How to sent Records to IAO/ Records Gathering

September 21, 2022
3:49 PM

Records gathering - if not a proactive disclosure

FOI Request of BN to the DM (outside of proactive disclosure)
Make your own record - copied and pasted into Excel.

Make a new columne of the program area.

Log into CLIFF:

AEST

IDIR

Password

Quick Search (CLIFF Number in there)

If need more info - can go to the log attachments and view (eye ball icon) the eApp History.
Now send an email to the ED's in PSPP to see if there are any concerns.
Now have to duplicate the eApproval and send to the each division:

Click Duplicate Item:

Edit the Title - FTMS at the end of the Subject

IAQ Date Due (don't worry about it if it's overdue - just leave it as is)
LLD: Should just leave it as it.

Signature Level - (should be DM)

Business unit - DM Office (this is where the records originated)
Assigned to: Cheryl Weiss

Due Date - (3 days)

LLD: Oct 18, 2022

Edit the Due Date - give the unit 2-3 days

Add a comment:

For ADM approval for FTMS BN Title: Funding Formula Review Update CLIFF #125784 only - see attached
highlighted records. Please note the remainder of records belong to other divisions. Thank-you!

Approval Route - FTMS ADMO > Alana McArthur

Assigned to: Delete - and then put the contact's name - Cheryl Weiss (for Jason Butler for FTMS)

Put a copy of the record with the record highlighted and a copy of the CFR forms.
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Create- and then copy last item to do it again.

Example - in Outlook - 2022 Closed FOI Requests - AED - 2022-20194 - PS Calendar
Records from the MO - Parliamentary Security Calendar. (receive it almost every month).
Check the CFR form - if not filled out - fill it out:

Section 2: YES, NO, NO

Section 5: Records retrieved from Minister's Office

Section 6a: Standard Calendar Harms
Section 7: Fill out the top part - name, title, phone # and Date.

Save it.
Review the Clean Copy (without alterations) and the SME Copy (Eric approved, did his harms)

If you see something strange - can check the Government news chat (book marked) / compare it to that.

Email the Call for Records to the original FOI Request (in the Outlook Folder)
And upload the records on the shared drive:
If no harms identified by Eric:
upload the Clean Copy (no need to rename it)
In the email - let IAO know no harms identified
If harms were identified by Eric:
Upload the Clean Copy
Upload the SMA Approved Copy and Rename it: 'PS Cal Aug. With Harms'
In the email - let IAO know harms were identified.
Download a copy of documents on desktop.
Put a copy of the calendar/documents on the shared drive.
Check the correct state - Call for Records
Create a folder - (Just the File Number) and put the document in there.
Then respond to email and attach the Call for Records:
'Good morning,
Please find attached the completed Call for Records and please find the records on the shared drive.

Please apply standard calendar harms and no harms have been identified.’

Cc our inbox so we have a copy.
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Move the copy into the folder.

Move the Outlook folder to 'With IAQ'
Update the AEST FOI Tracking Excel Doc
Put the eApproval app on hold.

Add a Comment: With IAO

Records came from Minister's Office - will go back to the Minister's Office for approval (not for ADMO at
all). When the sign off package comes back from IAO (redlines).

With the approval route of MO (back to Ngari) - DMO - Michael Snoddon(for your review prior to final
DM sign off). After Michael reviews it, then he sends it to Jasmin for DM sign.
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April 25, 2023
9:23 AM

Estimates Notes Prepared for Ministers.

Under section 71.1 (4) and (5) of FOIPPA, the Estimates Notes must be disclosed in the manner and by
the timelines set out below:

(1) Estimates notes must be redacted to remove any information that must be excepted from disclosure
if the summaries were requested under FOIPPA.

(2) Estimates notes may also be redacted to remove any information that may be excepted from
disclosure if the summaries were requested under FOIPPA

(3) Estimates notes must be made available through the Open Information website not later than 120
calendar days after the Final Supply Bill passes.

(4) In order to meet the timelines specified in (3), ministries must provide the estimates notes to
Information Access Operations in the Corporate Information and Records Management Office not later
than 15 calendar days after the Final Supply Bill passes.
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August 14, 2023
2:57 PM

Almost every month, we would receive a Call for Records for BN Summary titles outside of the Proactive
Disclosure BN Summary titles.

1. Create eApp (Jelene B. for Tara C. for Bobbi P.) for approval (this will be your MAIN eApp) with the
following criteria:

Branch: Deputy Minister's Office (DMOQ). Signature level: Assistant Deputy Minister (ADM). Date final
due: 'DISCRETION'. Category: FOI. Sub Category: Request. Stage: Responsive records review.
Applicant: Political. Scope: Month of 'MONTH'. IAO date due: per email. Legislated date due: per email.
Approval route: DMO > 'Your name'. Update FOIs Excel.

2. Attach a copy of the Call for Records email (as PDF, change the due date of email to reflect the eApp
due date) and a blank BN Summary template (attached in the email, renamed to 'PD Ministerial BN
CLIFF Summary MONTH').

"For record gathering. Please fill the Excel template attached with the CLIFF #, date and title/issue of all
briefing notes (excluding those that are proactively disclosed), issue notes and advice and meeting notes
to the Deputy Minister and the Minister/Minister of State/Premier of the month of 'MONTH' 2023 and
route it back to 'Your name'. Thank you!

3. Once back from DMO, divide the Excel titles per into divisions (FTMS, GL&E, LMD and PSPP). You can
do this by enabling Filter under Data. Name each Excel as 'PSE-2023-*****_'D|VISION' Copy. Put the
eApp ON HOLD and comment 'Records with IAO waiting for Redline'. Update FOIs Excel.

4. For PSPP, you have to find out per title who was the ED who approved (Greg, Melanie, Fiona or
Chad?). Email each ED the titles they approved with the message:

Hi ED NAME,

Please let me know if there (is/are) any concerns with releasing the (title/titles) of the following briefing
notes - only the titles are being released:

e BN TITLE (add more lines as needed)

5. For FTMS (Cheryl W. for Jason B.), GL&E (Emily L. for Tony L.) and LMD (Kyla K. for Joanna W.), create
eApps for approval with the following criteria:

Branch: DIVISION - Assistant Deputy Minister's Office (ADM). Signature level: ADM. Date final due:
'DISCRETION'. Category: FOI. Sub Category: Proactive disclosure. Stage: Responsive records review.
Applicant: Other. Scope: Month of '"MONTH'. IAO date due: Per email. Legislated date due: Per email.
Approval route - 'DIVISION' ADM - 'Your name'. Update FOIs Excel.

6. Once you get the PSPP ED approvals via email, also create an eApp (Carla E. for Melanie N.) with the
same criteria. Update FOIs Excel.
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7a. If you get all 4 eApp approvals with no concerns, create a CLEAN copy using the original Excel
(remove any additional comments). Rename the file as 'PD Ministerial BN CLIFF Summary MONTH'.
Reply to original Call for Records email, attach the Excel file and add message 'Please find attached our
BN Summary for MONTH'.

7b. If you get all 4 eApp approvals with HARMS, highlight said harms with comments (copy paste harms
message from EDs or ADMs). Rename the file as 'PSE-2023-***** HARMS'. If no FOIPPA exception
section quoted, find the correct section and add it to the comment as 'S.## recommended. Create a
CLEAN copy using the original Excel (remove any additional comments). Rename the file as 'PSE-2023-
kHEx% CLEAN'. Reply to original Call for Records email, attach the 2 Excel files and add message 'Please
find attached Clean and Harms (## Harms identified) copies of BN Summary for 'MONTH'.

8. Close all 4 division eApps as Completed. MAIN eApp remains ON HOLD.

9. We will receive back from IAO the Redline as a PDF for approval. Remove the MAIN eApp from ON
HOLD. Attach the Redline PDF and a blank Proactive Disclosure Approval Form. Keep the Call for
Records. Edit the eApp Approval route as (Delegated Signing Authority) Final Sign Off > 'your name' to
(Cheryl W. for Jason B.).

9. Duplicate the eApp and send for MO (Eric Peters) approval. Once back:

MO > 'your name' then Final Sign Off > 'your name' (can be sent concurrently depending on how close
the due date is)

10. Once Final Approval has been received, edit the Approval Form to write the name of the Delegated
Signing Authority (i.e. Jason Butler, FTMS-ADM) Delegated Signing Authority and then on the Signature
section, write 'Electronic Approval' and then on the Date section write the exact Approval date. Send to
IAO via MOD.
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Proactive Disclosure - BN Title (monthly)

September 21, 2022
9:31 AM

As per IAO Open Group:

Refer to Proactive Disclosure for Aug for help/assistance.
First got it:

DMOQ's for records gathering.

Got the list.

Got approval/harms for each ED for PSPP (as per emails) - using CLIFF # (those tagged for PSPP)

Will go to each ADMO for the other briefing notes for their harms/concerns releasing the BN's

Create new eApprovals - duplicate for each ADMOQ's - and send them. Will have to pick a due date and
repurposed the existing eApproval to send to ADMO for PSPP.

Make sure to update the Due Date - IAO Due Date (the date the records are due with IAQ) - Oct 07 -
Legislated Due Date - Oct 07, 2022 (unsure what the legislated due date should actually be for proactive
disclosures)

Updated the information - such as the title of the eApproval - highlighted the excel doc with their BN.
Create duplicate item -

Edit the name - change approval routes - Due date, IAO due date and legislated due.

Add a comment

Copy and pasted in another eApproval

Upload the files

Highlight the files that pertain to their area.

Review the Aug BN eApprovals:
6542 /6541 / 6539

And then the original eApproval - repurpose it - edit the name - approval route - due dates (x3) -
comment and high BN for that area.

Once we get our approvals from all the program areas -
If no harms - go seek further approval - MO and DMO office
Once approved - then send to IAO.

Use approval form sent to us - Shannon.

If harms - will send clean copy and copy with harms to IAO and once receive their copy/they put on
redlines - then through the approval process - Mod and DMO office.
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Based on response from Melissa/Dinara - may at some point out that if the BN - Meetings notes are
severed in the proactive disclosure - make sure it is noted in the BN FOl/everything outside of proactive
disclosure.

Note for when closes just the divisional approvals: Further sign off tracked thru another item
Good afternoon,

Please find attached records. No harms have been identified. And/or if any Harms have been identified.
(if any harms identified - provide a 'clean copy' spreadsheet and then the 'one with the harms

identified') would be providing 2 copies to IAO.

Thank you,

Send to their ADMO for their Approval:

FTMS

GCP (PSGAR is under GCP)

WDST

PSPP - let her know that her staff have reviewed

Once have that - then send to IAO (confirm what our deadline for approval is?)

Once it's back from IAO - confirm no redlines applied (no need to go back to that program
area/ADMOs).

Approvals will go to MO's and then Michael (DM).

eApproval 6423 and Proactive Disclosure Outlook folder.

In the Records Gathering Stage (records were due on Sep 15 - overdue now).

Sent Records Gathering Request to Jasmine (DMO) - (look at History in eApprovals)
Looking at the History - it is with Grace

Once we hear back from Grace - if Grace is not here - will have to ask Nancy Waters (if they have access
to Grace's eApprovals/will be approving on behalf of Grace).
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Excel template in eApprovals - take a look at the excel doc.
Look at the Office, Decision, Branch (column F)

Create 4 different items for each branch - send to each ADMO for their approval of their Briefing Note
(BN) title (column C).

Any issue with release these titles.

Send to the ED:
PSPP

Still with Grace but, wanted to the approvals done.
PSPP BN - know the division the notes came from but, we don't know what branch is responsible.

Need to look up each CLIFF to find out which branch it comes from- look up the executive director for
that branch. (using the responsibilities list - look up the ED for that branch). Search the name and then
look for the ED. See if ED has any concerns releasing - only the titles are being released.

Create myself a word doc to make sure | have cross referenced/checked every BN title and then copy
and paste into the email to the ED.

Looking at CLIFF 125794 - no Division/Branch included. (people use this list to make another FOI
request). Check to make sure if it's an actual Briefing -

Type in the CLIFF # top left -
Putting in the PSPP Briefing Notes -

Question out in Late July - sent an email / any advice to ministry - not included.
Logged in system - if it's not a briefing note - don't include in the list. For July 29 onwards.
Only on completed briefing notes.

Briefing Note - any briefing note that is complete.

Applying severing.

Decision Note / Information Note / Meeting Note - Briefing Note -
Strictly just briefing notes.

Correct that in that assumption.

Provide a response - no responsive records at this time - they take our email and indicate no responsive
records at this time.

Still have to go through our approval route.

Just briefing notes.
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Saw a BN without a Office, Division or Branch - looked it up in CLIFF -

Once come back from Records Gathering - then submit to IAO - responsive records - then package
comes back - don't normally have harms disclosing the titles -

PSE-2023-33095 , Page 10 of 94



FOI - Proactive Disclosure of Calendars

September 13, 2022
9:03 AM

PROACTIVE DISCLOSURE (every month)

2022 Proactive Disclosures — Calendars — E.I. - 08 August (E.l.) /
eApproval 6403(review eApproval too)

FOI Manual

NOTE:

Use the example of Aug Proactive Disclosure to help.

eApp - 6464 and email DAC Aug

The process is through email first to procurement - it like gets
preapproved then and then you send to IAO saying it's been pre-
approved. Just follow the email thread carefully.

eApp - 6464 Then send it to Jason Butler (via Cheryl Weiss)

Make sure that your due date is fair for those you are seeking
approval from and that your approval route makes sense - ADM

FTMS ADMO > Alana MO > Alana DMO> Alana

FTMS - Jason Butler via Cheryl - MO - Ngaire - DMO - Michael Snoddon
(Michael takes care of the rest) - (take a look at the comments for the

history).

Once gone through all the approvals. - Eric/SMA approval is an email
attached to the eApproval.
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Fill out Proactive Approval Form:

Ministry Executive: Name: Shannon Baskerville, DM

Signature: Electronic Approval

Date: (date it was approved)

Check all the documents - make sure nothing changed from when you
sent the document originally to IAO.

Now respond to |IAO with the approval form (on most recent email

from IAQ).

Save a copy of the form onto your desktop in order to move it to your
email.

Please find attached our Proactive Approval Form.

Next - close the eApproval (check mark icon) Reason: Completed

Comment: Approval form sent to IAO on Sep 26, 2022

Close Item.

Print (printer icon)

Download

Rename and put on the LAN under FOI - eApp History - AED-2022
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PD DAC Aug

The Proactive Disclosure - Approval Form INFO:

action Details:

(they put it as the reference) nice to have list - don't have to go back to
the program area - to see how the list again/nice to see.

For proactive disclosures -

Program area should be letting us know the area of concerns but does
not have to be the expert.

IAO is putting the harms on the proactive info.

Directory Awarded Contract Summary (under 2022 Proactive
Disclosures - DAC) Look at 08 August for example.

- we do not do directly through e-approval - it is done through email.
Forwarded email to Procurement Support (Proactive Approval Form
and Template). Sarah response and attaches Proactive Disclosure and
Approval Form - CFO is ok with it being released / Dawn Ngo - but, she
is not the delegated authority - still need to go through ADMO of FTMS
to approve - still have to go through an approval route.
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Then forward the 'Proactive Disclosure Directly Awarded Contracts -
Excel Doc' to the thread/CITZ OPEN INFOGROUP

Look at Akari's response - Please find monthly summary attached. We
are seeking further executive approval and do not need to receive a
formal sign off package.' (Proactive Approval Form already included)

Relaying on CFO's approval -

Extracted the document that Sarah shared - Excel Sheet and Original
Proactive Form that was on the original email from CITZ OPEN
INFOGROUP (not the signed form).

In eApproval - Deadline from email (I.E. September 15 (was the
deadline for the records gathering - procurement (set it the day before)
- have to have time before the absolute due date) for Example -
changed this due date to September 15 to September 21 - absolute due
date is Sep 27 - but has other levels of approval to go through).

Called it - 'Proactive Disclosure - Directly-awarded Contract Summary

(MONTH)

Comment: 'For ADM Approval of attached spreadsheet for proactive
disclosure. Contents have been reviewed and approved by CFO, Dawn
Ngo for full disclosure. Thank you.'

E-approval - we have sent this Cheryl Weiss (FTMS - Finance,
Technology and Management Services Division) Cheryl is the manager
of divisional operations of the ADMO - anything that needs Jason
Butler's approval - send it to Cheryl.

Cheryl - to pass to Jason and then back down to us.
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Once approved - by Jason and then Cheryl gets it back from Jason -
Cheryl sends it back to us.

Go to pencil ICON in eApprovals - new due date ( ~ 2 business days for
Example Sep 23)

This for the MQO's Approval.

Add an Approval Route - remove the ADMO route - keep the MO and
DMO route.

Save Changes

Forward Item ICON - 'Search by Person'

Then send it to the Minister's office - Narie Lord - Eric's approval - then
back to us.

Comment: 'For MO Approval of Attached Spreadsheet for Proactive
Disclosure, please, FTMS ADM has reviewed and approved. Thank-you

Forward

When it comes back from MO - Eric puts in a note - Approved - it's an
email attached in the eApproval.
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Now it will go to Michael Shnoddon - Edit the proprities to fix the due
date to Sep 27 (it's a soft deadline really, it's ok if it's a little late for
proactive disclosre).

Approval route - DMO > Myself (my name)

Save Changes

Forward Item to Snoddon, Michael - Comment: 'For your review of
attached spreadsheet for proactive disclosure prior to final DM sign off
, please. FTMS ADM and MO have reviewed and approved. Thank-you.'

Forward

Anything to DMO - send to Michael Snnoden for approval.

FOI / Proactive Disclosure - we send it Michael Snoddon - once it is
approved - he sends it to Jasmine for DMO approval.

Proactive Approval Form on the eApproval - open it up -

We put on the sign off form:

Ministry Executive: Shannon Baskerville (spelling) Signature: Electronic
and the Date - email that back to IAO on the latest thread.
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Save the eApproval for proactive disclosure
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Every month the Minister and Deputy Minister (DM) calendars are proactively released via CITZ OPEN
INFOGROUP

Ministers Calendar:

Deadline is day before CITZ OPEN INFOGROUP deadline (for example, Sep 14 for Sep 15 deadline)
—need more time to apply harms to the calendar (done by Senior Ministerial Advisor (SMA))

Initiate Request:

Create eApproval (get help on this — make own eApproval notes)and send it to Ngaire (Nari) Lord.
Call it: Proactive Disclosure

User Comment: For record gathering of Minister's Calendar for MONTH. Please provide a PDF
clean copy and a copy with harms identified. Thank you!

Will receive a response from Ngaire with SMA Approval and hopefully Clean Copy of the
calendar — if not clean copy — will have request via eApproval:

User Comment: Hi Ngaire, thank you for getting SMA approval. Could you please provide a
clean copy of the calendar without anything written on it? If you have any questions, please let
me know. Thank you!

Notes: SMA approval means the Senior Ministerial Advisor (SMA) has reviewed the calendar.
The copy — SMA Approval — Eric Peters (SMA) went through a printed copy of the calendar
and circled things for Harms — then Ngaire scans and attaches a copy in eApprovals.

