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INTRODUCTION

A. Foreward

Note: This introduction to Info Source is in large print to assist persons with visual
disabilities.

Info Source: Sources of Federal Government Information will make it easier for you to
find out about the Government of Canada, its organization and its information holdings. It
will help you determine where you should go, write or call to make government enquiries,
and is likely to be the first and only step you'll need to take to locate the source of the
information you want.

This publication is one of a series of four reference tools to assist you and other members
of the pubic in exercising your rights under two Canadian laws - the Access to Information
Act and the Privacy Act. The Info Source publications support the government's policy to
explain and promote open and accessible information regarding its activities.

Info Source is comprised of the following publications:

Info Source: Sources of Federal Government Information:
. provides information about the Government of Canada, its organization and its
information holdings.

« helps individuals determine which institution to contact about requesting information
formally or informally.

. provides individuals who are not, and who have never been employees of the federal
government, with relevant information to facilitate access to personal information about
them held by a federal government institution subject to the Privacy Act.

Info Source: Sources of Federal Employee Information:
. contains information to help current and former federal government employees to locate
personal information held by the government.

. is intended to help former and current government employees to exercise their rights
under the Privacy Act.

Info Source: The Access to Information Act and Privacy Act Bulletin:
. provides statistical information about the number of Access to Information and Privacy
requests on an annual basis and cumulative statistics since 1983.

. contains a summary of federal court cases related to Access to Information.
Info Source: Directory of Federal Government Enquiry Points:

. contains addresses and telephone numbers for federal departments and agencies
subject to the Access to Information Act and/or the Privacy Act.

. Other institutions associated with the federal government are included to facilitate access.

Info Source is distributed to libraries, municipal offices and federal government offices
across Canada.
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However, it is helpful for you to understand the basic differences between the Access to
Information Act and the Privacy Act. The information accessible under each Act is different
and there are different procedures to obtain it. The following pages describe the essential
details.

B. Inside Info Source

This Info Source publication has three main components:

Introduction
The Introduction includes:

. a summary of the roles and responsibilities of the federal government institutions
(Section C — Roles and Responsibilities) that are either responsible for the production
of Info Source or are responsible for the provision of input to the Info Source publications;

. some essential points about the Access to Information Act (Section D) and the Privacy
Act (Section E), and directions on how to locate information by using Info Source or by
making a formal request under either Act (Section F);

. contact information if you wish to obtain a copy of any of the Info Source publications
(Section G)

. a listing of those institutions for which Access to Information Requests must be
accompanied by cheques or money orders made out to the institution itself and not to the
Receiver General of Canada (Section H);

. information about the terms used throughout the book, including the description of the
Standard Program Records (Section | — Glossary of Terms); and

. a listing of Access to Information and Privacy Coordinators, which is organized in the
same order as the Table of Contents, gives you the address and telephone number of all
Access to Information and Privacy offices.

Standard Program Records and Personal Information Banks

Standard Program Records: There is some information that is almost universally
collected and maintained by federal institutions in their record keeping systems in support
of common functions and activities. This information is used to document internal
administrative functions, systems and procedures. They describe information related to
Human Resources, Material Management, Corporate Services, etc.

A number of standard program records and related descriptions have been established by
Treasury Board Secretariat and are included in this publication. Institutions may declare
one or more of these standard records, rather than develop institution-specific record
descriptions.

Standard Personal Information Banks: Standardized descriptions of personal
information have been developed by Treasury Board to describe personal information that
may be found in records commonly maintained by federal institutions and are included in
this publication. Institutions may choose to register and declare one or more of these
standard Personal Information Banks rather than develop institution-specific PIBs.



Chapters

There is one chapter for each federal government department or agency subject to the
Access to Information Act and the Privacy Act, or to the Privacy Act only. Chapters are
arranged in alphabetical order by the commonly used name of the institution. Each chapter
contains the following (please note that institutions that are not subject to the Access to
Information Act do not have to include these elements. Their reporting requirements are
limited to Personal Information Banks):

General Information about the institution, including:
. Background

. Responsibilities

. Legislation

« Organization

Information Holdings including:

. Program Records

. Standard Program Records

. Personal Information Banks

. Standard Personal Information Banks
. Classes of Personal Information

. Manuals

Additional Information including:

« The name of the institution to which any payment should be made if the institution does
not have an account with the Receiver General of Canada;

. The address of a central information source, as well as regional locations, if any; and

. The address(es) of Reading Room(s).

Using Info Source quickly and effectively

Determine the correct chapter
Turn to the chapter of the department or agency you think has the information, and check
the Program Records and the Personal Information Banks.

If you don’t know if you have the correct department or agency, a telephone call or letter to
any Access to Information and Privacy Coordinator's office should provide the answer.

For persons with disabilities
Individuals who are unable to exercise their rights using regular procedures may obtain
further assistance from any Access to Information and Privacy Coordinator's office.

C. Roles and Responsibilities

Treasury Board Secretariat (TBS)

In accordance with the Access to Information Act, Treasury Board is responsible for the
annual creation and dissemination of a publication that provides a description of
government organizations, program responsibilities and descriptions of records with
sufficient clarity and detail to enable the public to exercise its rights under the Access to
Information Act.
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Treasury Board is also responsible for the annual publication of an index of personal
information that will both serve to keep the public information of how the government
handles personal information, as well as facilitating the public’s ability to exercise its rights
under the Privacy Act. Treasury Board Secretariat fulfils these requirements through the
annual publication of Info Source.

Library and Archives Canada (LAC)

Under the Library and Archives Canada Act (2004), the Library and Archives Canada is
charged with various responsibilities regarding the disposition of information created by
federal institutions in support of public policy, administration of government and program
delivery. These responsibilities include the authorization of records destruction by
government institutions and the preservation of records for their historical or archival
importance.

Through the Government Records Disposition Program, the Librarian and Archivist of
Canada issues Records Disposition Authorities (RDA) to enable government institutions to
dispose of records which no longer have operational value, either by permitting their
destruction (at the discretion of institutions), by requiring their transfer to the Library and
Archives Canada, or by agreeing to their alienation from the control of the Government of
Canada.

Questions concerning the application or interpretation of the Multi-Institutional Disposition
Authorities may be addressed to the Information Management Centre of the Library and
Archives Canada (LAC) at (613) 944-IMGI (4644) or by e-mailing imgi@lac-bac.gc.ca.

The Library and Archives Canada (www.collectionscanada.ca/) provides guidelines on
retention periods for common administrative records on their Internet site at
http://www.collectionscanada.ca/information-management/06_e.html.

Individual Institutions

Government institutions are required to provide descriptions of their organization and
information holdings to Treasury Board Secretariat on an annual basis. These descriptions
are utilized in the production of the publications required by the Access to Information Act
and Privacy Act. Each department and agency is responsible for the information it submits.

Government institutions are also responsible for ensuring that all information/records are
managed within an established life cycle. It is incumbent upon each government institution
to understand and apply any legislation regarding the retention of information and more
specifically, its own legislation. Each government institution is required to determine the
appropriate retention periods for its records, including those common administrative
records covered by a MIDA. Accountability regarding the decision to destroy records, once
a Records Disposition Authority (RDA) has been established, and the timing of records
destruction rests with individual government institutions.

Each federal institution has an Access to Information and Privacy Coordinator or a Privacy
Coordinator. The Coordinators' offices are staffed by people whose role it is to answer
questions and help identify the records or information you wish to see.

Coordinators may be contacted in person, by telephone, e-mail, letter or through the
submission of a completed Access to Information and/or Privacy Request Form.



Information Commissioner

The Information Commissioner investigates formal complaints from members of the public
arising from the Access to Information Act. If you have a complaint about the denial of
access to information, fees charged for access, the time taken to respond to requests,
refusal to give access in the official language requested, Info Source publications and other
matters that relate to requesting or obtaining access to records, you may contact:

Office of the Information Commissioner
Place de Ville, 22nd Floor, Tower B

112 Kent Street

Ottawa ON K1A 1H3

General ENQUINES.....ccoooiieieeeeeeeeeeeeeee (613) 995 2410
FaX e (613) 947 7294
TOl-ree oo 1 800 267 0441

When the Information Commissioner's investigation is completed, an individual who is of
the opinion that they have not been given access to all information which they are entitled
to receive has the right to apply to the Federal Court - Trial Division for a review of the
matter.

Privacy Commissioner

The Privacy Commissioner is an ombudsman with the power to look into complaints of
improper collection, use, storage, disclosure or disposition of personal information. The
Privacy Commissioner may also help if you are dissatisfied with the response to your
formal application or the time it has taken to obtain your response. If the Privacy
Commissioner recommends that you be given access to records and the institution still
refuses, an appeal may be made to the Federal Court.

When the Privacy Commissioner's investigation is completed, an individual who is of the

opinion that they have not been given access to all of their personal information to which

they are entitled, has the right to apply to the Federal Court - Trial Division for a review of
the matter.

You may write or call the Privacy Commissioner's office at:

Office of the Privacy Commissioner
Place de Ville, 3rd Floor, Tower B

112 Kent Street

Ottawa ON K1A 1H3

General ENQUINES......cccooeiiiiiiciee e (613) 995 8210
= (613) 947 6850
TOI-rEE e 1 800 282 1376
TTY (613) 992 9190

Web St WWW.privcom.gc.ca



D. Access to Information Act

The Access to Information Act gives Canadian citizens as well as people and corporations
present in Canada the right to have access to federal government records that are not of a
personal nature. The Act complements but does not replace other procedures for obtaining
government information. It is not intended to limit in any way the access to government
information that is normally available to the public upon request.

Wide range of information

You may ask for information, no matter what form it is in, including letters, memos, reports,
photographs, films, microfilms and computerized data. This Info Source publication has
been designed to help you pinpoint the department or agency where the information is held
and assists you in obtaining it.

Some information may be exempt or excluded under the Act.

Exemptions: Exemptions protect certain types of information that could cause harm if
released. For example, some information on national security, law enforcement or trade
secrets falls into this category.

Exclusions: The Access to Information Act does not apply to public information that is
already available, such as publications and material in libraries and museums. It also
excludes material such as Cabinet documents.

Note: The Act cannot give you access to records that are not controlled by the federal
government, such as those maintained by provincial or municipal governments or by
private organizations such as commercial banks and credit bureaus. Most provincial
governments have legislation similar to the Access to Information Act, but may be referred
to as a Freedom of Information Act. Consult the provincial government listings in the blue
pages of your local telephone book.

E. Privacy Act

In its day-to-day operations, federal government departments and agencies collect
personal information from almost all Canadians. The Privacy Act gives Canadian citizens
and people present in Canada the right to have access to information that is held about
them by the federal government. It also protects against unauthorized disclosure of that
personal information. In addition, it strictly controls how the government will collect, use,
store, disclose and dispose of any personal information.

Most information is available when you ask

Most of your personal information is available to you at your request. This Info Source
publication has been designed to help you pinpoint the department or agency where the
information is held and assist you in obtaining it.

Types of personal information held
You probably already know about many of the programs and operations of the government
that use personal information such as income tax at Canada Customs and Revenue



7

Agency, citizenship at Citizenship and Immigration Canada and the Employment Insurance
program at Social Development Canada.

There is personal information that the federal government may not release under the
Privacy Act. For example, some personal information may relate to individuals other than
the person requesting the information, or it may be about sensitive national security
matters or law enforcement investigations.

Note: The Privacy Act does not control nor give you access to records that are not held by
the federal government, such as those maintained by provincial or municipal governments
or by private organizations such as commercial banks and credit bureaus. Most provincial
governments have legislation similar to the Privacy Act. Consult the provincial government
listings in the blue pages of your local telephone book.

Some personal information is confidential
The federal government must keep some personal information confidential under the
Privacy Act, much of which relates to other people, national security or law enforcement.

Safeguarding personal information

The protection of your personal information and privacy is a very important aspect of the
Privacy Act. The Act states how and when the government may collect, store and dispose
of personal information. It also covers specifically why and how the information may be
used or given out, as well as who may use or receive it.

Giving out information

The government may only disclose your information to someone else with your consent or
when one or more of the criteria in the Privacy Act are met, such as to comply with a
subpoena. Such disclosures are discretionary and are subject to any other Act of
Parliament.

Personal Information Banks

Personal Information Banks provide a summary of the type of information about individuals
that is held by federal departments and agencies. The Privacy Act requires that Personal
Information Banks include all personal information that is organized and retrievable by a
person's name or by an identifying number, symbol or other particular assigned only to that
person. Personal Information Banks must also include personal information that has been
or is being used, or is available for use for an administrative purpose.

There are five types of Personal Information Banks (PIB), but this publication currently
contains only two types of PIB.

Standard Banks: There are a number of Standard Personal Information Banks (Standard
Banks) that describe personal information contained in records commonly maintained by
most government institutions. Institutions may require several or all of these Standard
Banks to describe the personal information contained within their records. The Standard
Banks describe information about such activities as Access to Information and Privacy
Requests, Executive Correspondence Management Systems, etc.

These Standard Banks are identified with the unique identifier “PSU”.
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Particular Banks : describe personal information about members of the general public,
contained in the records of the particular institution declaring that PIB. In addition, this type
of Personal Information Bank may describe personal information about members of the
general public and federal employees (current and former).

These Personal Information Banks are identified with the unique identifier “PPU”.

The other types of Personal Information Banks (PIB) relate only to current and former
Government of Canada employees and these PIBs are contained the complementary
volume to this publication -- Info Source: Sources of Federal Employee Information,
which is available in the office of the Access to Information and Privacy Coordinator at
each federal government department or agency, federal government personnel offices and
federal libraries.

The Personal Information Banks contained within Info Source: Sources of Federal
Employee Information are as follows:

Standard Employee Banks: There are a number of Employee Related Standard
Personal Information Banks (Standard Employee Banks) that describe personal
information contained in records commonly maintained by most government institutions
about their employees. Institutions may require several or all of these Standard Banks to
describe the personal information contained within their records. The Standard Banks
describe information about such activities as pay and benefits, training and development,
performance, etc., and identified with the unique identifier “PSE”.

Central Banks: These records and their related banks are maintained by central agencies
such as the Public Service Commission, Public Works and Government Services Canada,
and the Treasury Board of Canada Secretariat. They describe information about
employees from all or several government institutions and are identified with the unique
identifier “PCE”.

Particular Banks: Particular Banks describe personal information about employees that is
specific to the requirements of each department or agency and is held within their record
keeping systems. These Banks are identified with the unique identifier “PPE”.

F. How to Apply

Access to Information Act
Once you have decided to make a formal request under the Access to Information Act,
there are certain simple procedures to follow:

. Consult Info Source to find the appropriate department or agency.

. Obtain an Access to Information Request Form from any location where Info Source
is available (including the Web Site: www.tbs-sct.gc.ca/tbsf-fsct_e.html).

. If it is not convenient for you to fill in a form, you may send a letter, mentioning the Act
(see details below).

. Send the form or the letter to the Access to Information Coordinator at the appropriate
department or agency.



If you decide to submit a letter, you must state clearly that you are requesting information
under the Access to Information Act, and include the following:

. description (be as specific as possible) of the records you want to see;

preferred method of seeing the records (e.g. do you want to receive photocopies of the
original documents or see the originals in the government office where they are located?);
your name, street, address, city or town, province or territory, postal code, telephone
number(s) and your signature;

. date of your request;

. application fee.

Fees and costs

An application fee of $5 (subject to change) applies and additional costs may be charged
for each request. You will be notified in advance if there are additional costs and you may
be asked to make a deposit.

Cheques and money orders are payable to the Receiver General of Canada with some
exceptions. Please refer to Section H -- Institutions Without Receiver General
Accounts for a list of institutions to which Access to Information Requests must be
accompanied by cheques or money orders made out to the institution itself and not to the
Receiver General of Canada.

Turnaround time

Government departments must acknowledge your request within 30 days under the Access
to Information Act. However, in special cases, they may need more time to process your
request. If you feel it's taking too long, you may submit a complaint to the Office of the
Information Commissioner (See Section D — Roles and Responsibilities).

Privacy Act

When you have decided to make a formal request under the Privacy Act, there are certain
procedures to follow. Remember, you will find what you are looking for faster if you already
have a good idea of which department or agency has the information you want.

. Obtain a Personal Information Request Form at any location where Info Source is
available (including the Web Site: www.tbs-sct.gc.ca/tbsf-fsct_e.html).

« Fill out the form and identify yourself in such a way that the government may verify who
you are, i.e. that it is you, and not someone else, asking for your information. The more
precise the information you provide, the faster your request can be answered.

. Send the form to the Privacy Coordinator of the appropriate department or agency.
There is no charge to apply for information under the Privacy Act.

To change the information

If you believe the information that a federal institution has on file about you is untrue or
misleading, you may ask to have it corrected. Even if the department or agency does not
agree to change this information, it must make a note that you have asked for the change
and attach it to the file.
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Turnaround time

Under the law, all or most of the information you ask for should be disclosed within 30 days
of receiving the request. If a time extension is required, you will be notified within the first
30 days and told why up to another 30 days may be needed.

G. Where to obtain Info Source

For more information about Info Source, the Access to Information Act or the Privacy Act,
you may contact:

Treasury Board of Canada Secretariat
L’Esplanade Laurier, 8th Floor, East Tower
140, O’'Connor Street, Ottawa (Ontario) K1A OR5

General ENQUINES .....ooiiiiieieieeeeeeeeeee e (613) 957 2400
PUblications..........coooiiiiiiii (613) 995 2855

X e (613) 996 0518

T Y e (613) 957 9090

General Library Reference............ccooo (613) 996 5494
E-Malil...cooeeiieeeeeeeee e infosource@tbs-sct.gc.ca
WED Site ...oooviiiiiiiiiiiiii www.tbs-sct.gc.ca

If you would like a copy of the Directory of Federal Government Enquiry Points or the
Access to Information Act and Privacy Bulletin, please contact:

Treasury Board Distribution Centre
L’Esplanade Laurier, Room P-140, Level P-1W
300 Laurier Avenue West

Ottawa ON K1A OR5

Telephone ... (613) 995 2855
FaX e (613) 996 0518
E-Mail.....eee Services-Distribution@tbs-sct.gc.ca

If you would like to purchase a copy of Sources of Federal Government Information or
Sources of Federal Employee Information, please contact:

Publishing and Depository Services
Public Works and Government Services Canada
Ottawa ON K1A 0S5

E-Mail....eeeee publications@pwgsc.gc.ca
Telephone ......cooviiieeee e (613) 941-5995

Telephone Toll-free ... 1-800-635-7943 (Canada & US)

= (613) 954-5779

FaX TOI-rEE ... 1-800-565-7757 (Canada & US) Web
S i http://publications.gc.ca

All four Info Source publications are also available free of charge on the Internet at:
www.infosource.gc.ca
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Note: Access to Information Act and Privacy Act requests must be addressed to the
appropriate institutions, at the addresses listed in the pages that follow.

H. Institutions without Receiver General Accounts
Access to Information Requests being sent to the following institutions must be
accompanied by cheques or money orders made out to the institution itself and not to the
Receiver General of Canada:

Atlantic Pilotage Authority Canada

Bank of Canada

Blue Water Bridge Authority

Business Development Bank of Canada

Canada Council for the Arts

Canada Deposit Insurance Corporation

Canada Mortgage and Housing Corporation

Canada Science and Technology Museum Corporation
Canadian Air Transport Security Authority

Canadian Commercial Corporation

Canadian Cultural Property Export Review Board
Canadian Museum of Civilization Corporation

Canadian Polar Commission

Canadian Tourism Commission

Farm Credit Canada

Federal Bridge Corporation Limited

Fraser River Port Authority

International Development Research Centre

Jacques Cartier and Champlain Bridges Incorporated, The
Laurentian Pilotage Authority Canada

Mackenzie Valley Environmental Impact Review Board
Montreal Port Authority

National Capital Commission

North Fraser Port Authority

Office of the Chief Electoral Officer

Port Alberni Port Authority

Prince Rupert Port Authority

Royal Canadian Mint
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Saguenay Port Authority

Saint John Port Authority

Seaway International Bridge Corporation, Ltd.
Standards Council of Canada

Toronto Port Authority

Trois-Rivieres Port Authority

Vancouver Port Authority

Windsor Port Authority

Yukon Surface Rights Board

l. Useful Terms (GLOSSARY OF TERMS)

TERM DEFINITION

Access to Information Each federal government department or agency has an
and Privacy Coordinator |Access to Information and Privacy Coordinator. The
Coordinators' offices are staffed by people to answer
questions and help identify the records or information you
wish to see.

Administrative Purpose | The use of personal information in a decision making process
that directly affects the individual(s) to whom the information
relates.

Bank (PIB) Number A unique identifying number created for each Personal
Information Bank. This number is assigned by each institution
as a finding tool to link the PIB to the records and information
maintained in their information management system.

Classes of Personal Personal information not used administratively or not
Information retrievable by personal identifier, for instance unsolicited
opinions or general correspondence may be described under
"Classes of Personal Information”.

This category was created to ensure that government
departments and agencies account for all personal
information that they hold.

Data Matching An activity that involves comparing personal data obtained
from a variety of sources, including personal information
banks, for the purpose of making decisions about the
individuals to whom the data pertains.

Information Life Cycle The life cycle of information encompasses the stages of the
planning, collection, creation, receipt, and capture of
information by an institution. The life cycle includes the
organization, retrieval, use, accessibility, dissemination and
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TERM DEFINITION

transmission; storage, maintenance and protection; and
disposition and preservation of information.

Manuals

Directives, instructions, guidelines or procedures that are
used by the employees of a department or agency to carry out
its operations, activities or programs.

Multi-Institutional
Disposition Authority
(MIDA)

A Records Disposition Authority granted by the Librarian and
Archivist of Canada to government institutions on a multi-
institutional basis. A MIDA relates to records managed by all
or a multiple number of government institutions, and which
allows the institutions empowered to use the authority to
dispose of records under certain terms and conditions.
MIDAs are designed to eliminate the need for government
institutions individually to prepare submissions for and
negotiate agreements with the National Archivist for records
that have similar administrative or operational status.

Personal Information Bank
(PIB)

Personal Information Banks provide a summary of the type of
information about individuals that is held by federal
departments and agencies.

« The Privacy Act requires that Personal Information Banks
include all personal information that is organized and
retrievable by a person's name or by an identifying number,
symbol or other particular assigned only to that person.

« Personal Information Banks must include personal
information that has been or is being used, or is available for
use for an administrative purpose.

Program Records

Descriptions of the records and information created, captured
and used by each federal government institution in support of
its mandate. Program Records provide pointers to information
usually held by federal government departments or agencies
in their record keeping system. The Program Record
descriptions identify the subject areas covered by an
institution’s functions, programs and activities.

Program Record Number

A unique identifying number created for each Program Record
description.

This number is assigned by each institution as a finding tool to
access the information contained in their records.
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TERM DEFINITION

Reading Room The Access to Information Act requires all government
institutions to provide facilities where their information and/or
manuals can be reviewed. One or more location may be
provided by an institution.

Records Disposition The instrument that the Librarian and Archivist of Canada issues
Authority (RDA) to enable government institutions to dispose of records which no
longer have operational or other utility. There are three
disposition methods — destroying the records (at the discretion of
institutions), transferring historical records to the control of the
Library and Archives of Canada or the removal of records from
the control of the Government of Canada, i.e. transferring them
to a Special Operating Agency or other level of government.

Retention and Disposal | A timetable for the length of time institutional

Standards information/record is maintained under the control of the
institution. These standards also indicate the disposition
method to be applied to institutional records when no longer
required to meet operational, legal or other requirements,
and when the RDA may be applied for final disposition.

Standard Personal Standard Personal Information Banks (PIBs) have been
Information Banks developed to describe personal information that may be
found in types of records commonly maintained by federal
institutions. These records document internal administrative
functions, systems and procedures that are common to or
shared by all federal government institutions. They describe
information related to pay and benefits, training and
development, performance, etc.

Standard Program Descriptions of records/information commonly created,
Records collected and used by federal institutions, such as Human
Resources, Physical Security, etc.

Federal departments and agencies may declare one or all of
the Standard Program Records within their chapters instead
of developing institution-specific program record
descriptions.
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Access to Information and Privacy Coordinators

Agriculture and Agri-Food Canada

Amanda Coderre

Access to Information and Privacy Coordinator
Sir John Carling Building, Room 801

930 Carling Avenue

Ottawa, ON K1A 0C5

Tel: (613) 694-2496
Fax: (613) 759-6728
coderream@agr.gc.ca

Atlantic Canada Opportunities Agency
Claudia Gaudet

Access to Information and Privacy Coordinator
Blue Cross Centre

644 Main Street

P.O. Box 6051

Moncton, NB E1C 9J8

Tel: (506) 851-3845

Other Tel: (1-800) 561- 7862

Fax: (506) 851-7403
claudia.gaudet@acoa-apeca.gc.ca

Atlantic Pilotage Authority Canada

Elaine Lockhart

Access to Information and Privacy Coordinator
Cogswell Tower, Suite 910

2000 Barrington Street

Halifax, NS B3J 3K1

Tel: (902) 426-0699

Other Tel: (902) 426- 2550
Fax: (902) 426-7333
elockhart@atlanticpilotage.com

Bank of Canada

Colleen Leighton

Access to Information and Privacy Coordinator
4th Floor, West Tower

234 Wellington Street

Ottawa, ON K1A 0G9

Tel: (613) 782-7104
Fax: (613) 782-7317
cleighton@bankofcanada.ca

Belledune Port Authority

Luc Forcier

Access to Information and Privacy Coordinator
112 Shannon Drive

Belledune, NB E8G 2W2

Tel: (506) 522-1202
Fax: (506) 522-0803
forcier@portofbelledune.ca

Blue Water Bridge Authority

Mary Teft

Access to Information and Privacy Coordinator
1 Bridge Street

Point Edward, ON N7V 4J5

Tel: (519) 336-2720
Fax: (519) 336-7622
mteft@bwba.org

British Columbia Treaty Commission

Mark Smith

Access to Information and Privacy Coordinator
Suite 203

1155 West Pender Street

Vancouver, BC V6E 2P4

Tel: (604) 482-9213

Other Tel: (604) 803- 2240

Fax: (604) 482-9222
mark_smith@bctreatycommission.bc.ca

Business Development Bank of Canada
Robert D. Annett

Access to Information and Privacy Coordinator
Suite 400

5 Place Ville-Marie

Montreal, QC H3B 5E7

Tel: (514) 283-3554
Fax: (514) 283-9731
Bob.annett@bdc.ca

Canada Border Services Agency

Paul Colpitts

Access to Information and Privacy Coordinator
11th Floor Albion Tower

25 Nicholas Street

Ottawa, Ontario K1A OL5

Tel: (613) 688-9032
Fax: (613) 941-9395
Paul.Colpitts@ccra-adrc.gc.ca
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Canada Council for the Arts

