e JOB PROFILE

.\il.-'_.. \ Where lde’clS WOI'k POSitiOn #00044829
TiTLE: RECORDS MANAGEMENT OFFICER CLASSIFICATION: APPLIED LEADERSHIP
MINISTRY: OFFICE OF THE PREMIER WORK UNIT: CABINET OPERATIONS

SUPERVISOR TITLE: CABINET COMMITTEE DIRECTOR SUPERVISOR POSITION #: 0088286

JOB OVERVIEW

Cabinet Operations provides administrative support and advice to ensure Cabinet and its committees function
as effectively and efficiently as possible to deliver government’s strategic plan. As part of Cabinet Operations,
the Records Management Officer provides advice and leadership to the office on the delivery and
implementation of records and information management, while implementing records management
technology transformation initiatives and independently managing information and records requests, including
those that are related to litigation and Freedom of Information (FOI).

ACCOUNTABILITIES
RECORDS MANAGEMENT:

¢ Develops and maintains a records management system (standard, electronic and transitory records) in
accordance with established standards, which includes the classification, storage, security, inventory,
retrieval and destruction of records.

o Develops and enforces strategies, methods and standards to ensure records are protected and disposed of
according to legislative requirement.

e Administers and controls the lifecycle management and disposition of all of the office’s recorded
information and develops and manages the vital records disaster recovery plans.

e Provides advice and support for integrating electronic records systems with existing systems.
e Performs periodic compliance audits and recommends remedial actions.
INFORMATION REQUESTS AND RECORDS RELEASE:

e Manages information requests, including those for litigation, FOI and from the Officers of the Legislature
(e.g. Auditor General).

o interacts with the office requesting information;

o collects responsive material and arranges for release of the material, including review and sign-off
as appropriate; and,

o monitors the progress against deadlines and ensures deadlines are met.
e Ensures that all records transferred to BC Archives are appropriately reviewed and vetted.

¢ Develops and implements search strategies and processes based on a solid understanding of protocols and
requirements to respond to information requests from various sources. For example, develops and
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implements litigation search strategies, ensuring the quality and content of litigation files meet legal
standards, and ensures all litigation documents remain secure.

Identifies and analyzes issues related to specific information requests, and makes recommendations to the
supervisor and Deputy Cabinet Secretary of consequences and alternatives.

Conducts and assists with other records searches as needed.

FOI:

Administers Freedom of Information and Protection of Privacy (FOIPPA) requests by locating all relevant
records and identifying exceptions in accordance with legislative requirements and statutory obligations.

Prepares time estimates applicable to the length of time required to locate and prepare requested FOIPPA
records, and compiles information to support the preparation of fee estimates.

Consults and works with Information Access Operations to coordinate responses to sensitive and complex
cross-government requests.

IMPROVEMENTS AND TRAINING:

Provides recommendations on key annual priorities and proposes plans re: records management priorities
for the Cabinet Operations office.

Designs procedures and approaches to assist staff in the management of their records.

Provides technical support and informal training in records management technologies to the office and
provides support for new systems development projects, including identifying risks and options for
consideration.

Recommends changes to business processes related to records management; and identifies impacts, leads
policy and procedural change, and participates in post-implementation evaluation.

Develops and/or recommends new or improved administrative practices, processes and procedures.

OTHER:

Other Duties to support the office may include meeting the office’s obligations under the Members’
Conflict of Interest Act, participating on Occupational Health and Safety Committees and providing
administrative support as needed.

JOB REQUIREMENTS

Degree in a related discipline preferred (such as Social Science, Public Administration or Business
Administration) and related work experience, or an equivalent combination of education, training and
experience.

Extensive experience interpreting and applying legislation and policy related to records management.
Experience processing Freedom of Information (FOI) requests in accordance with FOIPPA.

Demonstrated ability to work independently and strategically to solve problems, and to communicate
effectively to ensure requirement for records management and FOI and other requests are met.

Experience working within a system of confidentiality and document security.

Knowledge of ARCS and ORCS and ability to develop strategies for maintaining Cabinet Operations’
working and reference files, and official records.
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e Knowledge of the Freedom of Information and Protection of Privacy Act (FOIPPA), Information
Management Act, and other policies and procedures related to the collection, use and disclosure of
information.

