVI\AII IRP ADP letters 2012\Templates\iRP cancellation-letter to
RO if not the driver. You will need the change the letter to reflect the scenario. Release of
vehicle is usually the date of the letter.

Print copies of the letter(s) and envelope (s) - a copy of the letter {0 be mailed to the driver
and a copy in each file. Print 3 copies if the driver is the RO for both the IRP and VI files and
one to the client. If the RO was not the driver print 2 copies of RO letter — one for VI file and
one to the client.

Save the lefter(s) to W:\Appeal Registry?\ADPVI\AIl IRP ADP letters 201 1\IRP and UL
Cancellations Change the file name to IRP 20-[number] CLIENT LAST NAME. If driveris
the RO add the VI 20-[number} as well. If RO is not the driver save the separate letiers.

On the system for both the IRP or UL and the VI print all the faxes

Create 2 files folders, one for the appropriate IRP (3, 7, 90 days) or UL and a blue file folder
for the VI. Print off the appropriate fax documents for each. If driver is the RO a copy of the
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IRP [etter will aisc go into the VI file folder. If RO is not the driver the separate letter to the
RO will go into the VI file folder.

18. If applicable and we have complete an order of release form and fax to the ILO. Usually we
will release the vehicle the same date as the client's letter and OSMV will pay the towing and
storage up to this date.

20. If 90 day IRP only you need to fax a CPIC Update Notice to the police detachment. Go to:
TAADP-VICPiCupdateTemplate and enter in the appropriate information. To get the fax
number for the detachment go to: W:\Appeal Registryl\CPIC - Police Fax Numbers

21. Don’t save the form but print off one copy and fax to the police detachment. Put it and the fax
transmittal report in the file. (note: the police will send a confirmation back to you once they
have amended their records)

22. If a review was booked cance! the review in the system under the raview tab.

23. Complete a Refund form for the review fee. Make two copies - one for file and one to the
Team Lead of Appeals Registry with a copy of the application for review.

24. Add comments in both the IRP or UL and/or VI stating each action you tock.
25. Place the file(s) in the appropriate file cabinet in front office.
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