Iréne Boilard

Access to Information and Privacy Coordinator
9th Floor

350 Albert Street

P.O. Box 1047

Ottawa, ON K1P 5V8

Tel: (613) 566-4414 Ext.4261
Fax: (613) 566-4430
irene.boilard@canadacouncil.ca

Canada Deposit Insurance Corporation
Chantal M. Richer

Access to Information and Privacy Coordinator
17th Floor

50 O'Connor Street

Ottawa, ON K1P 5W5

Tel: (613) 996-2082
Fax: (613) 996-6095
cricher@cdic.ca

Canada Economic Development for Quebec
Regions

Andrée Narbonne

Access to Information and Privacy Coordinator
P.O. Box 247

800 Victoria Square, Suite 3800

Montreal, QC H4Z 1E8

Tel: (514) 283-8418
Fax: (514) 283-9679
andree.narbonne@dec-ced.gc.ca

Canada Firearms Centre

James Deacon

Access to Information and Privacy Coordinator
10th Floor

50 O'Connor Street

Ottawa, ON K1A 1M6

Tel: (613) 952-5082
Fax: (613) 954-9426
James.deacon@cfc-cafc.gc.ca

Canada Industrial Relations Board

Christine Bralé-Charron

Access to Information and Privacy Coordinator
C.D. Howe Building

4th Floor West

240 Sparks Street

Ottawa, ON K1A 0X8

Tel: (613) 947-5421
Fax: (613) 947-5407
cbrulecharron@cirb-ccri.gc.ca

Canada Lands Company Limited

Fiorina Guido

Access to Information and Privacy Coordinator
Suite 1500

200 King Street West

Toronto, ON M5H 3T4

Tel: (416) 952-6194
Fax: (416) 952-6200
fguido@clc.ca

Canada Mortgage and Housing Corporation
D.V. Tyler

Access to Information and Privacy Coordinator
700 Montreal Road

Ottawa, ON K1A OP7

Tel: (613) 748-2892
Fax: (613) 748-4098
dvtyler@cmhc-schl.gc.ca

Canada Post Corporation
Richard A. Sharp

Privacy Coordinator

Suite N0643

2701 Riverside Drive
Ottawa, ON K1A 0B1

Tel: (613) 734-6871
Fax: (613) 734-7329
richarda.sharp@canadapost.ca

Canada Revenue Agency

Danielle Jean-Venne

Access to Information and Privacy Coordinator
11th Floor Albion Tower

25 Nicholas Street

Ottawa, ON K1A OL5

Tel: (613) 688-9065
Fax: (613) 941-9395
danielle.jean-venne@ccra-adrc.gc.ca

Canada School of Public Service

Andrée LaRose

Access to Information and Privacy Coordinator
Room B-3

373 Sussex Drive

Ottawa, ON K1N 622

Tel: (613) 995-6004
Fax: (613) 995-0331
andree.larose@csps-efpc.gc.ca



17

Canada Sci-ence and Technology Museum
Corporation

lan MacLeod

Access to Information and Privacy Coordinator
P.O. Box 9724 Station T

2380 Lancaster Road

Ottawa, ON K1G 5A3

Tel: (613) 991-6390
Fax: (613) 998-7759
imacleod@technomuses.ca

Canada-Newfoundland Offshore Petroleum
Board

Mike Baker

Access to Information and Privacy Coordinator
5th Floor

140 Water Street

St. John's, NL A1C 6H6

Tel: (709) 778-1464
Fax: (709) 778-1473
mbaker@cnopb.nf.ca

Canada-Nova Scotia Offshore Petroleum
Board

Michael S. McPhee

Access to Information and Privacy Coordinator
6th Floor TD Centre

1791 Barrington Street

Halifax, NS B3J 3K9

Tel: (902) 422-5588
Fax: (902) 422-1799
mmcphee@cnsopb.ns.ca

Canadian Air Transport Security Authority
Renée Fairweather

Access to Information and Privacy Coordinator
13th Floor

99 Bank Street

Ottawa, ON K1P 6B9

Tel: (613) 998-4527
Fax: (613) 991-6726
renee.fairweather@catsa-acsta.gc.ca

Canadian Artists and Producers Professional
Relations Tribunal

Josée Dubois

Access to Information and Privacy Coordinator
1st Floor West

240 Sparks Street

Ottawa, ON K1A 1A1

Tel: (613) 996-4053
Fax: (613) 947-4125
dubois.josee@capprt-tcrpap.gc.ca

Canadian Centre for Occupational Health and
Safety

Bonnie Easterbrook

Access to Information and Privacy Coordinator
250 Main Street East

Hamilton, ON L8N 1H6

Tel: (905) 572-2981 Ext.4401
Fax: (905) 572-2206
bonnie@ccohs.ca

Canadian Commercial Corporation

Sharon Fleming

Access to Information and Privacy Coordinator
Suite 1100

50 O'Connor Street

Ottawa, ON K1A 0S6

Tel: (613) 943-0953
Fax: (613) 995-2121
Sfleming@ccc.ca

Canadian Cultural Property Export Review
Board

Catherine Jensen

Access to Information and Privacy Coordinator
3rd Floor

15 Eddy Street

Gatineau, QC K1A OM5

Tel: (819) 997-8933
Fax: (819) 997-7757
Catherine_Jensen@pch.gc.ca

Canadian Dairy Commission

Amanda Coderre

Access to Information and Privacy Coordinator
Sir John Carling Building, Room 801

930 Carling Avenue

Ottawa, ON K1A 0C5

Tel: (613) 694-2496
Fax: (613) 759-6728
coderream@agr.gc.ca
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Canadian Environmental Assessment Agency
Nancy Shipman

Acting/Access to Information and Privacy
Coordinator

Place Bell Canada, 22nd Floor

160 Elgin Street

Ottawa, ON K1A OH3

Tel: (613) 957-0712
Fax: (613) 957-0946
nancy.shipman@ceaa-acee.gc.ca

Canadian Food Inspection Agency

Debbie Taylor

Access to Information and Privacy Coordinator
Room 2323E

59 Camelot Drive

Ottawa, ON K1A 0Y9

Tel: (613) 225-2342 Ext.4728
Fax: (613) 228-6639
taylorda@inspection.gc.ca

Canadian Forces Grievance Board

Martine Pelletier

Access to Information and Privacy Coordinator
8th Floor

60 Queen Street

Ottawa, ON K1P 5Y7

Tel: (613) 992-7615
Fax: (613) 996-6491
pelletierm@cfgb-cgfc.gc.ca

Canadian Grain Commission

Amanda Coderre

Access to Information and Privacy Coordinator
Sir John Carling Building, Room 801

930 Carling Avenue

Ottawa, ON K1A 0C5

Tel: (613) 694-2496
Fax: (613) 759-6728
coderream@agr.gc.ca

Canadian Heritage

E.W. Aumand

Access to Information and Privacy Coordinator
3rd Floor

25 Eddy Street

Gatineau, QC K1A OM5

Tel: (819) 997-2894
Fax: (819) 953-9524
Ernie_aumand@pch.gc.ca

Canadian Human Rights Commission

Lucie Veillette

Access to Information and Privacy Coordinator
Canada Place, 8th Floor

344 Slater Street

Ottawa, ON K1A 1E1

Tel: (613) 943-9505
Fax: (613) 941-6810
Lucie.veillette@chrc-ccdp.ca

Canadian Human Rights Tribunal

Greg Miller

Access to Information and Privacy Coordinator
11th Floor

160 Elgin Street

Ottawa, ON K1A 1J4

Tel: (613) 995-1707
Fax: (613) 995-3484
gmiller@chrt-tcdp.gc.ca

Canadian Institutes of Health Research
Guy d'Aloisio

Access to Information and Privacy Coordinator
Address Locator 4809A

Room 97, 160 Elgin Street

Ottawa, ON K1A OW9

Tel: (613) 954-1941
Fax: (613) 954-1800
gdaloisio@cihr-irsc.gc.ca

Canadian International Development Agency
Andrée Miller

Access to Information and Privacy Coordinator
Place du Centre, 12th Floor

200 Promenade du Portage

Hull, QC K1A 0G4

Tel: (819) 997-0846
Fax: (819) 953-3352
andree_miller@acdi-cida.gc.ca

Canadian International Trade Tribunal
Susanne Grimes

Access to Information and Privacy Coordinator
333 Laurier Avenue West

Ottawa, ON K1A 0G7

Tel: (613) 993-4717
Fax: (613) 998-1322
sgrimes@citt-tcce.gc.ca
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Canadian Museum of Civilization Corporation
Mark O'Neill

Access to Information and Privacy Coordinator
100 Laurier Street

P.O. Box 3100, Station B

Gatineau, QC J8X 4H2

Tel: (819) 776-7115
Fax: (819) 776-7196
mark.oneill@civilization.ca

Canadian Museum of Nature

Greg Smith

Access to Information and Privacy Coordinator
P.O. Box 3443 Station D

Ottawa, ON K1P 6P4

Tel: (613) 566-4214
Fax: (613) 364-4021
gsmith@mus-nature.ca

Canadian Nuclear Safety Commission
Philip Dubuc

Access to Information and Privacy Coordinator
P.O. Box 1046 Station B

280 Slater Street

Ottawa, ON K1P 5S9

Tel: (613) 947-3709
Fax: (613) 995-5086
dubucp@cnsc-ccsn.gc.ca

Canadian Polar Commission

John Bennett

Access to Information and Privacy Coordinator
Constitution Square, Suite 1710

360 Albert Street

Ottawa, ON K1R 7X7

Tel: (613) 943-0716
Fax: (613) 943-8607
bennettj@polarcom.gc.ca

Canadian Radio-television and
Telecommunications Commission

Sylvie Locas

Access to Information and Privacy Coordinator
Les Terrasses de la Chaudiére

1 Promenade du Portage, 5th Floor

Gatineau, QC K1A ON2

Tel: (819) 997-4274
Fax: (819) 994-0218
sylvie.locas@crtc.gc.ca

Canadian Security Intelligence Service
Laurent Duguay

Access to Information and Privacy Coordinator
P.O. Box 9732 Station T

Ottawa, ON K1G 4G4

Tel: (613) 231-0506
Other Tel: (1-877) 995- 9903
Fax: (613) 231-0672
jalbertn@smtp.gc.ca

Canadian Space Agency

Danielle Bourgie

Access to Information and Privacy Coordinator
6767 Airport Road

Saint-Hubert, Quebec J3Y 8Y9

Tel: (450) 926-4866
Fax: (450) 926 -4878
danielle.bourgie@space.gc.ca

Canadian Tourism Commission

Paula Brennan

Access to Information and Privacy Coordinator
55 Metcalfe Street, Suite 600

Ottawa, Ontario K1P 6L5

Tel: (613) 946-1369
Fax: (613) 560-2923
brennan.paula@ctc-cct.ca

Canadian Transportation Agency

John Parkman

Access to Information and Privacy Coordinator
Jules Léger Building

15 Eddy Street

Gatineau, Quebec K1A ON9

Tel: (819) 994-2564
Fax: (819) 997-6727
john.parkman@cta-otc.gc.ca

Canadian Wheat Board
Deborah Harri

Privacy Coordinator

423 Main Street

P.O. Box 816, Station Main
Winnipeg, Manitoba R3C 2P5

Tel: (204) 983-1752
Fax: (204) 984-7815
deborah_harri@cwb.ca
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Citizenship and Immigration Canada
Heather Primeau

Access to Information and Privacy Coordinator
Narono Building

360 Laurier Avenue West, 10th Floor

Ottawa, Ontario K1A 1L1

Tel: (613) 946-0953
Fax: (613) 957-6517
heather.primeau@cic.gc.ca

Commission for Public Complaints Against the
Royal Canadian Mounted Police

Kay R. Baxter

Access to Information and Privacy Coordinator

60 Queen Street, 3rd Floor

P.O. Box 3423, Station D

Ottawa, Ontario K1P 6L4

Tel: (613) 952-8040
Fax: (613) 952-8045
baxterk@cpc-cpp.gc.ca

Copyright Board Canada

Ivy Lai

Access to Information and Privacy Coordinator
56 Sparks Street, Suite 800

Ottawa, Ontario K1A 0C9

Tel: (613) 952-8628
Fax: (613) 946-4451
lai.ivy@cb-cda.gc.ca

Correctional Service of Canada

Todd Sloan

Access to Information and Privacy Coordinator
Sir Wilfrid Laurier Building

340 Laurier Avenue West

Ottawa, Ontario K1A OP9

Tel: (613) 943-5054
Fax: (613) 995-4412
sloantj@csc-scc.gc.ca

Defence Construction Canada

Danielle Richer

Access to Information and Privacy Coordinator
Constitution Square, 19th Floor

350 Albert Street

Ottawa, ON K1A 0K3

Tel: (613) 998-9534
Fax: (613) 998-1218
danielle.richer@dcc-cdc.gc.ca

Department of Finance Canada

Cynthia Richardson

Access to Information and Privacy Coordinator
21st Floor East Tower

L'Esplanade Laurier

140 O'Connor Street

Ottawa, Ontario K1A 0G5

Tel: (613) 992-6923
Fax: (613) 947-8331
Richardson.Cynthia@fin.gc.ca

Department of Foreign Affairs and
International Trade

Jocelyne Sabourin

Access to Information & Privacy Coordinator
Lester B. Pearson Building

125 Sussex Drive

Ottawa, Ontario K1A 0G2

Tel: (613) 992-1487
Fax: (613) 995-0116
jocelyne.sabourin@dfait-maeci.gc.ca

Department of Justice Canada

Kerri Clark

Access to Information and Privacy Coordinator
1st Floor, 284 Wellington Street

Ottawa, ON K1A OH8

Tel: (613) 954-0617
Fax: (613) 957-2303
keclark@justice.gc.ca

Environment Canada

Helen Ryan

Access to Information and Privacy Coordinator
Les Terrasses de la Chaudiere

27th Floor, 10 Wellington Street

Gatineau, Quebec K1A OH3

Tel: (819) 953-2743
Fax: (819) 953-0749
Helen.ryan@ec.gc.ca

Export Development Canada
Serge Picard

Privacy Coordinator

7th Floor

151 O'Connor Street

Ottawa, Ontario K1A 1K3

Tel: (613) 598-2899
Fax: (613) 598-3113
spicard@edc.ca
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Farm Credit Canada

Veronica Bosche

Access to Information and Privacy Coordinator
1800 Hamilton Street

P.O. Box 4320

Regina, Saskatchewan S4P 4L3

Tel: (306) 780-8668
Fax: (306) 780-6704
veronica.bosche@fcc-fac.ca

Federal Bridge Corporation Limited
Norman B. Willans

Access to Information and Privacy Coordinator
55 Metcalfe Street, Suite 1210

Ottawa, Ontario K1P 6L5

Tel: (613) 993-5345
Fax: (613) 993-6945
nwillans@federalbridge.ca

Financial Consumer Agency of Canada
Jocelyne Charette

Access to Information and Privacy Coordinator
Enterprise Building, 6th Floor

427 Laurier Avenue West

Ottawa, Ontario K1R 1B9

Tel: (613) 941-1425
Fax: (613) 941-1436
Charrette.Jocelyne@fcac-acfc.gc.ca

Financial Transaction and Reports Analysis
Centre of Canada

Joanna Leslie

Access to Information and Privacy Coordinator
234 Laurier Avenue West

Ottawa, Ontario K1P 1H7

Tel: (613) 943-1347
Fax: (613) 943-7931
lesliej@fintrac.gc.ca

Fisheries and Oceans Canada

Gary Lacey

Access to Information and Privacy Coordinator
8th Floor

200 Kent Street

Ottawa, Ontario K1A OE6

Tel: (613) 993-2937
Fax: (613) 998-1173
laceygar@dfo-mpo.gc.ca

Fraser River Port Authority

Sarb Dhut

Access to Information and Privacy Coordinator
Suite 500

713 Columbia Street

New Westminster, British Columbia V3M 1B2

Tel: (604) 524-6655
Fax: (604) 524-1127
sarbd@frpa.com

Freshwater Fish Marketing Corporation
Bruce Syme

Access to Information and Privacy Coordinator
1199 Plessis Road

Winnipeg, Manitoba R2C 3L4

Tel: (204) 983-6461
Fax: (204) 983-6497
bruce.syme@freshwaterfish.com

Great Lakes Pilotage Authority Canada
Christine Doherty

Access to Information and Privacy Coordinator
202 Pitt Street

P.O. Box 95

Cornwall, Ontario K6H 5R9

Tel: (613) 933-2991 Ext.208
Fax: (613) 932-3793
cdoherty@cnwl.igs.net

Gwich'in Land and Water Board

Robert Alexie

Access to Information and Privacy Coordinator
P.O. Box 2018

Inuvik , Northwest Territories XO0E 0TO

Tel: (867) 777-7961
Fax: (867) 777-7970
R_Alexie@glwb.com

Gwich'in Land Use Planning Board

Susan McKenzie

Access to Information and Privacy Coordinator
P.O. Box 2478

Inuvik, Northwest Territories X0E OTO

Tel: (867) 777-7936
Fax: (867) 777-7970
planner@gwichinplanning.nt.ca
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Halifax Port Authority

Joan Macleod

Access to Information and Privacy Coordinator
Ocean Terminals

1215 Marginal Road

P.O. Box 336

Halifax, Nova Scotia B3J 2P6

Tel: (902) 426-6536
Fax: (902) 426-7335
jmacleod@portofhalifax.ca

Hamilton Port Authority

Access to Information and Privacy Coordinator
Access to Information and Privacy Coordinator
605 James Street

Hamilton, Ontario L8L 1K1

Tel: (905) 525-4330
Fax: (905) 528-6282
info@hamiltonport.ca

Hazardous Materials Information Review
Commission

Josée Potvin

Access to Information and Privacy Coordinator
Room 717

427 Laurier Avenue West,

Ottawa, Ontario K1A 1M3

Tel: (613) 993-4429
Fax: (613) 993-5016
josée_potvin@hc-sc.gc.ca

Health Canada

Sue Lajoie

Access to Information and Privacy Coordinator
A.L. 1912C1, 12th Floor

Jeanne Mance Building

Tunney’s Pasture

Ottawa, Ontario K1A 0K9

Tel: (613) 954-2142
Fax: (613) 941-4541
sue_lajoie@hc-sc.gc.ca

Historic Sites and Monuments Board of
Canada

Michel Audy

Access to Information and Privacy Coordinator
5th Floor, Jules Léger Building

Les Terrasses de la Chaudiere

25 Eddy Street

Gatineau, Quebec K1A OM5

Tel: (819) 997-0129
Fax: (819) 953-4909
Michel_audy@pc.gc.ca

Human Resources Skills Development
Jean Dupont

Access to Information and Privacy Coordinator
Phase IV, Level 1, Box 112

140 Promenade du Portage

Gatineau, Quebec K1A 0J9

Tel: (819) 953-3384
Fax: (819) 953-0659
jean.dupont@hrsdc-rhdcc.gc.ca

Immigration and Refugee Board

Sergio Poggione

Access to Information and Privacy Coordinator
14th Floor

344 Slater Street

Ottawa, Ontario K1A 0K1

Tel: (613) 995-3514
Fax: (613) 996-9305
Sergio.Poggione@cisr-irb.gc.ca

Indian and Northern Affairs Canada

Marie Dauray Chartrand

Access to Information and Privacy Coordinator
Les Terrasses de la Chaudiére, Room 517

10 Wellington Street

Gatineau, Quebec K1A OH4

Tel: (819) 953-2049
Fax: (819) 953-5492
dauraychartrandm@ainc-inac.gc.ca

Indian Residential Schools Resolution Canada

Margaret Kirkland

Access to Information and Privacy Coordinator
Room 341

90 Sparks Street

Ottawa, Ontario K1A 0H4

Tel: (613) 947-4148
Fax: (613) 996-2808
kirklandm@irsr-rgpi.gc.ca
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Industry Canada

Kimberly Eadie

Access to Information and Privacy Coordinator
11th Floor

255 Albert Street

Ottawa, Ontario K1A OH5

Tel: (613) 952-5766
Fax: (613) 941-3085
Eadie.Kimberly@ic.gc.ca

Infrastructure Canada

Carole Larocque

Access to Information and Privacy Coordinator
Suite 605

90 Sparks Street

Ottawa, Ontario K1P 5B4

Tel: (613) 946-4980
Fax: (613) 948-2965
Larocque.carole@infrastructure.gc.ca

International Centre for Human Rights and
Democratic Development

Anne-Marie Lavoie

Access to Information and Privacy Coordinator
Suite 1100

1001 de Maisonneuve East

Montréal, Quebec H2L 4P9

Tel: (514) 283-6073
Fax: (514) 283-3792
AMLavoie@ichrdd.ca

International Development Research Centre
Diane Ryerson

Access to Information and Privacy Coordinator
P.O. Box 8500

250 Albert Street

Ottawa, Ontario K1G 3H9

Tel: (613) 236-6163 Ext.2112
Fax: (613) 235-6391
dryerson@idrc.ca

Jacques Cartier and Champlain Bridges
Incorporated, The

Sylvie Lefebvre

Access to Information and Privacy Coordinator
Suite 600, West Tower

1111 St-Charles Street West

Longueuil, Quebec J4K 5G4

Tel: (450) 651-8771 Ext.229
Fax: (450) 651-3249
slefebvre@pijcci.ca

Laurentian Pilotage Authority Canada
Nicole Sabourin

Access to Information and Privacy Coordinator
Suite 1501

555 René-Lévesque Blvd West

Montréal, Quebec H2Z 1B1

Tel: (514) 283-6320 Ext.213
Fax: (514) 496-2409
nicole.sabourin@apl.gc.ca

Law Commission of Canada

Suzanne Schryer-Belair

Access to Information and Privacy Coordinator
Room 1124

222 Queen Street

Ottawa, Ontario K1A OH8

Tel: (613) 946-8979
Fax: (613) 946-8988
sschryer-belair@lcc.gc.ca

Library and Archives Canada

Julie Attallah

Access to Information and Privacy Coordinator
Room 350

395 Wellington Street

Ottawa, Ontario K1A ON3

Tel: (613) 995-5493
Fax: (613) 992-9350
Julie.attallah@lac-bac.gc.ca

Mackenzie Valley Environmental Impact
Review Board

Roland Semjanovs

Access to Information and Privacy Coordinator
P.O. Box 938

Yellowknife, NorthWest Territories X1A 2N7

Tel: (867) 766-7051
Fax: (867) 766-7074
Rsemjanovs@mveirb.nt.ca

Mackenzie Valley Land and Water Board
Wanda Anderson

Access to Information and Privacy Coordinator
P.O. Box 2130

Yellowknife, Northwest Territories X1A 2P6

Tel: (867) 669-0506
Fax: (867) 873-6610
wanda@mviwb.com
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Military Police Complaints Commission
Suzan Fraser

Access to Information and Privacy Coordinator
10th Floor

270 Albert Street

Ottawa, Ontario K1P 5G8

Tel: (613) 947-5750
Fax: (613) 947-5713
frasers@mpcc-cppm.gc.ca

Montreal Port Authority

Sylvie Vachon

Access to Information and Privacy Coordinator
Wing No. 1, Port of Montreal Building

Cité du Havre

Montréal, Quebec H3C 3R5

Tel: (514) 283-2735
Fax: (5614) 496-9121
vachons@port-montreal.com

Nanaimo Port Authority

Bill Mills

Access to Information and Privacy Coordinator
104 Front Street

P.O. Box 131

Nanaimo, British Columbia V9R 5K4

Tel: (250) 753-4146
Fax: (250) 753-4899
wmills@npa.ca

National Arts Centre
Jayne Watson

Privacy Coordinator

P.O. Box 1534, Station B
Ottawa, Ontario K1P 5W1

Tel: (613) 947-7000 Ext.260
Fax: (613) 996-9578
jwatson@nac-cna.ca

National Battlefields Commission

Michel Leullier

Access to Information and Privacy Coordinator
390 de Bernieres Avenue

Québec, Quebec G1R 2L7

Tel: (418) 648-3506
Fax: (418) 648-3638
michel.leullier@ccbn-nbc.gc.ca

National Capital Commission

Gilles Gaignery

Access to Information and Privacy Coordinator
202 - 40 Elgin Street

Ottawa, Ontario K1P 1C7

Tel: (613) 239-5198
Fax: (613) 239-5361
ggaigner@ncc-ccn.ca

National Defence

Julie Hallée

Access to Information and Privacy Coordinator
8th Floor North Tower

101 Colonel By Drive

Ottawa, Ontario K1A 0K2

Tel: (613) 945-0874

Other Tel: (1-888) 272- 8207
Fax: (613) 995-5777
halle.jm@forces.gc.ca

National Energy Board

Michel Mantha

Access to Information and Privacy Coordinator
444 — 7th Avenue S.W.

Calgary, Alberta T2P 0X8

Tel: (403) 299-2714
Fax: (403) 292-5503
m.mantha@neb-one.gc.ca

National Farm Products Council

Amanda Coderre

Access to Information and Privacy Coordinator
Sir John Carling Building, Room 801

930 Carling Avenue

Ottawa, Ontario K1A 0C5

Tel: (613) 694-2496
Fax: (613) 759-6728
coderream@agr.gc.ca

National Film Board of Canada

Dominique Aubry

Access to Information and Privacy Coordinator
3155 Cote de Liesse Road

St-Laurent, Quebec H4N 2N4

Tel: (514) 283-9163
Fax: (514) 496-1646
d.aubry@onf.ca
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National Gallery of Canada

Frances Cameron

Access to Information and Privacy Coordinator
P.O. Box 427, Station A

Ottawa, ON K1N 9N4

Tel: (613) 991-0040
Fax: (613) 993-9163
fcameron@gallery.ca

National Parole Board

John Vandoremalen

Access to Information and Privacy Coordinator
410 Laurier Avenue West, 7th Floor

Ottawa, Ontario K1A OR1

Tel: (613) 954-6547
Fax: (613) 957-3241
vandoremalenjm@npb-cnlc.gc.ca

National Research Council Canada
Huguette Brunet

Access to Information and Privacy Coordinator
Building M-58, Room W314

Montreal Road Campus

Ottawa, Ontario K1A OR6

Tel: (613) 990-6111
Fax: (613) 991-0398
Huguette.brunet@nrc.ca

National Round Table on the Environment and
the Economy

Angela Kuhn

Access to Information and Privacy Coordinator
Suite 200

344 Slater Street

Ottawa, Ontario K1IR 7Y3

Tel: (613) 943-2055
Fax: (613) 992-7385
kuhna@nrtee-trnee.ca

Natural Resources Canada

Jean Boulais

Access to Information and Privacy Coordinator
580 Booth Street, 11th Floor

Ottawa, Ontario K1A OE4

Tel: (613) 995-1305
Fax: (613) 995-0693
Jean.Boulais@nrcan.gc.ca

Natural Sciences and Engineering Research
Council of Canada

Victor Wallwork

Access to Information and Privacy Coordinator
350 Albert Street, 13th Floor

Ottawa, Ontario K1A 1H5

Tel: (613) 995-6214
Fax: (613) 943-1222
Victor.wallwork@nserc.ca

North Fraser Port Authority

Valerie Jones

Access to Information and Privacy Coordinator
7911 Grauer Road

Richmond , British Columbia V7B 1N4

Tel: (604) 273-1866
Fax: (604) 273-3772
vjones@nfpa.ca

Northern Pipeline Agency Canada

Jean Boulais

Access to Information and Privacy Coordinator
580 Booth Street, 11th Floor

Ottawa, Ontario K1A OE4

Tel: (613) 995-1305
Fax: (613) 995-0693
Jean.Boulais@nrcan.gc.ca

Northwest Territories Water Board

Vicki Losier

Access to Information and Privacy Coordinator
Goga Cho Building, 2nd Floor

4916-47 Street

P.O. Box 1326

Yellowknife, Northwest Territories X1A 2N9

Tel: (867) 765-0106
Fax: (867) 765-0114
losierv@inac-ainc.gc.ca

Nunavut Water Board

Philippe di Pizzo

Access to Information and Privacy Coordinator
P.O. Box 119

Gjoa Haven, Nunavut X0B 1J0

Tel: (867) 360-6338

Other Tel: (867) 669- 1238
Fax: (867) 360-6369
exec@nwb.nunavut.ca
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Office of the Auditor General of Canada
Beth Stewart

Privacy Coordinator

240 Sparks Street

Ottawa, Ontario K1A 0G6

Tel: (613) 995-3708
Fax: (613) 947-9556
stewarej@oag-bvg.gc.ca.

Office of the Chief Electoral Officer
Diane Davidson

Privacy Coordinator

Room 9-106

257 Slater Street

Ottawa, Ontario K1A OM6

Tel: (613) 990-5596
Fax: (613) 993-5880
diane.davidson@elections.ca .

Office of the Commissioner of Official
Languages

Louise Dubé

Privacy Coordinator

3rd Floor

344 Slater Street

Ottawa, Ontario K1A 0T8

Tel: (613) 996-0537
Fax: (613) 993-5082
louise.dube@ocol-clo.gc.ca .

Office of the Correctional Investigator
Maurice Gervais

Access to Information and Privacy Coordinator
P.O. Box 3421, Station D

Ottawa, Ontario K1P 6L4

Tel: (613) 990-2694

Fax: (613) 990-9091
gervaismu@oci-bec.gc.ca .

Office of the Inspector General of the
Canadian Security Intelligence Service
Annie Bédard

Access to Information and Privacy Coordinator
11th Floor

340 Laurier Avenue West

Ottawa, Ontario K1A 0P8

Tel: (613) 990-2729
Fax: (613) 990-8303
bedarda@sgc.gc.ca .