¢ Knowledge of government structure and decision-making processes.
BEHAVIOURAL COMPETENCIES

Business Acumen is the ability to understand the business implications of decisions and the ability to
strive to improve organizational performance. It requires an awareness of business issues, processes
and outcomes as they impact the client’s and the organization’s business needs.

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.

Initiative involves identifying a problem, obstacle or opportunity and taking appropriate action to
address current or future problems or opportunities. As such, initiative can be seen in the context of
proactively doing things and not simply thinking about future actions. Formal strategic planning is not
included in this competency.

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.

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.

Reviewed by: Date:

QoP-2024-41812 , Page 3 of 20




CHIEF RECORDS OFFICER GUIDELINES
ON DOCUMENTING GOVERNMENT DECISIONS

Purpose

These guidelines assist government bodies in meeting
their obligations under the Information Management
Act (IMA) related to documenting their decisions.

Government bodies must refer to these guidelines and
CRO Directive 01-2019 (Directive) in considering
whether their practices are sufficient to meet the
obligations under the IMA. The Chief Records Officer
(CRO) may provide further guidance on documenting
decisions of government bodies, as necessary or
appropriate.

Application

These guidelines apply to all British Columbia
government ministries and any government agencies
designated as “government bodies” under the IMA.*

Other government agencies not currently covered by
the IMA may use these guidelines as a best-practice
tool.

These guidelines do not limit any other statutory or
legal requirements respecting the creation or

Why Document Government Decisions?

Supports openness and
transparency

Facilitates effective decision
making

Preserves corporate memory

Supports employees in doing their
jobs effectively and providing high-
quality services to the public

Supports accurate reporting of
decisions to stakeholders, including
other government bodies and the
public

Contributes to the Province’s
historical record for future
generations

maintenance of records of government body decisions, or any other government information.

Background

Section 19 (1.1) of the IMA requires that government bodies have an appropriate system in place for
creating and maintaining government information that is an adequate record of their decisions.’

The Directive sets out the components of an appropriate system for creating and maintaining
government information, and what constitutes an adequate record. These guidelines expand on the
Directive. Together, the Directive and these guidelines provide a principle-based framework that
government bodies are to operationalize in a manner suitable to their respective mandates.

Government bodies should ensure that they can demonstrate compliance with the IMA, the Directive
and these guidelines.

! http://www.bclaws.ca/civix/document/id/loo102/lo0102/109 2016

? Section 19 (1) of the IMA also stipulates that the head of each government body is responsible for ensuring that an
appropriate system is in place within their organization for managing and securing government information. This directive does
not provide information or advice about the appropriate system for managing and securing government information.

CRO Guidelines — Version 1.0
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All government bodies are expected to have the
appropriate combination of people, processes and
technology in place to ensure that government
information is created, held, transferred, archived and
disposed of in accordance with the IMA. This includes
adequate records of decisions.

The head of a government body must consider these
guidelines and the Directive in ensuring that they have
an appropriate system in place.

As part of good government and accountable public
administration, government has policies, processes and
procedures in place to support the appropriate
creation and maintenance of government information
in accordance with the IMA.

The Government Records Service (GRS) within the
Corporate Information and Records Management
Office (CIRMO) is available to assist government bodies
in meeting their information management obligations,
including those related to adequately documenting
their decisions.

Getting Started

Identifying and Documenting Decisions

Step 1: Ascertain whether the decision
needs to be documented under the IMA
(Appendix A)

Step 2: Determine whether the current
practice will result in an adequate record of
the decision (Appendix B)

Ensuring an Appropriate System is in Place

Consider whether the prescribed elements
of an “appropriate system” are in place
within the government body (Appendix C)

Addressing Identified Gaps

If necessary, conduct a gap analysis and
identify remedial actions

Identifying Decisions that Should Be Documented

Government bodies do not have to create and keep records of every decision made by every employee.
Government bodies need to identify which decisions are to be documented by applying their
judgement, in the context of their specific mandates and with consideration to the purpose and intent
of the IMA, the Directive and these guidelines, and other obligations that may exist in law and policy

respecting documenting decisions.

To help determine if a decision is required to be documented under the IMA, refer to the attached

decision flowchart in Appendix A and to these guidelines.