Eric (SMA) identifies the Harms

When providing records to the CITZ OPEN INFOGROUP for their review, need to provide
‘Clean Copy’ and ‘Harms Assessment/SMA Approval’ (circles from SMA (Eric))

Review the SMA Approvals and then Clean Copy (second pair of eyes) — make sure no links to
meetings (can say MS Teams just not the meeting link), meetings should not show location for
example regular meetings at a particular room — if that is released — security concern (could
disturb the meeting)

If there is a location/link — apply standard calendar harms — if Eric did not identify any harms
but | see something that might be harmful — can go back to Eric. If Eric says it's fine, just
proceed — submit to Open Information.

SITUATION ONE TIME: One time it came back from OPENINFO redlined — send it back to
Ministry officer (send to Ngaire) for Eric review — approved — sent back to us — sent to Michael
(our ED) for his review and then back to IAO (the IAO will know our process within our
Ministry- good resource if you have questions — so many additional harms — what do | do? Can
give advice) — they said it was fine — Michael flagged something — communicate it was IAO-
identified additional redline — please apply redline — redline document came back from |IAO —
that is not a final document — until signed off by DM- still able to edit it. Or ask IAO to edit it.

— | would provide clean copy of the calendar — in the email would say — please apply standard
calendar harms. Sometimes campus locations are flagged — past information — not a regular
meeting but, sometimes flagged.
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IAO does a line-by-line review of everything.

Download the Clean Copy and SMA Approval Copy (changed the name to Mincal MONDA —
with Harms — should match the Mincal MONTH — clean copy calendar)

Go back to the inbox (email along with DM calendar — see below instructions)

Add a copy of the DM’s calendar to the eApproval and put the eApproval on hold — add a
comment: With Open Info — Put on Hold. The eApproval does not show under my items
anymore — can see if choose — view ‘My Items’ — ‘On Hold’

Deputy Minister’s (DM) Calendar

Deadline is day of CITZ OPEN INFOGROUP deadline (for example, Sep 15 for Sep 15 deadline) —
calendar is usually clean so don’t have to apply any ‘Harms’ — Kelly Whitford (Kelly) usually cleans
it up for us/deletes unnecessary information.

Initiate request:

Forward the CITZ OPEN INFOGROUP email to Kelly. Comment: Could you please send me
DM Calendar for MONTH by DEADLINE.

Once received — review the calendar — Kelly usually cleans it up/not too worried — make sure
no call in information / no MS Teams link, etc...)

Of note — when we identify Harms — |AO is the one who applies ‘redline’ using FOIPPA.

All the Calendars:

Once have all the calendars (DM and Minister's)— Reply to recent CITZ OPEN INFOGROUP
email (remove any other participants) — CC — FOI Coordinator.

All the DM, Mincal Aug — clean Copy and Mincal Aug. — with harms Calendars

Comment: Hello — please find attached calendars. We did not identify any harms with the DM
calendar. Please see Mincal Aug with harms identified. If you have any questions, please let
me know.

Next Steps(review with Akari when it happens) — need to clear which step for which office — DMO /
MO

Open Information - have it for a week/couple of days - will apply redlines - then they send us the sign off
package with redlines with sign off form.

Then | will send the sign off package to minister's office to Senior Ministerial Advisor (Eric Peters) he
reviews everything for the Minister's office. (how is that sent? Origina/on hold eApproval?)

Sign off pack to Eric for his review - once it comes back - then send it to Randall for review and then
Michael Snoddean (our ED) then Michael will send to DMO for DM approval - then comes back to me
with DM approval - then will fill out and sign the form and send it back to Open Information.

Move Calendar from Kelly to Calendars - the appropriate month (for Example 08 August).
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Share records via email.
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Introduction

The Freedom of Information (FOI) Analyst provides advice, guidance, research and analysis on the implementation
and compliance of the Freedom of Information and Protection of Privacy Act (FOIPPA) and other relevant legislation.
The FOI Analyst responds to access and privacy requests, working to find practical and equitable solutions within the
parameters of FOIPPA and makes recommendations on the release of information and the protection of privacy for
the Ministry of Advanced Education, Skills and Training (AEST). The position ensures timely responses to access to

information requests and liaises with division contacts throughout the Ministry, including providing direction, advice
and related training to others.

The purpose of this guide is to provide:
1) A step by step guide to the FOI Analyst’s role and responsibilities

2) Links to further information, internal and external FOI contacts
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Section 1: New Requests

1.1. Receiving and Sending out New Requests

Once a new FOI request is received to the AEST FOI Coordinator mailbox, it is the role of the FOI Analyst
to review the request, ensuring that it is clear and easy to understand. If the request seems unclear,
clarify with the team of analysts at IAO before sending the request to the program area.

When the request is ready to be sent, it should be sent to the appropriate AEST FOI contact (see section
1.2). To assist with determining which division/program area the request should be sent to the
following locations can be searched:

e CLIFF

e  AEST Responsibilities List

Requests are sent to the program area with the Call for Records (CFR) form attached. Records from the program area
should be provided back to the AEST FOI Coordinator mailbox one day prior to the records due date provided by IAO
and should also include a harms assessment. If the program area advises the request will require more than 3 hours
for search and preparation and will result in a large volume of records, please see Section 2 regarding providing fee
estimates.
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1.2 AEST FOI Contacts

Minister’s Office

Michael Snoddon

Deputy Minister’s Office

Darren Francis (Ksenia
Pilgrim)/Alisha Nichols
CC: Julie Turner

Post-Secondary Policy and Programs

Lindsay Kinnear
(Ashley Wolsey on leave)

Governance, Legislation and Corporate Planning

Laura Mason
(Emily Lam on leave)

Finance, Technology and Management Services Cheryl Weiss

Workforce Innovation Division Lori Willms

GCPE Sean Leslie/lennifer
Fernandes

Proactive Disclosure - Directly Awarded Contracts & Bruce Smith

Contracts Over $10k

Proactive Disclosure - Minister/Deputy Minister
Calendars

Minister: Kathleen Fleurant
DM: Kelly Whitford
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1.3 Consultation Requests

In addition to a normal FOI request, the ministry is sometimes asked to consult on records from other
public bodies which are being processed as an FOI request through another public body. A consultation
occurs when a request is made of a public body and that public body has records which originated from
or were authored by another public body.

When a consultation request is received, the FOI Analyst should first review the records for any
mandatory harms (personal, etc.) and determine which program area would be the appropriate subject
matter expert to conduct a harms review. Once determined, the records should be forwarded to the
program area asking if they have any harms concerns with the release of the information.

Once the program area has responded with their input, send either a marked copy of the records, or an
email summary of the harms back to IAQ. It should be noted that no further sign off will be required as
long as the recommended severing is applied.

One important point to keep in mind when asked to review records for a consultation is that the
timeline does not stop. I1AO will ask for an extension to provide time for the impacted ministry to review
and provide advice on records, but nothing is on-hold. The ministry seeking the consultation must still
reply to the applicant within the legislated deadline regardless of whether or not the ministry being
consulted has responded. Failure to respond quickly to a consultation may mean that the ministry’s
advice regarding harm is not included with the severing.
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Section 2: Fee Estimates
2.1 Submitting a Fee Estimate

If the program area advises that the request will entail more than three hours of work for search and
preparation of the records, a fee estimate should be submitted to 1AO.

To submit a fee estimate, the CFR form should be filled out accordingly indicating the estimated number
of hours the request will take to perform an adequate search and prepare the records in PDF format.

Reasoning as to why the request is producing a fee should always be provided to IAO. Number of pages,
types of records (paper format which will entail scanning), de-duplication are common reasons as to
why a fee estimate occurs. Narrowing options to reduce or eliminate the fee should always be provided
to 1AO to further assist the applicant. For example: if the applicant were to reduce the timeframe of their
request the fee could potentially be reduced or eliminated.

Below is an example of a fee estimate in the CFR form.

Piease ensure that all reasonable efforts are made to g as possible

Search

Locating/Retrieving Producing records

Tasks may include: Estimated Hours Tasks may include: Estimated Hours |:]
* Searching for hard & electronic files » Identifying relevant sources of

* Reviewing box content lists Actual Hours |:| data/information ) Actual Hours |:]
* Retrieving records from off site * Marnual time spent creating and

* Retrieving email records (Outlook) producing records

Volume

Electronic files (in pages): Email without attach Pages :l Actual Pages |:|

*Orther refers to PDF, Word, Excel,
photos and any other electronic file Email with attachments: Estimated Pages l:l Actual Pages |:|
Hardcopy files (in pages):

responsive to the request
Actual Pages D
* Average file folder = 1" and holds approximately 200 pages (single sided)

« 1 Standard Records Centre Services Box: Estimated Pages |:| Actual Pages |:’

*Other documents Estimated Pages

+ Ifin legal sized folders - 1,800 pages
o Ifin letter sized folders - 2,200 pages

Preparation

Tasks may include :

s Actual H
+ Photocopying/scanning records into electronic format (PDF) S l:l
+ Ensuring completeness of responsive records

+ Copying other types of media; if so please specify: | |

Please describe the search for records including what ds were hed, (eg. files, email, databases, TRIM files, off site
records, etc.), duration of search time, and who concluded the search for records.

Approximately 515 emails are held in the sent items folder of Outlook by the individual specified in the request. Significant time will need to be
spent in order to extract, ensure completeness and prepare the emails for analysis, as reflected in the fee estimate.

Estimated Hours

PSE-2023-33095 , Page 26 of 94



2.2 Narrowing a Request

Once the fee estimate has been submitted and the request is put on hold, the applicant may narrow
their request. If IAO advises that the applicant has narrowed their request, the narrowed request needs
to be sent to the program area and a revised fee estimate needs to be provided as soon as possible.
Although the request will remain on hold throughout the narrowing process, it is the Ministry’s
responsibility to reply without delay.
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Section 3: Gather and Harms
3.1 Submitting Records to IAO

All responsive records should be received from the program area prior to or by the records due date to IAO. Records
should be provided in PDF format, and should also include a harms assessment completed by the program area. If
providing a harms assessment within the PDF itself, the program area should provide a clean copy of the records
along with the marked copy.

The FOI Analyst is responsible for reviewing the records and ensuring that the records are responsive to the request
(checking date range etc.), and checking that all duplicates have been removed. The harms noted by the program area
also need to be reviewed to ensure that they meet FOIPPA legislation and that enough background information has
been provided so that IAD has all necessary information to apply the recommended severing.

Along with the clean and marked copy of the records, the completed CFR form needs to be sent back to IAO indicating
harms. Please see below for example sections of the completed CFR form.

Section 1: Initial Records Assessment

YES@® ~No(D

Do you hold responsive records? If no, please provide an explanation that can be given to the applicant (if applicable):

Are you aware of other records that may be responsive to this request within your Ministry? YES O NO @

Are you aware of other records that may be responsive to this request held by another public body? YES O NO @

If yes, specify: |

*Harm — Disclosure of the records would significantly harm the ministry’s position, or a third partys interests on a given top-

ic. The harms assessment allows FOI staff to better understand the context of the records and make informed severing
recommendations based on potential harms. (Issues associated with possible disclosure through the FOI process that are unrelated
to the harms assessment should be communicated to your ministry executive and/or Government Communications and

Public Engagement office.)

If yes which information, if released, may cause harm?

* Please refe the applicably is and infe ion of the harms, and associated page numbers below.

* If any of these records have been prepared for, or used to inform, a decision of Cabinet or any of its committees, section 12 (Cabinet
confidences) may apply. Please identify the applicable records and advise: (1) what is the status of the issue? and (2) has the decision

been made public or implemented?

Please see marked copy of records attached.
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Section 4: Sign Off Process
All FOI requests, including proactive disclosures, are to be reviewed and approved by the Deputy
Minister.

4.1 Minister's Office Sign Off

Any requests involving the Minister’s office must be sent to the Minister's office in eApprovals for
review and approval prior to going to the Deputy Minister’s Office. Once the Minister’s office has
reviewed and all requested revisions have been made, the sign off package needs to be printed and
placed in a binder for review by the Director of Executive of Operations. The Director of Executive
Operations will review the package and then give the package to the Deputy Minister for final approval.
The Minister’s office needs to be notified once the Deputy Minister has approved, and if any further
changes had been made by the Deputy Minister.

For requests dealing with the Minister's sent items, the binder must be sent to the Minister’s office for
Minister review only once the Deputy Minister has signed off. The Minister Coversheet must be added
to the front of the binder indicating that the request has been signed off by the Deputy Minister. The
binder can be given to the Documents Coordinator in the Deputy Minister's office for routing to the
Minister’s office.

4.2 Program Area Sign Off

Any requests which came from the program area, should be sent back to the relevant program area for
Assistant Deputy Minister approval prior to going to the Deputy Minister’s office for final approval. The
sign off package should be sent to the Manager of Divisional Operations via eApprovals.

Once the Assistant Deputy Minister has reviewed and all requested revisions have been made, the sign
off package needs to be printed and placed in a binder for review by the Director of Executive of
Operations. The Director of Executive Operations will review the package and then give the package to
the Deputy Minister for final approval.

4.2 No Records Response Sign Off

If a request generates a No Records Response, the CFR form should be sent to the responsible program
area for approval prior to going to the Deputy Minister’s Office for approval. On the CFR form, it should
be indicated that the Ministry does not hold records and rationale should be provided. Please see
example below.
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Do you hold responsive records? If no, please provide an explanation that can be given to the applicant (if applicable): YESO NO@

|A thorough search was completed and no responsive records were located for this request. |

Are you aware of other records that may be responsive to this request within your Ministry? YESO NO @

Are you aware of other records that may be responsive to this request held by another public body? YESO NO@

1f yes, specify:

NO RECORDS RESPONSE APPROVAL:

Please forward to Ministry FOI Contact (if applicable) for Delegated Head’s final public body approval if ne records have been located.
Final Public Body Approval (Full name, Title) Signature: Date:

Shannon Baskerville, Deputy Minister

Once the appropriate program area has approved the No Records Response, the form should be printed
off and given to the Director of Executive Operations for review. Once reviewed, the Director of
Executive Operations will then provide the No Records Response to the Deputy Minister for final
approval.
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Section 5: Proactive Disclosure
5.1Minister & Deputy Minister Calendars

At the beginning of each month, Open Information will send a request for both the Minister’s and Deputy
Minister's calendar for the previous month. These requests should be forwarded to the appropriate contacts in the
Minister's office and Deputy Minister’s office (see section 1.2).

Once the calendars have been received, ensure that they have been provided in the ‘Calendar Details Style’ format
and review for any potential Ministry specific harms before sending back to Open Information. The Open
Information team will apply severing to all mandatory harms (personal information, conference call details,
meeting locations, etc.).

When the calendars come back from Open Information, an eApproval (in the format shown below) including the
calendars and the approval form should be created for Minister’s Office approval.

Proactive Disclosure - Sign Off - DM/Minister Calendars (April)

After receiving Minister's Office approval the redline calendars as well as the approval form need to be printed and
placed into a binder for review by the Director of Executive Operations, who will then pass the sign off package to
the Deputy Minister for approval. Once DM approval has been received, an email back to Open Information stating
that both calendars have been approved for publication is sufficient for final approval.

5.2 Directly-Awarded Contract Summaries & Quarterly Contracts over 10k

Along with the request for the Minister and Deputy Minister calendars, Open Information will
also send monthly requests for Directly-Awarded Contract summaries and quarterly requests for Contracts over
10k summaries. These requests should be forwarded to the appropriate contact (see section 1.2).

Once received, the FOI Analyst should review the summary to ensure completeness of the record and then forward
to Open Information for their review. When forwarding the summary to Open Information, please indicate that the
summary needs to be returned to the Ministry for approval prior to publication.

When the summary has been returned from Open Information, an eApproval (in the format shown below) should
be created for approval by the Finance, Technology and Management Services Division ADM.

Proactive Disclosure - Sign Off - Directly Awarded Contracts (March 2019)

Proactive Disclosure - Sign Off - Contracts over 10k (April-June)
After receiving Assistant Deputy Minister approval the redline summary as well as the approval form needs to be
printed and placed into a binder for review by the Director of Executive Operations, who will then pass the sign off

package to the Deputy Minister for approval. Once DM approval has been received, an email back to Open
Information stating that the summary has been approved for publication is sufficient for final approval.
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Section 6: Reporting
6.1 Weekly FOI Executive Summary

Every Wednesday, it is the responsibility of the FOI Analyst to prepare and send out the Weekly FOI Executive
Report for AEST. Past reports are filed in AEST FOI Coordinator mailbox under “Weekly FOI Executive Summary”.

This report should be sent to the following people: Senior Ministerial Assistant, Director of Executive Operations,
AEST GCPE Communications Director, and the Documents Coordinator in the DMO. The MCRU Manager should be
CC'd on the email.

Below is an example report, including where the information contained in the report can be located.

A majority of this information is located on the |1AQ Dashboard. (Access to this dashboard will need to be requested
through FOI.Operations@gov.bc.ca)

Below is the weekly summary of active FOI requests for the Ministry of Advanced Education, Skills and Training. For
reference purposes only.

New/updated information since last report highlighted in yellow in the bottom table.
Please forward any follow up questions to Lorie McLoed.
AEST STATISTICS:

Total Number of Active Requests:
[ overall: 54 | change since last report: -7 |
*  The total number of active requests can be found on the Received Dashboard — under the Currently Active tab
Timeliness for Fiscal Year (Total requests closed on time):
[ Overall Current: 85.1% | Change since last quarter: -11.9% |
* The % on Time can be found on the Performance Dashboard
»  The change since last quarter is calculated per fiscal year (April-June, July-September, October-December,
January-March)
Total Number of Requests Received this Fiscal Year:
| Overall: 69 | Change since last quarter: +37 |
*  The number of requests received this fiscal year can be found on the Received Dashboard
Total Number of Requests Closed this Fiscal Year:
| Overall: 67 | Change since last quarter: +34 |
*  The number of requests closed this fiscal year can be found on the Performance Dashboard
Requests Currently Overdue:
Lo |

NOTE: The information on the table directly below is accurate up to August 28, and ordered based on best “On Time”
performance by public body.
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ted [MLA11:

Dashboard Received

Re

Ministry Count of Request # Average of | % on

{Under the Received Total Time

Dashboard > Received- Process

Tables) Days
Transportation and Infrastructure 143 36| 99%
Office of the Premier 199 105 | 98%
Indigenous Relations and Reconciliation 45 68 | 97%
Labour 48 28| 95%
Public Safety and Solicitor General 540 29| 95%
Tourism, Arts and Culture 56 35| 94%
Mental Health and Addictions 38 31| 92%
Education 66 32| 92%
Energy and Mines 70 68| 92%
Environment 160 51| 90%
Agriculture 114 68| 91%
Citizens' Services 68 45| 91%
Municipal Affairs and Housing 118 46 | 89%
Finance 533 44 | B8%
Social Development and Poverty Reduction 410 27 | 88%
Attorney General 221 42 | 84%
Children and Family Development 892 56| 82%
Health 137 63| 81%
Forests, Lands and Natural Resource Operations 230 68 | 74%
Jobs, Trade and Technology 65 49 | 69%
Grand Total 4220 49 | 88%

*  These statistics can be found on the Performance Dashboard

WhatsApp messages - excluding
attachments — sent from the Minister’s
Senior Ministerial Assistant(s) - where such
a position existed and was staffed during
the period. (Date Range for Record Search:
From 12/01/2018 To 12/31/2018)

Request # Applicant Description Due Status/Last Action
Type Date
AED-2019- Political All emails sent from Michael Eso, excluding | 17 Sep | Redline with MO for
93087 Party attachments. (Date Range for Record 19 approval 26 Aug.
Search: From 01/01/2019 To 04/30/2019)
AED-2019- Political Records of any and all emails, text 13 Sep | Revised redline sent to MO
93410 Party messages, BBMs, slack messages, and 19 for approval 21 Aug.