Office of the Ombudsman National Defence
and Canadian Forces

Mary McFadyen

Access to Information and Privacy Coordinator
12th Floor

100 Metcalfe Street

Ottawa, Ontario K1P 5M1

Tel: (613) 996-8068
Fax: (613) 996-6730
McFadyen.M@forces.ca .

Office of the Superintendent of Financial
Institutions Canada

Luc Morin

Access to Information and Privacy Coordinator
15th Floor

255 Albert Street

Ottawa, Ontario K1A 0OH2

Tel: (613) 990-7495
Fax: (613) 952-5031
Imorin@osfi-bsif.gc.ca

Pacific Pilotage Authority Canada

Bruce Chadwick

Access to Information and Privacy Coordinator
1000 - 1130 West Pender Street

Vancouver, British Columbia V6E 4A4

Tel: (604) 666-6771
Fax: (604) 666-1647
admins@ppa.gc.ca

Parks Canada Agency

E.W. Aumand

Access to Information and Privacy Coordinator
3rd Floor, Station 57

25 Eddy Street

Gatineau, Quebec K1A OM5

Tel: (819) 997-2894
Fax: (819) 953-9524
Ernie_aumand@pch.gc.ca

Patented Medicines Prices Review Board
Sylvie Dupont

Access to Information and Privacy Coordinator
Standard Life Centre, 333 Laurier Avenue West
Suite 1400, P.O. Box L40

Ottawa, Ontario K1P 1C1

Tel: (613) 954-8299
Fax: (613) 952-7626
sdupont@pmprb-cepmb.gc.ca



Pensions Appeal Board

Mina McNamee

Access to Information and Privacy Coordinator
P.O. Box 8567, Station T

Ottawa, Ontario K1G 3H9

Tel: (613) 995-0612
Fax: (613) 995-6834
Mina.mcnamee@pab-cap.gc.ca

Port Alberni Port Authority

Linda Kelsall

Access to Information and Privacy Coordinator
2750 Harbour Road

Port Alberni, British Columbia V9Y 7X2

Tel: (250) 723-5312
Fax: (250) 723-1114
Lkelsall.papa@telus.net

Prince Rupert Port Authority

Joe Rektor

Access to Information and Privacy Coordinator
200 — 215 Cow Bay Road

Prince Rupert , British Columbia V8J 1A2

Tel: (250) 627-8899
Fax: (250) 627-8980
jrektor@rupertport.com

Privy Council Office

Ciuineas Boyle

Access to Information and Privacy Coordinator
Room 400 Blackburn Building

85 Sparks Street

Ottawa, Ontario K1A 0A3

Tel: (613) 957-5210
Fax: (613) 991-4706
csboyle@pco-bcp.gc.ca

Public Safety and Emergency Preparedness
Canada

Duncan Roberts

Access to Information and Privacy Coordinator
Sir Wilfrid Laurier Building

340 Laurier Avenue West

Ottawa, Ontario K1A 0P8

Tel: (613) 991-2931
Fax: (613) 990-9077
RobertD@sgc.gc.ca

Public Service Commission of Canada
Bernard Miquelon

Access to Information and Privacy Coordinator
L'Esplanade Laurier, West Tower

300 Laurier Avenue West, 19th Floor

Ottawa, Ontario K1A 0M7

Tel: (613) 995-5316
Fax: (613) 992-7519
bernard.miquelon@psc-cfp.gc.ca

Public Service Human Resources Management

Agency

Chantal Lavoie

Access to Information and Privacy Coordinator
6th Floor, West Tower

L'Esplanade Laurier

140 O'Connor Street

Ottawa, Ontario K1A OR5

Tel: (613) 946-5015
Fax: (613) 954-1018
lavoie.chantal@hrma-agrh.gc.ca

Public Service Integrity Office

Pierre Martel

Access to Information and Privacy Coordinator
Suite 605

60 Queen Street

Ottawa, Ontario K1P 5Y7

Tel: (613) 941-6304
Fax: (613) 941-6535
Martel.pierre@psio-bifp.gc.ca

Public Service Staff Relations Board
Etienne Perras

Access to Information and Privacy Coordinator
6th Floor West Tower

C.D. Howe Building, 240 Sparks Street

P.O. Box 1525 Station B240

Ottawa, Ontario K1P 5V2

Tel: (613) 990-1757
Fax: (613) 990-1849
Etienne.perras@pssrb-crtfp.gc.ca
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Public Works and Government Services
Canada

Anita Lloyd

Access to Information and Privacy Coordinator
Room 5C1

Place du Portage, Phase |l

11 Laurier Street

Gatineau, Quebec K1A 0S5

Tel: (819) 956-1816
Fax: (819) 994-2119
Anita.c.Lloyd@pwgsc.gc.ca

Quebec Port Authority

Pascal Raby

Access to Information and Privacy Coordinator
P.O. 2268

150 Dalhousie Street

Québec, Quebec G1K 7P7

Tel: (418) 648-3640
Fax: (418) 648-4186
Pascal.raby@portquebec.ca

Royal Canadian Mint

Marguerite Nadeau

Access to Information and Privacy Coordinator
320 Sussex Drive

Ottawa, Ontario K1A 0G8

Tel: (613) 993-1732
Fax: (613) 990-4665
nadeau@rcmint.ca

Royal Canadian Mounted Police
Superintendent Christian Picard

Access to Information and Privacy Coordinator
1200 Vanier Parkway

Ottawa, Ontario K1A OR2

Tel: (613) 993-5162
Fax: (613) 993-5080
christian.picard@rcmp-grc.gc.ca

Royal Canadian Mounted Police External
Review Committee

Catherine Ebbs

Access to Information and Privacy Coordinator
P.O. Box 1159, Station B

60 Queen Street, Room 513

Ottawa, Ontario K1P 5R2

Tel: (613) 990-1860
Fax: (613) 990-8969
EbbsC@erc-cee.gc.ca

Saguenay Port Authority

Pierre Paquin

Access to Information and Privacy Coordinator
6600 Terminal Road

Ville de La Baie, Quebec G7B 3N9

Tel: (418) 697-0250
Fax: (418) 697-0243
apc@portsaguenay.ca

Sahtu Land and Water Board

Larry Wallace

Access to Information and Privacy Coordinator
P.O. Box 1

Fort Good Hope, Northwest Territories X0E OHO

Tel: (867) 598-2413
Fax: (867) 598-2325
sahtuadm@allstream.net

Sahtu Land Use Planning Board

Raymond Taniton

Access to Information and Privacy Coordinator
P.O. Box 235

Fort Good Hope, Northwest territories XOE OHO

Tel: (867) 598-2055
Fax: (867) 598-2545
rtaniton@nt.sympatico.ca

Saint John Port Authority

Pam Flemming

Access to Information and Privacy Coordinator
5th Floor

133 Prince William Street

Saint John , New Brunswick E2L 2B5

Tel: (506) 636-4982
Fax: (506) 636-4443
pflemming@sjport.com

Seaway International Bridge Corporation , Ltd.
Norman B. Willans

Access to Information and Privacy Coordinator
Suite 1210

55 Metcalfe Street

Ottawa, Ontario K1P 6L5

Tel: (613) 993-5345
Fax: (613) 993-6945
nwillans@federalbridge.ca
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Security Intelligence Review Committee
Marian McGrath

Access to Information and Privacy Coordinator
4th Floor, Jackson Building

P.O. Box 2430 Station D

122 Bank Street

Ottawa, Ontario K1P 5W5

Tel: (613) 990-8441
Fax: (613) 990-5230
mcgrathm@smtp.gc.ca

Sept-iles Port Authority

Diane Morin

Access to Information and Privacy Coordinator
1 Quai Mgr-Blanche

Sept-lles, Quebec G4R 5P3

Tel: (418) 961-1227
Fax: (418) 962-4445
dmorin@portsi.com

Social Development Canada

Marlene Rody

Access to Information and Privacy Coordinator
Phase IV, Level 1, Box 112

140 Promenade du Portage

Gatineau, Quebec K1A 0J9

Tel: (819) 994-5470
Fax: (819) 953-2001
marlene.rody@sdc-dsc.gc.ca

Social Science and Humanities Research
Council of Canada

Hélene Schneider

Access to Information and Privacy Coordinator
Room 1192

350 Albert Street

Ottawa, Ontario K1P 6G4

Tel: (613) 992-0562
Fax: (613) 947-4010
helene.schneider@sshrc.ca

St. John's Port Authority

Sean Hanrahan

Access to Information and Privacy Coordinator
P.O. Box 6178

1 Water Street

St. John's, Newfoundland A1C 5X8

Tel: (709) 738-4780
Fax: (709) 738-4784
shanrahan@sjpa.com

Standards Council of Canada

Pilar Castro

Access to Information and Privacy Coordinator
Suite 200

270 Albert Street

Ottawa, Ontario K1P 6N7

Tel: (613) 238-3222 Ext.405
Fax: (613) 569-7808
pcastro@scc.ca

Statistics Canada

Pamela White

Access to Information and Privacy Coordinator
R.H. Coats Building

25th Floor, Section B

Ottawa, Ontario K1A 0T6

Tel: (613) 951-3255
Fax: (613) 951-3825
pamela.white@statcan.ca

Status of Women Canada

Héléne Archambault

Access to Information and Privacy Coordinator
10th Floor

123 Slater Street

Ottawa, Ontario K1P 1H9

Tel: (613) 947-9239
Fax: (613) 957-3359
Helene.archamtault@swec-cfc.gc.ca

Telefilm Canada

Stéphane Odesse

Access to Information and Privacy Coordinator
Suite 700

360 Saint-Jacques Street

Montreal, Quebec H2Y 4A9

Tel: (514) 283-6363
Fax: (514) 283-2365
odesses@telefilm.gc.ca

Thunder Bay Port Authority

Tim V. Heney

Access to Information and Privacy Coordinator
100 Main Street

Thunder Bay, Ontario P7B 6R9

Tel: (807) 346-7387
Fax: (807) 345-9058
tim@tbport.on.ca
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Toronto Port Authority

Lisa Raitt

Access to Information and Privacy Coordinator
60 Harbour Street

Toronto, Ontario M5J 1B7

Tel: (416) 863-2016
Fax: (416) 863-4830
Iraitt@torontoport.com

Transport Canada

Ginette Pilon

Access to Information and Privacy Coordinator
26th Floor, Area A, Tower C

Place de Ville

330 Sparks Street

Ottawa, Ontario K1A ON5

Tel: (613) 993-6162
Fax: (613) 991-6594

pilong@tc.gc.ca

Transportation Safety Board of Canada
Tonette Allen

Access to Information and Privacy Coordinator
4th Floor, Place du Centre

200 Promenade du Portage

Gatineau, Quebec K1A 1K8

Tel: (819) 994-0385
Fax: (819) 953-2160
Tonette.allen@tsb.gc.ca

Treasury Board of Canada Secretariat
Denise Brennan

Access to Information and Privacy Coordinator
8th Floor, East Tower

L'Esplanade Laurier

140 O'Connor Street

Ottawa, Ontario K1A OR5

Tel: (613) 957-7154
Fax: (613) 946-6256
brennan.denise@tbs-sct.gc.ca

Trois-Riviéres Port Authority

Roger Marceau

Access to Information and Privacy Coordinator
Suite 300

1545 du Fleuve Street

Trois-Rivieres , Quebec G9A 5K2

Tel: (819) 378-2887 Ext.26
Fax: (819) 378-2487
marceau@porttr.com

Vancouver Port Authority

Wendy Petruk

Access to Information and Privacy Coordinator
1900 Granville Square

200 Granville Street

Vancouver , British Columbia V6C 2P9

Tel: (604) 665-9054
Fax: (604) 665-9062
Wendy.petruk@portvancouver.com

Veterans Affairs Canada

Barry Johnston

Access to Information and Privacy Coordinator
P.O. Box 7700

Charlottetown, Prince Edward Island C1A 8M9

Tel: (902) 566-8228
Fax: (902) 368-0496
jbjohnst@vac-acc.gc.ca

Western Economic Diversification Canada
Tim Earle

Access to Information and Privacy Coordinator
Suite 1500, Canada Place

9700 Jasper Avenue

Edmonton, Alberta T5J 4H7

Tel: (780) 495-3194
Fax: (780) 495-7618
Tim.earle@wd.gc.ca.

Windsor Port Authority

David Cree

Access to Information and Privacy Coordinator
Suite 502,

251 Goyeau Street

Windsor, Ontario N9A 6V2

Tel: (519) 258-5741
Fax: (519) 258-5905
ann@portwindsor.com

Yukon Surface Rights Board

lan C. Pumphrey

Access to Information and Privacy Coordinator
P.O. Box 31201

Whitehorse, Yukon Y1A 5P7

Tel: (867) 667-7695 Ext.x
Fax: (867) 668-5892
info@yukonsurfacerights.com
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Index of Standard Program Records

Record No. Standard Program Records

PRN 901 Administration

PRN 902 Acts and Legislation

PRN 903 Administration and Management Services
PRN 904 Co-operation and Liaison
PRN 905 Buildings and Properties
PRN 906 Buildings

PRN 907 Lands

PRN 908 Utilities

PRN 909 Equipment and Supplies
PRN 910 Furniture and Furnishings
PRN 911 Office Appliances

PRN 912 Procurement

PRN 913 Vehicles

PRN 914 Finance

PRN 915 Accounts and Accounting
PRN 916 Audits

PRN 917 Budgets

PRN 918 Personnel

PRN 919 Classification of Positions
PRN 920 Employment and Staffing
PRN 921 Human Resources

PRN 922 Occupational Health, Safety and Welfare
PRN 923 Official Languages

PRN 924 Pensions and Insurance
PRN 925 Salaries and Wages

PRN 926 Staff Relations

PRN 927 Training and Development
PRN 928 Business Continuity Plans

PRN 929 Automated Document, Records, Information Management Systems
PRN 930 Access to Information and Privacy Requests

PRN 931 Physical Security

PRN 932 Information Technology Services

PRN 933 Hospitality

PRN 934 Travel

PRN 935 Proactive Disclosure
PRN 936 Relocation
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Standard Program Records

This section describes the subject matter of certain records which are common to most federal
departments and agencies, such as personnel records, financial records, purchasing and
property control records, materiel management and central services. Individuals seeking access
to the Standard Program Records of a particular institution should forward their access requests
to the Access to Information and Privacy Coordinator at the address given in the previous

pages.

Accounts and Accounting

Description: Accounts and accounting generally;
cash accounts; accounts payable; accounts
receivable; and standing advances.

Program Record Number: 915

Acts and Legislation

Description: Acts and legislation - general,
departmental, federal, foreign and provincial.
Program Record Number: 902

Access to Information and Privacy Requests
Description: Includes material related to the
administration of and internal procedures for the
processing of formal and informal requests, in
accordance with the Access to Information Act
and/or the Privacy Act.

These records may contain the requests made by
individuals to obtain access to information under
the control of the institution in accordance with the
Access to Information Act and/or the Privacy Act,
related replies and information related to their
processing, such as the software systems used
within institutions to manage the administration of
access and privacy requests, i.e. ATIP Flow, ATIP
Image software, Coordination of Access to
Information Requests (CAIR) System, etc. These
records may include requests for correction of
personal information; informal requests;
complaints, investigations and requests for judicial
review; consultations received from or sent to
other institutions; requests for advice received
from institutional officials that raise privacy and/or
access to information concerns, etc.

Topics: These records may include material
related to cases leading to a change of policy or
procedure, material related to reports to
Parliament on the administration of the Acts;
conference material; committee information;
copies of relevant legislation, and related policies,
as well as information related to the interpretation
and application of these laws and policies.
Program Record Number: PRN 930

Administration

Description: Administration generally; accidents
generally; motor vehicle accidents; agreements;
appreciation; complaints and enquiries;
associations, clubs and societies; audit, review
and evaluation; badges, emblems and flags;

bilingualism and biculturalism; cafeterias and
eating facilities; campaigns and canvassing;
ceremonies and celebrations; circulars, directives
and orders; committees; conferences, meetings
and symposia; corporations, companies and firms;
emergency measures; inventions, patents and
copyrights; licences and permits; parliamentary
matters; plans and programs; reports and
statistics; visits and tours.

Program Record Number: 901

Administration and Management Services
Description: Administrative and management
services generally; correspondence management;
duplication services; electronic data processing;
electronic networks; forms management;
information services; legal services; library
services; mail, messenger and postal services;
management services; records management;
security services; telecommunications; travel and
transportation services; secretarial, typing and
word processing services; translation services.
Program Record Number: 903

Audits

Description: Auditor General reports and internal
audit reports.

Program Record Number: 916

Automated Document, Records, Information
Management Systems

Description: Automated document, records and
information management systems are used to
manage the full life cycle, from creation/collection
to final disposition, of electronic documents (e-
mail, word processing documents, spreadsheets,
graphics, images, etc.), as well as non-electronic
records (hard copy, posters, photographs, video
tapes, audio tapes, maps, etc.). Information
contained within the automated system may be
entered in an electronic format, i.e. the capture of
an electronic object or the creation of an electronic
object through scanning (OCR), or a summary
(profile) of the non-electronic information that is
manually entered into the automated system.
This document/records/information life cycle
management is done to facilitate compliance with
the existing legislative and policy framework for
the federal government.

Automated systems of this type normally allow for



33

the integration of records and document
management, imaging, and optical character
recognition (OCR). Other features include the
ability to search the information repositories for
any word or string of words (full-text index
searching and retrieval) and reporting capabilities.
The automated system may also be electronically
integrated with the institution’s correspondence
tracking system that is used to manage the
tracking of incoming correspondence to ensure
that responses about departmental policies,
programs, initiatives and issues are prepared in a
consistent and time-efficient manner.

Topics: The records related to Automated
Document, Records and Information Management
Systems may contain information about the
institution’s functional requirements, system
specifications, the Treasury Board shared
systems initiative, training information, procedures
for the use of the system, implementation plans,
maintenance procedures, migration strategies,
technical support mechanisms, etc.

Program Record Number: PRN 929

Business Continuity Plans (BCP)
Description: In compliance with the 2004
Operational Security Standard - Business
Continuity Planning (BCP) Program, institutions
must establish a Business Continuity Planning
(BCP) Program. This program provides for the
continued availability of services and associated
assets that are critical to the health, safety,
security or economic well-being of Canadians or
the effective functioning of government.

The BCP Program complements emergency
preparedness that is mandated by legislation or
government policy (e.g. fire and building
evacuation plans; civil emergency plans). It also
supports planning that is necessary to restore
other-than-critical services and their associated
assets and resources; departments should use
this program to incorporate their planning for
other-than-critical services.

The types of incidences for which the BCP may be
initiated may vary from a minor incident, such as a
building-specific power outage or an equipment or
system failure, to one of provincial or national
proportions. The BCP outlines and coordinates:
the efforts of institutional staff; and the
implementation of advance arrangements and
procedures to ensure that the institution can
continue or restart critical business operations
within a reasonable timeframe.

Topics: The records related to Business
Continuity Plans (BCP) may contain information
about: Recovery plans; network and/or data
backup procedures; emergency and recovery

resources; service level agreements (including
Memorandums of Understanding with other
federal institutions); time-sensitive business
functions; recovery or emergency response team
members; essential records; plan escalation
procedures; notification procedures for emergency
response teams, institutional staff, Minister’s staff,
federal, provincial and municipal bodies; plan
activation procedures; Command, Control and
Emergency Centre Operations;
Delegation/Designation of Authority; detailed
business resumption, recovery and restoration
procedures; software tools to create, and maintain
the BCP; media handling procedures; etc..
Program Record Number: PRN 928

Budgets

Description: Budgets generally; estimates and
supplementary estimates; and program forecasts.
Program Record Number: 917

Buildings

Description: Buildings generally; acquisition;
alterations and repairs; construction; contracts;
damages; disposal; fire and fire prevention; and
maintenance.

Program Record Number: 906

Buildings and Properties

Description: Buildings and properties generally;
accommodation; accounting and inventories;
planning and requirements; reports and statistics.
Program Record Number: 905

Classification of Positions

Description: Classification generally; audits;
category and group; individual positions; and
standards.

Program Record Number: 919

Co-operation and Liaison

Description: Co-operation and liaison generally
and at the federal, international, provincial,
university, college and school levels.

Program Record Number: 904

Employment and Staffing

Description: Employment and staffing generally;
applications; casual and term employees;
competitions; programs recruitment; requests for
staffing action; and summer students.

Program Record Number: 920

Equipment and Supplies

Description: Equipment and supplies generally;
accountability and inventories; catalogues;
clothing; disposal and surplus; food; forms; fuels;
laboratory; loans; maintenance and repairs; price
lists and stationery.

Program Record Number: 909
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Finance

Description: Finance generally; agreements and
arrangements; allotments and transfers;
allowances; banks and banking; cheques; claims;
contracts; currency; encumbrances; expenditures;
fees; funds; revolving funds and working capital
advances; grants; signing authorities; taxes and
travel allowances; and expenses.

Program Record Number: 914

Furniture and Furnishings

Description: Furniture and furnishings generally;
beds and bedding; chesterfields and sofas;
drapes; filing cabinets; household and office
furniture and furnishings; and pictures.

Program Record Number: 910

Hospitality

Description: Hospitality is the provision of a
reception, meal or entertainment to guests of
government institutions, including social events or
ceremonies in accordance with established
policies and guidelines. Records related to
hospitality events may contain information about
the circumstances of the function, including any
event requiring special authority; the form of
hospitality; cost; location; number of attendees
listed by category, i.e. guests, government
employees; and approvals by the appropriate
delegated officials.

Topics: The records may contain information
about the function nature and scope, function
type, i.e. dinner, reception, etc.; function location,
i.e. private residence, restaurant, conference;
financial limitations, who provided services related
to the function, hospitality event protocols, etc.
The records may also contain information about
Hospitality Policies and Guidelines, financial
signing authorities, the publication of hospitality
information posted on-line, etc.

Program Record Number: PRN 933

Human Resources
Description: Human resources generally; career
management; inventories; performance appraisal;

reports and statistics; requirements and utilization.

Program Record Number: 921

Information Technology Services

Description: This includes records related to the
computer equipment and associated software for
both institutional computer networks and
employees workstations, electronic systems
development and maintenance, technical
assistant and support for networks, office systems
and databases. May also include material related
to the institution’s technology architecture,
standards and infrastructure; electronic mail
systems and platforms, software and hardware

acquisition, the annual planning process for the
development of computer systems; and the
business case process for application
development and system acquisitions.
Topics: Includes material related to network
systems, hardware and/or software — including
peripheral equipment, i.e. printers, Personal
Digital Assistants (PDA), Wireless Handholds,
system user manuals or guides, change
management processes, IT training courses,
personal computer or desktop support (Help
Centre), computer maintenance, etc.
Program Record Number: PRN 932

Lands

Description: Lands - general; acquisition;
concessions; development; disposal; fencing;
flood control; landscaping parking areas; roads;
streets and sidewalks.

Program Record Number: 907

Occupational Health, Safety and Welfare
Description: Occupational health, safety and
welfare generally; counselling; health units;
medical examinations; nursing services;
recreation and sports; and surveys.

Program Record Number: 922

Office Appliances

Description: Office appliances generally;
calculators; data processing hardware; duplicating
equipment; photographic and microfilming
equipment; recorders and typewriters.

Program Record Number: 911

Official Languages

Description: Official languages generally;
identification and designation of bilingual
positions; language requirements program;
recruitment; and replacements.

Program Record Number: 923

Pensions and Insurance

Description: Pensions and insurance generally;
superannuation plans; Canada Pension Plan;
Quebec Pension Plan; reciprocal agreements;
federal, provincial and private hospital and
medical insurance plans; death benefit plan;
disability insurance and unemployment insurance
plan.

Program Record Number: 924

Personnel

Description: Personnel - general; accidents and
injuries; appointments; attendance; awards and
honours; Corps of Commissionaires; positions and
levels; hours of work and overtime; leave and
holidays; promotions and reclassifications;
regulations and directives; reports and statistics;
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retirements; and separations.
Program Record Number: 918

Physical Security

Description: In accordance with the Physical
Security Standard issued under the Government
Security Policy, federal institutions are responsible
for the establishment and maintenance of
appropriate measures (physical, procedural and
psychological) to prevent, detect and respond to
unauthorized access and other threats. Related to
this is the establishment and use of detection
devices and methods to identify attempted or
actual unauthorized access as well as procedures
and tools to activate effective and appropriate
responses.

Topics: Includes material related to physical
security design; physical safeguards, monitoring
devices, security access procedures and tools
(passl/identity cards), access to restricted zones;
storage, transportation and transmittal of
information and goods; destruction of information
and goods; and the protection of personnel and
the public at large.

Program Record Number: PRN 931

Proactive Disclosure

Description: These records include information
about the mandatory publication on institutional
web sites of specifically identified government
information. The purpose of making these specific
information elements available on the Internet is to
promote transparency, facilitate public access,
and provide relevant and timely information so
that Canadians are better able to hold their
Government and public sector officials to account.
The intent of the proactive disclosure initiative is to
ensure that this information is provided in a
consistent manner across government and that
information is regularly updated according to
established timeframes and guidelines.

Federal institutions are required to update
information identified for the purpose of pro-active
disclosure every three months and post it on-line
within 30 days of the end of each period.

Topics: These records include information
related to tools and guidance from the Treasury
Board Secretariat (TBS) and other lead agencies
about proactive disclosure; the maintenance of
web sites related to proactive disclosure; etc.
Program Record Number: PRN 935

Procurement

Description: Procurement generally; contracts;
local purchase orders; procedures and
regulations; requisitions; standing offer
agreements.

Program Record Number: 912

Relocation

Description: These records are used to
document and administer the relocation of
individuals and their families.

Topics: Includes material related to employee
entittements and obligations, employer
obligations, third party service providers,
relocation claims, etc. May also include
information about rental accommodations; travel
to new locations; searching for new
accommodation, i.e. house hunting; hotel/motel
accommodation; copies of departmental policies
and procedures pertaining to relocation; moving
and storage company information; etc.
Program Record Number: PRN 936

Salaries and Wages

Description: Salaries and wages generally;
acting pay; deductions; pay rates; pay system;
performance and senior merit pay; regulations;
salary revisions; and severance pay.

Program Record Number: 925

Staff Relations

Description: Staff relations generally;
adjudication; bargaining agents; collective
agreements and interpretations; discipline;
grievances; managerial and confidential
exclusions; and union relations.

Program Record Number: 926

Training and Development

Description: Training and development
generally; attendance; course content; course
evaluations; individual courses; language training;
nominations; plans; schedules and directives; and
types of courses.

Program Record Number: 927

Travel

Description: These records are used to
document and manage the travel activities of
individuals who travel in support of their
institution’s mandate. These records also include
information related to the proactive disclosure of
relevant travel expenses as specified in the
Guidance Document: Proactive Disclosure of
Travel and Hospitality Expenses issued by the
Treasury Board Secretariat.

Topics: Includes material related to travel
allowances, or per diem rates, travel expense
claims, hotel directories, airline directories, etc.
May also include copies of institutional policies
and procedures pertaining to travel including the
employee entitlements and obligations, employer
obligations, payment for official institutional travel;
etc.

Program Record Number: PRN 934
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Utilities

Description: Utilities - general; air conditioning;
electric power; water and sewage; garbage
disposal; gas and oil; heating; lighting; plumbing
and ventilation.

Program Record Number: 908

Vehicles

Description: Vehicles generally; air, land and
water vehicles; insurance; maintenance and
repairs; operating standards; registration and
licences.

Program Record Number: 913
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Main Book Standard Bank Descriptions

Standard Personal Information Bank (PIBs) descriptions have been developed to describe
personal information that may be found in types of records commonly maintained by federal
institutions. These records document internal administrative functions, systems and
procedures that are common to or shared by all federal government institutions.

These information banks are identified with the unique identifier “PSU” as part of the bank

number contained within the PIB.

Retention and Disposal Standards for Standard PIBs:

The following Retention and Disposal Standards statement applies to all Standard PIBs unless

otherwise noted within a specific PIB.

« The records containing the personal information described in the standard banks may be retained for
different periods of time as decided by each government institution, unless otherwise specified.