A government body should document a decision where a record would serve one or more of the

following purposes:

e Informing the government body or others about the evolution of the government body’s

programs, policies or enactments;

e Protecting the legal or financial rights or obligations of the government body, the Crown, or any
person, group of persons, government or organization that is directly and materially affected by

the decision;

e Facilitating the government body’s accountability for its decisions, including through internal or

external evaluation, audit or review.

Line of Business Decisions

In assessing which line-of-business decisions are to be adequately documented under the IMA,
government bodies must bear the above purposes in mind. Government bodies also should document
statutory decisions and decisions respecting a course of action that directly and materially affects a

person, group of persons or organization.

Documenting Government Decisions Page 2
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Often, documenting decisions made by Senior Executive (i.e., Deputy Minister or equivalent, Assistant
Deputy Minister or equivalent), members of the Executive Council, administrative tribunals or other
guasi-judicial decision makers will meet the above purposes. There will, however, be circumstances
where, in order to adequately document line-of-business decisions in light of the above purposes, a
government body will document decisions made outside Senior Executive.

Common Corporate Decisions

Common functional areas where decisions are typically documented according to generally accepted

policies and procedures include:

e Decisions related to preparing legislation;
e Decisions related to

o strategic policies that define or change
corporate direction, or

o programs or initiatives to fulfill the
government body mandate;

e Human resources (HR) decisions;
e Budget and other financial decisions; and

® Procurement decisions.

Adequate Records of Decisions

Government body employees must take reasonable
steps to ensure that adequate records of decisions are
created and maintained.

The Directive defines the elements of an “adequate
record” of a government body’s decision. Adherence
to common corporate practices will generally support
alignment with requirements to adequately document
decisions. Those practices are to be considered, along
with the following guidance.

In general, a record of decision is adequate if it can
reasonably be expected that someone not familiar
with the decision could be reasonably informed about
the following, as applicable:

e Who made the decision and under what
authority;

e When the decision was made and, if
appropriate, when it takes effect;

e  Who is reasonably likely to be directly and
materially affected by the decision and, where
practicable, the way in which they are
reasonably likely to be affected by the
decision; and

e What are the basis for and context in which

Contextual Information

An adequate record of any key decision
must include the material contextual
information that informed the decision.

This information can be in many formats
and will vary significantly depending on the
nature of the decision.

Contextual information may typically be
found in the following formats:

A decision briefing note
An application form

An entry in a case management
system or a case file

Other records (e.g., memos, letters,
emails) containing advice,
recommendations and/or options

Records of verbal advice

Treasury Board Staff and Legislative
Counsel advice to Cabinet

Legal opinions

Appendices or attachments that
could include such things as: medical
information, education information,
employment information, income
information, or other program-
specific information that supports
accountability, protects the rights or
obligations of affected parties, or is
otherwise necessary to understand
the decision

the decision was made, including, as applicable, any relevant legal, policy or factual information.

CRO Guidelines — Version 1.0
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Not all of these factors will apply to every decision. For example, many decisions do not affect others, so
it is not necessary to document who is reasonably likely to be affected or how. Government bodies are
expected to carefully consider, in the circumstances of each case, what is required to adequately
document a decision. In some cases, an adequate record of a decision may be a note in a case
management system or case file; in others it may comprise copies of extensive studies.

It is also important to remember that a record is required to be “adequate”, not “perfect”.

In addition, it is not necessary for a single record to be created that contains all of the material
contextual information. The amount and type of contextual information that is adequate will vary
depending on the nature of the decision.

Adequate Records of Common Corporate Decisions

Statutory Decisions

Government bodies will generally have existing policies and guidance on documenting relevant statutory
decisions. In general, an adequate record of a statutory decision should include a statement setting out
the specific decision in the form of a directive, order, authorization or permit, confirmation of eligibility
for a benefit or service, etc. Other material contextual information (such as the decision’s legal
authority), and reasons for the decision, may be required.

Decisions Related to Preparing Legislation

Adequate records must be created during every step of preparing any enactment, including Bills,
regulations and ministerial orders. This includes initial information gathering and analysis, developing a
request for legislation, and the drafting process.

Before a government body’s policy initiative can proceed to a proposal for legislation and the drafting
stage, a substantial amount of information must be gathered and assessed. Cabinet Operations provides
detailed information on requirements for Cabinet decision documentation, and the Office of Legislative
Counsel provides information on the preparation of drafting instructions. These requirements are to be
complied with.