*  This portion of the report should include the most recent action on each active FOI request, which can be
located in the corresponding Outlook folder or the AEST FOI Tracking spreadsheet. Ensure that any changes
made are highlighted in yellow. If a request is overdue, the request number and due date should be

highlighted in red.
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Section 7: Contacts and Links

+ Contacts

* |AO Health Education Team: FOl.Health.Education@gov.bc.ca
* |AO Intake Team: FOI.Requests@gov.bc.ca

* Open Information Team (Proactive Disclosure): Open.InfoGroup@gov.bc.ca

e Links

AEST FOI Tracking Spreadsheet
FOI Minister Coversheet Template

Open Information
IAQ Dashboard

FOI Coordinator’s Community of Practice SharePoint
FOIPPA

AEST Responsibilities List
CLIFF

Completed eApprovals
eApprovals
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FOI Checklists

June 28, 2022
10:42 AM

Incoming Requests

General FOI Requests:

1. Create a folder in the FOI Correspondence Inbox

2. Create a folder in the FOI shared Drive

3. Add the incoming request information to the FOI Tracking sheet

4. Read the request, consult with IAO if any modification might required (clarity of the
request, scope)

5. Identify the branch(es) that could hold the records - if one area can't be identified, or t
could cross over divisions send to appropriate ones or sent the request to all MDMOs
depending on the records requested.

6. Create an eApproval item and forward it to the branch(es)

If another ministry may also have records, let the IAO analyst know

8. If staff advise that this may be a large volume request, require consultations, or
significant harm review, let the IAO analyst know (they will not request an extension
until after or just before due date for records)

o

Request for Minister and MO staff records:
1. Follow steps 1-4 above
2. Create an eApproval item and forward it to MO

Harms Reviews
1. Review harms provided and provide any additional harms

2. Does it require a consultation with a 3rd party or public body
3. Willit require an extensions and/or Fee Estimate
4. Provide Manager for review
5. Once approved, save a copy of record with harms and a clean copy to the FOI Shared
Drive
6. Complete CFR and email IAO that records are on Shared drive, attach CFR
7. Update FOI tracking sheet
8. Put the eApproval on hold with a comment "with IAQ"
9. Move folder in Inbox to "With IAO"
Sign Off
1. Review sign off package
2. Create eApproval file (if one exists, remove "on hold")
3. Add new package
4. Save older documents in eApprovlas as "OLD" at the beginning of title
5. Reorder so most sign off documents are listed first
6. Sendto ADMO(s)
7. Send to MO for approval
8. Once MO approves, send the redline and response letter to GCPE for information
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10.

11.
12.

Send it to DM (anything for DM approval goes to Michael Snoddon first)

Any additional harms or changes, send to IAO and request a revised Redline (and
response letter and sign from if there are changes required).

Once approved, send approval sign form to IAO

Complete Tracking form, eApproval and folder in mailbox under completed for the year.
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FOI Process Map

1AO receives FOI request, creates a Call
For Record (CFR) and sends it to the
Ministry FOI Team via MOD Platform

IAQ creates redline and prepares a
letter for applicant and sign off form

FOI Team reviews request to
determine source of records and
checks clarity and scope of the
request. Team creates eApp with
CFR and forwards it to branch(es)

Records found: records gathering

Branch(es) gathers time does not exceed 3 hours

responsive records

Branch(es) filles CFR form
as No Responsive
Records (NRR) and has it
approved by ED

FOI Team confirms harms
assessment and ensures CFR is
filled correctly. Clean records
and harms assessment are then
uploaded to MOD.

Branch(es) conducts harms
assessment and has it
approved by branch ED.
Filled CFR, clean records, and
harms assessment are
uploaded to eApp and return
to FOI Team.

Branch(es) consults with
FOI team as to whether
fee estimate is required

I---*

I1AO formats the records for release to the
applicant based on approved redline, and
delivers severed records to applicant

FOI Team reviews and compares
redline to harms assessment to any
discrepancy, and sends approval
package to ADM(s) of branch
responsible through eApp

FOI team uploads
sign off form to
IAO via MOD
Platform

Delegated Authority ADM Jason Butler
reviews and approves the package, and
signs off

ADM reviews and
approves the package and
sends it back to FOI Team

FOI team forwards eApp
to Delegated Authority
ADM Jason Butler for
review and approval.
Redline (or NRR) is
shared with GCPE for
information purpose.

FOI team
forwards eApp to
MO for review
and approval

GCPE reviews redline (or NRR) and
provide comments if any

MO reviews and approves the package
and sends it back to FOI team

FOI Team confirms SIS ESE SRS

NRR, prepares
approval package

and seeks final
approval

1 Records gathering stage

Sign off stage

FOI Team uploads and
enters fee estimate in
MOD. Once fee is paid by

1
/ Approval Package
Redline Package:

Information Access Operations Minister’s Office

applicant, FOI team
informs branch(es) to
resume records gathering
and harms assessment

Updated: June 2023
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Redline, Response letter to applicant, sign
off form, clean responsive records, harms
assessment and any other docs prepared
for the request.
NRR package:
\NRR CFR and anv background info for NRR /
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FOI Process Map with FOI analyst notes

1AO receives FOI request, creates a Call
For Record (CFR) and sends it to the
Ministry FOIl Team via MOD Platform

Use Responsibilities List to determine
source of records. Connect with IAO for
clarification and/or for any
modification of request. Create a folder
in inbox, update the tracking sheet.

IAQ creates redline and prepares a
letter for applicant and sign off form

Remove eApp hold,
upload redline, sign off
form, applicant letter.
Rename old docs, re-
order docs. Update
divisional tracking on
MOD

I1AO formats the records for release to the
applicant based on approved redline, and

delivers severed records to applicant

FOI Team reviews request to
determine source of records and
checks clarity and scope of the
request. Team creates eApp with
CFR and forwards it to branch(es)

Records found: records gathering

Branch(es) gathers time does not exceed 3 hours

responsive records

Branch(es) filles CFR form
as No Responsive
Records (NRR) and has it
approved by ED

FOI Team confirms harms
assessment and ensures CFR is
filled correctly. Clean records
and harms assessment are then
uploaded to MOD.

Branch(es) conducts harms
assessment and has it
approved by branch ED.
Filled CFR, clean records, and
harms assessment are
uploaded to eApp and return
to FOI Team.

Branch(es) consults with
FOI team as to whether
fee estimate is required

- e -

Upload the records
and CFR in MOD
and put eApp on
hold. Make a
comment in MOD
what the eApp
number is on hold

FOI Team reviews and compares
redline to harms assessment to any
discrepancy, and sends approval

package to ADM(s) of branch
responsible through eApp

ADM reviews and
approves the package and
sends it back to FOI Team

FOI team
forwards eApp to
MO for review
and approval

MO reviews and approves the package
and sends it back to FOI team

FOI team uploads
sign off form to
IAO MOD Platform

Delegated Authority ADM Jason Butler Close eApf§ and

reviews and approves the package, save the Ttory
and signs off in LAN. AlWays
update th
FOI team forwards eApp ' divisilonal
to Delegated Authority CEEL

ADM Jason Butler for
review and approval.
Redline (or NRR} is
shared with GCPE for
information purpose.

GCPE reviews redline (or NRR) and
provide comments if any

EEEEEEEEEER
FOI Team confirms

NRR, prepares
approval package

and seeks final
approval

Updated: June 2023

1 Records gathering stage

FOI Team uploads and
enters fee estimate in

MOD. Once fee is paid by

applicant, FOI team
informs branch(es) to
resume records gathering
and harms assessment
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/ Approval Package \
Redline Package:

Redline, Response letter to applicant, sign

off form, clean responsive records, harms
assessment and any other docs prepared

for the request.

NRR package:

\NRR CFR and anv background info for NRR /
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DELEGATION OF THE DUTIES, POWERS AND FUNCTIONS OF A MINISTER
AS HEAD OF A PUBLIC BODY UNDER THE FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT

Ministry of Post-Secondary Education and Future Skills

DELEGATED POSITION AND, IF

DUTY, POWER OR FUNCTION OF THE MINISTER APPLICABLE, NAME OF PUBLIC BODY
OR ORGANIZATION

FREEDOM OF INFORMATION (FOl)

Section 6 — Duty to assist applicants

The head of a public body must make every reasonable effort to assist FOI applicants and to respond without delay
openly, accurately and completely. Assistant Deputy Minister
Note: While fulfilling this duty is the responsibility of all employees, this person is accountable.

Section 7 — Time limit for responding

The head of a public body must respond to an FOI applicant within 30 business days of receiving a request unless
exceptions under the Act apply; Assistant Deputy Minister
Note: While all persons invelved in responding to a request must exercise diligence in this regard, this person is
accountable.

Section 8 - Contents of response

The head of a public body must inform the applicant whether they are entitled to access a record, and provide details
about how access will be given. If access is refused, the head of the public body must inform the applicant why, and
provide contact information of an officer or employee of the public body who can answer the applicant's questions
about the refusal. The head of a public body may refuse to confirm or deny the existence of a record if specified Assistant Deputy Minister
conditions are met (see s. 8(2)).

Note: Information Access Operations staff will issue the response to the applicant that meets the legislated obligations.
However, this person is accountable for making the decision to provide or refuse access, or to refuse to confirm or deny
the existence of a record.

Page 1of7
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DUTY, POWER OR FUNCTION OF THE MINISTER

DELEGATED POSITION AND, IF

APPLICABLE, NAME OF PUBLIC BODY

Section 9 — How access will be given
If access will be given, the head of a public body must comply with the following:
e If the record can be reasonably reproduced, either electronically or in hard copy, then it must be provided in
the form requested by the applicant.
e Where the above is not possible, the applicant can also be permitted to examine the record.

OR ORGANIZATION

FOI Analyst, Corporate Information and
Records Management Office (CIRMO)

Section 10 — Extending the time limit for responding
The head of a public body may extend the timeline for responding to a request if specified criteria are met. If an
extension has been taken, the applicant must be provided the reason and when the response can be expected.

Decision to take an extension:
FOI Analyst, CIRMO

Requirement to inform applicant:
FOI Analyst, CIRMO

Section 11 - Transferring a request

If the record was produced, obtained, or is under the control or custody of another public body, the request can be
transferred within the first 20 days. The head of the other public body must respond to the applicant no later than 30
days after the transferred request is received, unless the time limited is extended under section 10.

Decision to transfer:
FOI Analyst, CIRMO

Requirement to notify applicant:
FOI Analyst, CIRMO

Section 43 — Power to authorize a public body to disregard requests

The head of a public body may ask the commissioner for authorization to disregard requests that are frivolous or
vexatious, that request records already disclosed or available from another source, or would unreasonably interfere with
operations of the public body due to their repetitious or systematic nature.

Deputy Minister

FOI FEES

Section 75(1) — Fees for services
The head of a public body may require payment of fees for locating, retrieving, producing, preparing, shipping and
handling, and/or providing a copy of the record.

FOI Analyst, CIRMO

Section 75 (4) — Fee estimate
If an applicant is required to pay a fee for services, the head of the public body must provide a written fee estimate and
may set amount of deposit required.

FOI Analyst, CIRMO

Section 75 (5) = Fee waiver
The head of a public body may excuse all or part of the fee if it determines that a request to do so is fair or is in the
public interest.

Assistant Deputy Minister

Section 75 (5.1) — Fee waiver response
The head of a public body must respond in writing to applicant’s fee waiver request within 20 days.

FOI Analyst, CIRMO

EXCEPTIONS TO DISCLOSURE UNDER FOI

Section 12 - Cabinet confidences

The head of a public body must refuse to disclose to an applicant information that would reveal the substance of
deliberations of the Executive Council or any of its committees, including any advice, recommendations, policy
considerations or draft legislation or regulations submitted or prepared for submission to the Executive Council or any of
its committees.

Assistant Deputy Minister
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DELEGATED POSITION AND, IF
APPLICABLE, NAME OF PUBLIC BODY
OR ORGANIZATION

DUTY, POWER OR FUNCTION OF THE MINISTER

Section 13 - Policy advice or recommendations
The head of a public body may refuse to disclose information that would reveal advice or recommendations developed
by or for a public body or a minister.

Assistant Deputy Minister

Section 14 — Legal advice
The head of a public body may refuse to disclose information subject to solicitor client privilege.

Assistant Deputy Minister

Section 15 — Disclosure harmful to law enforcement
The head of a public body may refuse to disclose information which could reasonably be expected to harm law
enforcement.

Assistant Deputy Minister

Section 16 — Disclosure harmful to intergovernmental relations or negotiations
The head of a public body may refuse to disclose information that could reasonably be expected to harm relations
between the government of B.C. and other governments or their agencies.

Assistant Deputy Minister

Sections 17 — Disclosure harmful to the financial or economic interests of a public body
The head of a public body may refuse to disclose information that could reasonably be expected to harm the financial or
economic interests of a public body or the government of B.C.

Assistant Deputy Minister

Section 18 - Disclosure harmful to the conservation of heritage sites, etc.
The head of a public body may refuse to disclose information that could reasonably be expected to damage or interfere
with the conservation of fossil sites, heritage sites, or endangered species.

Assistant Deputy Minister

Section 18 (1) = Disclosure harmful to interests of an Indigenous people.
The head of a public body must refuse to disclose information if the disclosure could reasonably be expected to harm the
rights of an Indigenous people to maintain, control, protect or develop cultural heritage, traditional knowledge, etc.

Assistant Deputy Minister

Section 19 - Disclosure harmful to individuals or public safety
The head of a public body may refuse to disclose information that could reasonably be expected to threaten anyone’s
safety, mental or physical health, interfere with public safety, or cause the applicant immediate and grave harm.

Assistant Deputy Minister

Section 20 - Information that will soon be published or released
The head of a public body may refuse to disclose information that will be published or released to the public within 60
days of the receipt of the applicant’s request, or that must be published or released to the public under an enactment.

Assistant Deputy Minister

Section 21 — Disclosure harmful to business interests of a third party

The head of a public body must refuse to disclose trade secrets, commercial, financial, labour relations or scientific
information of or about a third party; that was supplied in confidence; and disclosure of which could reasonably be
expected to cause specified harm.

Assistant Deputy Minister

Section 22 - Disclosure harmful to personal privacy
The head of a public body must refuse to disclose information that would be an unreasonable invasion of a third party’s
personal privacy.

Assistant Deputy Minister

Section 22.1 - Disclosure of information relating to abortion services
The head of a public body must refuse to disclose information that relates to the provision of abortion services.

Assistant Deputy Minister
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DUTY, POWER OR FUNCTION OF THE MINISTER

DELEGATED POSITION AND, IF
APPLICABLE, NAME OF PUBLIC BODY

OR ORGANIZATION

THIRD PARTY NOTICE UNDER FOI

Section 23 - Notifying the third party

The head of a public body must give a third party written notice when it intends to give access to a record containing
information that it has reason to believe might be excepted from disclosure under s. 18.1, 21 or 22 and may give a third-
party notice when it intends to refuse access to information pursuant to s. 21 or s. 22.

FOI Analyst, CIRMO

Section 24 — Time limit and notice of decision

The head of a public body must decide within 30 days after notice is given under section 23 to give access to all or part of
a record, provide the applicant and the third party with written notice of the decision and tell the third party of the right
to request a review.

Assistant Deputy Minister

DISCLOSURE OF INFORMATION IN THE PUBLIC INTEREST

Section 25 — Information must be disclosed if in the public interest
The head of a public body must disclose information about a risk of significant harm to environment or to health or
safety of the public or a group of people, or disclosure of which is clearly in the public interest.

Deputy Minister

DISCLOSURE OF INFORMATION WITHOUT AN FOI REQUEST

Section 70 - Certain records available certain without request
The head of a public body must make available manuals, instructions, guidelines, or substantive rules or policy
statements adopted by public body.

Executive Director

Section 71 — Categories of records available without request
The head of a public body must establish categories of records available to the public without a request for access under
the Act.

Executive Director

PRIVACY PROTECTION

Section 29 — Right to request correction of personal information
The head of a public body must correct or annotate applicant’s personal information on request.

Executive Director

Section 30.5 (2) — Notification of unauthorized disclosure

The head of a public body must be notified by an employee, officer, or director of a public body, or an employee or
associate of a service provider, if there has been an unauthorized disclosure of personal information that is in the
custody or under the control of the public body.

Ministry Chief Information Officer in
accordance with the Information Incident
Management Policy

Section 33 (3) — Disclosure of personal information if there are compelling circumstances
A public body may disclose personal information if the head of the public body determines that compelling
circumstances exist that affect anyone's health or safety.

Assistant Deputy Minister

Section 69 (5) — Privacy impact assessments and information sharing agreements

Where Personal Information is involved:
Assistant Deputy Minister
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DUTY, POWER OR FUNCTION OF THE MINISTER

DELEGATED POSITION AND, IF
APPLICABLE, NAME OF PUBLIC BODY

The head of a ministry must prepare a privacy impact assessment and an information sharing agreemement in
accordance with directions of the minister responsible for the Act.

Note: The term “head of a ministry”is used here because the Act contains different stipulations for the head of a public
body that is not a ministry.

OR ORGANIZATION

Where no Personal Information is involved:
Executive Director

GENERAL

Section 44 (4) — Examination of a record by the commissioner
If a public body is required by the commissioner to produce a record and it is not practicable to make a copy, the head of
the public body may require the commissioner to examine the original at its site.

Assistant Deputy Minister

Section 69 (4) — Correcting errors in personal information directory

The head of a ministry must correct as soon as possible any errors or omissions in the portion of the personal
information directory that relates to the ministry, and provide the corrected information to the minister responsible for
this Act.

Note: The term “head of a ministry”is used here because the Act contains different stipulations for the head of a public
body that is not a ministry.

Assistant Deputy Minister

Section 69 (5.5) — Notifying commissioner of data-linking initiatives or common or integrated programs or activities
The head of a public body must notify the commissioner of a common or integrated program or activity (as definied
under the Act) at an early stage of developing the initiative, program or activity.

Executive Director

RECOVERY AND RETURN OF PERSONAL INFORMATION

Section 73.1 — Recovery of personal information
The head of a public body may issue written notice demanding that a person or entity return personal information,
securely destroy the information or respond in writing to declare they are authorized by law to possess this information.

Deputy Minister

Section 73.2 — Court order for return of personal information
The head of a public body may ask the Attorney General to petition the superior court for an order requiring return of
personal information.