« At a minimum, personal information used for an administrative purpose must be retained for at least
two years unless the individual consents to its earlier disposal. Any disposal of such records must be
in accordance with Records Disposition Authorities issued by the Librarian and Archivist of Canada.

o The Privacy Act defines administrative purpose to mean the use of that information in a
decision making process that directly affects an individual.

« For the specific amount of time that different types of common administrative documents are retained
by a given government institution, please contact that institution’s ATIP Co-ordinator..

Access to Information and Privacy Requests
Description: The records containing the
information described in this bank include
requests made by individuals to obtain access to
information under the control of the institution in
accordance with the Access to Information Act
and/or the Privacy Act, the replies to such
requests, and information related to their
processing. These records may include requests
for correction of personal information; informal
requests; records related to complaints,
investigations and requests for judicial review;
consultations received from other institutions; and
requests for advice received from institutional
officials that raise privacy or access to information
concerns. Personal information may include the
name of the requester, mailing address,
telephone and facsimile numbers, e-mail address
and other processing information related to the
request, as well as personal information contained
in institutional records that are relevant to the
request.

Note: Personal information contained in
institutional records relevant to the request is not
used for administrative purposes.

Class of Individuals: Individuals who exercised
their rights under the Access to Information Act
and/or the Privacy Act, including individuals who
made informal requests to obtain information
under the control of the institution.

Purpose: The information described by this bank
is used to administer the Access to Information
Act and/or the Privacy Act as well as processing
and responding to informal requests. This
information may also be used during consultations
with other government institutions, during
investigations by the Offices of the Information
and Privacy Commissioners and during court
reviews. Aggregate information (does not identify
individuals) is used to report to Parliament on the
administration of the Acts.

Consistent Uses: Non-personal information may
be used to provide reports on ATIP activities to
management and to the Treasury Board
Secretariat and other institutions, i.e. through
CAIRS. The information may also be used for
research, planning, audit and evaluation
purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Coordinator.

RDA Number: 98/001

Related Program Number: PRN 930

Bank Number: PSU 901
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Automated Document, Records, Information
Management Systems

Description: The automated system described
by this bank is used to capture and manage
documents, records (including email) and
information received and/or created by the
institution in support of the institution’s functions
and activities. Documents and email received by
the institution may be entered into the automated
system in an electronic format or summarized
(profiled) and entered manually into the system
Class of Individuals: Any individual about whom
the institution may collect information in support of
a function, program or activity.

All employees of an institution, including
contractors, agency employees and students, as
well as any individual corresponding with the
institution.

Purpose: This type of an automated system is
used to manage the life cycle of the institution’s
document, records and information collections, as
well as facilitating access thereto. The automated
system is used to ensure the information is
available to support the operations of the
institution, and then disposed of appropriately.
The automated system also makes searching and
retrieving information from the institution’s
information collections faster and easier.
Consistent Uses: The information may be used
in an aggregate format to report on system use,
growth of the information collection, etc. The
automated system may also be electronically
integrated with the institution’s correspondence
tracking system that is used to manage the
tracking of incoming correspondence to ensure
that responses about departmental policies,
programs, initiatives and issues are prepared in a
consistent and time-efficient manner.

The information may also be used for research,
planning, audit and evaluation purposes.
Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Co-ordinator.

RDA Number: 98/001

Related Program Number: PRN 929

Bank Number: PSU 904

Business Continuity Planning (BCP)
Description: The information described by this
bank includes personal information that is
contained in institutional Business Continuity
Plans (BCP). A BCP is established by a federal
institution to provide for the continued availability
of services and associated assets that are critical

to the health, safety, security or economic well-
being of Canadians, or the effective functioning of
government.

The personal information contained within a BCP
may include the names, home addresses, home
telephone, pager and cellular phone numbers of
employees and officers who are part of the
institution’s BCP response team, as well as
similar emergency contact information for
Ministers, exempt staff, senior officials. Also
included are the names, emergency contact
numbers (including cellular phone and pager
numbers) of disaster response and/or recovery
vendors and other service providers, in addition to
federal, provincial and municipal officials who may
have to be contacted to assist the institution as
the result of an emergency situation.

Class of Individuals: Employees and officers
who are members of the institution’s response
team, as well as Ministers, exempt staff, senior
institutional officials and emergency response
officials and recovery vendors/service providers.
Purpose: The purpose of the collection and use
of the personal information described in this Bank
is to ensure that the institution can contact
appropriate and responsible individuals to
respond in the event of an interruption in normal
business operations.

Consistent Uses: Personal information
described in this Bank may be shared with other
federal institutions, police, fire and other
emergency response agencies on an “as
required” basis. Non-personal information may be
used to provide reports to senior management
about the execution of institutional Business
Continuity Plans. This information may also be
used for research, planning, audit and evaluation
purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Coordinator.

RDA Number: 98/001

Related Program Number: PRN 928

Bank Number: PSU 903

Electronic Network Monitoring Logs
Description: The records containing the
information described in this bank relate to the
use by individuals of federal government
electronic networks. Logs containing details of
network use by individuals are compiled and are
reviewed by appropriate officials of the institution
when there is suspected misuse of a federal
government electronic network, as defined by
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institutional policies or the Treasury Board Policy
on the Use of Electronic Networks. Examples of
information that may be in the records include
network logs that may link an employee’s
workstation to an IP address, listings of sites
visited and information on any transactions
conducted, including date, time, duration and
nature of the visit or transaction. The records may
also include information on the use of
authorization codes assigned to particular
individuals, including successful or unsuccessful
use of the codes, date, time and frequency.
Class of Individuals: Employees of the
institution and other individuals using federal
government electronic networks, including student
employees, contract staff and agency personnel.
Members of the public, Ministerial staff, Members
of Parliament that send e-mail to the institution or
to specific individuals within the institution.
Purpose: The information contained in the
records is compiled to support the investigation of
suspected or alleged misuse, or deliberate
impairment of government electronic networks by
persons employed by the institution or by other
individuals from outside the institution.
Consistent Uses: The information may be used
to substantiate any disciplinary action taken where
violation of institutional policies or the Treasury
Board Policy on the Use of Electronic Networks is
determined. If an internal investigation determines
that criminal actions may have taken place, the
information may be shared with appropriate police
authorities. This information may be used to
provide reports to management. The information
may also be used for research, planning, audit
and evaluation purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Co-ordinator.

RDA Number: 98/001

Related Program Number: PRN 932

Bank Number: PSU 905

Employee Assistance

Description: The records containing the
information described in this bank are treated in a
confidential fashion that is relative to an
employee's involvement in an Employee
Assistance Program (EAP). These records may
include notice of voluntary or mandatory
(supervisory work performance related) referral;
records of reference to, or reports and
correspondence from a health professional or
rehabilitation agency; and only non medical

interpretations concerning an employee's work
capability or limitations. All personal medical data
shall be maintained in a medical protected status
under the control of the Workplace Heath and
Public Safety Program within Health Canada.
Records relating to work performance
deficiencies, absenteeism and disciplinary matters
are to be held in the appropriate institutional
record (with its related personal information bank)
and not held with EAP files.

Class of Individuals: Individuals (Employees,
contractors, volunteers and family members, etc.)
who seek and/or receive services under the
federal Employee Assistance Program

Purpose: The purpose of these records are to
document information necessary for the
administration of the Employee Assistance
Program. To determine the need for employee
assistance counselling, referrals for medical
evaluations and participation in rehabilitation
programs.

Consistent Uses: To support decisions
regarding employee assistance measures.
Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Co-ordinator.

RDA Number: 98/005

Related Program Number: PRN 921

Bank Number: PSE 916

Executive Correspondence Management
Systems

Description: The records containing the
information described in this bank include general
correspondence to the Minister or Secretary of
State, their Staff and other senior executives
within the institution. Records used in preparation
of responses to incoming correspondence may
also contain personal information about
individuals that is sometimes provided by
institutional officials to address issues and
concerns raised in the incoming correspondence.

Personal information may include the name of the
correspondent, mailing address, telephone and
facsimile numbers, e-mail address and other
personal information that may be included by the
originator and/or respondent within the content of
the correspondence.

Class of Individuals: General public, Members
of Parliament, and officials representing other
levels of government or international governments
and agencies, external organizations and/or
businesses.

Purpose: To manage, in a consistent and time-
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efficient manner, the receipt of, and responses to,
correspondence or inquiries received from outside
the institution that require replies from senior
executives of the institution.

Consistent Uses: Incoming correspondence
may be forwarded to other federal or provincial
institutions for a full or partial response if it is
determined by the receiving institution that the
issue(s) contained within the correspondence fall
under the jurisdiction of, and should be addressed
by, the other institution(s). In some cases,
incoming correspondence and the response may
be copied to another federal or provincial
institution where the correspondence impacts on
their roles and responsibilities. The information
may be used in an aggregate format to report on
system use, growth of the information collection,
etc. The Executive Correspondence Management
System may be integrated with the institution’s
Automated Document, Records and Information
Management System (see Standard Personal
Information Bank Number PSU 929 for more
details).

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Co-ordinator.

RDA Number: 98/001

Related Program Number: PRN 903

Bank Number: PSU 902

Hospitality

Description: This information is collected to
document hospitality-related activities and the
circumstances in which they are incurred. The
personal information collected may include the
name and job title of government employees as
well as the name and title of guests of the
government (e.g. individuals from other
governments, the private sector, etc). It may also
include the names of their spouses or
accompanying companions; and the name of the
establishment where the hospitality function
occurred and/or the name of caterer.

Class of Individuals: Deputy Ministers,
Associate Deputy Ministers, Assistant Deputy
Ministers, and their equivalents, including those
individuals who incur hospitality expenses while
acting in these positions, and their spouses or
accompanying companions. Also includes
Ministers, Ministers of State, Parliamentary
Secretaries, and their office staff (also known as
political or exempt staff because they are outside
of the official Public Service) as well as Members
of Parliament representing a Minister or Minister
of State for official business purposes.

Purpose: Hospitality information is maintained to
ensure that the provision of hospitality functions
are done appropriately.

Proactive disclosure on government websites of
hospitality expense-related information promotes
transparency, facilitates public access to
government information, and provides relevant
and timely information to Canadians. The specific
elements that are made available in compliance
with proactive disclosure are: Hospitality activity
description and date, attendees, location and total
amount.

Consistent Uses: This information may be used
to provide reports on hospitality-related expenses
to management. The information may also be
used for research, planning, budget, audit and
evaluation purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Coordinator.

RDA Number: 99/004

Related Program Number: PRN 933 and PRN
935

Bank Number: PSU 908

Internal Disclosure of Wrongdoing in the
Workplace

Description: The records containing the
personal information described by this bank
include general inquiries, advice, as well as formal
and informal complaints of wrongdoing. Personal
information may include the date and nature of
the alleged wrongdoing, name of the individual
alleged to have committed the wrongdoing and
other pertinent information including name of
individual(s) reporting or impacted as a result of
the alleged wrongdoing, records of interviews,
investigations and analyses of events and records
of decision taken.

Class of Individuals: Employees reporting to all
departments and organizations of the Public
Service listed in Part |, Schedule |, of the Public
Service Staff Relations Act. Any individual
reporting an alleged wrongdoing or about whom
the institution may collect information in support of
a function, program or activity and who may be
impacted upon as a result of the investigation of
an alleged wrongdoing.

Purpose: This information is collected to
investigate and resolve complaints submitted in
accordance with the Policy on the Internal
Disclosure of Information Concerning Wrongdoing
in the Workplace. In well-founded cases, personal
information may be used to determine appropriate
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remedial action, including administrative,
disciplinary or legal action. Information is also
used to develop an annual report that provides
statistics, issues, challenges and
recommendations for the deputy head of the
institution.

Consistent Uses: The information may also be
used for research, planning, audit and evaluation
purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Co-ordinator.

RDA Number: 98/005

Related Program Number: PRN 921

Bank Number: PSU 906

Relocation

Description: This information is used to
document the processes involved in the relocation
of employees and their families. The personal
information collected includes the individuals’
name and job title, organization name, work
telephone, work address, job classification and
level, Personal Record Identifier (PRI), name of
delegated departmental officer or manager,
signatures, name of spouse or common-law
partner, names of children and/or extended family
members, special medical needs that may need
to be accommodated, monthly statement of credit
card expenses, personal declarations of expenses
when receipts are not obtainable or have been
inadvertently destroyed, mortgage or rental cost
information, legal fees and real estate fees.
Class of Individuals: Employees who relocate
and their spouses or common-law partners, their
children and/or extended family members. Also
includes individuals representing third party
suppliers, such as moving and storage
companies.

Purpose: The purpose of this information is to
document and administer the relocation of
individuals and their family members. This
includes information related to relocation
planning, the selection of new accommodations,
the shipment of personal and household effects,
move authorizations and claims.

Consistent Uses: Non-personal information may
be used to provide reports on employee
relocations to management. The information may
also be used for research, planning, audit and
evaluation purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained

by a given government institution, please contact
that institution’s ATIP Coordinator.

RDA Number: 98/001 and 99/004

Related Program Number: PRN 936

Bank Number: PSU 910

Security Video Surveillance and Temporary
Visitor Access Control Logs and Building
Passes

Description: This information relates to video
surveillance recordings generated by closed
circuit television (CCTV) cameras located on the
perimeters of, or within institutionally operated
buildings and facilities. Additionally, in support of
employee and visitor access control, the records
related to these subjects contain the actual
access logs/registers used to issue temporary
employee passes and temporary visitor passes.

Personal information collected may include
recorded visual images, data logs, signatures,
surnames, given names, telephone numbers,
temporary pass control numbers and visitor
company/organization information related to the
issuance of temporary visitor passes.

Class of Individuals: Employees, and those on
assignment or contract and visitors who require
access to a federal institution or any other person
within proximity of video surveillance recording
capabilities.

Purpose: This information is used to enhance
the security of government facilities and of
individuals and assets present in such facilities.
Video surveillance is sometimes conducted in real
time or recordings can be used to investigate past
occurrences, security incidents or emergency
situations. Access logs/registers, temporary
passes and any other records related to employee
and visitor access control may also be used to
monitor or investigate current or past security
incidents.

Consistent Uses: To assist security officials in
the monitoring of activities and/or the issuance of
temporary access passes. Additionally, records
and recordings may record entry and exit times
from facilities and may be used in the event of
security-related incidents such as thefts or
emergency situations. In such cases, this
information may be shared with appropriate law
enforcement agencies and emergency workers.
Video information that reveals evidence of illegal
activity, employee misconduct or accidents may
be disclosed to appropriate staff relations,
enforcement or investigative bodies for further
investigations, charges or disciplinary actions.
Retention and Disposal Standards: For the
specific amount of time that different types of
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common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Co-ordinator.

RDA Number: 98/001

Related Program Number: PRN 931

Bank Number: PSU 907

Travel

Description: This information is used to
document travel activities and expenses related to
official institutional business. The personal
information collected includes the individuals’
name and job title, organization name, work
telephone, work address, job classification and
level, Personal Record Identifier (PRI), name of
delegated departmental officer or manager,
signatures, name of spouse or common-law
partner, name of children, monthly expense
statements, personal declarations of expenses
when receipts are not obtainable or have been
inadvertently destroyed.

Class of Individuals: Employees and travellers
(including term or casual employees, temporary
agency staff, volunteers, students, consultants
and contractors, and witnesses) ,who travel on
behalf of an institution and their spouses or
common-law partners and/or dependants. This
includes Deputy Ministers, Associate Deputy
Ministers, Assistant Deputy Ministers, and their
equivalents, including those individuals who travel
while acting in these positions, and their spouses
and/or dependents. Also included are Ministers,
Ministers of State, Parliamentary Secretaries, and
their office staff (also known as political or exempt
staff because they are outside of the official Public
Service) as well as Members of Parliament
representing a Minister or Minister of State or
accompanying them as a guest for official
business purposes.

Purpose: The purpose of this information is to
document and administer the travel of individuals
in support of the institution’s mandate. This
includes information related to employee
entitlements and obligations, travel advances and
related claims. Proactive disclosure on
government websites of travel expense-related
information promotes transparency, facilitates
public access to government information, and
provides relevant and timely information to
Canadians. The specific elements that are made
available in compliance with proactive disclosure
are: the purpose of travel; date(s) and
destination(s); air fare and other transportation
costs; accommodation, meals and incidentals;
other expenses (all other expenses incurred that
are not reflected in the information fields above,
such as cost of a special passport, visas, and

associated photos, calls to the office or home,
dependant care where applicable, etc.); and the
total amount.

Consistent Uses: This information may be used
to provide reports on travel activities and costs to
management. The information may also be used
for research, planning, budget, audit and
evaluation purposes.

Retention and Disposal Standards: For the
specific amount of time that different types of
common administrative documents are retained
by a given government institution, please contact
that institution’s ATIP Coordinator.

RDA Number: 98/001 and 99/004

Related Program Number: PRN 934

Bank Number: PSU 909
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Chapter 76

General Information

Background

The IRB is an independent tribunal established
by the Parliament of Canada. Itis Canada’s
largest independent administrative tribunal. Its
mission, on behalf of Canadians, it to make
well-reasoned decisions on immigration and
refugee matters, efficiently, fairly and in
accordance with the law.

Responsibilities

Decision making is carried out by three tribunals
whose functions are quite distinct: the
Immigration Division (ID), the Immigration
Appeal Division (IAD) and the Refugee
Protection Division (RPD).

Legislation
« Immigration Division Rules, SOR/2002-229

« Refugee Protection Division Rules,
SOR/2002-228

« Immigration Appeal Division Rules,
SOR/2002-230

« Immigration and Refugee Protection Act,
R.S.C. 2001, c.27

« Immigration and Refugee Protection
Regulations, 2002, SOR/2002-227

Organization

Immigration Division

The Immigration Division conducts admissibility
hearings for people believed to be inadmissible
to, or removable from, Canada. It also conducts
detention reviews for people detained by CIC
for Immigration purposes.

Refugee Protection Division

The Refugee Protection Division deals
exclusively with claims for refugee protection
made by persons inside Canada. Itis an
independent, quasi-judicial tribunal that hears
refugee protection claims within Canada. The
Division is responsible for determining claims
fairly and expeditiously, so that Canada can
offer protection to Convention refugees.

Immigration Appeal Division

The Immigration Appeal Division hears appeals
by Canadian citizen or permanent resident
sponsors against the refusal of an application
for permanent residence made by a family
member; appeals by persons concerned against
decisions of the Immigration Division ordering
their removal from Canada; appeals from
removal orders issued against permanent
residents, permanent resident visa holders, or
protected persons (which includes Convention
refugees) and appeals by permanent residents
determined outside of Canada by an officer of
Citizenship and Immigration Canada (CIC) not
to have fulfilled their residency obligation. It
also hears a small number of appeals made by
the Minister of Citizenship and Immigration
against decisions of the Immigration Division to
grant admission or not order removal.

Legal Services

The Legal Services Branch is responsible for
providing a full range of legal and policy advice
to the IRB executive, management, decision-
makers and personnel in an efficient and
professional manner. Legal Services manages
all litigation on behalf of the Board. Legal
Services participates in appeals and
applications before the higher courts as
interveners in appropriate cases. Legal
Services is responsible for drafting all the legal
reference papers. Legal Services coordinates
the Board's regulatory initiatives, including
drafting the Rules of practice and procedure of
the Board's three Divisions. Legal Services
plays an active role in the training of Board
decision-makers and staff. Legal Services
produces a publication, RefLex, which contains
digests of decisions of the Board and maintains
electronic reference material for decision-
makers and staff in Intranet, and for the wider
public on the Board’s internet site.

Executive Secretariat Branch

The Executive Secretariat is responsible for the
following Directorates:

Access to Information and Privacy
Directorate

The ATIP Directorate administrators the
responsibility for the administration of the
Board's access to information and privacy
requirements, in accordance with the principles
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of open government and the protection of the
privacy of the individual.

Communications Directorate

The Directorate provides communications
advice, planning and support for all
communications activities undertaken by the
Board, including media relations, issue
management, speeches, publications, public
environment analysis, and information for the
public. The Directorate coordinates writing
services for senior management
correspondence, briefing material and the
production of corporate documents.

Secretariat Services Directorate

The Directorate provides strategic advice and
support to the Ministerial Advisory Committee
on the screening of members of the IRB and
Citizenship Judges, as well as to senior

management of the IRB concerning GIC issues.

Secretariat Services also manages the
relationship with the Minister’s Office, the Privy
Council Office and the Office of the Ethics
Counsellor. It also provides executive support
services to the Office of the Chairperson of the
IRB.

Editing and Translation Services
Directorate

The Directorate manages the editing and
translation services for the IRB, both for
headquarters and the regions. This includes
establishing quality standards and guidelines
and providing editing and translation in both
official languages, as well as multilingual
translation services. The Directorate is also
responsible for coordinating interpretation
services, other than those for hearings, for the
IRB.

Corporate Services Branch

The Corporate Services Branch is responsible
for the following Directorates:

Improved Management Practices Office
Directorate

The Improved Management Practices Office is
responsible for meeting the Treasury Board’s
requirements to implement a new management
agenda. The Improved Management Practices
Office (IMPO) is responsible for coordinating
and implementing an integrated management
approach, bringing all the improved
management efforts into one centrally focused
and integrated action plan.

The new government-wide management
agenda includes the use of the Management
Accountability Framework (MAF) as a tool,
which provides a clear list of management
expectations within an overall framework for
higher organizational performance. It is this
tool, which the Improved Management Practices
Office will be using to provide IRB managers
with a comprehensive and integrated model for
management and for management
improvement.

The Management Accountability Framework
was put in place to bring together principal
elements such as Modern Comptrollership,
Human Resources Modernization, Service
Improvement and Government On-Line. This
results-based framework provides a means to
understand and connect various TBS
management improvement initiatives. It serves
as a means to strengthen accountability, to
manage our organization more effectively, and
will result in better decisions, better services
and better results for Canadians.

Other direct responsibilities of the Improved
Management Practices Office include: directing
the Internal Audit and Program Evaluation
functions and acts as the Secretariat of the
Audit and Evaluation Committee; providing
support to the Senior Official for Values and
Ethics; offers advice and clarification of the
Code of Values and Ethics; representing the
Board on Central Agency and interdepartmental
working groups related to improved
management practices; and, in addition, the
Director of IMPO is the Senior Officer,
Disclosure (Internal Disclosure of Information
Concerning Wrongdoing in the Workplace). In
matters relating directly to the policy, the
Director reports directly to the Chairperson.

Corporate Management Directorate
Corporate Finance

Finance is responsible for providing strategic
advice and support to senior management on
financial management matters including
business and financial planning, policy
interpretation, and cost accounting. It also
develops and implements financial policies and
procedures, manages the accounting
operations, and is responsible for ensuring the
integrity of IRB's financial systems.

Finance administers expenditure management
within the IRB and prepares reports for internal
and external purposes. It is the liaison with

central agencies, including the Treasury Board



Immigration and Refugee Board

47

Secretariat, the Receiver General and the
Auditor General of Canada on financial policy,
regulation, reporting and funding issues.

Corporate Administration

Administration is responsible for the planning,
management, direction and delivery of national
administrative services including the
development of policies and procedures and
specialist advisory services in the areas of
accommodation, telecommunications,
procurement and contracting, forms analysis
and design, security, occupational health and
safety. Administration also manages the
monitoring and reporting for all administrative
policies, procedures and systems to ensure
compliance throughout the Board.
Administration liaises with PWGSC (on
accommodation matters and the management
of the Board’s space envelope, as well as
contracting and procurement activities) and the
RCMP, TBS and CSIS on security matters.

Recorded Information Management

Recorded Information Management (RIM) is the
custodian of all the IRB's recorded information
in paper, electronic, audio, video, and other
formats. RIM strives to preserve the IRB’s
corporate memory and promote its usage
through the application of effective management
practices to the Board's information holdings
that facilitate quick and effective access to this
information for the benefits of IRB members and
staff.

Information Systems

Information Systems (IS) provides an umbrella
of technical services to the IRB on a local
(Ottawa) and national basis. Along with
conducting the majority of the Board’s IT
acquisitions, IS is responsible for supporting all
IRB computers and servers, maintaining the
network and telecommunication services,
issuing IT policies and procedures and for all
the aspects of IT security. IS is also
responsible for the development, acquisition,
testing and maintenance of automated systems
in support of the Board’s requirements, which
includes the evaluation of new technological
tools and approaches, and interdepartmental
interfaces. In pursuit of these objectives, IS
maintains relationships with various Central
Agencies, including PWGSC, CIC, RCMP, CSE,
and the TBS.

National Capital Region (NCR) Finance
and Administration Services

The NCR, Finance and Administration Services
Unit provides the following services to the
National Capital Region and the Ottawa/Atlantic
District offices: Accommodation (facilities
management, parking, access passes, board-
room reservations), Telecommunications
(installations, voice mail, calling cards, line
features), Security, Occupational Health &
Safety, Financial (accounts payable,
commitment, travel, reconciliation, relocation,
reporting, banking), Contracting, Procurement,
Cheque Distribution (salary and supplementary
cheques, traveller's cheques), Printing, Stock-
room supply, Forms Management (inventory
and distribution), Mail and Courier.

Human Resources Directorate

The Directorate provides Human Resources
direction, services and strategic advice to
support the Board’s programs, activities and
initiatives. Human Resources services are
delivered to Public Service employees and
members across the Board, through four
regional human resources offices. Services are
provided in the areas of staffing and resourcing,
employment equity/diversity, official languages,
strategic human resources planning, human
resources information systems, classification
and organizational design, strategic workforce
development, employee relations and
compensation.

Policy, Planning and Research Branch

The Policy, Planning and Research Branch
(PPR) is responsible for providing advice on
strategic, policy and operational issues to the
Chairperson and the Executive Director. Itis
accountable for developing and promoting the
IRB’s corporate policy positions with IRB’s
division heads, regional directors and with
officials of PCO, CIC and other public, private
and non-governmental organizations involved in
the immigration and refugee portfolio. It
provides functional expertise and oversight for
the IRB national programs and operations and
directs an international renowned research
program.. This is achieved through the
development of policies, tribunal procedures,
service standards, performance measures, and
monitoring systems, as well as through the
strategic planning of operational resource
utilization, that supports fair, efficient, and
well-reasoned decision making in a consistent
fashion across the country. The Research
Program exists to meet the information
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requirements of those involved in Canada's
refugee protection determination system. The
Program produces and makes publicly
available, current and reliable information
related to human rights, refugee and migration
issues by providing documentation that
supports fair refugee protection determination.
The Research Program also acts as an
educational resource for organizations and
individuals interested in these issues. Since
November 1995, the Research Program has
also been mandated to process research
directives of a claim or claimant-specific nature
in accordance with the instructions for the
Acquisition and Disclosure of Information for
Proceedings in the Refugee Division.

Information Holdings

Program Records

Immigration Division Operation — Members’
Schedules

Description: Link many variables including
availability of facilities, counsel, interpreter,
calendar errata and members assigned.
Topics: Hearings scheduled.

Access: Records arranged in alpha-numeric
order.

Program Record Number: IRB INF 155

Immigration Division Operation — Member
Statistics

Description: Numbers of hearings scheduled
and completed, decisions, participants and
office statistics.

Topics: Status, workload.

Access: Records arranged in alpha-numeric
order.

Program Record Number: |RB INF 160

Immigration Division Operation —
Immigration Tracking System

Description: Information is tracked on the
application of person concerned. Administrative
data is also recorded on each case.

Topics: Person concerned information.
Access: Records arranged in alpha-numeric
order.

Program Record Number: IRB INF 165

Immigration Appeals Process
Description: Information on the conduct of
hearings into appeals and related matters
before the Immigration Appeal Division of the
Board.

Topics: Practices and procedures for

operational staff; practices and procedures for
interpreters; standard forms and orders.
Access: Records arranged in alphabetical
order.

Program Record Number: IRB OPS 025

Communications Information
Description: Information given on the
functions and responsibilities of the Board,
refugee protection questions and migration
matters.

Topics: Press releases; videotapes;
brochures; annual reports and speeches.
Access: Records arranged in alphabetical
order.

Program Record Number: IRB COM 055

Refugee Protection Claims

Description: The record of personal, individual
claims to refugee protection status made before
the Board's Refugee Protection Division.
Topics: Information, evidence, exhibits,
arguments and submissions upon which the
Board makes its decisions; system for
scheduling and tracking cases and reporting
statistics.