Decisions About Government Body Policies and Programs

Decisions that establish, change or terminate corporate direction, or programs or initiatives to fulfill the
government body’s mandate, should be documented. Adequate records of decisions related to
establishing, changing or terminating policies or programs must include a record of decision (e.g., any
one or more of an approved decision note or a Cabinet or Treasury Board submission, as applicable).

HR Decisions

The BC Public Service Agency (BCPSA) maintains detailed guidance for ministries on documenting
various HR decisions. This includes guidance on hiring, managing attendance, illness and injury, and
taking disciplinary actions. Government bodies must comply with BCPSA guidance on documentation of
HR-related decisions.

In the absence of similar policies, government bodies that are not subject to the Public Service Act may
wish to use the BCPSA guidance as a model to determine what constitutes an adequate record of
decisions related to HR matters.
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Budgeting and Other Financial Decisions

The Core Policy and Procedures Manual (CPPM) Chapter 3: Planning, Budgeting and Reporting covers all
aspects of government financial management, including documentation. Government bodies must
comply with CPPM Chapter 3 in relation to documentation of financial management decisions.

Government bodies not subject to CPPM will generally have their own financial policies that address
documentation. They may use CPPM Chapter 3 as a model to determine what constitutes an adequate
record of decisions related to budgeting and financial decisions.

Procurement Decisions

Government bodies regularly make decisions regarding various types of procurement, including goods
purchasing, contractor services and information management/information technology procurement.
CPPM Chapter 6 covers all aspects of government procurement and states that ministries are
responsible for “planning, managing and fully documenting the process to acquire goods, services and
construction.” Government bodies must comply with CPPM Chapter 6 in relation to documentation of
procurement-related decisions.

Government bodies not subject to CPPM will generally have their own procurement policies that
address documentation but may also use CPPM Chapter 6 as a model to determine what constitutes an
adequate record of decisions related to procurements.

Appropriate System for Creating and Maintaining Records of Decisions

The IMA requires each government body to ensure that an “appropriate system” is in place for creating
and maintaining records of decisions.

The Directive defines the elements of an appropriate system for creating and maintaining government
information that is an adequate record of a government body’s decisions. An appropriate system must
include the components discussed below. To help determine if you have an appropriate system for

creating and maintaining decisions, refer to the following guidance and to the flowchart in Appendix C.

Many aspects of an appropriate system are already
addressed under the corporate information What Is an “Appropriate System”?
management framewaork, which comprises information
management legislation (including the IMA, FOIPPA
and their regulations), ministerial orders and
ministerial or CRO directives, and, for ministries, CPPM
Chapter 12: Information Management and Information
Technology Management. The entirety of this
information management framework should be
considered when creating and administering an

An “appropriate system” for documenting
government decisions is about more than
technology. It includes policies, processes,
roles, responsibilities and controls
necessary to ensuring that adequate
records of decision are created and
maintained.

appropriate system consistent with the Directive and
these guidelines.

Defined Roles and Responsibilities

The CRO has a statutory mandate under the IMA to provide leadership, direction and oversight, and to
promote effective information management across government bodies. GRS is the central organization
responsible for records management, including developing policies, guidelines, standards and training to
assist government bodies in identifying appropriate information schedules, establishing recordkeeping
systems, and ensuring records are preserved and accessible as required and appropriate.
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Section 19 (1.1) of the IMA stipulates that the head of each government body is responsible for ensuring
that an appropriate system is in place within their organization for creating and maintaining, in
accordance with applicable CRO directives or guidelines, government information that is an adequate
record of that government body's decisions.

To support the overarching governance structure for an “appropriate system”, government bodies
should clearly define roles and responsibilities for information management within their respective
organizations. This can include designating staff to champion and promote information management
within their program areas. Such staff should be at a sufficiently senior level and have relevant
knowledge and skills. They should also have clear authority, and clear, committed and ongoing Senior
Executive support, respecting all aspects of information management (including documentation of
decisions).

However, it is also important to recognize that employees at all levels actively manage government
information in the course of their daily work. Accountabilities should be clearly articulated to assist
government bodies in meeting their business goals and to ensure that legal obligations are met. All
program area staff should have a clear understanding of their roles and responsibilities for documenting
decisions.