Deputy Minister

FOIPPA REGULATIONS

Section 7 (1) - Disclosure of information relating to mental or physical heath to a medical professional

The head of a public body may disclose information relating to the mental or physical health of an individual to a health
professional for an opinion on whether disclosure of the information could reasonably be expected to result in grave and
immediate harm to the individual’s safety or mental or physical health.

Executive Director

Section 7 (3) — Requiring a health professional to enter into a confidentiality agreement or examine records on public
body’s premises
The head of a public body may require a health professional to whom information is disclosed under this section to do
either or both of the following:

a) enterinto a confidentiality agreement;

b) examine the record containing the information on the public body’s premises.

Executive Director
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DUTY, POWER OR FUNCTION OF THE MINISTER

DELEGATED POSITION AND, IF

APPLICABLE, NAME OF PUBLIC BODY

Section 7 (5) — Recommendation for accompaniment while viewing a record containing mental or physical health
information

The head of a public body may recommend that an applicant who makes a request for access to a record containing
information relating to the applicant’s mental or physical health should not examine the record until a health

professional or a member of the applicant’s family is present to assist the applicant in understanding the information in
the record.

OR ORGANIZATION

Executive Director

12 (a)(i) Signing written agreement that confirms a common or integrated program or activity
The head of a public body through which or on whose behalf the services of an integrated program or activity (as
definied under the act) are provided must sign a written agreement describing the services provided, the types of

information collected, the purposes of the activity, the roles and responsibilities of the activity, and the start and end
date if applicable.

Assistant Deputy Minister

Pursuant to section 66 of the Freedom of Information and Protection of Privacy Act (the Act), | hereby delegate my powers, duties and functions as head of the
public body to the persons who hold the positions, and to the extent, set out in the Schedule above, subject to the following conditions:

(a) that the persons to whom my powers, duties or functions are delegated are bound in the exercise of those powers, duties or functions by the

jurisdictional, legislative and administrative limitations to which | am subject;

(b) that the powers, duties or functions delegated to any person may also be exercised by another person who holds the person’s position in an acting

capacity to which he or she has been duly appointed;

(c) that, notwithstanding the delegation of my powers, duties or functions, | may exercise at any time any of the powers, duties or functions delegated.

This delegation is effective on and from the date shown below and shall remain in effect until revoked. This delegation may be revoked or amended.
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January 25, 2023

Deputy Minister Bobbi Plecas Date
Ministry of Post-Secondary Education and
Future Skills

Page 7 of 7
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Freedom of Information Request Process

This timeline is based on the legislated timeline of an FOI request.

30-Day
Turnaround

MOD

PSFS FOI Team
Receives FOI request from IAO. Reviews
and forwards to Program Area.

eApps

Program Area
Sends responsive records to PSFS FOI Team.

eApps

PSFS FOI Team
Compiles responsive records.Sends to
Program Area for harms assessment.

eApps

000

Program Area
Sends harms assessment back with ED approval.

€

PSFS FOI Team
Reviews harms assessment then sends to IAO.

MOD

IAO
Creates Sign Off Package for PSFS FOI Team.

eApps

PSFS FOI Team
Obtains Executive and Delegated Signing Authority
review and approval of Sign Off Package. Sends
IAO the signed Approval Form.

9

IAO

IAO finalizes and releases records to the Applicant.
Closes the FOI request.
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Monthly BN Summary (titles)

August 14, 2023
2:57 PM

1*t of every Month, we would receive an IAO email as Call for Records for BN Summary titles (from CITZ
OPEN INFOGROUP CITZ:EX <Open.InfoGroup@gov.bc.ca>). (For any proactive disclosures help, reach
out to IAO Kara Beach or IAO Community and Health Team (FOl.SocialEducationTeam@gov.bc.ca).

1. Create eApp (Jelene B. > Tara C.), which will be your MAIN eApp, with the following criteria:

Title: PD Ministerial BN (MONTH). Branch: Deputy Minister's Office (DMO). Signature level: Assistant
Deputy Minister (ADM). Date final due: 'DISCRETION'. Category: FOI. Sub Category: Proactive
disclosure. Stage: Responsive records review. Applicant: Other. Scope: Month of 'MONTH'. |AO date
due: per email. Legislated date due: per proactive disclosure calendar. Approval route: DMO > 'Your
name'. Update FOIs Excel.

2. Attach a copy of the Call for Records (print the email as PDF or simply drag the email to your
desktop). Change the due date of the email to reflect the eApp due date) and attach a copy of the blank
BN Summary template (rename it PD Ministerial BN (MONTH).

OPTIONAL: Once the full BN Excel is back from the DMO, send the copy to IAO saying 'Please find
attached our BN Summary for MONTH' while pursuing harms assessment from each division.

3. Divide the full BN Excel list into divisions FTMS, GLE, LMD and PSPP by enabling the Excel 'Filter'
function under 'Data'. Name each Excel as 'PD Ministerial BN (MONTH) - DIVISION. Put the MAIN eApp
ON HOLD with a comment saying 'Waiting for Redline'. Update FOIs Excel.

4. ONLY for PSPP, you have to find out per title who was the ED who approved (Greg, Melanie, Fiona,
Chad, Ben and Christine). Email each ED the titles they approved with the message:

Hi ED NAME,

Please let me know if there (is/are) any concerns with releasing the (title/titles) of the following briefing
notes - only the titles are being released:

e BN TITLE (add more lines as needed)

4a. Create eApps for approval for each division: FTMS (Cheryl W. > Jason B.), GLE (Emily L. > Tony L.)
and LMD (Kyla K. > Joanna W.), with the following criteria:

Title: PD Ministerial BN (MONTH) - DIVISION. Branch: DIVISION - Assistant Deputy Minister's Office
(ADM). Signature level: ADM. Date final due: 'DISCRETION'. Category: FOI. Sub Category: Proactive
disclosure. Stage: Responsive records review. Applicant: Other. Scope: Month of 'MONTH'. |AO date
due: Per email. Legislated date due: Per proactive disclosure calendar. Approval route: 'DIVISION' ADM
> 'Your name'.

5. Once you get all the PSPP ED approvals via email, create an eApp for approval (Carla E. > Melanie N.)
with the same criteria as above.
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You can reuse this comment for sending:
'For ADM review and approval of 'PSEFS of ## Month' - Proactive Disclosure of BN for MONTH - only the
titles are being released. (for PSPP) All ED's have reviewed and approved (through separate eApps).'

Update FOIs Excel.

6. If you get all 4 eApp approved with no concerns, create a CLEAN copy using the original full BN Excel
(remove any additional comments). Rename the file as 'PD Ministerial BN (MONTH)'. Reply to the
original Call for Records email, attach the Excel file and add the message 'Please find attached our BN
Summary for MONTH".

6b. If you get all 4 eApp approved with HARMS, highlight said harms with comments (copy paste harms
message from EDs or ADMs). Rename the file as 'PD Ministerial BN (MONTH) - HARMS'. If no FOIPPA
exception section is quoted, find the correct section and add it to the comment as 'S.## recommended'.
Create a CLEAN copy using the original Excel (remove any additional comments). Rename the file as 'PD
Ministerial BN (MONTH) - CLEAN'. Reply to the original Call for Records email, attach the 2 Excel files
and add the message 'Please find attached Clean and Harms (## harms identified) copies of BN Summary
(MONTH)".

7. Close all 4 division eApps as Completed and print ehistory. The MAIN eApp remains ON HOLD.
Update FOIs Excel.

8. Once we receive back the PDF Redline from IAQ named 'PSEFS' of '## Month' for approval, remove
the MAIN eApp from ON HOLD. Attach the PDF Redline and a blank Proactive Disclosure Approval Form.
Keep the Call for Records, attach the Redline but delete the Excel. Edit the eApp Approval route as MO
>'your name'. Once it comes back from the MO, we will send it for Final Sign Off > 'your name' to
Cheryl W. ( Jason B. who is our delegated signing authority).

OPTIONAL: Duplicate the eApp and send for MO's (Eric P.) approval (sent concurrently with MAIN eApp
depending on the due dates).

You can reuse this comment for sending:

'For (MO or Final Sign Off) review and approval of 'PSEFS of ## Month' - Proactive Disclosure of BN for
MONTH - only the titles are being released. All division ADM's have reviewed and approved (through
separate eApps).'

OPTIONAL: Concurrently being reviewed/approved by MO. Thank you!

9. Once Final Approval has been received, edit the Approval Form to write the name of the Delegated
Signing Authority (i.e. Jason Butler, FTMS-ADM) Delegated Signing Authority and then on the Signature
section, write 'Electronic Approval' and then on the Date section write the exact Approval date. Send

the form via email reply to IAO.

FOls Excel can be cleared.
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Monthly Calendars

August 14, 2023

2:56 PM

1*t of every Month, we would receive an IAO email as Call for Records for MONTH Calendars from CITZ
OPEN INFOGROUP (Open.InfoGroup@gov.bc.ca). (For any proactive disclosures help, reach out to IAO
Kara Beach or IAO Community and Health Team FOl.SocialEducationTeam@gov.bc.ca.

1. The calendars |AO requires are Minister's (Selina R. via Christine W.), Deputy Minister's (Bobbi P. via
Jelene B. approved by Tara C.), and Minister of State Andrew Mercer (Tiffany M. approved by Eric P.).
Update FOlIs Excel.

2a. Email Christine W. for the Minister's Calendar with the message 'Requesting the Minister’s Calendar
for Proactive Disclosure for 'MONTH' 2023. Please return to me with approval by DUE DATE.

2b. Email Jelene B. for the Deputy Minister's Calendar with the message 'Requesting the DM'’s calendar
for Proactive Disclosure for June 2023. Please return to me with approval by DUE DATE.

2c. Create eApp (Tiffany M. for Eric P. for Andrew M.) for approval (this will be your MAIN eApp) with
the following criteria:

Branch: Minister of State's Office. Signature level: Assistant Deputy Minister (ADM). Date final due:
'DISCRETION'. Category: FOI. Sub Category: Proactive disclosure. Stage: Responsive records review.
Applicant: Other. Scope: 'MONTH YEAR'. IAQ date due: per email. Legislated date due: per proactive
disclosure calendar. Approval route: MOSAM > 'Your name'.

Update FOIs Excel.

3. Once all Calendars are returned from IAO (should be PDF files with any harms already marked and
commented on), download and rename the files accordingly to 'Minister of State Calendar’, 'Minister
Calendar' and 'DM Calendar'. Reply to the original Call for Records email and attach all files with the
message 'Please find our calendars attached apply standard calendar harms.'

3a. For the DM Calendar, send to DMO for approval mentioning the turnaround time is only 2 days.
Send this via email (pls see previous months for guidance).

4. Using the Main eApp, send to MO for Approval with the following message:

'For MO review and approval of Proactive Disclosure of Minister Robinson, Minister of State Mercier and
Deputy Minister Plecas' Calendars. Thank-you!'

Approval can be sent concurrently for Final Sign Off via Delegated Signing Authority depending on the
due dates.

5. Once Final Approval has been received, edit the Approval Form to write the name of the Delegated
Signing Authority (i.e. Jason Butler, FTMS-ADM) Delegated Signing Authority and then on the Signature
section, write 'Electronic Approval' and then on the Date section write the exact Approval date. Send via
email reply to IAO.
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FOIs Excel can be cleared.
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Monthly Directly Awarded Contracts (DAC)

August 14, 2023

2:57 PM

1*t of every Month, we would receive an IAO email as Call for Records for MONTH Directly Awarded
Contracts from CITZ OPEN INFOGROUP (Open.InfoGroup@gov.bc.ca). (For any proactive disclosure
help, reach out to IAO Kara Beach or IAO Community and Health Team
(FOl.SocialEducationTeam@gov.bc.ca).

1. Download the Excel from the Call for Records email and rename it to 'Directly Awarded Contracts
(MONTH YR)".

2. Send an email to Procurement Support (ProcurementSupport@gov.bc.ca) with the attached Excel file
and a blank Proactive Disclosure of DAC (MONTH) Approval Form. Due date is before IAO due date.

3. Once received from Procurement, attach the DAC Excel sheet to the reply to original Call for Records
email with the message 'Please find our monthly summary attached. We are seeking further executive
approval within 10 business days and do not need to receive a formal sign-off package.' Update FOls
Excel.

4. Once DAC was received back from Procurement, create eApp (Cheryl W. for Jason B.) for approval
(this will be your MAIN eApp) with the following criteria:

Branch: FTMS - Assistant Deputy Minister's Office. Signature level: Assistant Deputy Minister (ADM).
Date final due: 'DISCRETION'. Category: FOIl. Sub Category: Proactive disclosure. Stage: Responsive
records review. Applicant: Other. Scope: Month of 'MONTH'. |AO Date Due: per email. Legislated Date
Due: per proactive disclosure calendar. Approval route: FTMS ADM > 'Your name'. Update FOIs Excel.

For FTMS-ADM Review and Approval of attached spreadsheet for proactive disclosure. Contents have
been reviewed and approved by CFO for (full disclosure? Any harms?). Thank-you

5. Once received from ADM, send to MO for approval noting harms if any. Once back from MO, send for
(Delegated Signing Authority) Final Sign Off if applicable. Remember to change the approval route as
necessary. Update FOIs Excel.

6. Once Final Approval has been received, edit the Approval Form to write the name of the Delegated
Signing Authority (i.e. Jason Butler, FTMS-ADM) Delegated Signing Authority and then on the Signature
section, write 'Electronic Approval' and then on the Date section write the exact Approval date. Send via
email reply to I1AO.

FOIs Excel can be cleared.
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Process for Proactive Disclosure Requests

Directly Awarded Contract Summaries

1) Requests are sent to Bruce Smith
2) Once received, sent back to Open Information requesting sign off prior to release

3) When sign off is received, eApproval is created for approval by
e Kevin Brewster, ADM

e Shannon Baskerville, Deputy Minister
i. For ADM approval. Please forward to DMO once approved.

Quarterly Contracts over 10k

1) Requests are sent to Bruce Smith
2) Once received, sent back to Open Information requesting sign off prior to release

3) When sign off is received, eApproval is created for approval by
e Kevin Brewster, ADM

e Shannon Baskerville, Deputy Minister
i. For ADM approval. Please forward to DMO once approved.

Deputy Minister and Minister Calendars

1) Requests are sent to Kelly Whitford (DMQ) and Kathleen Fleurant, cc Ngaire Lord(MO)
2) Once received, review for any potential harms and send to Open Information
3) When sign off is received review calendars for potential missed severing
4) eApproval is created for approval by
e Shannon Baskerville, Deputy Minister
i. For DM approval, please return to me for routing to the MO
5) Following Deputy Minister approval, eApproval is sent to the MO for approval
i. For MO approval of Minister's Calendar
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‘FOI Process Map

3:34 PM

FOI

lrch 5.2923

IAD receves FOI request, creastes a Call
For Record (CFR) and sends it to the
Ministry FOI Team via MOD Platform

LAD formats the records Tor release 1o the
applicant based on approved rediine, and

IAD creates rediine and prepares a

letrer for applicant and sign off form
delivers severed records to applicant

FOI Team reviews reguest 1o
determine source of records and
checks clarity and scope of the
request. Team creates cApP with

R and forwards it to branch(es)

FOl Team confwrms harms
assessment and ensures CFR =
filled correctly
and harms assesament are then
uplocaded 1o MOD.

Clean records

Branch(es) conducts harms

FOl Teamnm reviews and compares
redimne to harms assessment to any
discrepancy, and sends approval
package to ADM(s) of branch
responsible Through cApp

ADM reviews and

approves tThe package and

FOI team uploads
sign off form o
IADQ via MOD
PlatTorm

Delegated Authority ADM Jason Butler
reviews and approves the package, and

signs ofT

s records gathenng assessment and has it

Branchies) gathers sends it back o FOI Team

exceed 3 hours

responsive records approved by branch LD

FOI team forwards eApp
0 Delegated Authority
ADM Iason Butier Tor
review and approval
Redline (or NRR) =
shared with GCPE for

mformation purpose

Filled CFR, clean records, and

harms a essment are

FOI teamn
forwards cAppP 10
MO for review
and approval

uploaded 10 cAPpP vl reTurn

™ FOI Team

Branch(es) filles CFR form
Branch(es) consults with
FOI team as to whether

as No Responsive
s (NRR) and I
approved by ED

ReCore GCPE reviews redline (or NRR) and

provide comments if any

MO reviews and approves the package

fee estimate is required and sends It back 1o FOI team

..llllll.lllllllll.llllllll~

| Records gathering stage
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FOI Process Map with FOI analyst notes
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Organization Chart

Finance, Technology & Management Services Division

JASON BUTLER
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Organization Chart