Access: Records arranged by individual.
Program Record Number: IRB OPS 015

Refugee Protection Division Positive
Decisions Infobase

Description: Indexed digests of selected
reasons for positive decisions from the Refugee
Protection Division of the Board in application of
its Policy on Reasons for Positive Decisions.
Topics: Abstracts of Refugee Protection
Division decisions and reasons with keywords.
Access: File number, keywords, etc. through
SHARENEt.

Program Record Number: IRB CRD 150

Detention — Immigration Division
Description: Information on guidelines and
procedures with respect to provisions pertaining
to detention.

Topics: Correspondence and other documents
relating to policies and procedures on the
various statutory provisions pertaining to
detention; the Chairperson’s Guidelines on
Detention; jurisdiction of member to review
detention; form and content of bonds, terms and
conditions, retaking into custody and legislative
requirements for periodic review of detention.
Access: Records arranged by alpha-numeric
order.

Program Record Number: |IRB ADJ 120
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Immigration Appeal Division Case Files
Description: The record of individual appeals;
this also includes applications for
redeterminations of claims made before
January 1, 1989, to the former Immigration
Appeal Board.

Topics: Information, evidence, exhibits,
arguments and submissions upon which the
Board makes its decisions.

Access: Records arranged by individual.
Program Record Number: IRB OPS 005

Admissibility Hearings — Immigration
Division

Description: Guidelines and procedures with
respect to conducting admissibility hearings,
presentation of evidence and decisions under
the Immigration and Refugee Protection Act and
Regulations.

Topics: Correspondence and other documents
relating to policies and procedures with respect
to conducting personal, individual admissibility
hearings, presentation of evidence and
decisions under the Act and Regulations;
correspondence and other documents relating
to procedures concerning the adjournment and
resumption of admissibility hearings, the nature
and form of evidence at admissibility hearings,
the appointment of representatives pursuant to
of the Immigration and Refugee Protection Act
and their role at admissibility hearings;
correspondence and other documents relating
to substantive and procedural issues
concerning a member’s jurisdiction; permanent
resident issues and ordering the removal of
persons found at admissibility hearings to be in
violation of the Immigration and Refugee
Protection Act.

Access: Records arranged by alpha-numeric
order.

Program Record Number: IRB ADJ 125

Interpreter Data

Description: Records of interpreters who may
be contracted by the Board to assist in hearings
before the Refugee Protection Division, the
Immigration Appeals Division and the
Immigration Division.

Topics: Personal Information needed for the
purposes of contracting interpreters.

Access: Records arranged by name of
individual interpreter.

Program Record Number: IRB OPS 110

Legal Information

Description: Advice to the client IRB Branches
and Divisions on the application of the
Immigration and Refugee Protection Act, its

subordinate legislation, and related legislation;
interpretation of decisions of the Federal Court
and Supreme Court, and of decisions on
general administrative law and Charter law
issues; advice on legal aspects of operations,
policy and personnel matters; training materials
for IRB Members and employees on substantive
and procedural legal issues.

Topics: Acts of Parliament; subordinate
legislation; hearings, inquiries, detentions and
other proceedings; federal tribunals;
administrative law; interpretation of decisions of
the IRB and of the Federal and Supreme
Courts.

Program Record Number: IRB LEG 045

Legislation and Application — Immigration
Division

Description: Information on the Immigration
and Refugee Protection Act and Regulations
and related legislation, and on Immigration
Division functions and activities.

Topics: General correspondence and other
documents relating to the Act and Regulations
and related legislation, and to Immigration
Division policy, functions and activities;
correspondence and other documents relating
to various legislation which may impact on
Immigration policies and procedures, including
the effect of the Charter on the Immigration and
Refugee Protection Act; correspondence and
other documents relating to natural justice, bias,
fairness, the role of the member;
correspondence and other documents relating
to appeals and appeals procedure to the
Supreme Court of Canada, the Federal Court
and the Immigration Appeal Division.

Access: Records are arranged by
alpha-numeric order.

Program Record Number: |IRB ADJ 130

RefLex (publication)

Description: Information on jurisprudence of
the IRB.

Topics: RefLex contains digests of significant
decisions of the IRB's three Divisions.

Access: IRB web site and public access
computer in Documentation Centres by random
access.

Program Record Number: IRB LEG 145

Refugee Protection Determination Process
Description: Information on the refugee
protection determination process that is carried
out before the Refugee Protection Division of
the Board.

Topics: Practices and procedures for hearing
room administration including expedited



50

Immigration and Refugee Board

process monitoring reports focussing on the
review of Refugee Protection Officers (RPO)
reports and recording of interviews; practices
and procedures for interpreters and RPO;
practices and procedures related to preparing
cases for hearings; decisions and reasons;
detained persons; transcripts.

Access: Records arranged by subject.
Program Record Number: IRB OPS 020

Refugee Protection Division Reasons for
Decisions

Description: Selected reasons from the
Refugee Protection Division of the Board.
Topics: Refugee Protection Division decisions
and reasons.

Access: Records arranged in numeric order.
Program Record Number: |IRB DOC 060

Refugee Protection Operations — Backlog
Hearings

Description: Information is recorded on
hearing schedules, claimants and assigned
Member.

Topics: Refugee Personal data, Country data
and results.

Access: Records arranged in alpha-numeric
order.

Program Record Number: IRB INF 115

Refugee Protection Operations — Member
Tracking

Description: A calendar of members'
appointments and the progress of assigned
reasons.

Topics: Status of reasons.

Access: Records arranged in alpha-numeric
order.

Program Record Number: IRB INF 075

Refugee Protection Operations — Schedules
Description: Links many variables including
availability of facilities, counsel, interpreters,
calendar errata and members assigned.
Topics: Hearing Schedules and Status.
Access: Records arranged in alpha-numeric
order.

Program Record Number: IRB INF 070

Refugee Protection Operations — Statistics
Description: Numbers of hearings scheduled
and completed, duration, continuations,
adjournments, decisions, and participants.
Topics: Country, Status, Workload, Reasons.
Access: Records arranged in alpha-numeric
order.

Program Record Number: |RB INF 080

Refugee Protection Operations — System to
Track Appeals and Refugees (STAR)
Description: Information is tracked on the
applications for redetermination of refugees
claims, claims for refugee protection, and
appeals. Administrative data is also recorded
on each case.

Topics: Refugee, persons in need of protection
and appellant information.

Access: Records arranged in alpha-numeric
order.

Program Record Number: IRB INF 065

Research — Claim Specific Information
Description: Specific information from
Canadian and/or foreign sources related to an
individual and/or to a specific claim, generally
for use in one hearing. This information is not
placed in the public domain.

Topics: Ministers' information, status of
individuals in third countries, verification of
membership in political and religious
organizations; other.

Access: Files arranged in numerical order.
Program Record Number: IRB DOC 135

Research — General Country of Origin
Information

Description: Canadian-compiled information
on the human rights conditions in the country of
origin of refugee claimants.

Topics: Country profiles, Question and Answer
series; issue papers, responses to requests for
information.

Access: Records arranged in alphabetical and
numeric order; from 1995 onwards, reports
available on IRB web site.

Program Record Number: |IRB DOC 050

Research — Refugee Bibliographic Records
Description: A computerized record of
documents held in Resource Centre and
Regional Documentation Centres with refugee
research value.

Topics: Author, Date, Abstracts, Location,
Publisher, Dates, Edition.

Access: Records arranged by alphabetic and
numeric order.

Program Record Number: |RB INF 090

Specific Information Research Unit Tracking
System

Description: Claimant-specific files in an
automated form from the Specific Information
Research Unit of the Policy, Planning and
Research Branch.

Topics: Research directives seeking
claimant-specific information for use in the
hearing.
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Access: Records arranged in numeric order.
Program Record Number: IRB DOC 140

Standard Program Records

Please see the INTRODUCTION to this
publication for the definition of Standard
Program Records and a description of their
contents.

Access to Information and Privacy Requests
Accounts and Accounting

Acts and Legislation

Administration

Administration and Management Services
Audits

Budgets

Buildings

Buildings and Properties

Classification of Positions

Co-operation and Liaison

Employment and Staffing

Equipment and Supplies

Finance

Furniture and Furnishings

Hospitality

Human Resources

Occupational Health, Safety and Welfare
Office Appliances

Official Languages

Pensions and Insurance

Personnel

Procurement

Salaries and Wages

Security Video Surveillance & Temporary Visitor
Access Control Logs & Building Passes

Staff Relations
Training and Development

Travel

Personal Information Banks

Immigration Division Case Files
Description: The files contain documents
presented at an admissibility hearing,

conference or detention review; or filed in
making an application or motion, so that both
the person concerned and representative of the
Immigration Department have knowledge of the
information.

Class of Individuals: This personal
information, recorded by name and file number,
relates to the individual's file when a member is
called upon to conduct either an admissibility
hearing or a detention review.

Purpose: The purpose of this bank is to record
information used in the conduct of admissibility
hearings and detention reviews pursuant to the
Immigration and Refugee Protection Act, the
Regulations and the Immigration Division Rules.
The material on file, which is adduced at the
proceeding, is used by the member in making
the decision on the allegations that were raised
at the proceeding.

Consistent Uses: It may be shared for internal
audit purposes. This information may be
shared with Citizenship and Immigration
Canada.

Retention and Disposal Standards: The
proposed retention period for standard case
files is ten years after the conclusion of the
proceeding. Certain case files are retained for
60 years (see the retention schedule prepared
by the Immigration Division).

RDA Number: 96/037

Related PR#: IRB ADJ 120 /125 /130 /155
/160 /165

TBS Registration: 003312

Bank Number: IRB PPU 140

Refugee Protection Division Records
Description: The records contain all the
documentation related to the processing of any
action before the Refugee Protection Division of
the Board, including all of the submissions,
evidence and documents provided by the
parties to the action before, during and after the
hearing. Decisions of the Division, reasons for
decisions, notices of any proceeding before a
higher court and decisions of higher courts also
form part of the record.

Class of Individuals: Persons whose claim for
refugee protection has been referred to the
Refugee Protection Division.

Purpose: This bank contains, in hardcopy and
by audio tape recordings, the documentation
and proceedings before the Refugee Protection
Division of the Board.

Consistent Uses: Information is used to
schedule and track cases before the Refugee
Protection Division, and to report statistics on
cases being processed by the Refugee Division.
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Selected information is shared with Citizenship
and Immigration Canada, Canadian Security
Intelligence Service, the Royal Canadian
Mounted Police, provincial and municipal police
forces and Corrections Canada. A Board policy
on the acquisition of claimant specific
information has been implemented. Personal
information is used not only to determine the
claim for refugee protection of the person
concerned, but may be used, when reasonable,
to determine the claim(s) for refugee protection
of any other person(s) concerned.

Retention and Disposal Standards: Upon
approval of retention schedule the standard
case file is maintained in the regional office
where the case is heard for six months after the
final action is taken; it is then transferred to the
National Archives of Canada, where it is
retained for a further twenty years.

RDA Number: 96/037

Related PR#: IRB OPS 015 /065 /070 /080
/140

TBS Registration: 003971

Bank Number: IRB PPU 115

RPD Reasons for Decisions

Description: The records contain selected
reasons for decisions from the Refugee
Protection Division of the Board.

Class of Individuals: Persons whose claims
for refugee protection have been referred to the
Refugee Protection Division.

Purpose: To provide precedent cases from the
Refugee Protection Division of the Board.
Consistent Uses: Tracking precedent cases
from the Refugee Protection Division available
through the Board's Regional Documentation
Centres. Selected sanitized decisions are
available through QuickLaw (Q.L.)

Retention and Disposal Standards: Upon
approval of retention schedules the standard
reasons for decisions are maintained at the
Board for three years after the decision date,
then referred to the National Archives of
Canada to be retained for a further twenty
years, after which they are destroyed.

RDA Number: 96/037

Related PR#: IRB DOC 060

TBS Registration: 002786

Bank Number: IRB PPU 120

Immigration Appeal Board (IAB) Records
Description: The records contain all the
documentation related to the processing of any
action before the former Immigration Appeal
Board, including all the papers, submissions,
evidence and exhibits provided by the parties to
the action before, during and after the hearing.

Decisions of the Board, the reasons for the
decisions, notices of any proceeding before a
higher court and decisions of higher courts also
form part of the record.

Class of Individuals: Permanent residents of
Canada, or persons lawfully in possession of a
valid returning resident permit, who have been
ordered deported; persons holding a valid visa
who are refused entry into Canada; Canadian
citizens and permanent residents who have
sponsored an application for permanent
residence in Canada of a relative, after that
application is refused; persons who filed
applications for redetermination of claims to the
former Immigration Appeal Board.

Purpose: This bank records, in hardcopy and
by audio tape recordings, the proceedings
before the former Immigration Appeal Board of
Canada.

Consistent Uses: Information from Citizenship
and Immigration Canada (C&l) was used in the
Immigration Appeal Board proceedings.
Retention and Disposal Standards: Upon
approval of retention schedules the standard
case file is maintained in the regional office
where the case is heard for six months after the
final action is taken; it is then transferred to the
National Archives of Canada, where it is
retained for a further ten years, after which they
are destroyed.

RDA Number: 96/037

Related PR#: IRB OPS 005

TBS Registration: 002340

Bank Number: IRB PPU 105

Immigration Appeal Division (IAD) Records
Description: The records contain all the
documentation related to the processing of any
action before the Immigration Appeal Division of
the Board, including all the papers,
submissions, evidence and exhibits provided by
the parties to the appeal before, during and
after the hearing. Decisions of the Division, the
reasons for the decisions, notices of any
proceeding before a higher court and decisions
of higher courts also form part of the record.
Class of Individuals: Permanent residents of
Canada, Refugees and protected persons, and
persons holding a valid permanent resident visa
who have been ordered removed from Canada;
Canadian citizens and permanent residents who
have sponsored an application for permanent
residence in Canada of a close family member,
after that application is refused; Permanent
residents of Canada who have been determined
outside of Canada by an officer of Citizenship
and Immigration Canada (CIC) not to have



Immigration and Refugee Board

53

fulfilled their residency obligation.

Purpose: This bank records, in hardcopy and
by audio tape recordings, the proceedings
before the Immigration Appeal Division of the
Board.

Consistent Uses: Information is used to
schedule and track cases before the
Immigration Appeal Division and to report
statistics on cases being processed by the
Immigration Appeal Division. Information is
shared with Citizenship and Immigration
Canada and with provincial and municipal police
forces. Information from Citizenship and
Immigration Canada is used in the Immigration
Appeal Division proceedings.

Retention and Disposal Standards: Upon
approval of the retention schedules the
standard case file is maintained in the regional
office where the case is heard for six months
after the final action is taken; it is then
transferred to the National Archives of Canada,
where it is retained for a further ten years, after
which they are destroyed.

RDA Number: 96/037

Related PR#: IRB OPS 025

TBS Registration: 002341

Bank Number: IRB PPU 110

Interpreter Data

Description: The records contain all the
documentation related to interpreters who may
be contracted by the Board to assist in hearings
before the Refugee Protection Division, the
Immigration Appeal Division and the
Immigration Division. The records include
personal employment background information
and may include the results of the Board's
language test for interpreters.

Class of Individuals: Persons who may be
contracted to provide interpreter services to the
Board.

Purpose: This bank records personal information
needed for the purposes of contracting interpreters.
Consistent Uses: Information is used to maintain
records of interpreters who may be contracted to
provide interpreter services to the Board.
Retention and Disposal Standards: Interpreter
files are maintained in the regional offices where
interpreters have submitted documentation for a
minimum of two years after the last administrative
action, after which the records are destroyed.
RDA Number: 98/005

Related PR#: IRB OPS 110

TBS Registration: 002952

Bank Number: IRB PPU 125

Research Directives — Claim and
Claimant-Specific Information

Description: Claimant-related information, for
example, names, dates and places of birth;
nationality; political and religious affiliation; validity
of travel documents bearing claimants' names,
from Canadian and foreign sources.

Class of Individuals: Persons who claim to be
Refugees or Protected Persons and who have
been referred to the Refugee Protection Division.
Purpose: To confirm claimants' religious and/or
political status, nationality, and residency in third
countries for use in Refugee Protection Division
hearings.

Consistent Uses: Disclosure of personal
information to Citizenship and Immigration (MOU),
R.C.M.P., foreign government and agencies and
UNHCR, to identify the subject of the Member's
research directive in order to facilitate the required
research (Immigration and Refugee Protection
Act).

Retention and Disposal Standards: Currently
under review.

RDA Number: 2004/009

Related PR#: IRB DOC 135

TBS Registration: 003925

Bank Number: IRB PPU 145

Unsolicited Résumés and Applications
(Regular Positions)

Description: Unsolicited résumeés and
applications including letters of reference and
second language exams.

Class of Individuals: Non-public servants and
public servants.

Purpose: The purpose of this data bank is to
identify potential employees for the Board.
Consistent Uses: The information in this bank is
used only for the purpose for which the information
was collected.

Retention and Disposal Standards: Unsolicited
résumés are retained in an inventory for 6 months.
They are then purged and destroyed in classified
waste. If they have been considered in any staffing
action the résumé or application must be retained
for two years, after which they are destroyed.
RDA Number: 98/005

Related PR#: IRB ADM 920

TBS Registration: 003179

Bank Number: IRB PPU 130

Manuals

» "ATS" (Adjudication Tracking System) User
Manual

« "STAR" (System for Tracking Appeals and
Refugees) User Manual
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« IAD Procedures Manual

« CRDD Case Processing Procedures Manual
« Adjudication Division Procedures Manual

« CRDD Handbook

« Immigration Division Case Management Manual
« Backlog Subdivision Procedures

« Briefing Book for Members

« RPD: Case Management Manual

« IAD Case Management Manual

« RPD Member's Handbook

« Policy and Procedures for Security Screening

« Instructions for the Acquisition and Disclosure of
Information

« Instructions Governing Extra-Hearing
Communication Between Members of the
Refugee Division and Refugee Claim Officers
and Between Members of the Refugee Division
and other Employees of the Board

« Operational Policies
« Oral Reasons Reference Manual
« Personnel Manual

« Procedures Manual for Refugee Protection
Officers

 Quick Reference Book for RPOs
« RPO Training Manual
« STAR Report Manual

Additional Information

Please see the INTRODUCTION to this
publication for information on access
procedures under the provisions of the Access
to Information Act and the Privacy Act.

Requests for further information about the
Immigration and Refugee Board, its programs
and functions, may be directed to:

Access to Information and Privacy Coordinator
Immigration and Refugee Board

344 Slater Street, 14th Floor

Ottawa ON K1A 0K1

Tel.: (613) 995-3514

Reading Rooms

The Board's Documentation Centres have been
designated under the Access to Information Act
as public reading rooms. Their addresses are:

Alberta

9th Floor, Fording Place
205-9th Avenue S.E.
Calgary AB T2G OR3

308 Highfield Place
10010-106 Street
Edmonton AB T5J 3L2

Manitoba

391 York Avenue, Suite 220
Winnipeg MB R3C 0P4

British Columbia

Library Square

300 Georgia Street West
Suite 1600

Vancouver BC V6B 6C9

Headquarters

344 Slater Street
11th Floor
Ottawa ON K1A 0K1

Ontario

74 Victoria Street
Suite 400
Toronto ON M5C 3C7

Quebec

Guy Favreau Complex

200 René Lévesque Boulevard West
Suite 001

Montréal QC H2Z 1X4
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Chapter 77

General Information

Background

The department was established under section
15 of the Government Organization Act, 1966,
now the Department of Indian Affairs and
Northern Development Act (RSC 1985 c. I-6,
as amended). The department is an
amalgamation of the responsibilities of the then
Department of Northern Affairs and Natural
Resources, and the then Department of
Citizenship and Immigration pertaining to Indian
people in Canada.

Responsibilities

The federal government's legislative
responsibilities for Indians and Inuit derive from
section 91 (24) of the Constitution Act (1867),
formerly called the B.N.A. Act which gives the
federal government the exclusive authority to
pass laws relating to "Indians, authority, the
Indian Act, which remains the major expression
of federal jurisdiction in this area, was passed
and a series of treaties was concluded between
Canada and various Indian bands across the
country. Federal jurisdiction for Indian peoples
under the Constitution Act was subsequently (in
1939) interpreted by the courts to apply to Inuit
as well.

Within this legislative framework, the
department has a number of interlocking
responsibilities and objectives. The
department's principal emphasis is on pursuing
initiatives to assist First Nation communities to
overcome obstacles to their development and to
help them marshall the human and physical
resources necessary to build and sustain viable
communities. Particular focus will be on:
negotiating First Nation governance; settling
land claims; supporting the development of
communities to improve on-reserve economic
opportunities and living conditions; achieving
the transfer of provincial-type responsibilities to
the territorial governments; and promoting
northern environmental awareness and
sustainable development. Increasingly, the
department is devolving its powers and
responsibilities to the First Nation peoples and
territorial governments directly concerned.

Legislation
« Alberta Natural Resources Act

« An Act for the settlement of certain questions
between the Governments of Canada and
Ontario respecting Indian Reserve Lands Act

« An Act respecting the Caughnawaga Indian
Reserve and to amend the Indian Act

» An Act respecting the Songhees Indian
Reserve

« An Act to Amend the Nunavut Act and the
Constitution Act 1867

« An Act to confirm an Agreement between the
Government of Canada and the Government
of the Province of New Brunswick respecting
Indian Reserves

« An Act to confirm an Agreement between the
Government of Canada and the Government
of the Province of Nova Scotia respecting
Indian Reserves

« Arctic Waters Pollution Prevention Act

« British Columbia Indian Cut-Off Lands
Settlement Act

« British Columbia Indian Lands Settlement Act

« British Columbia Indian Reserves Mineral
Resources Act

« British Columbia Treaty Commission Act
« Canada Lands Surveys Act, (Part Ill)

« Canada Oil and Gas Operations Act

« Canada Petroleum Resources Act

« Canada-Yukon Oil and Gas Accord
Implementation Act

« Canadian Polar Commission Act

« Claims Settlement (Alberta & Saskatchewan)
Implementation Act

« Condominium Ordinance Validation Act
» Cree-Naskapi (of Quebec) Act

« Department of Indian Affairs and Northern
Development Act

« Dominion Water Power Act

« Federal Real Property Act
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« Financial Management Act
« First Nations Land Management Act

« Fort Nelson Indian Reserve Minerals Revenue
Sharing Act

« Grassy Narrows and Islington Indian Band
Mercury Pollution Claims Settlement Act

« Gwich'in Land Claim Settlement Act
« Indian (Soldier Settlement) Act

« Indian Act

« Indian Lands Agreement (1986) Act

« Indian Lands, (Settlement of Differences) Act
(B.C.)

« Indian Oil and Gas Act

« James Bay and Northern Quebec Native
Claims Settlement Act

« Kanesatake Interim Land Base Governance
Act

« Land Titles Act
« Land Titles Repeal Act
« MacKenzie Valley Resource Management Act

« Manitoba Claim Settlements Implementation
Act

« Manitoba Natural Resources Act
« Manitoba Supplementary Provisions Act
« Mi’kmaq Education Act

« Natural Resources Transfer (School Lands)
Amendment Act

« Nelson House First Nation Flooded Land Act
« Nisga’a Final Agreement Act

« Northern Canada Power Commission (Share
Issuance and Sale Authorization) Act

« Northern Canada Power Commission (Yukon
Assets Disposal) Authorization Act

« Northwest Territories Act

« Northwest Territories Waters Act

« Nunavut Act

« Nunavut Land Claims Agreement Act

« Nunavut Waters and the Nunavut Surface
Rights Tribunal Act

« Pictou Landing Indian Band Agreement Act

« Railway Belt Act

« Railway Belt and Peace River Block Act
« Railway Belt Water Act

« St. Peter’s Indian Reserve Act

« St. Regis Islands Act

« Sahtu Dene and Metisl Land Claim Settlement
Act

« Saskatchewan Natural Resources Act

« Saskatchewan Treaty Land Entitlement Act

« Sechelt Indian Band Self-Government Act

« Split Lake Cree First Nation Flooded Land Act
« Territorial Lands Act

« Westbank First Nation Self Government Act

« Western Arctic (Inuvialuit) Claims Settlement
Act

« York Factory First Nation Flooded Land Act
« Yukon Act

« Yukon Environmental and Socio-economic
Assessment Act

» Yukon First Nations Land Claims Settlement
Act

« Yukon First Nations Self-Government Act
« Yukon Surface Rights Board Act

Organization

Administration Program
Corporate Services

Responsible for integrated management
processes of the department covering financial
administration and management; framework for
funding arrangements with First Nations;
security and emergency management to First
Nations; contracts and administration;
informatics and information management; the
internal audit and evaluation of departmental
programs; and the human resources function.

Office of the Corporate Secretariat

Serves as a central link on such items as
ministerial and executive correspondence,
briefings, parliamentary relations, appointments,
protocol and requests made under the Access
to Information Act and the Privacy Act.

Indian and Inuit Affairs Program
Claims and Indian Government Sector

Responsible for managing the negotiation and
settlement of comprehensive, specific and
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special claims with respect to Aboriginal rights;
lawful obligations of other types, or on other
grounds; managing and conducting self-
government negotiations in accordance with
approved mandates, and providing support to
negotiations being conducted by Regions; has
federal lead for developing the self-government
policy framework to guide negotiations,
managing the federal approval process for
mandates and agreements; development of a
policy basis for a new fiscal relationship,
including the development and implementation
of appropriate fiscal relations policies and
practices that complement policies on
governance (under both the Indian Act and self-
government regimes). It is involved in
negotiations, research, policy development,
funding support, and planning for and
coordinating the implementation of any
settlement or self-government agreement
reached.

Lands and Trust Services

Works to fulfil the fiduciary and statutory
obligations of the Government of Canada in
matters respecting Indians and the lands
reserved for Indians in relation to lands, oil and
gas, natural resources, revenues and trusts. It
exists to protect and administer reserve lands
and their resources; to administer the trust
funds of bands and the estates of certain
individual Indians; to administer the estates of
deceased Indians who ordinarily live on reserve;
to determine the entitlement of persons to
Indian status and band membership and
maintain the Indian Register and departmentally
administered band lists; the administration of
elections conducted and election appeals
submitted pursuant to the election provisions of
the Indian Act and the Indian Band Election
Regulations; the review of by-laws enacted
pursuant to s. 81 and 85.1 and liaising with
enforcement agencies regarding the
enforcement of enacted by-laws; the
recording/inputting of election events and by-
laws that have come into force or have been
disallowed by the Minister; training in the areas
of elections, by-laws, the Band Governance
Management System and Estates Reporting
System and the Crown's treaty obligations. It
also exists to assist First Nations in addressing
environmental concerns affecting the health and
safety, economic and social well-being of Indian
people.

National Operations Branch, Regional
Operations Support and Services Sector

The Regional Operations Support and Services
(ROSS) Sector is comprised of the seven
regions located south of 60° and the National
Operations Branch, located in Headquarters.
The ROSS Sector’s mandate is to deliver
consistent and coherent programs and services
across the department. The seven regions
provide the “delivery of services” component of
the sector and the National Operations Branch
provides the “support” component for the
delivery of the services.

Policy and Strategic Direction

Responsible for coordinating and integrating
departmental priorities; for managing the related
policy analysis and development, strategic
research, and legislative initiatives; for
managing the government’s commitment to
seek the advice of Treaty First Nations on how
to achieve a mutually acceptable process to
interpret the treaties in contemporary terms; for
the development and implementation of a
departmental policy on gender equality analysis
and to provide a departmental focal point for
Aboriginal women’s issues; it also manages
departmental-level relations with First Nations
and Inuit organizations, other federal
departments, the province and territories,
foreign governments and international
organizations. Responsible for the strategic
management of Aboriginal and other litigation
where DIAND is the lead department, and for
the test case funding program.

Socio-Economic Policy Program

Responsible for developing policy and program
frameworks in the areas of First Nations social
development, education, housing, and
infrastructure and economic development.
Funding is currently provided for the following
programs: Income Assistance, First Nation
Child and Family Services, Assisted Living
(including Adult Care), Family Violence
Prevention, Disability Initiative, First Nation and
Inuit Youth Employment Strategy Program,
National Child Benefit Reinvestment Initiative
for First Nations, Cultural Education Centre,
Elementary and Secondary Education, Post-
Secondary Education, Housing and
infrastructure and Economic Development.