Some decision making is formally or informally delegated. Some examples of formal delegations of
decision making include:

e delegations to government body expense authorities;

e persons delegated any of the director’s powers, duties or functions of a Minister or official
under an act. (Some laws require these delegations to be in writing.)

Some responsibilities will be established more informally, such as through job descriptions, training,
policies or procedures, or even through system design and workflows.

For example, a government body employee may be responsible for preparing a briefing note for
decision by a Senior Executive about a significant public policy matter. They may have the delegated
authority to make a decision about an individual’s eligibility for a program, service or benefit. The same

employee may be entitled to make spending
decisions up to a certain dollar amount, and may be Common Types of Government Body
accountable for making and keeping records related Recordkeeping Systems

to HR matters for their direct reports. No matter how
the accountability is delegated or assigned, the
government body’s policies, procedures and training
should make it apparent to each employee what their
accountabilities are with respect to creating and
maintaining adequate records of government
decisions.

e Structured Local Area Network (LAN)
with the Administrative Records
Classification System (ARCS) and
Operational Records Classification
Systems (ORCS) applied, as
appropriate

e Enterprise Document and Records

Documented Policies and Procedures Management System (EDRMS)

o EDRMS Content Manager (formerly

As noted earlier, a robust high-level information TRIM) is the government standard

management framework already exists for ministries.
This corporate framework comprises information
management legislation such as the IMA, associated
regulations, CRO directives, as well as CPPM Chapter e Hardcopy (paper) filing systems
12. Non-ministry government bodies may use the

e Line of business applications (e.g., case
management systems)

existing corporate framework as a foundation for their own policies and procedures.
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Each government body knows its own lines of business best and is therefore best placed to develop
organization-specific policies and procedures regarding an appropriate system for creating and
maintaining information.

Government bodies create records for many different legislated, policy and operational reasons.
Government bodies should consider identifying what policies, procedures, training and awareness
activities, and compliance and monitoring tools are already in place with respect to documenting their
decisions. This will enable them to determine if gaps exist or changes to their existing approach are
needed. When changes are required, the government body is best placed to develop its own specific
policies and procedures to establish and operate an appropriate system for creating and maintaining
information, including adequate records of decisions.

Appropriate Recordkeeping Systems

Government information must be created and maintained in accordance with corporate records
management policy and standards. This applies to the creation and maintenance of adequate records of
decisions.

An appropriate recordkeeping system should:

e contain logical, organized naming conventions that can be followed by all staff;

e ensure the preservation and accessibility of records over time;

e protect against accidental or unauthorized access, alteration, copying, movement or deletion;
e minimize duplicate storage of records; and

e permit the retention requirements of information schedules to be applied accurately and
efficiently.

Information schedules describe and classify government information and specify how long information
must be kept. They are approved by the CRO under the IMA® and set out the final disposition of a record
(i.e., whether it will ultimately be transferred, archived or destroyed). By law, if no information schedule
applies, the information must be held until the CRO approves an information schedule or the
information’s transfer, archiving, or disposal. If a government body does not have an approved
information schedule, it should document internal policies and procedures for ensuring information is
retained as appropriate in light of the nature and content of the information.

Training and Awareness

All employees need to have a clear understanding of their responsibilities related to creating and
maintaining government information, including records of decisions. At a minimum, ministries must
ensure employees take mandatory information management training (e.g., IM 117: Protection of
Privacy, Access to Information and Records Management). CIRMO has also prepared materials for all
government bodies to support them in complying with their obligations respecting creating and
maintaining government information that is an adequate record of government body decisions. There
may be also be government body or sector-specific training appropriate to some roles and
responsibilities. This includes the appendices to this directive, training, and more.

. Any “record schedule” approved by the Legislative Assembly under the Document Disposal Act between 1936 and 2016 is
continued under the IMA.
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Compliance Monitoring

Government bodies should proactively monitor and assess their activities, practices and processes to
ensure that they are meeting expectations respecting the creation and maintenance of government
information. This includes the creation and maintenance of adequate records of decision. This will help
ensure their organizational needs are met and that the government body is compliant with the
Directive, these guidelines, and applicable policy and law.