Finance, Technology & Management Services Division
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Development & Skills Training
118769 BAND 4 92952 BAND 4 125983 BAND 4
N A 6809 BAND 4 p. S . J/
' Y s Y e P 'd It ' B ' ™y
HAROLD JOHNSON KAL MARSH JACK TANG LISA LAPRADE MICHELLE SMITH VACANT LIZA LAPHAM RONALD WARDEN
TA: CHRIS DITCHER
Senior Data Architect 1 Senior Technical Analyst Senior Technical Architect Client Portfolio Manager Product Manager — Senior Full Stack Developer Administrative Clerk — Lead Data Architect
6780 1S 30 117934 1S 27 L92504 IS 30J [78857 IS 30 130621 IS 30 136460 15 30| | 73674 cL9 6812 1S 30
vy . vy M vy AN vy vy
'd ™ 4 ' ™ i ™y 'd Y ' ™
VACANT
VACANT VACANT r ™ ' ™ VACANT SHASHANK SHEKHAR JASON TANG
VIC MUCHALLA DARMINDER JOHAL (DJ) Senior Technical Analyst (System
Technical Analyst . Technical Analyst Development Operations m Full Stack Developer Technical Architect — T il ezdm‘i::istraact\;) YSte
— Senior Technical Analyst Senior Business Analyst
95604 15 24 89217 IS 24 116992 IS 27 130620 15 27 117935 IS 27 131964 1S 27
\ < ~ 112795 IS 27 119577 15 27 ~ s N ~ s \
) B A ’ ) (" DAVID MALCOLM ) )
MOHAMMED ALNAHARI VACANT e ~N | o N VACANT VACANT ROSS FLOWER
VACANT VACANT 2 i
M try P & .
Technical Analyst T User Experience Designer Senjor User Experience Designer [— Scrum Master Sljafu:rty g\;ﬁizr —— Service Manager
1 Technical Analyst Senior Business Analyst
109657 IS 24 120965 IS 24 128966 IS 27 116991 1S 27| | 34168 IS 30 102085 Is 27
~ 85208 IS 24 138377 IS 27| - / \ AN J g -
' ™ 'S S vy p. vy
GREGORY LOWES DANIELLE KLEMMENSEN e ~ - ~ ~ ~
PEARL GUO CHINELO UDOKA KATHLEEN AU
Web Analyst T Web Administrator
— Technical Analyst - Senior Security Analyst ] Service Desk Analyst
87025 15 18 92473 1S 15
b & by 119518 IS 24 125401 IS 27 6192 15 18
™ ~ - \. v \. J
ANDRE BISSECK - % | “
. g BRENNA POLTORAK CHUKA MOGEKWU
Client Portfolio Manager !
34740 1S 30 — Privacy Analyst — Service Desk Analyst
~ o 118231 AC 21 97653 IS 18
o vy o S
' N s ~
VACANT SPENCER DUNLOP
TA: YUMENG WANG
— Senjor Business Analyst — Service Desk Analyst
119578 15 27 90341 15 18
- . J
I N
VACANT
TA: SHAREEN PRASAD
1 Senior Business Analyst
88140 IS 27
\ J
I ™
VACANT
— Intermediate Business Analyst
125184 IS5 24
o vy
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Organization Chart Strategies Branch
Finance, Technology & Management Services Division
Corporate Finance
DAWN NGO
CFO & Executive Director,
Corporate Finance
019-1823
86894 BAND 5
|
[ | P | 3
KRISTIN TRYON (TA) ROTIMI FAMODILE STEPHANIE CARR
TA: KAREN SHEW
Director, Financial_ Planning and Director, Finance & Facilities Project Officer
Reporting Performance Evaluation
019-2338, 2340
404
L?36?3 BAND 4J L104543 BAND 3J EEs e 21)
.
| ]
I N I N\ N
VACANT VACANT IAN HEDDERICK DAWNA PEARSON MARGARET ACHADINHA
TA: KEVIN HAMILTON
Manager Accounting & Procurement Manager, Budget & Reporting Team Lead Budget, Accounting S Financial Analyst Facilities Coordinator
019-2338
6206 - NEW BAND 2 U/R 84723 - NEW BAND 2 U/R 116988 FO 24 108146 FO 24 102383 AO 18
\ J \. J J
| : | | - | f 11 ( )
g ™ g ™~ TRICIA NGUYEN SHERRY CAVEN
PAUL DAVIDSON SARAH MACVANE KEVIN HAMILTON (TA) VACANT VACANT
ALAN CHOW TA: DONGMEI WANG Senior Financial Analyst 1 Financial Officer
Fi TeamlL;adgr Procurement Specialist 5r. Financial Analyst Sr. Financial Performance Analyst Sr. Financial Budget Analyst 019-2340
nancla’ oerviees 134111 FO 24 94605 FO 18
120634 AO 24 125568 FO 24 103136 FO 24 \. J \
6136 FO 21J L68414 FO 24 4
- v - v s N
VACANT
- ~ - N ~
VACANT SUZANNE LANE (TA) RENEE COLONNELLO JUAN NAVARRO ESTRADA (TA) VACANT Team Lead, Corporate Support  [—
TA: SUZANNE LANE  VACANT TA: MICHELLE DIXON
Financial Analyst Sr Financial Services i — Financial Analyst Financial Analyst 99633 AD 18
¥ Representative Procurement Coordinator i ! L )
70812 CL 15 6R665 cL 15 93454 FO 18| | 6436 FO 18
L J L134109 cL 12J L ) 9 )L )
- ™
RYAN LAU
MARY GUNN
— Financial Coordinator
Business & Financial
Analyst 109656 cL12
A J
96552 CL12
CINDY MCKINSTRY ALICE CHU
Financial Services Representative Financial Services Representative
34140 CL QJ 6805 cL9

Last Modified 2023-11-14
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Organization Chart

Finance, Technology & Management Services Division
Post-Secondary Operating & Emergency Support Branch

KASHI TANAKA

Executive Director,
Post-Secondary Operating &
Emergency Support

019-2115
L104942 BAND SJ
g ™y
JAYME WILKINSON (TA)
VACANT
Project Administrator -
117653 AD 15
AN vy
4 ™y
DALLAS ATKINS (TA)
AUX: JENNIFER HANSEN
Administrative Assistant 1
7200 CL9
. vy

AINSLIE AVERY

Director, Strategic Initiatives

Lll 1067 BAND 3J

WENDY GRONDZIL

Director, Post-Secondary Finance

ALANA MCARTHUR

Manager FOI & Records

BAND 3 L13454D

AQ 24J

L5392
[

VACANT
TA: JAYME WILKINSON
Business Continuity Advisor

A

116773 AOD 24

KELLIE MONIZ

Manager, Financial Performance

LGZOG

LISA RANSOM

Manager,
Funding & Analysis

-

LAYLA CLARKSON (TA)
MICHELLE SCHUSTER
Sr. Project Management Advisor

A

109439 AOD 24

S

RANE 2J L84?23 BAND ZJ

CHRISTIAN ORTALIZ

FOI Analyst

12023
A

3

AD 18
/

JENNIFER MORROS (TA)

VACANT

- Sr. Post-Secondary Accountant

109575 FO 27
. S
' ™

DAVID CHALUPNIK

i Sr. Post-Secondary Accountant

131083 FO 27
. vy
' ™

VACANT

TA: JULENE WARWICK

— Post-Secondary Analyst

68414 - NEW FO 24

A vy

PSE-2023-33095 ,

— Research Analyst

115716 RO 21

. J/

e N e N
VACANT JULIE HATCH Records Analyst
H  Lead Post-Secondary Accountant | [ Senior Coordinator PSE Funding S AL
109574 FO 27 6456 POL FI 27 MADELINE MACLEAN
b J - J
- ~, Records Clerk
STEPHANIE LESKIW
VACANT 6164 CL9
T | | Senior Coordinator Financial \ J
. Sr. Post-Secondary Accountant Resources ~
KAREN BURTON
120310 FO 27 78318 AO 27
. / - o Sr. Suppoart Officer
- N N
FRANK GLASSEN ORHAN ATABAY \?8164 CL 15)
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Organization Chart

Finance, Technology & Management Services Division
Post-Secondary Capital Branch
019-1908

ALI PRINCE

Executive Director,
Post-Secondary Capital

L34086

019-1908

BAND SJ

N
VACANT
TA: DALLAS ATKINS
Administrative Coordinator
6355 CS 12
S

JUDI DUCKMANTON (LV)
VACANT
Program Assistant

L7352 CL QJ

GRIFFIN RYALL

Director, Policy & Engagement

109440 BAND 3
' ™
FRITZ CHRISTO
[ Senior Policy Advisor
117786 POL FI 27
. J
' N
LAURA ELLIOTT
] Senior Policy Analyst
125427 POL FI 27
. /
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N I ~\
VACANT STEVEN HARNEY JOANNE WALSH
TA: CHRISTINE NEUFELD
Director, Capital Projects & Planning Director, Capital Projects & Planning Manager,
(Colleges/Institutes) (Universities) Capital Finance & Reporting
LGZOS BAND 3J L6395 BAND 3 6396 BAND 2
J/ \. J
'8 ™
ROGELIO GARCIA (TA) ALANA MCMAHEN VACANT
TOM MASON
| Capital Planning - Capital Planning || Senior Capital
Officer Officer Financial Analyst
34193 AO 27 120487 AO 27 112871 FO 24
\ J/ \ J N J
4 ™ 4 ™
DORIS PRIVE CHRISTINE WARD VACANT
TA: SHELBY MOUNCE
| | Capital Planning - Capital Planning - Senior Capital
Officer Officer Financial Analyst
110483 AO 27 60347 AO 27 68414 - NEW FO 24
\_ / N j N J
N
MICHAEL WEALICK (LV) NICOLE KISILEWICH (TA) ( INDER GILL
CHRISTINE NEUFELD (TA) VACANT
TA: NICOLE KISILEWICH Capi
| pital Asset | . ;
L Capital Planning Coordinator Capital Inventory Coordinator
Officer
64802 AO 21 22050 RE2
(111644 AO 27 | N /N J
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Organization Chart

Post-Secondary Policy & Programs Division

NICOLA LEMMER

Assistant Deputy Minister
Post-Secondary Policy & Programs

019-1805

104939
.

J

CARLA ELLIS

Manager, Divisional Operations

KELLY DENNISON

Executive Administrative Assistant

PREPARED BY:
People and Workplace
Strategies Branch

L33889 BAND 1) \68722 EAAJ
I I I < I P I P I
( FIONA CUBITT N ( CHAD HOSKINS ( MELANIE NIELSEN ( GREG STONE R BEN FERREL R VACANT h
TA: CHRISTINE FAST
Executive Director, Executive Director, Executive Director, Executive Director Executive Director, Executive Director,
Indigenous Policy & Engagement StudentAid BC Post-Secondary Programs Strategic Policy & Initiatives Digital Policy & Business Credential Recognition Improvement
019-1804 019-1910, 019-1922, 019-2135 019-1815 019-1809 Transformation
\6157 BAND 5) K6165 BAND SJ \104943 BAND SJ k128964 BAND 5} 019-1822 \_104941 BAND Sj
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Organization Chart

Post-Secondary Policy & Programs Division
Indigenous Policy & Engagement

019-1804

FIONA CUBITT

Executive Director,
Indigenous Policy & Engagement

019-1804
6157

BAND 5

STEVE KIBBLE (TA)
VACANT
Office Administrator

MELISSA FOURACRES

Program Assistant

Ll 19029

Ccs QJ

CL9 138049
_/ o
I I = I S
VACANT CARRIE DUSTERHOFT MONIQUE LACERTE
Director, Post-Secondary Director, Director, Indigenous
Engagement & Partnerships Policy & Planning Engagement & Partnerships
92242 BAND BJ L60838 BAND 4 98272 BAND 3
/ /
- A e ~
GREG BALICKI MELISSA FOURNIER KEVIN WILSON
— Senior Policy Analyst Manager, Projects & Policy — Senior Policy Analyst
105315 POL SIH 27 97630 BAND 2 84831 POL SIH 27
J . J
e N 4 I
JENNIFER GIRARD ANDREW WALTER
ELLA WRIGHT
— Senior Policy Analyst o Administrative Officer
Policy Analyst
119655 POL SIH 27 100085 AO 24
N / 89042 AO 21 \ J
4 N 4 N
ROCHELLE MCLEAN (TA) - ~N MAXWELL KRISTEN
NACANT JACQUELINE DENNIS-ORR (LV) ‘
Policy Analyst JACQUELYN HULTMAN Policy Analyst
Senior Policy Analyst
88726 AO 24 119918 AO 21
N /| | 60818 POL SIH 27 N &
o >
g )
NAOMI ADAMS (TA)
JULIA BURNHAM
Senior Policy Analyst
7282 POL SIH 27
o S
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Organization Chart Strategias Branch

Post-Secondary Policy & Programs Division
StudentAid BC

CHAD HOSKINS

Executive Director,
StudentAid BC

018-1510, 019-1922, 019-2135
6165 BAND 5
NICOLE NEMETH
Office Manager
{?9555 L1z
I
[ 1
JUN TAN TIM PETERS
Administrative Assistant Ministry Support Clerk
{]l}ﬂ%ﬂ} cs9 {/43/ 0A9
[ I [ I 1
SHEENA VAN EGMOND VACANT REBECCA FONTAINE CASSANDRA DEY (LV) SALLY ESHUYS
TA: MARISA JONES VACANT . .
Director, Director, Student Services Finance Director, Policy Director, Policy & Programs Dirsctsr, Eiiial Belbenelt
Service Delivery Integration
6198 BAND 2 6442 BAND 3 119213 BAND 3
LGGGSS? BAND 3J L J L | 119589 BAND 3J
I
[ ]
CARLA FREEBURN E;y::::;n::::;:;::) ROGER HE JACOB GENERT (LV) KIM DUNN JAMES HARADA-DOWN
Manager, ) Manager, Lead, Finance TA: KATE BRECKON (; ' '
‘ r (4 4 v — i alyel M =r, Polic P rams Sr, Policy Analyst
Program Operations Program Operations Budgeting & Accounting Sr. Policy Analyst anager, Policy and Programs ¥ Analy!
9 & 59486 POL 5IH 27
{BE-MEA BAND EJ {1[}2[}61 BAND EJ 116776 FO 24 109778 POL SIH 27 {6212 e L J
v "
I | [ I 1 11 (
LISA COLEMAN ASHLEY FRERICHS ™
MAGALY PALACIOS MORALES
ALEXA DAGAN CRYSTAL FULBER NATHANAEL QUIGLEY JEREMY PEARSON (LV) DARREN MILLAR (TA) CLAIRE MONTICONE (TA)
AUX: JASON PATTERSON TA: SARA HAMILTON — Program Administratar 1 Sr. Policy Anatyst FRCANE Communications & Content
SABC Team Lead SABC Team Lead SABC Team Lead SABC Team Lead SABC Team Lead u Policy Analyst . Administrator
66453 AD 18 120079 POL SIH 27
127550 AD 18 83571 AD 18 121160 AD 18 96537 AD 18 109703 AD 18 h 71578 AD 24 L92613 AD 15 I
- ~ VACANT ™
HUGH RAGAN
CARDICALDIWELL - - ~ | ~ ~ | ~ -, ~ | o oo ALEXANDRA KROEKER
KINGSLEY AYODELE WADE NOELE TOSHI BAINS CARLEY GARCEAU VACANT PAM LACEY Sr. Policy Analyst Sr. Busi Y
= : - : - Policy Analyst r. Business;
Directed Programs Officer NEW POL SIH 27 Policy Analyst
u Sr. Support Officer Sr. Support Officer mm Support Officer Sr. Verification Officer mm Support Officer m Dresignation Administrator A0 24
71589 cL15 96153 02 Luaz‘ﬁ A0 Z?J
e ™) 6174 CL15 114285 CL15 6203 cL12 71585 CL15 61536 CL1Z 73677 AD 15 -
4 " - AN .y LS y e VACANT .
( MIRA MACIVER ) ) V[ ) e q B
s it TERRIE NAKAHARA (TA) KAREN BURTON JENNIFER LOMAX VACANT VACANT TAMARA GAUTHIER § Policy Analyst VACANT
| Directed Brograms Officer TA: CRYSTAL CHOI SARA HAMILTON (TA) e B — Policy Analyst
e H Sr. Support Officer Sr. Support Officer — Support Officer Support Officer ] Support Officer H Data Integrity Clerk a2 ek H  Business Aoplication Advisor
— 114270 AD 24
7554 CL15 - L
\ 63903 cL15| | 7e164 CL 15 6440 cL12| [e443 cLiz 63425 cL12 101941 cLiz 120967 AQ 21
b < J . . VACANT - ~ L y
BARB JUST R (i (i VIVIAN RAEY-SCARCELLA (TA)
LAURA VILLEGAS SALAZAR (TA) ELLA AUTAJAY VACANT MELANIE BEESTON JOHN MILLSIP KAREN JONES (LV) Policy Analyst VACANT VACANT
VACANT VACANT i Sr. Policy Analyst TA: STEPHANIE WILLIAMS
1 Pi 5 Offs : . . ) £
Directed Programs Officer 1 Sr. Support Officer Support Officer 11 Support Officer SABC Operations Officer 11 SABC Operations Officer ! Support Officer 116824 AO 24 - Business Application Advisar
GEO4 CL 15 114224 POL 5IH 27
\ B ) 121509 CL 15 6199 cL12 6176 L2 6193 cLg #2641 cLe 87051 cLiz e wy 120967 A 21
vy vy A vy -~ -
- A i N ™y ' ™y . ™ MILES STRATHOLT
LIAM VEARER ALEXANDRA MORRIS (TA) VACANT VACANT ANGELO ROZARIO (TA) ALEXANDRIA SOONTIENS-OLSEN DIMITRIOS MESSINEZIS NICOLA WOOD (LV)
TA: ANGELO ROZARIO AUX: CARL VEGER — Sr. Policy Analyst JOSH LAKUSTA
o St Suppart Officer u . Support Officer Suppaort Officer — Support Officer SABC Operations Officer 1 SABC Operations Officer ! Support Officer B - Business Application Advisor
121655 POL SIH 27
121553 cL1s | | 6447 cL12 6453 cL12| [121300 cLe 33879 cLe 7195 cL12 \. J 80777 AQ 21
G181 CL15 ) J L . P, s
LS y
™ ' ™y
-
HARRISON MAZENGARB JASON TUDOR
LISA WALKER I
1 Sr. Support Officer B Case Review Adjudicator 1 Support Officer — Application Administrator
6201 cL1s 94220 cLiz 125755 AQ 15
109394 CL15 L \ P,
a ™y
PRATPAL GILL
CHLOE HICKS YASH THAKKER
=1 cted Programs Office
— Sr. Support Officer Directed Programs Officer 1 _Senior Project Management Analyst
136809 cL1s o s J’J 89227 AD 24
A A
i ™y i Y
LI ZHOU REBECCA BIRBILIS
= Support Officer = Change Analyst
114124 cL12 134820 AD 21
A vy

L. v
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Post-Secondary Policy & Programs Division
Post-Secondary Programs
019-1815

MELANIE NIELSEN

Executive Director,
Post-Secondary Programs

019-1815
104943

BAND SJ

MARTA JARZABEK

Administrative Assistant

—

6435 cs9

N

SUSAN BURNS
Director, Technology,

Arts & Sciences Education

NEIL WERELEY

Director,
Health Education

KIKU TUPPER
Director,

Medical Education & Health Projects

L34006 BAND 3J L6215

BAND BJ L81951 BAND BJ

-~ ~
DARRYL SOPER (LV)
TA: NURIE ALIPERTI
Director, Human,
Social Services & Developmental
Education
118067 BAND 3
o J
NURIE ALIPERTI (TA)
VACANT
- Senior Policy Analyst
6213 POL SIH 27
\. J
HEATHER COLLINS
- Senior Policy Advisor
92535 POL SIH 27
\. J
N
CODY WILLETT
- Policy Analyst
120658 AO 24
o J
MILES STEYN
— Policy Analyst
130197 AO 24
\. J

Last Modified 2023-11-14

DAVID BURNS

1 Senior Policy Analyst .

k6561 POL SIH 27}

-
VACANT

— Senior Policy Analyst 1

58748 POL SIH 27
- J

LAUREN DEGAINE

— Policy Analyst -

132447 AO 24
. /

KEVIN LAUDER

— Research Officer .

k136763 RO 21)