Northern Affairs Program

The Northern Affairs Program (NAP) manages
ongoing federal interests in the North, including
federal northern policy, federal-territorial
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relations, aspects of claims and self-
government implementation, and federal
circumpolar activities, in the Northwest
Territories and Nunavut, the NAP is tasked with
managing the sustainable development of the
North’s natural resources in preparation for
devolution to the northern governments, and
with preserving, maintaining, protecting and
rehabilitating the northern environment. In
addition, NAP is responsible for assisting
Northerners, including Aboriginal groups, to
develop political and economic institutions that
will enable them to assume increasing
responsibility within the Canadian federation.
As well, the Program fosters knowledge of the
North through scientific investigation and
technological development.

Regional Organizations

The regional offices are responsible for
implementing departmental programs and
policies. They are directly involved in funding
First Nations and First Nations institutions, and
negotiating and implementing sectoral
self-government agreements and other
intergovernmental arrangements. They also
manage the delivery of residual education,
social development and economic development
services which have not yet been taken over by
the First Nations. Regional staff work closely
with the local client groups, their
representatives, and representatives of
provincial/territorial governments.

In addition, Northwest Territories and Nunavut
regional officials are responsible for the
management of minerals, water, the majority of
lands and forests. They also have
responsibilities for environmental assessment of
proposals for the use of these resources.
These environmental assessments are carried
out in conjunction with resource management
functions. The Nunavut Regional Office also
provides support for the negotiation and
implementation of the Nunavut Land Claim
Agreement.

The Yukon Regional Office, for the next 10
years, will continue new remediation at a
number of sites identified in the Devolution
Transfer Agreement through the Waste and
Contaminants office and the new Type Il Mine
Sites Project office. The Development
Assessment Process (DAP) unit will work to
implement the new Yukon environmental Socio-
economic Assessment Act (YESSA), which
came into force on May 13, 2003. The YESSA
is a made-in Yukon process for assessing the

potential impacts of proposed development
activities.

Indian Oil and Gas Canada, located in Calgary,
Alberta, is responsible for the management of
the oil and gas rights on Indian reserve lands
across Canada which are south of the 60th
parallel.

Information Holdings

Program Records

Administration Program

Allegations and Complaints

Description: A computerized database of
allegations and complaints about the conduct of
First Nation and Inuit government bodies and
organizations in relation to the funding mandate
of the department.

Topics: Information on allegations
(suggestions of criminal wrongdoing) and
complaints (concerns on a non-criminal nature).
Program Record Number: INA CSS 151

Automated Real Property Management
System

Description: Computerized records of base-
level information on real property assets for
which the department is the custodian.
Topics: Information on land, structures,
environmental aspects, accessibility, security
and heritage designation.

Program Record Number: INA CSS 080

Audit and Evaluation

Description: Audit - The Departmental Audit
and Evaluation Branch (DAEB) provides
objective and informative services to
departmental senior management in order to
improve the accountability of the Department of
Indian and Northern Affairs for spending wisely
and achieving concrete and measurable results.
These services include: independent internal
audits, evidence-based program evaluations,
integrated risk management advice and various
other management advisory services.

Topics: Audit - internal audit reports of
departmental activities; Evaluation - evaluation
reports of existing or proposed programs;
Review - review reports of a broad issue or
subject area.

Program Record Number: INA CSS 400

Band Management and Funds
Description: Band local services; legal
opinions; Orders-in-Council; Cabinet
documents, Treasury Board submissions;
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association support and community-based
planning.

Topics: Policy; eligibility; program descriptions;
terms and conditions; funding formula/criteria;
administrations; and operational guidelines.
Program Record Number: INA CSS 403

Cultures and Customs

Description: The cultures and customs of Inuit
people are outlined.

Topics: Arts and crafts - production,
trademarks, Inuit artists' biographies.

Program Record Number: INA CSS 171

Cultural Contributions

Description: Contributions to Inuit
organizations and individuals for the
advancement of the Inuit culture.

Topics: Exhibit opening and catalogues; arts
and crafts; study tours and workshops; arts;
music; theatre; dance; films; literature;
languages; newspapers; anthropological,
sociological studies and tours.

Program Record Number: INA CSS 044

Children’s Programs

Description: Children’s Programs aims to
ensure that First Nations children receive the
best possible opportunity to fully develop their
potential as healthy, active and contributing
members of First Nations communities.
Records are kept on the expenditure of National
Child Benefit Reinvestment (NCBR) dollars,
number and type of projects undertaken by
communities, impact (anecdotal) of projects,
number of families and children benefiting from
the NCBR projects.

Topics: Child care; child nutrition; support for
parents; home to work transition; and cultural
enrichment.

Program Record Number: INA SEP 083

Data Development and Performance
Measurement

Description: Information is kept on the
activities (meeting minutes) of the First Nations
Data Statistics Technical Table Performance
Measurement Frameworks for First Nations
Social Programs, Indicator and Benchmark
development as well as Comprehensive
Community Planning Models and the
Sustainable Development Strategy, research
and discussion papers.

Topics: Data sharing protocols, capacity
development with regard to data collection and
analysis, info-structure needs with regard to
First Nations, First Nations centered indicator
and performance measurement frameworks.
Program Record Number: INA SEP 084

Emergency Management to First Nations
Communities

Description: Information related to Public
Safety and Emergency Preparedness Canada
(PSEPC), departmental Forest Fire
Suppression, emergency management and
Search and Recovery based on compassionate
grounds.

Topics: Request for reimbursement of
expenses for search and recovery activities
based on compassionate grounds, emergency
management and Forest Fire Suppression.
Emergency Preparedness and Forest Fire
Suppression agreements with provinces.
Program Record Number: INA CSS 090

Fixed Assets Module

Description: Information on moveable assets
used within the department.

Topics: Information on the cost, date of
purchase, serial number, location and
custodian.

Program Record Number: INA CSS 081

Information Management

Description: Includes files and reports
produced during projects to assess, develop or
integrate management practices, processes and
systems.

Topics: Management practices; management
processes; management systems.

Program Record Number: INA CSS 376

Justice Programs

Description: Information is kept on the various
justice programs being delivered in First Nations
communities, by other departments.

Topics: Aboriginal Justice Strategy, Crime
Prevention, Youth Justice, Aboriginal Policing,
Aboriginal Corrections, Firearms, Gaming, etc.
Program Record Number: INA SEP 082

Labour Force

Description: Records are kept on federal
employment, training, literacy and adult basic
education programs.

Topics: Employment-related training and
mobility; labour force development.

Program Record Number: INA CSS 071

Management Development Training
Description: Provides support for
management training and development of First
Nations based on community identified
concerns and needs. Provides resources to
First Nations for the professional development
and training of band administrators, managers
and their staff. Provides funds for the
development of their public service
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organizations to ensure suitable management
development programs and courses are
available.

Topics: Management support and advice,
systems development, organizational
development, and management training.
Program Record Number: INA LTS 399

Non-Registered On-Reserve Population
Description: Statistical information concerning
the non-registered population residing on Indian
reserves, designated lands and surrendered
lands.

Topics: Profiles of First Nation's communities.
Program Record Number: INA CSS 204

Northern Expenditure System

Description: Expenditure and full-time
equivalents (FTEs) data on programs and
activities inn, or for, the North of 600 by 26
federal departments and agencies and the three
territorial governments.

Topics: Summary data on expenditures and
FTEs are published annually in the Northern
Expenditures publication.

Program Record Number: INA CSS 085

Ombudsman

Description: Information on difficult situations
raised by departmental employees and
approaches taken to solve situations. Statistics
are kept on the subject, sector involved,
resolution and whether the employee is
aboriginal or non-aboriginal.

Topics: These include but are not limited to
conduct of other employees, issues of ethical
behaviour, such as conflict of interest or
activities that seem to be contrary to public
service values and the public interest.
Program Record Number: INA DMO 100

Public-Private Partnerships

Description: Records relating to policy
development and pilot projects for public-private
partnerships between First Nations, the private
sector and INAC.

Topics: Background investigations and policy
reviews, presentations materials, financial
modeling, discussions with First Nations and
other Aboriginal organizations, discussions with
the private sector, developing and testing ideas
at the project level.

Program Record Number: INA SEP 001

Records Management

Description: Information relating to the
management of corporate records.

Topics: File classification system, essential
records, records information management

system, retention and disposition, management
of government information holdings.
Program Record Number: INA CSS 700

Security files

Description: Records related to employee
identification, building security, security
incidents, security violations and security
investigations that contain personal information.
Topics: Identification card applications,
building access register, security investigation
reports, security incident reports, authority for
removal and access restriction.

Program Record Number: INA CSS 101

Security Screening Records

Description: Records related to the security
screening of departmental employees and
contractors (employed by the department) as
required under the Government Security Policy.
Topics: Reliability checks, security clearances,
name checks, credit checks, criminal records,
security questionnaires, fingerprints which
contain personal information.

Program Record Number: INA CSS 201

Services and Goods Contracts

Description: Information is included on service
and goods contracts and the selection of
suppliers.

Topics: Includes all aspects of service and
goods contracts; including temporary help
services; requests for proposals; contract
awards and amendments.

Program Record Number: INA CSS 366

Socio-demographic Statistics and Research
Description: Information on the demographic
and social conditions of registered Indians, Inuit
and northerners.

Topics: Population projections; social
conditions; economic conditions; enrolment
projections; community profiles.

Program Record Number: INA CSS 372

Socio-economic and Financial Data
Description: Collection, compilation and
statistical interpretation of socio-economic and
public finance data for the Northwest Territories
and Yukon.

Topics: Data are published annually in
Northern Indicators just as for Northern
Expenditures and every five years, following the
Census in Northern Census Highlights.
Program Record Number: INA CSS 271

Threat and Risk Assessment Files
Description: Records related to the
assessment of the threat and risk to
departmental programs, offices and facilities as
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required under the Government Security Policy.
Topics: Threat and risk assessment reports,
and remedial security measures and
safeguards.

Program Record Number: INA CSS 301

Indian and Inuit Affairs Program

Aboriginal Workforce Participation Initiative
Description: Records are kept on the
implementation of the Initiative which aims to
increase the participation of Aboriginal peoples
in the Canadian labour market by raising
awareness, building employers’ capacity and
networking.

Topics: Aboriginal workforce participation
and/or Aboriginal employment.

Program Record Number: INA SEP 085

Capital Facilities and Maintenance
Description: Assistance to on-reserve First
Nations for the planning, design, construction
and operation and maintenance of basic
infrastructure and capital facilities. This
includes, water and sewer, roads, electrification,
fire protection services, schools and community
buildings. Databases include the Capital Asset
Inventory System (CAIS) and the Asset
Condition Reporting System (ACRS) and the
Housing and Infrastructure Asset (H&IA).
Related policies and level of service standards
can be found on the departmental Website.
Topics: Property and infrastructure.

Program Record Number: INA SEP 087

Claims and Indian Government
Implementation

Description: Records are kept relating to the
development and negotiation of implementation
plans and the monitoring of implementation
activities for comprehensive land claim
agreements and self-government agreements.
Topics: Implementation plans; negotiations;
funding arrangements; implementation issues;
implementation-related legislation; policy
positions and advice; boards and committees;
federal obligations tracking; annual reports on
implementation; financial tracking; research
projects, studies and contracts; planning
process; monitoring process; correspondence;
briefings.

Program Record Number: INA CIG 226

Communications

Description: Public (including media),
interprogram, interdepartmental,
intergovernmental information and briefing
materials; communications planning, evaluation,
polling, strategy development and
programming.

Topics: Communications plans, policies,
studies, evaluation, programs, meetings and
contracts; publications; videos, exhibits,
government/departmental communications
guidelines, services, requirements; special
communications events; media evaluations;
polls; public, media and government requests
for information; communications planning for
Cabinet; information on departmental
mandates, objectives, programs and activities.
Program Record Number: INA PSD 381

Community Economic Development
Description: Records are kept on the
expenditure of funds and results achieved with
respect to the delivery of economic
development programs and services by First
Nations, Inuit, and Innu community economic
development organizations.

Topics: Opportunity Fund, Resource
Acquisition Initiative, Federal Provincial
Territorial Partnership Initiatives, CESO
Aboriginal Services, Council for Advancement
of Native Development Officers and Community
Economic Development Program.

Program Record Number: INA SEP 081

Comprehensive Claims

Description: Records relating to the
negotiation and settlement of modern
comprehensive land claims and the government
process of managing these activities.

Topics: Claim issues and negotiations; policy
positions, the claims negotiations and
governmental approval processes; government
obligations; precedents; statistics related to
comprehensive claims; and various studies
related to modern treaties.

Program Record Number: INA CIG 016

Devolution and Major Programs
Description: Files pertaining to the negotiation
of a transfer of administration and control of
lands and resources to the governments of the
Northwest Territories. Files pertaining to
previous federal transfers of responsibility for
health and forests are included.

Topics: Devolution Framework Agreement;
Main Table Negotiations; Draft Agreement in
Principle Chapters; human resources; oil and
gas; property and assets; and financial issues.
Program Record Number: INA NWT 100

Economic Policy

Description: Records are kept on surveys,
studies, statistical data, research policy
frameworks and strategies designed to advance
economic development in First Nations and Inuit
communities.
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Topics: Income, businesses and co-
operatives, traditional, access to lands and
resources, business and market development,
access to capital, infrastructure economic
partnerships.

Program Record Number: INA SEP 086

Education

Description: Information maintained for the
coordination of programs relevant to the
education of First Nation and Inuit students.
Topics: Funding programs related to
elementary, secondary, special education and
post-secondary education and
cultural/educational centres; research projects;
studies; policy positions; evaluations.
Program Record Number: INA SEP 041

Environmental Impacts

Description: Records are kept relating to the
Contaminated Sites Management Program on
reserve lands, the Indian Environmental
Assistance Fund (IEAF) and the Environmental
Capacity Development Initiative (ECDI).
Associated data system is the Environmental
Stewardship Strategy Information Management
System (ESSIMS), a web-based relational data
management system.

Topics: Identification, assessment and
remediation of environmental issues and
associated costs through contributions,
contribution funds toward First Nation's
representation and intervention in
environmental panel hearings, and funding for
the provision of training programs on
environmental issues.

Program Record Number: INALTS 131

Environmental Management System
Description: Information is included on the
overall system for the management of
environmental issues such as procedures,
practices, responsibilities, processes and
resources for developing, implementing,
achieving, reviewing and maintaining the
environmental policy related to departmental
operations.

Topics: Includes procurement, fleet
management, waste management, land use
and facilities management, energy efficiency
and water conservation.

Program Record Number: INA LTS 601

Family Violence Prevention Program
Initiative

Description: Records of funding to bands for
Family Violence Prevention Projects and
operation and management funding to family
violence Shelters. These shelters can provide

services for families (including men).
Topics: Information pertaining to funding of
Family Violence Prevention Projects and
Shelters.

Program Record Number: INA SEP 402

First Nation Land Management Initiative
Description: Information concerning the
Framework Agreement on First Nation Land
Management Act (FNLMA) implementation,
transfer process and requirements relating to
the devolution of authority over land
management and resources to signatory First
Nations.

Topics: Documents related to correspondence
with First Nations, presentations, First Nations’
land codes, First Nations’ Individual Agreement,
and other issues such as: registry regulations,
environment, surveys, legislative amendments
to the FNLMA and the Framework Agreement
and litigation.

Program Record Number: INA LTS 100

First Nations and Inuit Veterans
Description: Veterans Land Act (Records
relating to DIAND’s involvement in veterans
issues as it pertains to its past role in
administering benefits, pursuant to the VLA)
and, its support to commemorate First Nations
veterans’ contributions to support Canada
during the wars and to address First Nations
veterans’ grievances.

Topics: VLA, National Round Table on First
Nations’ veterans, funding agreements with
veterans’ organizations, conferences,
committees, meetings, policy advice,
correspondence, briefing notes, studies,
reports, communications, public education,
commemorative activities.

Program Record Number: INA PSD 060

First Nations and Inuit Youth Employment
Strategy

Description: Records are kept on the
implementation and results achieved under the
Strategy’s four programs, including numbers of
participants, program guidelines, annual
reports, promotional material, conference
reports and resource materials.

Topics: First Nations and Inuit Student
Summer Employment Opportunities, First
Nations and Inuit Youth Work Experience
Program, First Nations and Inuit Science and
Technology Program, and First Nations and
Inuit Career Promotion and Awareness
Program.

Program Record Number: INA SEP 005
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First Nations Component of the
Infrastructure Canada Program
Description: The First Nations Component of
the Infrastructure Canada Program provides
additional funding to First Nations communities
who need improvements to their physical
infrastructure, such as better roads, water and
sewer services.

Topics: Enhance community infrastructure,
improve quality of life and environment, support
long-term economic growth, build 21st century
infrastructure by using the best technologies,
new approaches and best practices.

Program Record Number: INA SEP 006

First Nations Water Management Strategy
(FNWMS)

Description: Records relating to water and
wastewater services pertaining to the
development of First nations water
management strategy.

Topics: National assessment of Water and
Wastewater systems in First Nation
communities, Roles and responsibilities
regarding water and wastewater services on
reserve, Training and certification of operators,
issues and challenges, Classification of Waste
and Wastewater Facilities.

Program Record Number: INA SEP 403

Fiscal Policy

Description: Records relating to fiscal transfer
programs in Canada and some other countries;
description and analyses to new fiscal
relationships involving Canada, Aboriginal
groups, provinces and territories; and, to the
status of discussions and/or negotiations or
processes related to developing new fiscal
relations in the context of both the current
legislative framework and future self-
government arrangements.

Topics: Federal and DIAND policies and
programs; fiscal relations policies and issues;
fiscal relations negotiation tables; taxation
issues, administrative, financial and personnel
matters; workshops, meetings, conferences;
studies (public sources, para-public institutions,
academic sources).

Program Record Number: INA CIG 001

Gender Equality

Description: Records relating to gender
equality analysis as it pertains to the
development and implementation of DIAND’s
gender equality analysis policy and, its role in
promoting DIAND’s policy to other government
departments as well as outside the
Government.

Topics: DIAND’s Gender Equality Analysis
Policy, DIAND’s Gender Equality Guide,
national and international conferences, National
Aboriginal Women organizations, funding
agreements, committees, meetings,
presentations, policy advice, correspondence,
briefing notes, studies, reports,
communications, training tools.

Program Record Number: INA PSD 434

Housing

Description: Housing assistance for First
Nations.

Topics: House maintenance and insurance,
provision of ministerial loan guarantee for
housing, renovations, construction, training and
integration with related programs such as
economic development and community
infrastructure.

Program Record Number: INA SEP 404

Intergovernmental Relations

Description: Records relating to federal-
provincial-territorial-Aboriginal relations at a
national and strategic level and to departmental
relations with national Aboriginal organizations.
Topics: Aboriginal participation in multilateral
meeting; federal-provincial-territorial-Aboriginal
meetings of Ministers responsible for Aboriginal
Affairs and national Aboriginal leaders,
departmental implementation of national
federal-provincial-territorial policies, national
Aboriginal associations, partnership frameworks
with national Aboriginal organizations;
committees, meetings, policy advice,
correspondence, briefing notes.

Program Record Number: INA PSD 500

Indian Act Alternative

Description: Records relating to the financial
and technical support provided to various
Chiefs' Working Groups in their pursuit of
alternative legislation to the Indian Act.
Topics: Land management, forestry and
governance.

Program Record Number: INA PSD 394

Indian Lands Registry

Description: Contains information and
documentation pertaining to the management,
surveys and the establishment of Indian
Reserves across Canada.

Topics: Agreements, individual land holdings,
leases, permits, right-of-ways, surveys and
other interests granted in Indian reserve,
designated or surrendered lands . The Indian
Lands Registry System is the authoritative
source for reserve names.

Program Record Number: INALTS 111
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Indian Registration and Band Membership
Description: Records relating to the
determination of entitlement to registration and
band membership, transfer of control of band
membership to Indian bands, the amalgamation
of two or more Indian bands to form a single
band, the division of existing bands into two or
more bands, and the constitution of new bands
from registered Indians and/or members of
existing bands.

Note: The name of the band concerned should
be included with each request.

Topics: Subjects include entitlement of
individuals to registration and band
membership, adoptions, protests, births,
marriages, divorces, deaths, transfers between
bands, band membership rules and records
access requests.

Program Record Number: INA LTS 121

International

Description: Records relating to Aboriginal
issues in international fora, primarily
developments on human rights, environment,
trade issues, United Nations organizations, and
the International Year and the International
Decade of the World's Indigenous People.
Topics: Multilateral and international
organizations, human rights conventions,
international conferences, developments in
other countries, traditional knowledge,
sustainable development, visits to and from
Canada, international communications, and the
International Year and the International Decade
of the World's Indigenous People.

Program Record Number: INA PSD 395

Information Disclosed to Federal
Investigative Bodies

Description: Records on the requests for
disclosure and the disclosure of personal
information to federal investigative bodies
pursuant to subsection 8(2)(e) of the Privacy
Act.

Topics: Requests for disclosure from and
disclosure to Federal Investigative Bodies
under subsection 8(2)(e) of the Privacy Act.
Program Record Number: INA OCS 100

Implementation of the James Bay and
Northern Quebec Agreement (JBNQA) and
the Northeastern Quebec Agreement
(NEQA), Implementation Agreement
Description: Information concerning the
James Bay and Northern Quebec Agreement,
the Northeastern Quebec Agreement, the
implementation agreements concerning the Inuit
governments and the administration of lands.

Topics: Land regime, local government, health
and social services, education, administration of
justice, police, environment, hunting, fishing and
trapping, compensation, legal entities, economic
and social development and Income Security
Program.

Program Record Number: INA CIG 011

Land Management Training Program
Description: Intended for First Nations wishing
to assume responsibility for the management of
land transactions under the delegated
authorities set out in Sections 53 and 60 of the
Indian Act or operating under the Regional Land
Administration Program (RLAP). Funding
provided for travel and living expenses is
designed to enable the training (10 compulsory
modules) of First Nation personnel to perform
land administration functions of Lands and Trust
Services.

Topics: Land transactions and Regional Land
Administration Program (RLAP).

Program Record Number: INA LTS 050

Legislation, Policy and Program
Development Information

Description: Resource data and relevant
federal, provincial and private sector program
and policy information which might affect or
influence the administration and management of
natural resources on Indian lands.

Topics: Federal, provincial and private sector
program and policy information.

Program Record Number: INA LTS 106

Legislation: Institutional Development
Description: Information on the creation of the
First Nations Tax Commission, First Nations
Finance Authority, First Nations Financial
Management Board and First Nations Statistics.
Topics: First Nations Tax Commission, First
Nations Finance Authority, First Nations
Financial Management Board and First Nations
Statistics.

Program Record Number: INA LTS 040

Litigation Management and Resolution
Branch

Description: Information on specific issues
related to litigation involving or of interest to the
department, and files related to the Aboriginal
Healing Foundation, an independent
Aboriginally-operated non-profit corporation,
under the responsibility of the Minister of Indian
and Northern Affairs.

Topics: Documents related to litigation;
research reports; policy and legal positions,
litigation management and resolution
processes; test case funding; case summaries;



Indian and Northern Affairs Canada

65

court rulings.
Program Record Number: INA PSD 393

Manitoba Northern Flood Agreement
Description: Advice and assistance to
Manitoba First Nations on the Northern Flood
Agreement and related developments of the
Churchill Nelson Rivers Diversion Project.
Topics: Flood and water control; resource
development impacts, negotiations.
Program Record Number: INA LTS 136

National Child Benefit Reinvestment (NCBR)
Projects

Description: Information related to the range
of programs and services that have been
developed by First Nations communities for low
income families and children.

Topics: Number of families and children who
benefited from NCB reinvestment programs,
types of reinvestment programs, program
funding.

Program Record Number: INA SEP 940

Natural Resources Development
Description: Renewable and non-renewable
resource development activities on and off
reserve.

Topics: Mineral inventories, contribution
funding for resource development initiatives,
resource development policies and procedures.
Program Record Number: INA LTS 076

Oil and Gas

Description: Oil and gas resources on Indian
reserve lands.

Topics: All matters relating to the inventory,
control, development and management of oil
and gas.

Program Record Number: INA LTS 096

Operations Management

Description: Establishes and manages an
issues tracking system, provides feedback and
coordination of remedial measures between and
among regions. Establishes and manages and
integrated crisis management service
coordination the development’s response
among sectors and regions. Commissions
and/or conducts research on various
operational issues, makes recommendations for
change, and assists regional officials through
the creation and management of regional
desks. Advises the sector on opportunities for
business process streamlining and service
transformation. Monitors the national
operations program to ensure adherence to the
department’s Modern Comptrollership
Framework.

Topics: Modern comptrollership, business
systems, reconciliation of program authorities
and business practices, and incident and crisis
management.

Program Record Number: INA ROS 100

Operations Policy

Description: Directs and coordinates the
development, management and evaluation of
operational policies, ensuring consistency of
application across regions. Directs the Sector’s
participation in task forces, committees, work
groups to ensure that operational realities are
an integral part of departmental policy and
program design implementation. Acts as an
interlocutor establishing operational linkages
with North of 60° individuals and issues to
coordinate initiatives and exchanges of
information. Provides advice to Departmental
executives and officials respecting operational
policies and programs.

Topics: Operations policy, operational realities,
operational policies and programs, operational
linkages.

Program Record Number: INA ROS 200

Planning and Reporting

Description: Coordinates the development of
a national operations strategy and plans,
insures their integration with the Department’s
strategic objectives and corporate planning
initiatives. Directs the development of
operational planning procedures, tools,
processes and instruments, coordinates their
standardized application across all regions,
ensures consistency with departmental planning
instruments and processes. Coordinates with
regional officials the development, introduction
and management, including evaluation of
program and project performance measurement
systems, accountability reporting and return on
investment issues. Manages ROSS Dashboard
and data/systems. Provides business planning
direction and advice to the regions to align
regional business plans with corporate priorities
and sector objectives.

Topics: National operations strategy and plans
and operational planning procedures.

Program Record Number: INA ROS 300

Policy

Description: Coordination of operational and
policy issues pertaining to Indian Moneys (per
capita distributions, incompetents, minors),
estates, band elections, election appeals,
removals from office, resignations from office,
orders bringing First Nations under the
application of the election provisions of the
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Indian Act, orders removing from the
applications of the election provisions of the
Indian Act, by-law reviews, by-law
disallowances, by-law enforcement, Indian
Band Lists, band membership and registration.
Topics: Indian Act Revision and First Nation
government legislation.

Program Record Number: INA LTS 126

Procurement Strategy for Aboriginal
Business

Description: Records relating to the
implementation of the Procurement Strategy for
Aboriginal Business (PSAB), which aims to
increase the number of Aboriginal suppliers
bidding for, and winning, federal government
contracts.

Topics: Communications, advocacy, supplier
development, and sector studies.

Program Record Number: INA SEP 132

Program Governance

Description: Programs aim to strengthen the
capacity of First Nations administrative
institutions.

Topics: Information pertaining to Band Support
Funding (BSF; including the Indian and Inuit
Career Development Program), Tribal Council
Funding (TCF), Band Advisory Services (BAS),
Band Employee Benefits (BEB) and Indian and
Inuit Management Development (IIMD).
Program Record Number: INA LTS 401

Registration of Petroleum Storage Tanks
Description: Information is included on
aboveground and underground storage tank
systems registered with DIAND in accordance
with Schedule | of the Registration of Storage
Tank Systems for Petroleum Products on
Federal Lands.

Topics: Aboveground and underground
storage tank systems registered with DIAND.
Program Record Number: INA LTS 602

Resource Development

Description: Records are kept on the financial
support provided to Indians and Inuit through
resource development programs as well as
funding provided to support regional
partnerships for economic development
opportunities benefiting First Nations and Inuit
Communities.

Topics: Resource Partnerships Program,
Regional Partnership Fund, Resource Access
Negotiation Program.

Program Record Number: INA SEP 066

Self-Government

Description: Records relating to the inherent
right of Aboriginal self-government, status of
negotiations with respect to such issues as
lands and resources, legal status and capacity,
governance e.g. structures and procedures of
government, membership, financial
arrangements, application of the Indian Act,
infrastructure, education, social and welfare
services, justice, health, wildlife management,
agriculture, environment, succession, culture,
traffic and transportation; implementation plans,
policy development; and, process and
machinery for implementation of the inherent
right of Aboriginal self-government.