CIRMOQ’s Information Management Practice Review Program works with ministries to facilitate self-
assessments of their information management practices, including the obligations in the IMA respecting
documenting government decisions. CIRMO will also conduct practice reviews to assess the maturity of
the information practices implemented by ministries to foster the continuous improvement of those
practices. Other public bodies subject to the IMA may wish to use this tool to monitor and assess their
own activities.

Contact Information

Government Records Service
Corporate Information and Records Management Office
Ministry of Citizens’ Services

Email: GRS@gov.bc.ca
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Appendix A

Identifying and Documenting Decisions

STEP 1: Does a Decision Need to Be Documented Under
the Information Management Act?

Is the decision...
A statutory decision;
Related to preparing legislation;
Related to a matter of government body policy;
A human resources (HR) decision;
A significant budget/financial decision; or

A procurement decision?

No/

Idon't know

Would documenting the decision...
Inform the government body or others about the evolution
of the government body’s programs, policies or
enactments;
Protect the legal and financial rights and obligations of a
government body, the Crown, or any person, group of
persons, government or organization that is directly and
materially affected by the decision; or
Facilitate the government body’s accountability for its
decisions, including through internal or external audit,
evaluation or review?

A4

The decision does not need to be documented under the
Information Management Act.

However, the decision may need to be documented for other
statutory or operational reasons.

A government body may have statutory decision-making
authority established under other enactments. There may be
statutory requirements respecting how those decisions are
documented.

The requirements of the Information Management Act do not
limit any specific obligations found under other statutes
respecting the creation of records of government body decisions.

Documenting Government Decisions Page 1
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The decision must be documented under the Information
Management Act.

To determine whether or not the record of the decision is
adequate, refer to Step 2 or to the Chief Record Officer Guidelines
for detailed advice.
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Appendix B

Identifying and Documenting Decisions

STEP 2: Is the Record of a Decision Adequate Under the

Information Management Act?

The record indicates:
Who made the decision and that individual's title (position,
ministry, etc.)
When the decision was made and when it takes effect (if
appropriate)

Mo/
| don't know

Yes

i

The record indicates:
Who (i.e., any person, group of persons, government or
organization) the decision is reasonably likely to materially
and directly affect
Where practicable, how they are reasonably likely to be
affected

Mo/
I don't know

Yes

Note:
A record is required to be “adequate”, not “perfect”.

In addition to d ion of the decision itself, on adequat:
record of any key decision must include the material contextual

The record(s) indicate(s) the basis for and context in which the
decision was made . This includes, as applicable, any relevant legal,

policy or factual information.

1 ion that infi d the d\

It is not necessary for a single record to be created that contains
all of the ial infor ion. The and type
of contextual information that is q will vary depending

on the nature of the decision.

Refer to the Chief Records Officer Guidelines for further advice
on adequate records and contextual information.

Mo/
| don't know

Yes

It can reasonably be expected that someone not familiar with the
circumstances in which the decision was made could be reasonably

informed about the factors listed above.

No/ ¥,

I dan't know

i. Consider

The decision may not be 3 ¥

your organization can address this potential gap.

The record of the decision has been assessed as being adequate
under the Information Management Act.

There may be other statutory requirements respecting how my
decision should be documented. The requirements of the
Information Management Act do not limit any specific obligations
found under other statutes respecting the creation of records of
government body decisions.

Documenting Government Decisions Page 2
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Appendix C

Is there an Appropriate System in Place?

The government body has recorded policies and procedures and
defined roles and responsibilities for creating and maintaining
adequate records of decisions.

Nof Yes
I don't know

Appropriate recordkeeping systems that ensure the preservation
and accessibility of records of decision over time are used within the
government body.

Nof
Idon't know

Y

and

The government body has established, and where applicable,
participates in corporate programs for:
¢ Ongoing training of relevant employees respecting the
creation and maintenance of adequate records of decisions;

* Monitoring implementation of the system and the system’s
compliance with applicable laws and government policies.

Nof

I don't know

There may not be an appropriate system in place. Consider how
your organization can address this potential gap.

Documenting Government Decisions Page 3
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The government body has been assessed as having an appropriate
system in place for creating and maintaining government
information that is an adequate record of that government body’s
decisions.