PSE-2023-33095 ,

JEFF GARDINER

Senior Policy Analyst

128438 POL SIH 27
\ J

CORAL TAYLOR

Senior Policy Analyst

128436 POL SIH 27
. ¥

TABETHA MEIKLE

Senior Policy Analyst

128437 POL SIH 27
- /

N
SANJA RISTIC

Senior Policy Analyst

121068 POL SIH 27
\. J

AMANDA LECLERC

Policy Analyst

EVA JEDRZEJICZYK W

Senior Policy Advisor

L6221 POL SIH 27J

AUX: SARAH AGASSIZ

Policy Research & Program
Support

Ll 38347 AO 15J

ALYSSA AMIT

1 Senior Policy Analyst

118684 POL SIH 27
\. J

JOHN BOWDEN (TA)
VACANT

128440 AO 24
. b

VACANT

Research Officer

60515 RO 21
- /

=] Policy Analyst

128439 AO 24
. J/
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Organization Chart

Post-Secondary Policy & Programs Divison
Strategic Policy & Initiatives

019-1809

GREG STONE

Executive Director
Strategic Policy & Initiatives

019-1809
128964 BAND 5
KATHY CHARLTON ANNA JESSOP
Program Assistant Program Assistant
LQQDEQ CL QJ L64506 Ccs QJ
[ I [ [ I |
VACANT ROBERT DOUGLAS CHAD DOERKSEN DOROTHY ROGERS JAMIE EDWARDSON VACANT
TA: ROBYN TEREPOCKI
Director, Director, Teaching Universities, Director, Research Universities & Director, Director, Director, Future Skills Grant
Colleges & Community Access Institutes & Learner Transitions Institutional Policy Quality Assurance International Education 019-2342
121762 - NEW BAND 3
6349 BAND 3 6427 BAND 3 7277 BAND 3 6503 BAND 3 34212 BAND 3
e ~ e N ' N
VACANT RODNEY STEADMAN LISANNE WATT VACANT KATHRYN BEAULAC VACANT
Policy Analyst w Senior Policy Analyst Senior Policy Analyst — Sr Program Evaluation Analyst — Senior Policy Analyst m Senior Policy Analyst
L124?38 AD ZLJ 127011 POL SIH 27 84505 POL SIH 27 139048 EO 27 83387 POL SIH 27 138302 POL SIH 27
"~ J o J . S - , \. /
~ ™ s ~ B
ANDREI BONDOREFF SIMON TOWNER DAWN HOUSE TAMMI CARTER BRYNN IRVING
— Senior Policy Analyst Senior Policy Analyst — Education Officer — Senior Policy Analyst — Program Manager
105313 POL SIH 27 78317 POL SIH 27 6776 EO 27 83388 POL SIH 27 127047 AO 24
‘. J . S . J . J \. J
s ~ s ~ R r ~
TIM RIORDAN VACANT KARA JENNE YANG GENG
TA: AMNEET SANGHERA VACANT
— Senior Policy Analyst Senior Policy Analyst — Education Officer - Senior Policy Analyst AUX: EMILY NICKERSON
Finance & Administration Clerk
62738 POL SIH 27 133982 POL SIH 27 6223 EQ 27 105314 POL SIH 27
"~ J u S . / "~ j
138299 CL12
s ~ - ~ N s ~
BRIAN TRAIN JENNIFER KUSZ DAO LUU HELEN AKULOVA
) VACANT
— Education Officer Senior Policy Analyst u Education Officer — Senior Policy Analyst TA: ZACHARY DIMOCK
Program Manager
6639 EO 27 127388 POL SIH 27 6457 ECQ 27 123289 POL SIH 27
"~ J - J . / "~ j
- ~ 138306 AD 24
VICKI SIMMONS
- Senior Policy Analyst
VACANT
89458 POL SIH 27
- J Adjudication Analyst
138309 AO 15
KIRSTEN MACINNIS
Policy Analyst & Stakeholder Liaison VACANT
TA: DONNA MARCHANT
112157 AD 21 Program Manager
- -, L].383D? AQ 24J
MILA MATTSON
— Policy Analyst VAGANT
137002 AD 24
p. J Adjudication Analyst
g ™~
el L133310 AO 15J
L Research Officer
6795 RO 21
. v
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Contract Administrator
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Post-Secondary Policy & Programs Division
Digital Policy & Business Transformation
BEN FERREL
Executive Director,
Digital Policy & Business
Transformation
019-1822
116933 BAND 5 U/R
ASTRID WEISS
Administrative Assistant
LIIDSZO CL9
[ I I |
JUSTIN JONES MORGAN BEACH KELEIGH ANNAU (LV) JACKIE MORRISON
AUX: KYLE EMPRINGHAM
Director, Director, Strategic Planning and Director, Policy & Engagement Director, WorkBC.ca
Business Intelligence Business Solutions Client Engagement
90794 BAND 3 019-2336
112952 BAND 3 110117 BAND 3 97648 BAND 3
s ™~ ™ 4 ™y VACANT
VACANT CAROL RIBEIRO CHELSEA MILLS
TA: EVAN HARLEY Contract Administrator
m Data Scientist Senior Policy Analyst —1 Senior User Experience Researcher
Lnoaa? CcL IZJ
136107 RO 27 120080 POL SIH 27 131850 AOQ 27
s VAN "y s y
N ( N N [ [ I [ ]
KATHLEEN SANCASTER EMILY HANNAH VACANT
CHELSEA LEE MEAGHAN STEWART (TA) KAREN FLOOD VICKY DIMECH VACANT
m Senior Business Analyst Senior Policy Analyst 1 User Experience Designer TA: SHANNON MORYSON
Manager, WorkBC.ca Projects Manager, WorkBC.ca Projects Manager, WorkBC.ca Operations Manager, Product Manager
90672 127 | 116604 POL SIH 27 130643 IS 24 Cllent Engagement Marketing
\ AN s \ /| 99401 AOD 27 94604 AD 27 105489 AD 27 L J 139632 1S 30
' ~N ™ s 100989 AD 27
HASAN SIFAT HELEN LU WENDY DRAPER (TA)
TESS SYROWIK (TA)
1 Senior Project Management Analyst User Experience Researcher T ‘_"ACANT - ~, - ~ - ~
Policy Analyst KELLY BAKER LISA TABACHUK JULIE BREHERET (TA) VACANT
120968 AC 24 134202 AOQ 24) STEPHANIE COLLINS
by N | 110136 AO 24 ) Project Analyst — Business Application Advisor | | Senior Project = Senior Project Analyst
[ VACANT i ' ~ Management Analyst
SEULMIN AHN LQZOSB AD ZLJ 116424 AD 21 81825 AD 24
g ~ \._98415 AD 24) ~ -~
=l G & Strategic Analyst
overnance [otegic Anayys User Experience Design - Content | | ( B - ~ ( ADRIANNE JENKS (LV)
139126 IS 24 =it AUX: OLIVIA BROWN MICHAELIGREENSIDES VACANT
. A : . N . .
= Project Assistant - Client Relations Coordinator
\122428 AD le — Business Application Advisor
138348 AO 15 130551 Cco 21
A J 116425 AO 21 . ~
- S a ~
CHRISTIAN TOBIN
— Client Relations Coordinator
134432 Cco 21
. J
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Post-Secondary Policy & Programs Division
Credential Recognition Improvement Branch
019-1947

VACANT
TA: CHRISTINE FAST

Executive Director,
Credential Recognition Improvement

104941 BAND 5
\ J

LISA-MARI COUGHLAN

Program Assistant

L112961 CS QJ

EBEN WATT

Director,
Credential Recognition Improvement

92019 BAND 3
. J
4 ) f’
WEN HE MARCELINA IVERSON
Senior Program Advisor Senior Program Advisor
97494 POL SIH 27 97494 POL SIH 27
N J \_ J
™ ~ ™
NOHA ABDELFATTAH (LV) VACANT
REBECCA SIEBERT TA: TESS SYROWIK
Senior Program Advisor Senior Program Advisor
98314 POL SIH 27 98314 POL SIH 27
- / N _/
4 N\ 4 A
DAVID BODRUG VACANT
TA: CHRISTOPH DETTLING
Policy Analyst Senior Program Advisor
108240 AO 18-24 98314 POL SIH 27
\. / N\ /
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Organization Chart

Labour Market Development Division

4 )
JOANNA WHITE
Assistant Deputy Minister
Labour Market Development
116311
- /
4 ™ 4 ™
SANDEEP DUGGAL (TA) MICHELLE FULLER
TA: KYLA KIRBY
Manager Executive Administrative
Divisional Operations Assistant
\69945 BAND 1) \96954 EAAJ
I I I I
4 N 7 N 7 N N
CATHERINE POOLE MATTHEW AYRES EMILY CRONIN CHELSEA CHALIFOUR
Executive Director, Labour Market Chief Labour Market Economist & Executive Director Executive Director
Development Programs Executive Director, Trades Training & Workplace Labour Market Policy & Research
Labour Market Information, Innovation
\97282 BAND 6) Reporting & Evaluation \119880 - NEW BAND 5)
\119880 BAND 5}
\108634 BAND 51
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Lanst Mecffiond 20051114

103789

ELIZABETH SHUMANSKI

Office Manager

‘Organization Chart

Labaur Market Development Division
Labour Market Developmeant Programs

CATHERINE POOLE

Executive Director, Labour Market
Development Programs

LAURA MOORE

Sanior Palicy Analyst

127078 POL SIH 27

LINDSAY MCLAUGHLIN

Senk

97635

or Director,

Community B Emgloyer Programs

BAND 4

DANIA CABECA

Program Assistant

VACA
TA: TARA
Senior Director,

Indigenous Programs &

artnerships

VACANT
TA: NADAYA HOWELLS
Director
Indigenous Relations and
Partnarships

131388 BAND 3

VACANT

Director
Indigenaus Programs

BAND 3

CAMERON FERRIE

Director, Emplayer Training Unit

JULIET FOX
SYDNEY CABANAS
Manager, Community Transition . .
Support Senior Policy Analyst
127023 BAND 2 134451 POL SIH 2

7 74922 BAND 3

MEAAD ALHARBI

Program Manager

127053

AD 24

CHRYSTALLA EFTHYMIOU (TA)
VACANT

Program Manager

120221 AD 24

0¥ HARRISON

PFrogram Manager

120220 AD 24

VACANT
TA: ANNA CRESSWELL
Pragram Manager

119732 AD 24

AZRA LOUGHEED

Program Manager

127052 AD 24
| ———

MARK MULDOON

Manager, Palicy, Performance &
Stakeholder Relations

104957 AD 27

ANNA CRESSWELL (TA)
TA: ASHLEY VINCER
Adjudication Analyst

ASHLEY VINCER (TA)
TA: NATHAN WEIR
Finance B Admin. Clerk

SEAN TERRILLON

& Program Ma

AUX: ARIA
Intern

TAMMY BARNES

— Quality Assurance

nager

NIE

110453

EMILY BOIRE

Adjudication
Team Lead

e,

AD 24

SB286

AD 24

ZACHARY DIMOCK (TA)
TA: TERRIE NAKAHARA
Adjudication Analyst mm

Adjudication Analyst

CHRISTINA GYTE

112728

A0 18 111800

AD 18

Adjudicatian Analyst

RYNN IRVING (TA)
KAREN DAVIS

WESLEY MEIKLEJOHN
ANDREW HOWLEY

Adjudication Analyst

110451 Ao 18 110450 AD 1B
SYDNEY WILSON (LV) DOMINIQUE WOZNIACK
TA: ALEXANDRA MORRIS
Adjudication Analyst 4 Analyst
110448 Ao 18 127056 AD1E

JENNIFER FERGUSON (TA)
VACANT

Finance & Admin Clark H Fi

SHWETA MISTRY

nance & Admin Clerk

111710

(=1 ¥ 111708

cL1z

Fi

127074

HOPE HALADIK

nance & Admin, Clerk —

[ ¥

PSE-2023-33095 ,

NADAYA HOWELLS (TA)
VACANT

Manager,
Indigenous Relations

FATMA DOGUS

Senior Program Advisor

VACANT CORINNE HUNT (LV)
AUX: ANDRET GOLOBOKOV VACANT
Policy Analyst Frogram Manages
107848 AD 21 G4187 AD 24

LAUREN STOCKS (LV)

SARAH GORDON

VACANT
Senior Policy Analyst Seniar Program Advisor
130725 FOL SIH 27
VACANT

Senior Policy Analyst

130726 POL SIH 27
e,
ADAM MILLS

Policy Analyst

129852 AD24

SUSAN PARHAR

Senior Director,
Skills Training & Supports

JASMINE DE VRIES

Program Assistant

108176 cLe

BESSIE NUK

Manager, Frogram
Communications & Stakehalder

Engagement

CORDELIA WILLIAMS

Director, Targeted Workforce Skills

CADENCE MANDYBURA

ROBYN TEREPOCKI (TA)

M gear,
Skills Training Pragrams

TA: KATT BRITTON pgzocey

H ROSE MCSHANE (LV)
TA: ANDRI TRIROGOFF

REGAN BYRON

VACANT

Stakeholder Relations Coordinator

127088 o 21

LAURIE STHAMANN

Senior Writer

TAMMI KITCHEN

Program Manager

122148 CO 15

COURTENAY WILSON

Senigr Program Advisor

VICTORIA JONES

Intake Team Lead

113788 AD 15

!

BIANCA GAUTREAU
RUCHI JAIN
m Client Services Officer

VACANT

Program Manager

A0 24

YVONNE TROTT

Senior Program Advisor

VACANT

Program Manager

COLLEEN PETERSON

Seniar Program Adviser

VACANT

Contract Officer

101893 AD 15

| —
i

VACANT

Cantract Officer

127072 AD 15

115202 cLe

CLAUDIA SCHERER
! Client Services Officer

98435 cLe

NICOLE BRAZEAU

— Client Services Officer

98434 cLe

ANGELA SHIRSHAC

m Client Services Officer

VACANT
Program Manasger -

DONNA MARCHANT (TA)

TA: DEVON WELLS
Pragram Manager

Cantract Officer

Relations Sr. Program Manager, Team Lead Program Manager Frogram Manager
110452 coz1 ‘12”22 BAND 2 114583 A0 27 m)?a‘ 127049 A0 24
ELANA TLOTT
ANDRI TRIROGOFF (TA) ZOE BRADSHAW (LV) VACANT VACANT

Contract Officer

98263

AD 24

127071

AD 15

127063

AD 15

RYAN CHISHOLM

KATT BRITTON (TA)
TA: SHAUNA LAMING

Pragram Manager

Contract Officer

127070 AD 15
QP ——

127051 AD 24 126005

LING LI

Contract Adrministrator

cLi1z

-

DEVON WELLS (TA)
VACANT

Contract Officer

MARINA SAVELYEVA

Contract Officer

110442 AD 15

126004 A 1S

DEBBIE SHAW

Program Manager

ESTHER BURKARD (LV)
VACANT

Program Manager

KATIE WALDHUBER

Contract Officer

127069 AD 15

LISA BOORMAN

Contract Officer

101895 AD 15

CLAIRE (TA)

TA: DARREN MILLAR
Program Manager

115614 AD 24

110872 cLe
JASMINE 1
=1 Client Services Officer
113881 cLe

| ———

SHAUNA LAMING (TA)
AUX: AIDAN SMITH
Contract Officer

101896

BRIAN MAGAHAY

Program Managar

127050

LORT RAMSAY

Contract Officer

101894
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Organization Chart

Labour Market Development Division
Labour Market Information, Reporting & Evaluation Office

MATTHEW AYRES

Chief Labour Market Economist &
Executive Director,
Labour Market Information,
Reporting & Evaluation

108634 BAND 5

CASSIE RIMEK (TA)
VACANT
Program Assistant

L}l 19885 cL9

[
JACKIE STOREN

Director
Forecasting

{108306 BAND 4

|
[ I ]

f

I
NAOMI POPE

Director, Labour Market &
Immigration Analysis

{99024 BAND 4 U.-"RJ
|

ALEXIS LENK

Director,

Performance Reporting, Evaluation

B User Support

L]. 19992

BAND BJ

[ I ] [

I

PREFARED BY:

Peapie and Warkplace
Strafegies Branch

NICK PALAJ

FENG REN VACANT SAZID HASAN (TA) AMY WONGKANLAYANUSH ERHAN BAYDAR FANNY WONG LIPING ZHANG PAUL FLATER CHRISTINA ANGELOPOULOS STEPHEN RAHMANN
TA: ERMIAS AFEWORKI VACANT )
Senior Economist Economist i Senior Economist Senior Economist i i Senior Economist Senior Program Sr. Program Developer, Team Lead i
—— Economist Senior Economist Evaluation Analyst, Team Lead . 9 per Project Management Analyst Performance Management Analyst
92020 ECON 30 111524 ECON 27 34049 ECON 27 B5949 ECON 27 G478 ECON 27 113774 ECON 27 122684 ECON 27 [102?78 AD Z?J 120229 AD 27 120272 AD 24
s ) g 7
NICOLE BRUCE RICHARD MARTIN ERMIAS AFEWORKI (TA) ESTHER LEE (LV) VACANT JONATHON VIEIRA ALAN YAN
TA: JUAN NAVARRO ESTRADA AUX: ASLI GURER MCNEILAGE
Econamic Analyst Research Analyst Econamic Analyst Economic Analyst — Performance Management Analyst Program Evaluation Analyst Business Application Advisor
111523 ECON 24 111895 RO 21 101795 ECON 24 56246 ECON 24 109635 AD 24 117816 AD 24 120307 AD 21
A "y . s . "y
i g ™y
WAI (TIFFANY) TAN ASHLEY RAKOFF NICOLETA TURTUREANU
— Research Analyst Program Evaluation Analyst Business Application Advisor
117868 RO 21 117797 AD 24 105134 AD 21
. . S
-~ ™~

Last Modified 20@3-11-14
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TYLER WOOLLEY

Business Application Advisor

120308

AD 21

KATRINA ANDREWS

Business Application Advisor

113806 AQ 21
M iy
VACANT
— Project Coordinator
120273 AQ 18
p vy




PREPARED BY:

o 4e People and Workplace
Organization Chart Strategies Branch
Labour Market Development Division
Trades Training & Workplace Innovation
019-2323, 2324, 2341
( EMILY CRONIN )
Executive Director
Trades Training & Workplace
Innovation
119880 BAND 5
e A
WILSON KYNE
Program Assistant
L99062 CL QJ
I I
e N e N
KIM BUCHANAN NINETTE OLLGAARD
Senior Director, Director
Trades Training Policy Workplace Innovation
96001 BAND 4 119706 BAND 3
o J o v
e N |7 )
e ™ i’ ~ e ™
MELODY WEY VACANT VACANT
KENDRA GREEK JANET BAKER TA: ALISON MACKENZIE AUX: SOPHIE ROSS
Director, Trades Training Senior Policy Analyst Policy Analyst
108150 POL SIH 27 120065 AOQ 24
89708 POL SI 27 119367 POL SI 27 129391 BAND 3
A v N, 4
\ J . J/ . J - ~
e ™ e ~
- ~N - ~ PHILIP EVANS (LV)
KERSWILL COLLINS THOR LINDSTROM TA: JAMES ARSENAULT
AVERY BONNER VACANT Senior Policy Analyst —
Senior Policy Analyst Policy Analyst TA: CHRYSTALLA EFTHYMIOU
Senior Policy Analyst Policy Analyst 115356 POL SIH 27
131589 POL SI 27 120064 AO 24 L
J
\ ) 9 ) | 131590 POL SI 27 131592 AO 24
- N . J \ J
VACANT [: Y1 ( R
ADAM SKULSKY VACANT
Policy Analyst .
Policy Analyst Policy Analyst
131591 AO 24
117982 AO 24 108621 AO 24
e )
o J - /

Last Modified 2023-11-14

PSE-2023-33095 , Page 72 of 94



Organization Chart

Labour Market Development Division
Labour Market Policy & Research

CHELSEA CHALIFOUR

Executive Director
Labour Market Policy & Research

Lll‘JBSU - NEW

BAND SJ

LYNN TAYLOR

Program Assistant

DORIS WILLIAMS (TA)
KSENIA PILGRIM
Administrative Assistant

PREPARED BY:

Peopie and Workplace

Strateqies Branch

119884 CL9 112340 c59
[ I I 1
STEVE RICKLEY LEILA HAZEMI VASHTI THIESSON (LV) VACANT
SUZANNE SPENCE TA: JULIA NORMAN
Research Analyst Senior Director, Senior Director, Senior Director,
Research & Analytics Sector Labour Market Partnerships LM Palicy & Future Ready Office
60839 RO 24J
87958 BAND 4 U/R 97649 BAND 4 138100 BAND 4
I I
[ I I I ] [ [ I I 1
KRISTINA BREUER LEE MACLEAN CHRISTINE ERODA SAM PRZYGODA HUGH JuDD SUSANNAH MACHELAK VACANT JULIA NORMAN (TA) RENAY MAURICE DEAN SEKYER JUSTIN SULLY (LV)
VACANT VACANT
Coordinator, Team Lead, Senior Palicy Senior Data Warehouse | Senior Program Manager Director, Senior Manager Senior Policy Analyst Senior Palicy Analyst Senior Policy Analyst
Research & Reporting Business Analysis Analyst Economist Architect Future Ready Office Strategic Initiatives
98174 AD 27 | 108128 POL SIH 27 l?6443 POL SIH ZTJ LIEUEIB POL SIH 27
6566 AD 27 79884 15 27 5458 POL S5IH 27 106723 ECON 30 112032 IS 27 NEW BAND 3 119709 BAND 2
RYAN MCCORMICK (TA)
- ~ ~ TA: ANSO BAECK ~ -
VARVARA ROMANTSEVA SANDY MCNEILL MICHELLE CAMERON JASLEEN KAUR m Senior Program Manager VACANT VACANT
— Senior Data Analyst L Coordinator, | Research Analyst Econormist 98173 AO 27 m Senior Palicy Analyst = Policy Analyst
User Info Services ~
' Y
129135 RO 24 6488 RO 24 135744 ECON 27 108128 POL SIH 27 107966 AD 24
L 6439 #0 24 L g, KARISHMA ZAMAN \ J ')
r ™
HUI WANG (LV . 3 VERENA WILLENBOCKEL - Senior Program Manager TA: JOHN BOWDEN ( g
e WARREN BAKER — QUYNHLE
— i — 120888 AQ 27 - Senior Policy Analyst
Senior Data Analyst L Research Analyst Research Analyst | enior Folicy Analys [ Project Coordinator
's
132313 POL SIH 27
129136 RO24J | Bt | 6460 RO 21 MATTHEW BODDY ) 1 | 501180 A0 13
- ; B
NIK MUST Senior Program Manager VACANT VACANT
- 110807 AD 27 — ior Palicy Anal
Research Analyst L ) Senior Palicy Analyst - Project Coordinator
83598 RO 21 ANSO BAECK (TA) 130725 POLSIH27) | 115513 AO 18
AUX: NATASHA LOWCAY - -
1 Policy Analyst VACANT
TA: JENNIFER FERGUSON
117903 AD 24 1 Palicy Analyst
CHELSEA FORBES (LV) 120065 AD 24
VACANT -
mml Program Coordinator VACANT
\113?63 AD 21 — Palicy Analyst
™y -
MELISSA DA SILVA | 132038 AD 21 )
— Contract Officer
AD 15

Last Modified 2023-11-14

103678
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T People and Workplace
Organization Chart Strategies Branch
Governance, Legislation & Engagement Division
4 N\
TONY LOUGHRAN
Assistant Deputy Minister
Governance, Legislation &
Engagement
019-2100
104742
N J
~N s
EMILY LAM LAURA MASON
Manager, Divisional Operations Executive Administrative Assistant
L104953 BAND 1) \79913 EAAJ
s | N ! N N | N !
MONICA LUST LORI MACDONALD VACANT SUNJIT BAINS RACHEL FRANKLIN
TA: KATE HAINES
Registrar / Executive Director, Executive Director, Superintendent, Office of the Executive Director, Director,
Private Training Institutions People & Workplace Strategies Superintendent of Professional Governance & Intergovernmental Strategic Initiatives
019-3010 019-1963 Governance Relations
k109659 BAND 5) k76506 BAND 4) \128967 BAND 3)
\122138 BAND 5/ k6508 BAND SJ

Last Modified 2023-11-14
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Organization Chart

Governance, Legislation & Engagement Division

Private Training Institutions

MONICA LUST

Registrar / Executive Director,
Private Training Institutions

HARP MAGON

Enforcement

Director, Institution Compliance and

BAND 3J

019-3010
109659 BAND 5
~
BETHANY LAPORTE
Program Coordinator
109747 CL 15
J
I
[ ]
ELLE COLLMAN (TA) JESSICA LAN BARLESCU
TA: STEVE KIBBLE
Administrative Assistant Records Assistant
L].DQNQ cLg L1E|974B cLg
| 1
MARIANNE SCHWAN
Director, Policy and Institution
Certification
L109660 BAND 3 I L109661
| |
[ ] [
DANIELLE BAXTER IAN HENDRY CLIVE SMITH (LV)

CORA SIYTANGCO

Administrator, Certification

Program Manager

Senior Policy Analyst

TA: PRAVEENA NAIDU

Administrator,
Compliance & Enforcement

LESLEY LABRECQUE

Student Claims Officer

109728 AD 21 109743 AD 21 109713 POL SE 27 109746 CL 15
109736 AD 24
¢ ™ ' N ™y ' ™ - ™y
PINNIE HO JAIVIN ACHARI (TA) EMILY WEEL (TA) KIM MUNRO (LV) PRAVEENA NAIDU (TA) ANGELA MACEACHERN ANGUS CHEUNG
TA: ANTHONY HAO CHEN VACANT TA: EMILY WEEL VACANT
Financial Analyst Certification Coordinator Program Review Officer Policy Analyst Senior Compliance Inspector —— Sr. Compliance Inspector Claims Administrator
109745 FO 18 109729 cL12 115818 AD 18 109714 AD 21 109742 AD 21 127339 AD 21 119209 cLg
\ J \ J |\ J \. J L J | L J \_ J
e ~ e ~ - ~ -
SHAREEN PRASAD (TA)
TA: JAIVIN ACHARI VACANT SERGIO SALINAS-VARGAS VACANT LEONA CHRISTIE (LV) EMILY FONG VACANT
= i VACANT
Business Application . . . . .
Intake Team Lead Accounting Assistant Program Review Officer Policy Analyst Sr. Compliance Inspector - Sr. Compliance Inspector Office Assistant
109732 AO 18 109656 CcL12 115935 AD 18 125422 AD 24 129933 AOD 21 135542 AOD 21 113076 0A9
\ J N . s\ J \ J \. J
' h ' N ' N
s ™ CHRISTIANA LUCKO VACANT
AMAN KAMBOH AUX: SILVIA ALMANZA ALONSO
Program Review Officer Compliance Inspector T Compliance Inspector
- Regulation Administrator
135540 AO 18 6423 AO 18 109741 AO 18
109733 cLg ~ -
L e N I N | O N
3 SEAN MELDRUM JOAKIM ZATKO (LV)
NEGIN ZAREIAN AUX: LILY CAO VACANT
Program Review Officer Compliance Inspector = Compliance Inspector
- Regulation Administrator
135541 AD 18 109740 AD 18 109737 AD 18
119963 cLe - / \ J |- J
k. A A R 4 ™
- ~ JOANNA CHENG VACANT
SAMANTHA MEISS
Program Application Coordinator Compliance Inspector !
- Regulation Administrator
125668 CL12 109739 AD 1B
119962 cL9 ~ N \ J
J g ~
- HIDEMI KYOTANI
ANTHONY HAO CHEN (TA)
TA: ELLE COLLMAN Program Application Coordinator
— Regulation Administrator
125664 CcL12
109735 cLo b -
L oy
™y
STEVE WONG
Financial Services Representative
109655 CcL9
A
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Organization Chart

Governance, Legislation & Engagement Division
People & Workplace Strategies

PREPARED BY:
People and Workplace
Strategies Branch

019-1963
e N
LORI MACDONALD
Executive Director,
People & Workplace Strategies
019-1963
76506 BAND 4
\. J
I I
e N ™
JOSH BLENKIN RICHELE BRIDGES
Director, Organizational Director, Workforce
DeVelOpment & DeSign P|anning & RepOrting
131373 BAND 3 89801 BAND 3
\. | J X J
I | |
e N e a e N
ROSS PALIN KRISTIN BARNES MELISSA LOVE (LV)
TA: FATIMA JONES
Strategic Human Strategic Human Strategic Human
Resources Consultant Resources Analyst Resources Consultant
96091 BAND 2 122288 BAND 1 96005 BAND 2
. J - / - /
g Y 4 ™
NADER KADDOUR KIM KAPELARI
n Internal Communications & Strategic Human
Events Coordinator Resources Coordinator
6451 CO 18 115009 CL 15
N J . J
4 A
ANI SUGIARTO
— Graphic Designer
88941 STO 15
\ J
4 ™\
VACANT
AUX: TIFFANI BOYCE
— Program Assistant
119886 CL9
. J/
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Organization Chart

Governance, Legislation & Engagement Division
Office of the Superintendent of Professional Governance

VACANT
TA: KATE HAINES

Superintendent, Office of the
Superintendent of Professional
Governance

122138 BAND 5

L8 _/

ALEJANDRA LEMUS

Program Assistant

L13S604 CL 12J
4 l ™ 4 | N\
TA: ALAYNA VAN LEEUWEN
Audits, Investigations & Performance Di_rector/l_)epu_ty Superintenglent,
M Policy, Legislation, Best Practices &
anagement B :
Business Operations
12 BAND 4

=038 129402 BAND 4

- o, \_ Y,
e ™ e N ™ e ™

VACANT BRENDA BLACK IZAK BRUSSOW VACANT
Senior Policy Analyst Senior Policy Analyst Senior Legislative Analyst Policy Analyst
122140 POL SIH 27 128877 POL SIH 27 122141 POL SIH 27 122857 AO 24
. J . J J . J
~ N ™~ I
JOHN BARLOW VACANT EMILY LEWIS CHRISTOPH DETTLING
Policy Analyst Performance Management Analyst Policy Analyst Policy Analyst

122143 AO 21 128878 AO 24 123021 AO 21 123020 AO 21
. / N VAN / N /
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Organization Chart

Governance, Legislation & Engagement Division

Governance & Intergovernmental Relations

SUNJIT BAINS

Executive Director,
Governance & Intergovernmental

Relations
LGSOB BAND SJ
VACANT
Program Assistant
9363 Ccs QJ
| [ 1
RANDALL GERLACH MATT DELL PRATIBHA BHATNAGAR
Senior Director, Director Director, Governance & Labour
Intergovernmental Relations & Legislation Relations Policy
Corporate Planning 019-1945 019-1946
019-1803 6498 BAND 3 6438 BAND 2
113403 BAND 4 U/R
|
| | | p 9
BRANDON DWYER VACANT RISHI SHARMA KELLY FITZSIMONDS CHANTAL TURPIN
Senior Corporate Planning Analyst Corporate Planning Analyst Director, Intergovernmental & — Senior Legislative Analyst 1 Senior Policy Analyst
Stakeholder Relations
91799 A0 27| [83640 AO 21 012-2305 105036 POL SI 27 105035 POL SIH 27
97636 BAND 3 pN s - ~
P
KATHERINA HERMAN PHILIP FRIAS
BRENT CANTARUTTI m Senior Legislative Analyst - Policy Analyst
Senior Advisor \136613 POL SIH 2?} \97973 AO 24)
107967 POL SIH 27
NICO LOHMANN LISA PRISIAK
— Senior Legislative Analyst — Board Appointment Coordinator
VACANT
136612 POL SIH 27 57494 RO 21
LN S AN S

Policy Analyst - IGR

L12?043 AD 24 LY

)

CINDY RALPH

Senior Advisor

—

98962 AO Z?J

KATIE HARMS

Research Analyst

L114?38 RO 1

8

AN

— Senior Legislative Analyst

— Legislative Analyst

— Legislative Analyst

DEVON WILLEY-PICHETTE

136611 POL SIH 27
AN "y

CALLUM MACNAB

136553 AOQ 24
.

-
NICOLE FREEMAN

136553 - NEW AD 24
M vy

~
VACANT

Legislative Analyst

34235 RO 24 U/R
A vy
4 ™

VACANT
Co-Op Level 2

7464 CO-0P LVL 2

h vy
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Receiving New Requests

June 21, 2022

3:31 PM

Once a new FOI request is received in the FOI Platform - (notification under the bell icon), assign the file
to yourself. Review the 'Request Description' under the 'Request' tab/The Call for Records Form is also
located under the Attachments tab, review the request description and ensure that it is clear and easy
to understand. Also check if the scope of the request is reasonable. If the request seems unclear, clarify
with the assigned IAO Analyst at Information Access Operations (IAO) before sending the request to the
program area by tagging them in the comment section of the file.

When the request is ready to be sent, it should be sent to the appropriate branch(es). Refer to PSFS
Responsibilities List to determine which branch(es) should received the request. Normally when sending
a call for records request via eApps - make it clear what you are asking for, the due date is fair and
request the records normally for the program area director and the records are to be reviewed and
approved by their ED. Also have a clear approval route/route the request back to yourself.

Sample Call for Records form (CFR)

PSE-2023-33095 , Page 79 of 94
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INFORMATION " ’
BRI ACCESS OPERATIONS Call For Records Form
COLUMBIA  Ministry of Citizens’ Services FOI Request: 292-30/XXX-2021-XXXXX
Section 1: FOI Request Details
General Request [ Personal Request [ Authorization Received: Date
Applicant Type: Request Received: FOI Analyst:
Legislated Due Date: Fee Estimate Due: Date Records Due: Date

Description:

Section 2: Initial Records Assessment

Do you hold responsive records? YES [ NO O

If no, please provide an explanation that can be given to the applicant (if applicable):

Are you aware of other records that may be responsive to this request within your public body? YES [1 NO [

Are you aware of other records that may be responsive to this request held by another public body? YES [1 NO [
[ If yes, specify: ]

Section 3: No Records Response Approval
Please forward to public body FOI contact (if applicable) for delegated head’s final public body approval if no records
have been located

Final public body approval (full name and title): | Signature: Date: Date

Section 4: Fee Estimate - General request only (if this is a personal request skip to section 5)

Please ensure that all reasonable efforts are made to generate as Estimated Hours Actual Hours

accurate an estimate as possible

Locating/Retrieving — this includes searching all relevant sources.
Areas to consider searching include:

Qutlook (including ‘deleted’ and ‘sent’ folders)
Records management systems (ex. EDRMS)
LAN, shared drives, SharePoint, databases
Offsite records
Producing - this only applies where you are creating records from

other sources* (e.g. developing a program to create new records
from a database) and tasks include

Identifying relevant sources of data/information
Manual time spent creating and producing records
* [Ex: generating a custom report from a database using existing
data
Preparing — this may include time spent by IAO (for electronic
records) or the Ministry (for hardcopy records) and tasks include

Page 1]I1A0-2021-10000
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General FOIl Requests

June 22, 2022
11:13 AM
1.
2.
3.

Create a folder in the PSFS FOI Inbox with the PSE FOI number followed by a short title
(ex. PSE-2023-xxxx - BN Cliff Summary)

Create a folder in the Call for Record folder in the FOI Shared Drive. Use PSE FOI number
as the name.

Create an eApprovals item and send if to the appropriate branch(es).

e}

o 0 o O 0O O

o]

Subject: PSE FOI number - a short title (ex. PSE-2023-xxxx - BN Cliff Summary)
Category: FOI Request

IAO Due Date: Enter IAO Due date on CFR form (usually 'Records Due' date)
Legislated Due Date: Enter LDD date on CFR form

FOI Stage: Responsive Records Review

FOI Applicant Type: Refer to CFR form and select one from the list

Scope: Type the scope of the FOI request (date range at end of request
description)

Record Summary: copy and paste the entire request description

Final signature level: Assistance Deputy Minister (NOTE - our Final Sign Off is
FTMS - ADM Jason Butler)

Business Unit: select branch responsible from the list

Date Due: Enter one day before the IAO Due Date ('Records Due' date)
Comments: Will vary but, normally you are asking for responsive records and for
it to be reviewed/approved by ED. Sometimes it will be concurrently sent to
more than one division/branch - make that clear in the comment

Approval Route: (Branch responsible) > FOI Team

Upload CFR form and forward it to the branch (usually to Director of the branch)

Proactive Disclosure

June 22, 2022
11:49 AM

1. Create a folder in the PSFS FOI Inbox under corresponding Proactive Disclosure folder
(Briefing Notes, Calendars, Contracts Over 10K, DAC Contact Summaries)
2. Move the email from IAQ requesting records in the folder you just created.

Min BN Ciff Summary

o 0o o O 0O O

Create an eApprovals item for records gathering:
Subject: Proactive Disclosure - Minister's Briefing Notes Summary (Month)
Category: FOI Proactive Disclosure
IAO Due Date: Enter IAO Due date
Legislated Due Date: Enter LDD date
FOI Stage: Responsive Records Review
FOI Applicant Type: Not Applicable
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O 0 0 0o O O

o]

Scope: Monthof ___ ,20

Record Summary: leave blank

Final signature level: Assistance Deputy Minister

Business Unit: Deputy Minister's Office

Date Due: Enter one day before the IAO Due Date

Comments: For records gathering of Minister's BN summary for the month of ___, 20 __
. Please fill out the Excel template attached and returnto _____. Thank you!

Approval Route: DMO > _____ (your name)

Upload IAQ's spreadsheet template and forward it to the person responsible for
providing the records in DMO

Minister, Minister of State and DM's calendars

©c 0 0 0O 0 0O 0 0O 0 0 0 0

o

DM Calendar - Forward CITZ Open infogroup call for records email to Tara Cameron with
a cc to Jelene Baker requesting DM calendar for the requested month.
"Good afternoon/morning Tara, Requesting the DM's calendar for Proactive
Disclosure for Month of _ ,20 . Please return to me by (enter due date for
CITZ email) or earlier."
Minister Calendar - Forward CITZ Open infogroup call for records email to Christine White
with a cc to Lori Larson requesting Minister's calendar for the requested month.
"Good afternoon/morning Christine, Requesting the Minister's calendar for
Proactive Disclosure for Monthof _ ,20 . Please return to me by (enter due
date for CITZ email) or earlier."

Minister of State Calendar - Create an eApp
Subject: Proactive Disclosure - Minister of State Calendar (Month)
Category: FOI Proactive Disclosure
IAO Due Date: Enter IAO Due date
Legislated Due Date: Enter LDD date
FOI Stage: Responsive Records Review
FOI Applicant Type: Not Applicable
Scope: Monthof _ ,20
Record Summary: N/A
Final signature level: Assistance Deputy Minister
Business Unit: Minister of State's Office
Date Due: Enter one day before the IAO Due Date
Comments: 'For record gathering of Minister of State's Calendar for ____(Month).
Please provide a PDF clean copy and a copy with harms identified and Chief of Staff
approval. Thank you!'
Approval Route: MOS Office > (your name)
Forward it to a person who is responsible for providing records for the Minister of State
- currently Tiffani Mai

Directly Awarded Contracts Summary

Records Gathering

PSE-2023-33095 , Page 82 of 94



e Forward the email with from OPEN INFO to ProcurementSupport@gov.bc.ca, and
request to fill out the spreadsheet template and return it to FOI team with CFO
approval.