Topics: Committees, procedures, and
meetings (Federal Steering Committee on
Self-Government and Comprehensive Claims,
Mandating Committee on Self-Government),
policy guidelines, policy advice, self-government
proposals, assessments and responses,
negotiation reports, conferences and
workshops.

Program Record Number: INA CIG 006

Service Transformation

Description: Conceptualizes and activates
service improvement strategies and
management frameworks to strengthen
operational cohesion among INAC business
lines. Builds and sustains linkages with INAC
policies’ and programs’ partners, First Nations
and Inuit Organizations and other stakeholders
to assess business needs and ensure continued
relevance of service improvement strategies.
Develops, implements, evaluates and
continuously improves the Department’s results
management and accountability framework
approaches and the Department’s active
monitoring frameworks and modern
management policies and strategies. Leads
Support to Front Line Operations strategies.
Topics: Strengthening Front Line Operations,
Service Improvement, Modern Comptrollership,
Innovation.

Program Record Number: INA ROS 400

Social Development

Description: Records covering subjects
related to 1. Income Assistance - Records on
on-reserve income assistance programs. 2.
Social Support Services - Records covering
subjects related to child and family services,
assisted living, and family violence. 3. Income
Assistance.

Program Record Number: INA SEP 046
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Special Claims

Description: Process for the analysis,
negotiation and settlement of grievances that do
not meet the criteria of the comprehensive or
specific claims programs. Assessment of
comprehensive claims submissions.

Topics: Information on the analysis and
negotiation of special claims; research projects;
research services and information on claims or
special historical situations.

Program Record Number: INA CIG 392

Specific Claims

Description: Information records are kept on
the specific claims process and negotiations
and outcomes.

Topics: Claims-related research and
negotiations; policy positions; compensation of
claims; the specific claims process.

Program Record Number: INA CIG 141

Statistics and Reference Documents
Description: Statistics and information on the
history of the Canadian Indian.

Topics: Statistical information; in-house
reports; unpublished research documents and
papers; policy statements; procedures and
guidelines; Orders-in-Council; Treasury Board
minutes and circulars; program delegations of
authority relating to the Indian and Inuit Affairs
Program and annual reports.

Program Record Number: INA LTS 109

Taxation

Description: Minimal records are kept by Band
governance on property taxation bylaws
adopted by First Nations.

Topics: All matters relating to property taxation
on reserve lands are dealt by the Indian
Taxation Advisory Board (ITAB).

Program Record Number: INA LTS 091

Transfer Payments

Description: Authorities, policies, generic
funding arrangements, reporting guides and
technology used to flow approved funds for the
benefits of Indian/Inuit/Innu communities and to
secure accountability.

Topics: Funding Arrangements and Recipient
Audits.

Program Record Number: INA CSS 040

Treaty Land Entitlement

Description: Information on Treaty Land
Entitlement issues, claims and specific
processes.

Topics: Saskatchewan Framework Agreement,
Manitoba Framework Agreement, policy

positions, third party interests.
Program Record Number: INA CIG 600

Treaty Payments

Description: Information on the provision of
annual treaty annuity payments, hunting and
fishing allowances and triennial clothing as
provided for in the eleven numbered and two
Robinson treaties.

Topics: Provision of annual treaty annuity
payments, hunting and fishing allowances and
triennial clothing.

Program Record Number: INA LTS 999

Treaty Policy Directorate

Description: The Directorate serves as a
centre of expertise for understanding of historic
treaties with Indians, and works to affirm the
importance of the treaty relationship and to build
and develop bridges between the historic
treaties and modern relationships. We conduct
research, discuss treaty issues with First
Nations, to achieve common understandings,
provide information and advice to federal
departments, promote public understanding of
historic treaty issues and develop policy.
Topics: Exploratory Treaty Discussions; Office
of the Treaty Commissioner in Saskatchewan,;
Treaty Issues and Claims; Historic Treaty-
Related Litigation and Legal issues; Individual
Treaty Files.

Program Record Number: INA PSD 855

Trust Moneys and Estates

Description: Records are kept on moneys held
in the Consolidated Revenue Fund on behalf of
Indian Bands and certain individuals.

Topics: Trust accounting information, per
capita distributions, moneys of minors, mental
incompetents, adoptee, deceased Indians and
missing persons.

Program Record Number: INA LTS 300

Women'’s Issues

Description: Records relating to the Women’s
Issues and Gender Equality Directorate as it
provides a focal point on First Nations women’s
issues within the department and, an advocate
across the Government.

Topics: First Nations women'’s rights, socio-
economic issues, national conferences, women
organizations, funding agreements, committees,
meetings, policy advice, correspondence,
briefing notes, studies, reports,
communications, public education,
commemorative activities, Special
Representative on the protection of First
Nations women’s rights.

Program Record Number: INA PSD 955
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Northern Affairs Program

Advisory Committee on Northern
Development

Description: The support of the Advisory
Committee on Northern Development.
Topics: Sub-committees on communications,
science and technology, transportation,
finances, employment of Native northerners,
northern training programs, agendas, minutes.
Program Record Number: INA NAP 156

Circumpolar

Description: Promotion and coordination of
multilateral circumpolar cooperation by hosting
the secretariat to Canada’s Arctic Council;
Senior Arctic (SAO); providing policy advice to
OGDs with respect to the Arctic Council; and,
bilaterally, through cooperation with Russia
under the framework of the Canada-Russia
Agreement on Cooperation in the Arctic and the
North. Activities in this are focused on sharing
Canadian best practices in federalism,
institution-building, governance and northern
development with the Russian Federation.
Topics: Circumpolar cooperation, Arctic
Council; Canada-Russia Arctic cooperation,
sustainable development.

Program Record Number: INA NAP 396

Devolution and Major Programs
Description: Records pertaining to the
devolution of health services in the territories.
Topics: Devolution of health services in the
territories.

Program Record Number: INA NAP 203

Economic Development

Description: Records contained outline the
planning and development of programs to
encourage economic development in the north.
Topics: Agriculture; northern businesses and
co-operatives; employment and labour; fishing;
forestry; industrial development funds, loans;
recreation and tourism; taxation and royalties;
energy regulation, distribution and consumption;
population growth and structure; northern native
employment and relocation, and the social
aspects of employment.

Program Record Number: INA NAP 266

Employment

Description: The information includes work
force information on northern projects;
employers; and socio-economic aspects of
northern development.

Topics: Employment and recruiting;
counselling; unions; studies, surveys, reports
and statistics; memoranda of understanding.
Program Record Number: INA NAP 276

Environmental Studies Revolving Fund
(ESRF) Studies

Description: Records relating to the
Environmental Studies Revolving Fund (ESRF)
Studies.

Topics: Physical environmental effects on oil
and gas activities; the interaction of such
activities with living organisms on the land, in
the sea and in the air; the research and
development necessary to bring mitigating
technologies into effect; the development of
long-term biological monitoring; the socio-
economic effects of oil and gas activities in
terms of employment, training; waves; sea;
bottom ice; scour; oil spill research and
countermeasures; social issues North; social
issues South; effect monitoring; icebergs;
bottom sediment transport.

Program Record Number: INA NAP 241

Exploration and Geological Services
Description: Production and dissemination of
geological information for the Northwest
Territories.

Topics: Published maps and reports, open-file
maps and reports, including those submitted for
representation work requirements. Also,
specialized libraries for air photos and drill
cores.

Access: Filed by locality, name and owner of
mineral property; publication title, author and
publisher.

Program Record Number: INA NAP 296

Federal-Territorial Agreements and
Arrangements

Description: Agreements and arrangements
with the Yukon, Nunavut and Northwest
Territories.

Topics: Agreements and arrangements with
the Yukon, Nunavut and Northwest Territories.
Program Record Number: INA NAP 166

Hospital and Physician Services
Description: Administer financial contribution
agreements to reimburse the Government of the
Northwest Territories and the Nunavut
Government for a portion of the territorial
governments costs to provide hospital services
and physician services to Status Indians and
Inuit residing in the respective territory.

Topics: Memorandum of Agreement - Hospital
and Physician Services.

Program Record Number: INA NAP 180

International Affairs and Relations
Description: International affairs and relations
with foreign countries.

Topics: Arctic and Antarctic science
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co-operation; human rights; marine science;
economic development; environmental
co-operation.

Program Record Number: INA NAP 191

Land Use Planning in the North

Description: Land use plans will be developed
in the coming years pursuant to a number of
northern land claim agreements.

Topics: Structure and organization; northern
land use planning publication; planning
appraisals; plan implementation;
government/Native/ industry liaison;
agreements, commissions; planning areas.
Program Record Number: INA NAP 261

Lands

Description: The protection, conservation,
management and administration of territorial
lands under the control of the department are
described.

Topics: Territorial lands, legislation, land use -
operations, Arctic land use, planning, inventory;
surveys, mapping; reservations; roads,
highways; airports, airstrips; recreation, parks;
game preserves, sanctuaries, International
Biological Program ecological sites; transfers;
claims, Indian reserves; pipelines; railways;
electric power development; transmission lines;
communication facilities; sub-surface rights;
studies, assessments; granular materials; waste
collection; agriculture; town sites, settlements;
group/guard (land identifiers); trespass,
Northern Land Use Planning; Ports, Harbours.
Note: Claims arranged by individual claims.
Arctic land use projects arranged by project
name.

Program Record Number: INA NAP 246

Major Non-renewable Resource
Development Projects

Description: Files on the coordination of
government activities relating to the assessment
and, as appropriate, the implementation of
major industrial projects to develop northern
non-renewable resources.

Topics: Oil and gas; mining and other
individual development projects.

Program Record Number: INA NAP 311

Mineral Policy

Description: Information on the development
of policies to encourage exploration and orderly
development of resources in Northern Canada.
Topics: Northern Mineral Policy; Native issues;
regulatory review; fiscal regime; mineral tax
incentives; mineral potential; project
assessment and project monitoring; further

processing and smelter feasibility studies.
Program Record Number: INA NAP 281
Mining

Description: The filing and recording of
mineral rights in the North are outlined.

Topics: Claims; coal; companies; exploration;
exports; geology; inspections; maps and charts;
prospecting and prospectors; quartz mining;
recorders and agents; regulations; research,
studies and surveys, reports and statistics;
mining leases; territorial coal exploratory
licences; mineral production royalties; technical
exploratory work reports.(Published up-to-date
claim reference maps displaying this information
are available to the public for this purpose at
nominal cost.

Program Record Number: INA NAP 286

Northern Air Stage Program (Food Mail
Program)

Description: The administration of the funding
provided to Canada Post Corporation to
subsidize the shipment of perishable food and
other essential items to isolated northern
communities.

Topics: Agreement between DIAND and
Canada Post Corporation; public consultations;
food price surveys; northern food baskets;
nutrition surveys; food security; air stage
volumes, revenues and costs; socio-economic
conditions in isolated communities.

Program Record Number: INA NAP 397

Northern Political Development
Description: Records pertaining to political
and constitutional development in the territories
outlined.

Topics: Political and constitutional
development.

Program Record Number: INA NAP 202

Northern Regulatory Review

Description: Reports, articles and
correspondence about regulatory and approval
processes North of 60 degrees.

Topics: Regulatory and approval processes
North of 60 degrees.

Program Record Number: INA NAP 321

Northwest Territories Constitutional
Development

Description: Records relating to the
development of a new constitution in the
Northwest Territories.

Topics: Constitutional Development Steering
Committee, Constitutional Working Group,
public consultations on new constitution,
"Partners in a New Beginning", "Common
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Ground", Aboriginal Summit, Northwest
Territories' Political Accord, federal funding
support.

Program Record Number: INA NAP 501

Northwest Territories Devolution
Description: Records relating to devolution
negotiations to transfer administration and
control of public lands and resources in the
Northwest Territories.

Topics: Devolution negotiations.

Program Record Number: INA NAP 100

Nunavut Implementation

Description: Records relating to the creation
of the Nunavut Territory and government of
April 1, 1999.

Topics: Human Resources Planning and
Development for Nunavut, training, Inuit
employment plans, infrastructure development,
costs estimates, reports, surveys and studies of
Nunavut Implementation, legislation, heraldry,
information technology, celebrations, federal
coordination, Interim Commissioner's role and
responsibilities, minutes of meetings, Statutes
Revision, Nunavut Implementation Commission,
Partnering Arrangement with Nunavut
Tunngavik Incorporated, Commissioner of
Nunavut, DIAND Nunavut Regional Office
staffing and infrastructure, Resource
management shared service agreements.
Program Record Number: INA NAP 140

Oil and Gas Lands

Description: Information on the control,
development and management of oil and gas
lands in the North.

Topics: Norman Wells Proven Area
Agreement; various oil and gas companies;
standard data on expenditures and revenues;
oil and gas policy in the North; project files;
benefits plans and annual benefits report.
Registry of Petroleum Exploration production
and related rights; prospectus of Northern
Petroleum geology; Northern Oil and Gas
Bulletins and annual reports.

Program Record Number: INA NAP 306

Pipelines

Description: The coordination of federal
departments to ensure that the Government of
Canada is prepared to respond to pipeline
proposals in the NWT and/or Yukon.

Topics: Pipeline proposals; Polar Gas Project;
Arctic Pilot Project; Norman Wells Project; Esso
Beaufort Qil Pipeline.

Program Record Number: INA NAP 201

Policy Development

Description: These records contain policy
analysis and development.

Topics: General range of policy issues relating
to the federal responsibility in the North.
Program Record Number: INA NAP 146

Roads

Description: Outlining and management of a
new roads policy in the two territories, taking
into account economic, environmental and
social impacts.

Topics: Environmental studies;
socio-economic considerations; incentives
programs; finance; planning, design and
construction; alternative modes of transportation
and the transfer of inter and intra territorial
roads responsibilities to the two territorial
governments in the 1980's and early 1990's.
Access: Arranged by road or highway title and
subdivided according to construction
sub-activity or consideration.

Program Record Number: INA NAP 301

Scientific Training Grants

Description: All applications made since 1963
by the various Canadian universities in the
Northern Scientific Training Grants Program.
Topics: Training grants; Northern research.
Program Record Number: INA NAP 211

Territorial Government Administration
Description: Plans and policies for the
development of the Northwest Territories and
Nunavut governments.

Topics: Councils of the Northwest Territories
and Nunavut - debates, elections, members,
rules, territorial ordinances, legislative
programs, devolution, division of Northwest
Territories, Nunavut, and constitutional
development.

Access: Public ordinances arranged by
individual ordinance.

Program Record Number: INA NAP 161

Water Resources

Description: Control, development and
management of water resources in the North
are included.

Topics: Hydro power; hydrometric network;
meteorological and water quality networks;
licences; regulations; studies and surveys.
Access: Licences arranged by location.
Program Record Number: INA NAP 251

Yukon Northern Affairs Program Devolution
Description: Files pertaining to the devolution
of administration and control of most public land
and mineral rights in respect of waters to the
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Yukon Government, including responsibilities
transferred, human resources, NAP properties,
assets and contracts, forest resources, fire
suppression, environmental matters and
financial transfers.

Topics: Yukon Northern Affairs Program
Devolution Transfer Agreement.

Program Record Number: INA NAP 110

Standard Program Records

Please see the INTRODUCTION to this
publication for the definition of Standard
Program Records and a description of their
contents.

Access to Information and Privacy Requests

Automated Document, Records, Information
Management Systems

Business Continuity Planning

Executive Correspondence Management
Systems

Finance

Hospitality

Human Resources

Information Technology Services
Physical Security

Proactive Disclosure

Relocation

Security Video Surveillance & Temporary Visitor
Access Control Logs & Building Passes

Travel

Personal Information Banks

Administration Program

Access to Information and Privacy Requests
Description: This bank contains requests for
access to information under the Access to
Information Act, or the Privacy Act, the replies
to such requests and information related to their
processing. This bank also contains requests
submitted by third parties seeking disclosure of
personal information under the categories of
permissible disclosures to third parties outlined
in subsection 8(2) of the Privacy Act.

Class of Individuals: Individuals who apply,
under the Access to Information Act or the
Privacy Act, for access to information; or third
parties requesting access to information about
other individuals.

Purpose: The information is used to process

access requests in accordance with the Access
to Information Act and the Privacy Act.
Consistent Uses: The bank is used to report
to Treasury Board and to Parliament on
requests received under the Access to
Information Act and Privacy Act; to verify the
identity of requesters; and for the purpose of
consultations with other government institutions.
Retention and Disposal Standards: Files are
retained a minimum of two years after the last
administrative action.

RDA Number: 98/001

Related PR#: INA DSS 376

TBS Registration: 002539

Bank Number: INA PPU 186

Consulting, Professional and Other Services
Inventory

Description: This bank is a list of firms and
individuals from whom consulting, professional
and other services may be obtained. The
inventory contains the names of firms or
individuals, as well as the field of expertise and
type of service they offer.

Class of Individuals: Firms and individual
consultants.

Purpose: The inventory is consulted by
departmental managers when a need arises for
consulting, professional or other services from
the private sector.

Consistent Uses: No consistent uses.
Retention and Disposal Standards: Records
are retained for five years and are then
transferred to the National Archives of Canada
for selective retention.

RDA Number: TBD

Related PR#: INA CSS 366

TBS Registration: 002538

Bank Number: INA PPU 181

Elementary/Secondary Data (Nominal Roll)
Description: This bank contains demographic,
general and personal information on students.
Class of Individuals: Elementary and
secondary registered Indian students resident
on reserve and attending First Nations,
provincial or federal schools.

Purpose: The purpose of the Nominal Roll
system is to provide educational statistics of a
non-financial nature. Information is used for
obtaining funding for elementary and secondary
education and educational programs to First
Nations, as justification for the expenditure of
capital funds to derive indicators of program
achievement.

Consistent Uses: The information is used as a
source for education statistics.

Retention and Disposal Standards: Records
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are retained for 30 years then transferred to the
National Archives of Canada.

RDA Number: TBD

Related PRi#: INA PSD 041

TBS Registration: 005324

Bank Number: INA PPU 045

Indian (First Nations) Artists Files
Description: This bank consists of files in the
Indian Art Centre relating to artists' biographies,
information on exhibitions, the artists and their
work.

Class of Individuals: Indian (First Nations)
artists and artisans.

Purpose: The purpose of this bank is to
provide information on Indian (First Nations)
artists and artisans in order to promote and
support Indian (First Nations) artists, to enhance
their economic and social well being, in
particular through the department of Indian and
Northern Affairs’ Indian art collection.
Consistent Uses: The information is available
to departmental and government staff, and the
general public at the Documentation Library at
the Indian Art Centre. In addition, the Indian Art
Centre has visual documentation (slides,
photos, digital images and videos) of the art of
Indian (First Nations) artists and artisans.
Retention and Disposal Standards: Records
are kept for 30 years and then transferred to the
National Archives of Canada.

RDA Number: 76/009 & 88/003

Related PR#: INA CSS 171

TBS Registration: 002540

Bank Number: INA PPU 200

Indian Economic Development Fund (Direct
and Guaranteed Loans)

Description: This bank contains personal and
financial information on Indians, as defined in
the Indian Act, or regarding other persons who
qualify for financial assistance under the Indian
Economic Development Fund. As of April 1,
1990, direct loans to incorporated businesses
are no longer made by DIAND. Guarantees are
made to Indian individual proprietors.

Class of Individuals: Indians, as defined in
the Indian Act, or other persons who qualify for
financial assistance under the Indian Economic
Development Fund.

Purpose: The information is used for the
control and evaluation of transactions under the
Indian Economic Development Fund.
Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for six fiscal years after the date

that each case file is closed and are then
destroyed.

RDA Number: TBD

Related PR#: INA PSD 066

TBS Registration: 002519

Bank Number: INA PPU 075

Information Disclosed to Federal
Investigative Bodies

Description: This bank contains a copy of
access request for disclosure to federal
investigative bodies, forwarded by investigative
bodies as listed in Schedule 1l of the Privacy Act
to DIAND under section 8(2)(e) of the same Act.
This bank also contains the replies to such
requests and gives particulars related to their
processing.

Class of Individuals: Persons being
investigated by federal law investigative bodies.
Purpose: The purpose of this bank is to verify
the conditions of disclosure to federal law
enforcement bodies which are met under
section 8(2)(e) of the Privacy Act and to account
to the Privacy Commissioner as required by the
Privacy Act.

Consistent Uses: No consistent uses.
Retention and Disposal Standards: Records
are retained for a minimum of two years after
the last administrative action and then
destroyed.

RDA Number: 98/001

Related PR#: INA OCS 100

TBS Registration: 001739

Bank Number: INA PPU 195

Inuit Artists Files

Description: This bank contains information
and files relating to artists’ biographies,
information on exhibitions, the artists and their
work.

Class of Individuals: Inuit artists and artisans.
Purpose: The purpose of this bank is to
provide information on Inuit artists and artisans
in order to promote and support Inuit artists to
enhance their economic and social well being,
in particular through the Department of Indian
and Northern Affairs’ Inuit Art Collection.
Consistent Uses: The information is available
to departmental and government staff, and the
general public at the Documentation Library at
the Inuit Art Centre. In addition, the Inuit Art
Centre has visual documentation on (slides and
photos, digital images and videos) of the art of
Inuit artists and artisans.

Retention and Disposal Standards: Records
are kept for 30 years and then transferred to the
National Archives of Canada.

RDA Number: 76/009 & 88/003
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Related PRi#: INA CSS 171
TBS Registration: 002531
Bank Number: INA PPU 146

Inuit Loan Fund
Description: This bank contains personal and

financial information about individual applicants.

Records in the bank relate exclusively to the
Inuit.

Class of Individuals: This personal
information relates to Inuit individuals, groups,
companies and corporations (including
co-operatives) applying for a loan from the Inuit
Loan Fund.

Purpose: The purpose of this bank is to record
applications for loans from the Inuit Loan Fund.
Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for six fiscal years after the
repayment of the loan and then transferred to
the National Archives of Canada for selective
retention.

RDA Number: TBD

Related PR#: INA NAP 226

TBS Registration: 002528

Bank Number: INA PPU 136

Non-Registered On-Reserve Population
Description: This bank contains personal
information related to non-registered individuals
ordinarily residing on Indian reserves,
designated lands and surrendered lands. The
personal information includes names, dates of
birth, gender.

Class of Individuals: Non-Registered
individuals who normally reside on Indian
reserves, designated lands and surrendered
lands.

Purpose: The purpose of the information in
this bank is to identify individuals residing on
Indian reserves, designated lands and
surrendered lands.

Consistent Uses: This bank is used for
statistical purposes within the department for
projecting population growth.

Retention and Disposal Standards: Records
are retained for 10 years and are then
transferred to the National Archives of Canada.
RDA Number: 76/009

Related PR#: INA CSS 204

TBS Registration: 005327

Bank Number: INA PPU 015

Post-secondary Education Data
Description: This bank contains personal
information on students related to academic

program of study.

Class of Individuals: Registered Indian, Inuit
students attending post-secondary institutions
and whose studies are funded directly or
indirectly by the department.

Purpose: This information is used for statistical
reporting and program evaluation. Validation of
information against other departmental data
sources.

Consistent Uses: No consistent uses.
Retention and Disposal Standards: These
records are maintained indefinitely.

RDA Number: TBD

Related PR#: INA SEP 041

TBS Registration: 005325

Bank Number: INA PPU 050

Records of Allegation and Complaint
System (RACS)

Description: This bank contains details on
allegations and complaints received by the
department from individuals across Canada.
This database provides details on the date the
information came to the department, personal
information on the individual from whom the
information was received, details on action
taken, etc.

Class of Individuals: It may contain general
information about First Nations as well as
personal information about specific First Nation
individuals against whom the allegation or
complaint may have been directed.

Purpose: The information is used to report to
Parliament on the progress being made, by the
department in managing allegations and
complaints which are forwarded to Indian and
Northern Affairs Canada. Additionally, the
information is used for statistical analysis and
the identification of any emerging trends in
order that corrective action might be taken,
where warranted.

Consistent Uses: The bank will be used to
provide annual statistics to be published in the
INAC Departmental Performance Report.
Retention and Disposal Standards: Records
are retained for 5 years after the file is closed.
RDA Number: TBD

Related PR#: INA CSS 151

TBS Registration: 004454

Bank Number: INA PPU 151

Security Services Information System
Description: This bank contains information on
security clearances, reliability checks, keys,
locks, identification cards and building passes.
Class of Individuals: Employees of the
department and contractors employed by the
department.
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Purpose: The purpose of this bank is to record
security data/information (e.g. security
clearance, identification card, keys,
combination, building (passes) on employees
and contractors employed by the department in
order to provide and maintain related security
services for the department.

Consistent Uses: The information is available
to departmental security officers, and limited
use by departmental records office and human
resources officials (e.g. read only access).
Retention and Disposal Standards: These
records are kept until the security clearance or
reliability check expires plus two years, and
then destroyed.

RDA Number: TBD

Related PR#: INA CSS 101

TBS Registration: 004455

Bank Number: INA PPU 196

Indian and Inuit Affairs Program

Assisted Living (formerly Adult Care)
Description: The bank contains information on
numbers of eligible on reserve Indian adults
receiving institutional, foster and in-home
services and for whom the department accepts
financial responsibility.

Class of Individuals: This information related
to Indian adults on reserve eligible for Assisted
Living Services.

Purpose: To record information on numbers of
persons receiving care and support either at
home or in an institution and to assist in
planning, allocating budgets and monitoring
services provided to registered Indian adults.
Consistent Uses: Statistical purposes within
the department for measuring performance
indicators and updating ongoing policy papers.
Verification of information with other
organizations, including data matching.
Retention and Disposal Standards: Records
are retained for five years after each case is
closed and then transferred to the National
Archives of Canada.

RDA Number: 76/009

Related PR#: INA SEP 031

TBS Registration: 002715

Bank Number: INA PPU 215

Applicant Inventory for Boards and
Committees

Description: Inventory contains resumes and
applications.

Note: Inventory is held at Headquarters.
Class of Individuals: Persons applying for or
being appointed to positions on boards,
committees and councils established pursuant
to comprehensive land claim agreements.

Purpose: To maintain a record of applications
from individuals seeking to be board members.
Consistent Uses: This information may be
used by the department to select candidates for
similar boards, committees or councils.
Retention and Disposal Standards: Records
are retained for five years and are then
destroyed.

RDA Number: TBD

Related PRi#: INA CIG 016

TBS Registration: 003431

Bank Number: INA PPU 010

Band Trust Funds and Trust Fund Suspense
Accounts

Description: This bank contains financial
information on Indian monies held in the
Consolidated Revenue Fund to the credit of the
Indian bands, and in Trust Fund Suspense
accounts, pending credit to a specific account.
Class of Individuals: Indian Bands.
Purpose: This bank is maintained in the Trust
Fund Management System and records
financial transactions made on behalf of bands
as well as transactions in the Trust Fund
Suspense accounts. This bank is used to
monitor and evaluate the activities within Bands
and Suspense accounts.

Retention and Disposal Standards: Records
are retained for thirty years from date of
issuance and then transferred to the National
Archives of Canada.

RDA Number: 96/006

Related PRi#: INA LTS 300

TBS Registration: 002525

Bank Number: INA PPU 120

Child and Family Services

Description: The bank contains financial data
related to services provided to Indian children
for whom the department accepts financial
responsibility.

Class of Individuals: This information relates
to Indian children resident on reserve receiving
institutional, group home and foster care
services.

Purpose: The purpose of this bank is to record
information on Child and Family Services and
other social services to assist in planning,
allocating budgets and monitoring services
provided to registered Indian children, by
provincial/territorial governments or accredited
agencies.

Consistent Uses: The bank is used for
statistical purposes within the department for
measuring performance indicators and updating
ongoing policy papers. Verification of
information with other organizations, including
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data matching.

Retention and Disposal Standards: Records
are retained for five years after each case is
closed and then transferred to the National
Archives of Canada.