There may be other statutory requirements respecting how my
decision should be documented. The requirements of the
Information Management Act do not limit any specific obligations
found under other statutes regarding appropriate systems.
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Appendix D: Additional Resources

Core Policy and Procedures Manual (CPPM) combines government-wide financial policy,
management policy and financial administration procedures into a single online resource:
https://www2.gov.bc.ca/gov/content/governments/policies-for-government/core-policy

The Recorded Information Management Manual (RIMM) provides supporting policy for
government records management practices:
https://www?2.gov.bc.ca/gov/content/governments/services-for-government/policies-
procedures/government-records

Appropriate Use Policy establishes the policy requirements that all government employees must
follow when accessing and managing government information and using information technology
resources: https://www?2.gov.bc.ca/assets/gov/british-columbians-our-governments/services-

policies-for-government/policies-procedures/appropriate-use-policy/appropriate use policy.pdf

IM 117: Protection of Privacy, Access to Information and Records Management is a mandatory
online course for all government employees available through the BC Public Service Learning Centre.

ARCS and ORCS User Guide 2015 (Version 3.0): https://www2.gov.bc.ca/assets/gov/british-
columbians-our-governments/services-policies-for-government/information-management-
technology/records-management/pdfs/arcs orcs user guide.pdf

ARCS: https://www2.gov.bc.ca/gov/content/governments/services-for-government/information-
management-technology/records-management/information-schedules/arcs

ORCS: https://www2.gov.bc.ca/gov/content/governments/services-for-government/information-
management-technology/records-management/information-schedules/orcs

Information Schedules: https://www2.gov.bc.ca/gov/content/governments/services-for-
government/information-management-technology/records-management/information-schedules

A Guide to Legislation and the Legislative Process in British Columbia — Part 1: The Legislative
Process: https://www.crownpub.bc.ca/Content/documents/1-LegislativeProcess August2013.pdf

Hiring Documentation (BC Public Service Agency): https://www?2.gov.bc.ca/gov/content/careers-
myhr/hiring-managers/process/documentation

Records Management and the FOIPPA (BC Bid):
https://www2.gov.bc.ca/gov/content/governments/services-for-government/bc-bid-
resources/reference-resources/records-management

Contract Documentation Checklist (BC Bid):
https://www2.gov.bc.ca/assets/gov/government/services-for-government-and-broader-public-

sector/buy-goods-services-and-construction/how-to-buy-

services/contract documentation checklist.docx
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Cabinet Submission - Documenting Cabinet Decisions
Policy re: External Electronic Links

Cabinet Operations is required under section 19 of the Information Management Act to
ensure that an adequate record of Cabinet’s decisions is created and maintained. This
responsibility extends to documents submitted to Cabinet for deliberation.
A record of decision is considered adequate if a person who was not familiar with the
circumstances in which a decision was made can use it to become reasonably
informed about “the basis for and context in which the decision was made, including, as
applicable, any relevant legal, policy or factual information”.’
To ensure that an adequate record of Cabinet’s decisions is created, links to external
information resources may be included in submissions only when any key information
in the linked resource is summarized or excerpted within the submission itself (which
may include an appendix to the main document). “Key information” is defined as
information that could become part of the basis for and context of the resulting Cabinet
decision.
Submissions should not include links to external resources that don’t contain any key
information.
A link is provided only as a courtesy to point Cabinet toward research and background
material in the source that supplements key information that is already summarized or
excerpted in the submission: Cabinet must be able to rely on the summary or
excerpt when making its decision.
Because links will eventually break, cite the linked information resource clearly enough
that it can be identified and retrieved from an alternative source or location in the
future. For documents that don’t tend to change after release, such as court decisions,
press releases, and published articles, use a citation that follows a standard academic

style.

T British Columbia Ministry of Citizens’ Services. (2019). Chief Records Officer Directive on Documenting
Government Decisions (CRO 01-2019). Retrieved from the Government of British Columbia website: cro_01-
2019.pdf (gov.be.ca).
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e Avoid linking to information resources that are never finalized and change frequently,
like home pages, as it is not possible to cite them in a way that allows one to establish
the information that was before Cabinet at the time the submission was considered.