Sign Off

¢ Once you receive filled spreadsheet and CFO approval, create an eApp for final
approval.

e}

o 0o o 0o 0 0O 0 0 0O 0 0

Subject: Proactive Disclosure (Month)
Category: FOI Proactive Disclosure
IAO Due Date: Enter IAO Due date
Legislated Due Date: Enter LDD date
FOI Stage: Final Approval
FOI Applicant Type: Not Applicable
Scope: ___,20__
Record Summary: N/A
Final signature level: Assistance Deputy Minister
Business Unit: Corporate Finance
Date Due: Enter one day before the IAO Due Date
Comments: For FTMS -ADMO Approval of attached spreadsheet for proactive
disclosure. Contents have been reviewed and approved by CFO, Dawn Ngo for
full disclosure. Thank-you
Approval Route: ADM FTMS > ___ (your name) > MO > ___ (your name) >
Randall Gerlach > ___(your name) Final Sign off > ___(your name)* Might not be
required - see note on Process Map
Once approvals are complete, complete the sign off form.
¢ Ministry Executive: Designated Signing Authority- FTMS ADMO Jason
Butler
e Signature: write "Electronic Approval"
e Date: put the date of approval
Send the filled sign off form and spreadsheet by responding to the original email
came from OPEN INFO.
For closing eApp, refer to

Contracts Over 10K (quarterly disclosure)

Records Gathering
e Forward the email with from OPEN INFO to ProcurementSupport@gov.bc.ca, and
request to fill out the spreadsheet template and return it to FOI team with CFO
approval.

Sign Off

e Once you receive filled spreadsheet and CFO approval, create an eApp for final
approval.

o]

O 0O 0O 0 0 0O ©

Subject: Proactive Disclosure - Q_ 20__ Contracts with Values over 10K
Category: FOI Proactive Disclosure

IAO Due Date: Enter IAO Due date

Legislated Due Date: Enter LDD date

FOI Stage: Final Approval

FOI Applicant Type: Not Applicable

Scope: ___to__ ,20__

Record Summary: N/A
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Final signature level: Assistance Deputy Minister
Business Unit: Corporate Finance
Date Due: Enter one day before the IAO Due Date
Comments: For FTMS -ADMO Approval of attached spreadsheet for proactive
disclosure. Contents have been reviewed and approved by CFO, Dawn Ngo for
full disclosure. Thank-you
Approval Route: ADM FTMS > ___ (your name) >MO > ___ (your name) >
Randall Gerlach > ___(your name) Final Sign off > ___(your name)* Might not be
required - see note on Process Map
Once approvals are complete, complete the sign off form.

¢ Ministry Executive: Designated Signing Authority- FTMS ADMO Jason

Butler

¢ Signature: write "Electronic Approval"

¢ Date: put the date of approval
Send the filled sign off form and spreadsheet by responding to the original email
came from OPEN INFO.
For closing eApp, refer to

Consultation Requests

June 22, 2022
11:50 AM

1. Create a folder in the AEST FOI Inbox, name it "Consult - (FOl number)"
2. Create an eApprovals item and send if to the appropriate branch(es).

o]

O o0 o0 o o0 0O 0 0 o0 0 0 0

Subject: Consultation

Category: FOI o Consultation

IAO Due Date: Enter IAO Due date on CFR form

Legislated Due Date: Enter LDD date on CFR form

FOI Stage: Redlining

FOI Applicant Type: Refer to CFR form and select one from the list
Scope: Type the scope of the FOI request

Record Summary: copy and paste the request description

Final signature level: Deputy Minister

Business Unit: select branch responsible from the list

Date Due: Enter one day before the IAO Due Date

Comments:

Approval Route: (Branch responsible) > FOlI Team > ADM > FOIl Team > MO > FOI
Team > DMO

Upload all the documents IAO sent

Fee Estimates

June 22, 2022
11:51 AM

Submitting a Fee Estimate
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If the program area advises that the request will entail more than three hours of work for searching
and preparation of the records (this does not include time for severing information from a record ), a
fee estimate should be submitted to IAO.

To submit a fee estimate, the CFR form should be filled out accordingly (Section 4 of CFR) indicating the
estimated number of hours the request will take no perform an adequate search and prepare the
records in PDF format.

The reason why he request is producing a fee should always be provided to IAO. Number of pages, types
of records (paper format which will entail scanning), de-duplication are common reasons as to why a fee
estimate occurs. Narrowing options to reduce or eliminate the fee should always be provided to IAP to
further assist the applicant. For example: If the applicant were to reduce the timeframe of their request
the fee could potentially be reduced or eliminated.

Once a Fee Estimate is provided, IAO will issue the Fee to the applicant and place the request on hold
until the Fe is paid or eliminated, or the applicant abandons the request.

After IAO provides a Fee Estimate to the applicant, if the applicant does not wish to pay the Fee, IAP will
work with the applicant and he Ministry to narrow the request in order to eliminate or reduce the Fee.

Narrowing a Request

Once the fee estimate has been submitted and the request is put on hold, the applicant may narrow
their request. If IAP advises that the applicant as narrowed their request, the narrowed request needs to
be sent to the program area and a revised fee estimate needs to be provided as soon as possible.
Although the request will remain on hold throughout the narrowing process, it is the Ministry's
responsibility to reply without delay.

Freedom of information and Protection of Privacy Act Section 75
(1)The head of a public body may require an applicant who makes a request under section 5 to pay to
the public body the following:
(a) a prescribed application fee;
(b) prescribed fees for the following services:
(i) locating and retrieving the record;
(ii) producing the record;
(iii) preparing the record for disclosure, except for time spent severing information from the
record;
(iv)shipping and handling the record;
(v)providing a copy of the record.
(2) Subsection (1) (b) (i) does not apply to the first 3 hours spent on a request.
(3) Subsection (1) does not apply to a request for the applicant's own personal information.
(4) If an applicant is required to pay fees for services under subsection (1) (b), the head of the public
body
(a) must give the applicant a written estimate of the total fees before providing the services, and
(b) may require the applicant to pay a deposit in an amount set by the head of the public body.
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(5) If the head of a public body receives an applicant's written request to excuse payment of all or part
of the fees required under subsection (1) (b), the head of the public body may excuse payment, if, in the
head of the public body's opinion,
(a) the applicant cannot afford the payment or for any other reason it is fair to excuse payment, or
(b) the record relates to a matter of public interest, including the environment or public health or
safety.
(6) The head of a public body must respond to a request under subsection (5) in writing and within 20
days after receiving the request.
(7) The fees that prescribed categories of applicants are required to pay for services under subsection
(1) (b) may differ from the fees other applicants are required to pay for the services but may not be
greater than the actual costs of the services.

From <https.//www.bclaws.gov.bc.ca/civix/document/id/complete/statreq/96165 06#section75>

Other resources:
Fees for Freedom of Information requests

Harms Assessment

June 22, 2022
3:25 PM

All responsive records should be received from the program area prior to or de date to IAO. Records
should be provided in PDF format, and should also include a harms assessment completed by the
program area. If providing a harms assessment within the PDF itself, the program areas should provide a
clean copy of the records along with the marked copy (create a clean copy if one hasn't been provided)

The FOI analyst should review the records and ensure that the records are responsive to the request
(checking data range etc.), and checking all the duplicates have been removed. The harms noted by the
program area also need to be reviewed to ensure that they meet FOIPPA legislation and that enough
background information has been provided so that IAO has all necessary information to apply the
recommended severing.

Program Area Harms Review

Preliminary Examination

1. Program area identifies the records and any issues associated with the records.

2. Review the requested records to determine whether they are within the scope and timeframe
of the request. The Act applies to all records in the custody or under the control of a public body
except for the specific types of records listed in section 3.

3. If no, respond to the applicant that the public body has no records within the scope and
timeframe of the request. If yes, proceed to #4. If you are unsure, contact the program area.

4. Examine the requested records to determine, at a general level, if there is any information that,
if disclosed, may explicitly or implicitly reveal information that is subject to this exception.
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If the initial examination suggests that part or all of the records may fall within the parameters
of this exception, a more detailed analysis is necessary before a recommendation can be made
to the head of the public body. Go to Line by Line Review.

If the initial examination indicates that this exception does not apply to the requested
information, check to see if another exception applies.

Examine the records to determine if the interests of a third party or another public body may be
affected by release. If, on balance, a reasonable person would conclude that the interests of a
third party or another public body will be affected, recommend to the head that consultations
with that party be undertaken prior to release. See form letter for Third Party Notice.

Confirm with the program area specialist whether or not the requested records are subject to
exception.

Recommend to the head that the record be released if no exceptions apply to the requested
information and the interests of a third party or another public body will not be affected.

From <https://www2.gov.bc.ca/gov/content/governments/services-for-government/policies-
procedures/foippa-manual/preliminary-

examination?keyword=preliminary&keyword=examination>

Line by Line review

i

Review the requested record line by line to determine whether a reasonable person would
agree that releasing the record would reveal information that is subject to this exception.

If the detailed review determines that the exception applies to the entire record or a portion of
the record, go to Exercise of Discretion unless the exception is mandatory, in which case
proceed to Severance.

If the detailed review determines that none of the requested information may be withheld
under this section, then this exception does not apply. If you are unsure, contact the program
area.

Check to see if another exception applies. If so, repeat #2 and 3 above.

If the information is subject to section 12, 14, 15, 16, and/or 18, consultations with another
public body may be necessary. See Procedures in the relevant section for further details.
Recommend to the head that the record be released, unless another exception applies.

From <https://www2.gov.bc.ca/gov/content/governments/services-for-government/policies-
procedures/foippa-manual/line-review>

Submitting CFR and records to IAO

June 22, 2022

1:25 PM

One you have all the responsive records (one clean copy and a harms assessment), and completed CFR,
you are ready to share these documents with |AO.

Create a new folder in the Call for Records folder
Name the folder the FOI Request Number (e.g. "AED-2022-01234")

o If you are loading records from different/multiple program areas, create sub-folders.
Load the responsive records
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e Reply to the Call for Records email with completed Call for Records form attached, indicating the
records and harms are on the FOI Shared Drive.

If no responsive records are located, the ministry will email the completed CR and NRR approval.

Best Practices for using the Share Drive
If records are coming from multi[le program areas, create sub folders.
Check for duplicates.
Do not load any non-responsive records. Check the request description, look at the date range.
Clearly label 'clean’ copies versus 'marked’ copies.
Keep emails about the FOI request and the CFR form separate from the responsive records.
If providing records in native format, doublecheck each item to ensure it opens. Is it corrupt?
Does it require a password to open?

o 0 0 0O 0 O

One you submit the complete CFR and he responsive records,
¢ Put the eApp item on hold
¢ Move the email folder from 'Record Gathering stage' to 'With |IAQ'
¢ Update the FOI tracking sheet

Comments for eApprovals

June 27, 2022

10:51 AM

CFR Request for Ministry Records

Sending CFR to one program area:

For records gathering. Please advise if any other program areas may have responsive material to this
request. If any issues arise during records gathering, or assistance is required (large volume, additional
guidance required) please contact FOIl team ASAP. Please return PDF copy of the relevant records and
harms assessment by indicated due date with ED approval.

Multiple Divisions:

For records gathering. Please return PDF copy of the relevant records and harms assessment by
indicated de date with ED approval. If any issues arise during records gathering, or assistance is required
(large volume, additional guidance required) please contact FOI team ASAP.

Request for calendar records

For records gathering of the indicated calendar for attached FOI request (proactive disclosure). Please
return PDF copy of the calendar and any harms to FOI team.
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Starting sign off process

June 24, 2022
11:44 AM

¢ When IAO has determined records are ready for Ministry sign off they will, create a new
folder in the sign off folder in the shared drive, load the redline, sign off form and draft
response letter, and email the FOI Coordinator mailbox that the sign off package is in
the shared drive and ready for review.
¢ One you receive the sign off email from IAQ,
o Go to the sign off folder in the shared drive
o Remove 'hold' from the eApproval
o Upload Redline, sign off form, and drat letter to the eApproval
o Rename old documents by adding 'OLD" in front of the names and reorder so
that Redline, sign off form, and response letter for applicant are listed first.

& Redline - AED-2022-21624.pdf 'i“
& G - Sign Form.Docx : .i.
& G - Response - Full Disclosure.Docx : i
b OLD - G - Call for Records form.docx : ]
OLD - 2022 DM Briefing Note Log.xlsx s i‘

o Edit the eApproval properties,
¢ Due dates
e Stage
o Forward the eApproval to ADM(s) responsible for the records, see General FOI Request

No Records Response (NRR)
June 21, 2022
3:32 PM
e Once it has been determined the response to a request if No Records Response (NRR),
complete the CFR form.
e Create an eApp, attach the completed NRR and send it to MO for approval.
¢ Once MO has approved, email NRR as FYI to GCPE contacts.
e Send the eApp to DMO for DM approval/sign off
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Sign off

June 24, 2022

10:07 AM

ADM/EL > FOI Team > MO > FOI Team > DMO

e ADMY/EL sign off - Any requests which came from the program area, should be sent to the
ADMY/EL via eApprovals for the relevant program area(s) approval initially.

o If multiple divisions are involved in the request, create duplicate eapproval files with the
division name added to the tile (e.g. AED-2022-12345 CLIFF BN Summary (January)
FTMS) with the relevant documents added and sent to the Manager of Divisional
Operations (MDO) for each Division.

o Once the respective ADMs have approved, move one of the existing partitions froward
for DM sign off (If one has identified harms use that one to go forward) and close the
other files as "Duplicate" indicating that sign of will follow the other partition. Save a
printed PDF copy of the history of the duplicate eApp to the eApproval history folder.

e MO sing off - One the assistant Deputy Minister has reviewed and all requested revisions have
been made, send it to MO approval.

e GCPE sign off - send the FOI package to GCPE contacts via email once the MO has approved.

e DM sign off- send the eApprovals to DMO for final DM sign off

e If any additional harms or changes, send to IAO and request a revised Redline (and response
letter and sign form if there are changes required).

e Onceitis approved by DM, fill the sign-off form. Reply to the original sign-off email from IAO
from the FOI mailbox. Remember to cc the FOI mailbox, attach the signed form, and note that
the package is approved for release.

e Update the FOI tracking sheet, move the email folder under completed or the year, and close
eApproval

Closing eApproval

Once the signed form has been sent to A0, add a comment to the eApproval that approval has
been sent to IAQ, close the eApproval as "Completed". Once you close the eApprovals, save a PDF
history to the FOI folder, name it with the file number.
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eApprovals Comments

June 28, 2022

9:55 AM

ADM/EL comments

BN Summary:

[No Harms]

For ADM/EL approval for redline prior to final DM sign off. FOI Team review did not identify any obvious
harms from the notes in your division, but please advise from your perspective.

[Harms]

For ADM/EL approval of redline prior to final DM sign off. FOI team identified possible concerns with
H#itH#H and ###HH#H due to . Please confirm is severing the titles of these two notes is
appropriate.

General FOI request:
For ADM approval for redline prior to final DM sign off. Please contact FOI Team ASAP if any changes are
required.

MO Comments
For MO approval for redline prior to final DM sign off. Please contact FOI Team ASAP if any changes are
required.

DMO comments
This file is ready for DM review and sign off. It has been reviewed and approved by the MO and (insert

ADM Division(s)) - it has also been shared with GCPE.

RUSH:
RUSH - Please flag for urgent DM sign off- required day prior to the LDD (insert date)
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Freedom of Information (FOI) Approvals/Requests

March 25, 2021
4:14 PM

https://www2.gov.bc.ca/gov/content/governments/about-the-bc-government/open-government/open-
information/freedom-of-information

PSFS has an FOI Coordinator who is the main contact for PSFS and the IAO (Information Access
Operations). PSFS.FOICoordinator@gov.bc.ca

They send FOI requests for records to branches, gather the info, obtain the appropriate approvals, and
submit the final records response to IAO.

FOIl info

June 10, 2020
4:08 PM

https://www2.gov.bc.ca/gov/content/governments/about-the-bc-government/open-government/open-
information/freedom-of-information

Information Access Operations
PO Box 9569

Stn Prov Govt

Victoria BC V8W 9K1

Telephone: 250-387-1321

Fax: 250-387-9843

Email: FOL.Requests@qgov.bc.ca

Last updated April 29, 2022

DM Approvals

March 29, 2021
3:36 PM

Many FOI requests will require DM approval. The process for approval is as follows:

e eApp to DMO from PSFS FOI Coordinator with attachments and due date information.

¢ Director of Exec Ops reviews and forwards eApp to FAC with approval to move on to DM
for her approval

¢ FAC loads on DM SharePoint for approval
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o For instructions, please see Document Coordinator tab - "For Deputy Minister's
Approval" and follow steps 3-8
e Adjustment to steps 3b and 3c:
3b) To will be you
3c) Cc the Documents Coordinator, Director of Executive Operations and
Executive Coordinator

e Note for to Step 6 - documents that the DM needs to review:
= Sign form
* Response letter
* Records

e Once DM approves, send back eApproval with date DM approved.
o If DM has questions or edits, connect with Executive Coordinator

Last updated Jan 26, 2023
Jasmine, Pls update to reflect new ministry acronym

Routine FOI Requests

The email address has not been changed yet and is still AEST.FOICoordinator@gov.bc.ca, as of Jan 30,
2023

March 4, 2021

11:10 AM

Other places to search for Information Notes and Meeting Notes include the following:

e Materials sent to MO
5 1

¢ MDM folders for MONTH
s. 15
The DMO proactively releases information monthly to the PSFS FOI Analyst. You will fill out details on
any Information and/or Meeting Note that was received for the Deputy Minister and Minister. You will
receive an eApp from an FOI Analyst. Generally the report is due the first week of the month, but the
eApp can arrive later.

NOTE: sometimes referred to as a Proactive FOI Request

You will fill in the corresponding monthly tab within the Excel sheet located on thes. 15
5. 15

Information Notes and Meeting Notes that have been approved or submitted are stored within the
Minister's Office folder. Refer to these folders for the details required within the Excel sheet. The
Minister's Office folder is located on ths 1s

NOTE: We need to include Decision Notes for the MO
: for MO - include IN, MN, BN and DN's for the Minister and Premier's Office; exclude materials
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prepared for Parliamentary Secretaries (PS Mercier, etc)
: for DM - only include IN, MN and DNs

FYI - there is also a proactive request for DM and Minister's Outlook calendars. The SEA does the DM
calendar, and the MO's AC does the MO calendar.

Contact: AEST.FOICoordinator@gov.bc.ca
The Materials Tracker is located here

5. 15

For the Ministerial Briefing Cliff Note Summary, here is how we fill out the last two columns:
Date Started: Date BN was sent to Minister

Date Completed:

Decision Note = Date Minister signed the DN

Information Note = Date Minister was briefed (Minister Briefing/MDM)

Meeting Note = Date of Meeting
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