Examples:

e Example 1: A submission includes information respecting a government commitment
previously publicized in a news release. The key information about the commitment
must be summarized in the submission itself, while a link (with citation) may be
provided to the complete news release for further background and context.

e Example 2: A submission includes reference to a report that the submission is
responding to. Key information such as the report's recommendations should be
included or summarized in the submission itself, while a link (with citation) may be
provided to the full report.
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PosiTion # 00129331
TITLE: INFORMATION MAANAGEMENT ADVISOR CLASSIFICATION: BAnD 1
MINISTRY: OFFICE OF THE PREMIER WORK UNIT: DEPUTY MINISTER’S OFFICE
SUPERVISOR TITLE: DIRECTOR, EXECUTIVE OPERATIONS SUPERVISOR PN: 00071335

JOB OVERVIEW

The Freedom of Information and Protection of Privacy Act (FOIPPA) enables the public to request and obtain
copies of records held by B.C. government ministries or the Office of the Premier, when those records are not
routinely available. Supporting the Deputy Minister’s Office, this position acts as a central point of contact for
all Freedom of Information (FOI) requests that are received, working to find practical and equitable solutions
within the parameters of FOIPPA, conducting harms reviews where required and makes recommendations on
the release of information and the protection of privacy for access to information and privacy. This position is
also responsible to ensure records and information assets are managed effectively in accordance with their
determined value and as required by legislation, policy, standards and procedures.

ACCOUNTABILITIES
Required:

e Reviews, analyzes, recommends, develops and responds to access requests for information within
specified timeframes, working directly with senior executives as required.

e Reviews and ascertains the nature and extent of information requests, making preliminary decisions,
such as whether the request is within office jurisdiction or if another public body has a greater interest.

e Analyzes requested records to determine if any mandatory or discretionary exceptions specified in the
FOIPP Act apply and what materials can be released ensuring risks, legal and security issues to the
author, applicant, third parties and/or the client are considered.

e Interprets and applies FOIPPA and other regulations and performs harms reviews, making
recommendations to sever required information when needed, in accordance with statutory
requirements.

e Advises senior executive on any extraordinary issues arising from FOIPPA requests and identifies
mitigation options.

e Acts as central liaison on behalf of the Office of the Premier when responses to requests for review or
complaints are made to the Office of the Information and Privacy Commissioner.

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

IMNT Information Management Records Technical February 2023
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Acts as a central point of contact for CITZ to ensure that all FOI requests are clearly defined, the
process is clearly understood, and, when required, to clarify or narrow the scope of the request.

Applies business and records management knowledge to contribute to and assist in the development
and review of ORCS.

Researches legal, fiscal, operational and other retention and disposition requirements including those
in other jurisdictions.

Directs the development of and provides training programs, materials, and standards for ministry
ORCS, ARCS, and records and information management systems.

Conducts risk analyses to determine classification, retention, storage and disposition requirements or
liabilities.

Develops and delivers records management training in line with the needs of the Ministry, and to
compliment existing corporate learning resources.

Leads the definition and delivery of a variety of information management projects, provides project

management leadership, and contributes IM expertise to other projects as assigned.

Provides administrative support as and when needed.

JOB REQUIREMENTS

Diploma or certificate in a field related to information management, or an equivalent combination of
related education and experience.

Experience interpreting and applying legislation, policies and directives.
Experience in classification and management of recorded information in a large organization.
Preference may be given to applicants who have one of more of the following types of experience:
o Experience working in an executive office.
o Direct experience with interpreting freedom of information/privacy or similar legislation.
o Experience in managing a high-volume workload with constantly changing priorities.
o Experience working in a collaborative, fast-paced, customer-service environment.

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

Ability to work in a high-profile, politically sensitive, high volume work environment.

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).

Career Group: Job Family: Job Stream: Role: Revised Date:
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BEHAVIOURAL COMPETENCIES

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, etc.

Decisive Insight combines the ability to draw on one's own experience, knowledge and training and
effectively problem-solve increasingly difficult and complex situations. It involves breaking down
problems, tracing implications and recognizing patterns and connections that are not obviously
related. It translates into identifying underlying issues and making the best decisions at the most
appropriate time. At higher levels, the parameters upon which to base the decision become
increasingly complex and ambiguous and call upon novel ways to think through issues.

Analytical Thinking is the ability to comprehend a situation by breaking it down into its components
and identifying key or underlying complex issues. It implies the ability to systematically organize and
compare the various aspects of a problem or situation, and determine cause-and-effect relationships
("if...then...") to resolve problems in a sound, decisive manner. Checks to ensure the validity or
accuracy of all information.

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.

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: Revised Date:
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