RDA Number: 76/009

Related PR#: INA PSD 031

TBS Registration: 002714

Bank Number: INA PPU 210

Farm Credit Corporation Guaranteed Loans
Description: This bank contains personal and
financial information on Indians eligible for Farm
Credit Corporation loans guaranteed by the
department of Indian and Northern Affairs.
Effective November 14, 1989, the department
has terminated the 1969 Agreement with FCC.
Class of Individuals: Indians, as defined in
the Indian Act, engaged in on-reserve
agricultural activities.

Purpose: The information is used for the
control and evaluation of loan activity with
respect to the Farm Credit Corporation loans
guaranteed by the department.

Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for six years after the last
administrative action on a loan and all HQ
defaulted FCC loan files are transferred to the
National Archives of Canada.

RDA Number: 76/009

Related PR#: INA PSD 081

TBS Registration: 002520

Bank Number: INA PPU 085

Indian and Inuit Off-Reserve Housing
Assistance Program

Description: This bank contains personal and
financial information on registered Indians who
received loans from the department. This
program was discontinued in 1985.

Class of Individuals: Indians and Inuit
participating in the Off-Reserve Housing
Assistance Program.

Purpose: The purpose of this bank is to
establish a record of Indian off-reserve and Inuit
housing and to administer the loans within the
terms and conditions of the program.
Retention and Disposal Standards: Records
are retained for 30 years after each case is
closed and then transferred to the National
Archives of Canada.

RDA Number: 76/009

Related PR#: INA SEP 404

TBS Registration: 002508

Bank Number: INA PPU 005

Indian Community Human Resource
Strategy (ICHRS)

Description: Contains personal and financial
information on Indians and Inuit who undertook
training under components of the ICHRS
Program. Information is collected at the
regional level only.

Note: This program has been subsumed by the
Community Economic Development Program:
INA PSD 081.

Class of Individuals: Indians and Inuit who
qualify for financial assistance under the ICHRS
Program.

Purpose: Information is used for the control
and evaluation of fund transactions under the
Program. Records are restricted to Native
people and used to monitor individuals'
progress and for evaluation purposes.
Consistent Uses: No consistent uses.
Retention and Disposal Standards: Records
are retained for six fiscal years after the date
that each case file is closed and transferred to
the National Archives of Canada.

RDA Number: 76/009

Related PR#: INA PSD 081

TBS Registration: 002719

Bank Number: INA PPU 235

Indian Estates

Description: This bank contains personal
information related to the estates of deceased
Indians.

Class of Individuals: Deceased Indians who
were ordinarily resident on reserve during their
lifetime.

Purpose: The purpose of this bank is to
establish official records of Indian estates. The
bank is used in the administration and
settlement of Indian estates.

Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for thirty years after files are closed
and are then transferred to the National
Archives of Canada.

RDA Number: 96/006

Related PR#: INA LTS 300

TBS Registration: 002523

Bank Number: INA PPU 105

Indian Genealogy

Description: Records treaty and interest
distribution payments made to Indians.
Depending upon the treaty the earliest records
available will range from 1850 to the early
1900's. As well, the bank contains census lists
dating from the 1920's for a number of bands in
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British Columbia and elsewhere in Canada.
Class of Individuals: Personal information
relates to all persons who are/were treaty
Indians as well as some persons who are/were
members of non-treaty bands.

Purpose: The treaty and interest distribution
pay lists were compiled to record proof of
payments to individuals. The census lists were
compiled to record the members of the bands.
Consistent Uses: Support the compilation of
genealogies; permit the production of lists of
past band chiefs and councillors; assist federal
and provincial governments and individuals on
the establishment of ages for purposes such as
the procurement of old age security payments,
delayed birth registration and passports;
support litigation and claims research; provide
proof of Indian ancestry; and assist in the
identification of heirs to deceased estates.
Retention and Disposal Standards: Records
are retained indefinitely.

RDA Number: 96/006

Related PR#: INA LTS 121

TBS Registration: 002716

Bank Number: INA PPU 220

Indian Lands Registry

Description: This bank contains instruments
and documents which grant or change interests
in Indian reserves, designated and surrendered
lands, including information about title or status
of lands.

Class of Individuals: Individuals with interests
in Indian reserves designated and surrendered
lands.

Purpose: The information provides a
permanent record of all transactions affecting
Indian lands, as required by sections 21 and 55
of the Indian Act.

Consistent Uses: No consistent uses.
Retention and Disposal Standards: Records
are retained indefinitely by the department.
RDA Number: 99/026

Related PR#: INALTS 111

TBS Registration: 002521

Bank Number: INA PPU 090

Indian Register and Departmentally
Administered Band Lists

Description: This bank consists of the Indian
Register and departmentally-administered Band
lists and paper and electronic files pertaining to
applications for registration.

Class of Individuals: Registered Indians and
Indian band members (for those bands which
have departmentally-administered Band Lists),
and individuals who have applied for registration
under the Indian Act.

Purpose: As required by the Indian Act, the
purpose of the information in this bank is to
maintain an official centralized record of all
persons who are registered as Indians and as
members of bands (for those bands with
departmentally-administered Band Lists). This
information is used for the purposes of verifying
the eligibility of individuals to rights accorded to
Registered Indians under federal legislation
(such as the right to tax exemption on personal
property situated on a reserve under the Indian
Act and the right to enter and remain in Canada
under the Immigration and Refugee Protection
Act) and to rights under treaties; and, to verify
entitlement to federal programs and services
provided to Registered Indians (such as
services to on-reserve residents by Indian and
Northern Affairs Canada (INAC), post
secondary education assistance provided to
eligible candidates by INAC and certain non-
insured health benefits and services provided
by Health Canada.

Consistent Uses: The information in this bank
may be used in very limited circumstances by
provincial governments for the purposes of
administering or enforcing provincial laws, the
applicability of which depends upon whether
individuals are registered as Indians or not.
INAC has entered into Memoranda of
Understanding with Alberta Revenue,
Saskatchewan Finance, the Ontario Ministry of
Natural Resources and the Métis Lands
Settlement Registry of Alberta to provide those
authorities with limited information about
individuals who are registered as Indians. INAC
has also entered into a Memorandum of
Understanding with the Office of Indian
Residential Schools Resolution of Canada
granting that Office access to personal
information held by the Registrar to assist the
Crown in responding to litigation relating to
Indian Residential Schools by verifying Indian
status under the Indian Act.

Retention and Disposal Standards: Records
are retained indefinitely.

RDA Number: TBD

Related PR#: INA LTS 121

TBS Registration: 005326

Bank Number: INA PPU 110

Individual Trust Fund Accounts
Description: This bank contains information
concerning financial accounts maintained on
behalf of estates of deceased Indians, Indian
minors, missing or absent heirs, mentally
incompetent Indians, and Indian children
adopted by non-Indians, as recorded in the
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Trust Fund Management System.

Class of Individuals: Eligible Indians.
Purpose: This bank keeps a record of funds
held in trust in the Consolidated Revenue Fund
for individual Indians until such time as they
have the capacity to receive them or until such
time as the estate of a deceased Indian has
been distributed.

Consistent Uses: No consistent uses
Retention and Disposal Standards: Records
are retained for thirty years from date of
issuance and then transferred to the National
Archives of Canada for an indefinite retention
period.

RDA Number: 96/006

Related PR#: INA LTS 300

TBS Registration: 002526

Bank Number: INA PPU 125

Inuit Cultural Grants Program

Description: This bank contains information on
Inuit individuals and organizations applying for
cultural grants. Information recorded is limited
to project descriptions. Records in the bank
relate exclusively to the Inuit.

Class of Individuals: Inuit individuals and
organizations applying for cultural grants.
Purpose: The purpose of this bank is to record
information relating to grants for the promotion
of Inuit culture.

Consistent Uses: No consistent uses.
Retention and Disposal Standards: Records
are retained for 10 years after the completion of
the cultural project and are then transferred to
the National Archives of Canada.

RDA Number: TBD

Related PR#: INA NAP 196

TBS Registration: 002530

Bank Number: INA PPU 145

Netlands

Description: Netlands is a web enabled
application which can be used in the
management of land transactions on reserve
lands.

Class of Individuals: Indians and bands who
wish to lease or permit their land and individuals
or companies who lease or permit the land.
Purpose: The information is used for real
property management as required to fulfil the
department's responsibilities under the Indian
Act.

Consistent Uses: As a tracking system,
Netlands can assist the user to schedule
activities, track revenues, documents,
correspondence and significant events. It
allows the user to prepare status reports
relevant to all aspects of the land management.

It also allows the user to monitor compliance
with the terms and conditions set out in land
instruments such as leases and permits as well
as environmental requirements, braches and
disputes related to land management.
Retention and Disposal Standards: These
records are retained for five years after the
lease expires, then transferred to the National
Archives of Canada

RDA Number: TBD

Related PR#: INA LRT 111

TBS Registration: 002522

Bank Number: INA PPU 096

On-Reserve Housing Program

Description: This bank contains personal
information on subsidies and loan details for
which a Ministerial Guarantee has been
provided. Recipients: As defined in the Order in
Council P.C. 1999-2000, dated November 4,
1999.

Class of Individuals: Persons registered
under the Indian Act.

Purpose: The purpose of this bank is to
establish records of loans for housing, from
Canada Mortgage and Housing Corporation
(CMHC) or NHA approved lender to an
applicant living on land as defined in the terms
and conditions approved by the Order in
Council P.C. 1999-2000, dated November 4,
1999. Loans are then monitored and
administered under the terms of the Ministerial
Guarantee.

Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for 30 years after each case is
closed and then transferred to the National
Archives of Canada for selective retention.
RDA Number: TBD

Related PR#: INA PSD 404

TBS Registration: 002509

Bank Number: INA PPU 011

Per Capita Distributions

Description: Contains personal and financial
information concerning per capita distribution
payments made to Indians in accordance with
those sections of the Indian Act and
Regulations and departmental policies, and
directives which are related to Indian monies.
Class of Individuals: Personal information
relates to each individual registered band
member within the limits of legislation.
Purpose: This bank is a record of payment
made, or in arrears, to eligible Indians within the
limits of legislation.
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Consistent Uses: No consistent uses.
Retention and Disposal Standards: Records
are retained for 30 years then transferred to
National Archives of Canada for permanent
retention.

RDA Number: TBD

Related PR#: INA LTS 300

TBS Registration: 002718

Bank Number: INA PPU 230

Income Assistance

Description: Contains personal and financial
information on eligible recipients and/or
dependents of income assistance benefits.
Class of Individuals: This personal
information relates to beneficiaries ordinarily
resident on reserve who are receiving income
assistance benefits and certain categories of
non-status recipients on-reserve and off-
reserve.

Purpose: To record operational and
accounting information pertaining to income
assistance and services. The bank is used to
regulate, monitor, and evaluate the program, to
assist in budgeting and to provide input
information to other departmental programs.
Consistent Uses: This bank is used for
statistical purposes within the department for
measuring performance indicators and updating
ongoing policy papers. Verification of
information with other organizations, including
data matching.

Retention and Disposal Standards: Records
are retained for five years after each case is
closed and then transferred to the National
Archives of Canada for selective retention.
RDA Number: 76/009

Related PR#: INA SEP 046

TBS Registration: 002713

Bank Number: INA PPU 240

Survey Data for Program Evaluations
Description: This bank contains
socio-demographic characteristics, attitudes
and opinions of the department's clientele, as
well as data on how the clientele has used and
plans to use departmental and other related
federal programs.

Class of Individuals: Relates to the Indian
and Inuit population of Canada and to other
Native and Northern population segments.
Purpose: This information will serve to
evaluate departmental programs and Northern
population segments.

Consistent Uses: The survey data could be
used by the programs concerned to analyze the
program's conception and expectations with
respect to the request for service and to

undertake statistical work having a direct link
with the activities of the department.

Retention and Disposal Standards: Records
are retained for five years, then transferred to
the National Archives of Canada.

RDA Number: TBD

Related PR#: INA CSS 372

TBS Registration: 002666

Bank Number: INA PPU 205

Treaty Payment System

Description: This bank contains information
concerning annual treaty payments owed to
treaty individuals by the department in
accordance with the treaties concluded between
Canada and various Indian bands as recorded
in the Treaty Payment System.

Class of Individuals: Persons registered
under the Indian Act with First Nations who
signed treaties.

Purpose: This bank keeps a record of eligible
recipients, their registration number, monies
owed (current and arrears) and payments
made.

Consistent Uses: No consistent uses.
Retention and Disposal Standards: These
records are kept for 30 years then transferred to
National Archives Canada.

RDA Number: 76/009 & 96/006

Related PRi#: INA LTS 999

TBS Registration: 004259

Bank Number: INA PPU 009

Northern Affairs Program

Nunavut Training

Description: This bank contains personal
information on Inuit attending training programs.
It includes their names, addresses, telephone
numbers, age of individuals, sex, marital status,
education, social insurance number, ethnic
origin.

Class of Individuals: Inuit students attending
training programs and whose studies are
funded directly or indirectly by the department.
Purpose: The information is issued to monitor
and control the provision of training of Inuit for
jobs in the Nunavut Government to April 2000.
Consistent Uses: No consistent uses.
Retention and Disposal Standards: 5 years
from end of training, then transferred to the
National Archives.

RDA Number: TBD

Related PR#: INA NAP 140

TBS Registration: 003921

Bank Number: INA PPU 020
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On-the-Job Training

Description: This bank contains information on
the training period, the individual's monthly
allowances, and a monthly evaluation by the
training agency.

Class of Individuals: Northern Native people.
Purpose: The purpose of this bank is to
maintain training agreements between Northern
Natives and training agencies. Records in the
bank are restricted to Northern Native people
and are used to monitor each individual's
progress.

Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for two years and then destroyed.
RDA Number: TBD

Related PR#: INA NAP 276

TBS Registration: 002536

Bank Number: INA PPU 170

Prospectors’ Assistance

Description: This bank contains information
about applicants, supplied according to the
Prospectors' Assistance Program Regulations.
Class of Individuals: Individuals applying for
Prospectors' Assistance Program.

Purpose: The purpose of this bank is to record
and maintain applications for Prospectors'
Assistance Program.

Consistent Uses: The bank is also used to
monitor the Prospectors' Assistance Program.
Retention and Disposal Standards: Records
are retained for six years after each case is
closed and then transferred to the National
Archives of Canada.

RDA Number: TBD

Related PR#: INA NAP 286

TBS Registration: 002533

Bank Number: INA PPU 155

Small Business Loan Fund

Description: This bank contains personal
information on individuals applying for or
receiving funds.

Class of Individuals: Individuals applying for
or receiving funds.

Purpose: The purpose of this bank is to
maintain records relating to small business
loans in the Yukon Territory. It is also used to
monitor the repayment of loans by individuals.
Consistent Uses: Verification of information
with other organizations, including data
matching.

Retention and Disposal Standards: Records
are retained for 10 fiscal years after repayment
of the loan and then transferred to the National

Archives of Canada for selective retention.
RDA Number: 2003/012

Related PR#: INA NAP 226

TBS Registration: 002529

Bank Number: INA PPU 140

Territorial Lands and Land Use Records
Description: This bank contains the
Application for Federal Crown Land form and
supporting documentation and is held in the
regional office.

Class of Individuals: Individuals who submit
an Application for Federal Crown Land.
Purpose: The purpose of this bank is to
maintain a record of transactions dealing with
surface interests to federal Crown lands.
Consistent Uses: It is used to register and
monitor the administration of the sale, leasing or
other disposition of territorial lands and land use
activities.

Retention and Disposal Standards: These
records are retained indefinitely.

RDA Number: TBD

Related PR#: INA NAP 246

TBS Registration: 002532

Bank Number: INA PPU 150

Transfer Payments

Description: Financial information related to
funding agreements and the processing of
payments for grants to individuals.

Class of Individuals: Aboriginals.

Purpose: Processing of payments for grants to
individuals.

Consistent Uses: The information is used
solely for the purpose of processing payments
for grants to individuals.

Retention and Disposal Standards: Records
are retained for 30 years and then transferred to
the National Archives of Canada.

RDA Number: TBD

Related PR#: INA CSS 040

TBS Registration: 005291

Bank Number: INA PPU 300

Standard Personal Information
Banks

Please see the INTRODUCTION to this
publication for the definition of Standard Banks
and a description of their contents.

Access to Information and Privacy Requests
Hospitality
Relocation

Travel
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Manuals
« A Guide for Electoral Officers

« Administration Manual

« Adoption Officers Manual

« Approval and Management of Ministerial Loan

Guarantees for Housing
Band Administration Regulations

Band Advisory Funding Program Directive
(Band Management, Chapter 7 — PD 7.2)

Band Advisory Funding Program Procedures
(Band Management, Part 7 — Chapter 2)

Band Classification Manual
Band Code Implementation Manual

Band Employee Benefits Program Directive
(Band Management, Chapter 7 — PD 7.4)

Band Employee Benefits Program Procedures
(Band Management, Part 7 — Chapter 7.4)

Band Governance By-Law Manual

Band Governance Management Systems -
By-law

Band Governance Management Systems -
Elections

Band Support Funding Program Directive
(Band Management, Part 7 — Chapter 2)

Band Support Funding Program Procedures
(Band Management, Part 7 — Chapter 7.1)

Capital Management Procedures Manual
(Manitoba)

Communications Products, Practices and
Procedures Manual

Cultural Education Centres: National Program
Guidelines

Data Submission Regimes for Regions

Delivery of Technical Services - Departmental
Directive

Economic Development Programs Operating
Manual

Election Appeal Investigation Manual

Elementary Secondary: National Program
Guidelines

Entitlement Officers Manual
Environmental Screening Guidelines

ESRF Guidelines for Applications for Payment

ESRF Guidelines for Levies

ESRF Guidelines for Study Proposals
Estates Reporting System User Guide
File Classification Manual

First Nations and Inuit Summer Student
Career Placement Program Guidelines

First Nations and Inuit Youth Work Experience
Program Guidelines

First Nations Component of the Infrastructure
Canada Program - Terms and Conditions

First Nations National Reporting Guide

First Nations National Reporting Guide (1999-
2000)

First Nations Schools Co-operative Education
Program Guidelines

Gender Equality Analysis Policy

Guidelines for Funding under the Resource
Partnerships Program

Headquarters Indian Registration System
User Manual

How Population Data Can Benefit Your First
Nation

How to Prepare a Specific Claim
Human Resources Manual

Indian Economic Development Fund-Direct
Loan Operating Manual

Indian Moneys Directive - 1A: Administration
of Moneys Belonging to Indian Minors

Indian Oil and Gas Canada Reporting
Guidelines

Indian Programs Manual

Indian Registration Manual for Data Entry
Indian Registry Reporting Manual
Information Management Strategic Vision
Land Management Manual

Lands Registry Guide

Long-Term Capital Plan 2002-2003 to 2006-
2007

Managing Funding Arrangements, Volume 1.1
and 1.2, DIAND's Accountability Framework

Manual for the Administration of Band Moneys

Ministerial Correspondence, Briefings and
Parliamentary Affairs Manual
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« National Assessment of Water and
Wastewater Systems in First Nations
Communities (Summary Report)

« National Standards for Child Welfare

« National Standards for the Income Assistance
Program

« Negotiation Preparedness Initiative

« New Paths for Education: National Program
Guidelines

« Non-Registered On-Reserve Population
(NRORP) Data Handbook

« Northern Scientific Training Program:
Chairperson Manual

« Northern Scientific Training Program:
Student’s Manual

« On Reserve Services Handbook
« On-Reserve Housing Operating

« Outstanding Business - A Native Claims
Policy

« Parental and Community Engagement
Strategy National Program Guidelines

« Policy Manual on Indian Registration

« Post-Secondary Education: National Program
Guidelines

« Preparation of Treasury Board Capital
Submissions

« Program Directive - Chapter 5 (Social
Development)

« Program Directive — Income Assistance On-
Site Compliance Review Process

» Public Information Status Report

« Selection and Review Guidelines for Federal
Negotiators Appointed Pursuant to
Exceptional Contracting Limits Authority

« Social Development Policy and Procedures
Manual

« Special Education: National Program
Guidelines

« Specific Claims Branch: Process Manual

« Teacher Recruitment and Retention:
Professional Development National Program
Guidelines

« Tendering Policy on Federally Funded Capital
Projects for First Nations on Reserve

« Terms and Conditions for Contribution
Agreements

« Terms and Conditions for Ministerial Loan
Guarantees as defined in the P.C. 1999-
2000, November 4, 2000

« Terms and Conditions on Housing
Regulations - P.C. 1981-810

» Terms and Conditions Respecting the
Housing of Individual Indians on Reserves -
P.C. 1980-2753

« The Administration of Property Belonging to
Mentally Incompetent Indians

» The Use of Spokespersons at Indian and
Northern Affairs Canada: Policy and Practice

« Tribal Council Funding Program Directive
(Band Management, Chapter 7 — PD 7.3)

« Tribal Council Funding Program Procedures
(Band Management, Part 7 — Chapter 3)

» Year-end Reporting Handbook for First
Nations, Tribal Councils and First Nations
Political Organizations — November 2002

Additional Information

Please see the Introduction to this publication
for information on access procedures under the
provisions of the Access to Information Act and
the Privacy Act.

The department encourages requesters to
utilize the present lines of communication and to
request personal information through informal
channels. The intent is to make available as
much information as possible through informal
channels. Therefore enquiries for personal
information should be made directly, where
possible, to the departmental office having
control of the record(s) concerned. For further
information contact the departmental
coordinator or our regional offices.

Headquarters

Terrasses de la Chaudiére
10 Wellington, North Tower
Gatineau, Quebec

Postal Address:

Ottawa ON K1A 0H4
Tel.: 1-800-567-9604
Fax: 1-866-817-3977
TTY: 1-866-553-0554
E-Mail: infopubs@inac-ainc.gc.ca
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Atlantic

40 Havelock Street
P.O. Box 160
Amherst NS B4H 3Z3
Tel.: (902) 661-6200
Fax: (902) 661-6237

Quebec

Suite 400-320 St. Joseph Street East
Québec QC GIK 9J2
Tel.: (418) 648-7551
Fax: (418) 648-2266

Ontario

Sir Arthur Meighen Building, 5th Floor
25 St. Clair Avenue East

Toronto ON M4T 1M2

Tel.: (416) 973-6234

Fax: (416) 954-6329

Manitoba

365 Hargrave Street, Room 200
Winnipeg MB R3B 3A3

Tel.: (204) 983-4928

Fax: (204) 983-7820

Saskatchewan

Room 200

1 First Nations Way
Regina SK $4S 7K5
Tel.: (306) 780-5945
Fax: (306) 780-5733

Alberta

630 Canada Place
9700 Jasper Avenue
Edmonton AB T5J 4G2
Tel.: (780) 495-2773
Fax: (780) 495-4088

Indian Oil and Gas Canada

Suite 100

9911 Chula Boulevard

Tsuu T'ina (Sarcee) AB T2W 6H6
Tel.: (403) 292-5625

Fax: (403) 292-5618

British Columbia

Suite 600-1138 Melville Street
Vancouver BC V6E 4S3

Tel.: (604) 775-5100

Fax: (604) 775-7149

Yukon

Suite 300

300 Main Street
Whitehorse YT 1A 2B5
Tel.: (867) 667-3838
Fax: (867) 667-3801

Nunavut

P.O. Box 2200

Igaluit NU XO0A OHO
Tel.: (867) 975-4500
Fax: (867) 975-4560

Northwest Territories Region

P.O. Box 1500
Yellowknife NT X1A 2R3
Tel.: (867) 669-2500
Fax: (867) 669-2709

Reading Room

As required under the Access to Information
Act, the library of this institution has been
designated as public reading room: The
address is:

Room 1400

Les Terrasses de la Chaudiére
10 Wellington Street

Hull, Quebec

Tel.: (819) 997-0811
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Chapter 78

General Information

Background

The department of Indian Residential Schools
Resolution Canada was created by Order-In-
Council P.C. 2001-994 on June 4, 2001. Atthe
same time an order was executed, pursuant to
section 77(2) of the Access to Information Act, to
amend Schedule | of the Act to include this
department. Another order was executed,
pursuant to section 77(2) of the Privacy Act, to
amend the Schedule of that Act. The Heads of
Government Institutions Designation Order was
amended accordingly. Prior to June 4, 2001, this
Department was known as the Residential
Schools Unit and was part of the Department of
Indian Affairs and Northern Development.

Responsibilities

The role of the department of Indian Residential
Schools Resolution Canada (IRSRC) is to address
and resolve issues arising from the legacy of
Indian residential schools. As part of the process,
we are committed to strengthening partnerships
within government and with Aboriginal people,
religious denominations, and other citizens. We
work with Aboriginal people and other Canadians
in initiatives that explore and acknowledge our
history; build programs and projects which
address the needs of people today; and
strengthen our future.

Legislation
« Indian Act

« Public Service Rearrangement and Transfer of
Duties Act

Organization
Deputy Minister’s Office

The Office provides essential support services to
the Deputy Minister. It ensures appropriate
communication and liaison on policy and
operational issues between the Deputy Minister
and the Minister's Office, the Department and
other government departments and agencies.

Operations

The office oversees the following sectors:
Resolution East, Resolution West, and National
Research and Analysis.

Resolution East

Resolution East, located in Ottawa, is responsible
for managing the federal government’s response
to the legacy of Indian residential schools for
Saskatchewan and eastward. The Program is
responsible for resolving litigation claims out of
court in an expedited and sensitive manner. The
Alternative Dispute Resolution (ADR) is an on-
going process allowing former students, the
federal government and church organizations to
move away from the court and work together to
build a process for resolving claims.

Resolution West

Resolution West, located in Vancouver, is
responsible for managing the federal
government’s response to the legacy of Indian
residential schools for British Columbia, Alberta,
Yukon, NWT and Nunavut. The Program is
responsible for resolving litigation claims out of
court in an expedited and sensitive manner. The
Alternative Dispute Resolution (ADR) is also used
to help resolve claims.National Research &
Analysis

National Research and Analysis

The National Research and Analysis Directorate,
located in Ottawa, is responsible for managing the
Department’s national research program in
support of litigation and Alternative Dispute
Resolution claims and the work being carried out
by the Department’s Resolution East and West
Directorates. It is also responsible for managing
the Department’s statistics and statistical analysis
activities related to the legacy of the Indian school
system and the national inventory of all alleged
abuse cases. In addition, it is responsible for
managing the intake function of the Alternate
Dispute Resolution process.

Corporate Services

The Director of Corporate Services Sector reports
directly to the Deputy Minister. The sector is
responsible for finance and administration;
records management, security, Information
Technology and Systems Management, human
resources services; Adjudication Secretariat and
Access to Information and Privacy.
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Adjudication Secretariat

The Adjudication Secretariat was established in
Regina, Saskatchewan, in November of 2003 to
oversee the Alternative Dispute Resolution (ADR)
process. The ADR process will enable Indian
residential schools' claims to be settled in a safe,
humane, credible, appropriate and timely manner.
ADR is one of the options available to former
students to settle their claims. This process
provides an option to deal with the large volume of
abuse claims arising from the operation of Indian
residential schools.

Under the direction of a chief adjudicator, the
Secretariat will schedule hearings for applicants in
the ADR process. Hearings are private and
confidential. All adjudicators, including the chief
adjudicator, will operate at arm's length from
government. The ADR process was established
as a result of extensive discussions with groups
representing former students, their lawyers, the
churches, and Aboriginal organizations.

Public Affairs, Liaison and Outreach

The Director of Public Affairs, Liaison and
Outreach Sector reports directly to the Deputy
Minister. The sector is responsible for managing
the communications, liaison, outreach and
commemoration programs of the Department.
The division is responsible for the development of
a strategic outreach framework and projects to
shape government policy development and
programs. In addition, it liaises with other federal
departments, provincial governments, Aboriginal
peoples, churches and other interested groups.
The division has developed programs and tools to
provide public education about the legacy of
Indian residential schools, as well as programs to
commemorate and recognize the experience of
former students.

The sector also develops and manages the
implementation of internal and external
departmental communications strategies and
provides strategic communications advice to
senior departmental executives and the Minister's
office. In addition, it oversees the preparation of
all communications, such as news releases and
press lines, as well as postings on the
departmental Internet and Intranet sites. In
response to questions from the media and the
public in general, the division will arrange for a
spokesperson to reply on behalf of the
department.

Policy and Strategic Planning

The Director of Policy and Strategic Planning
Sector reports directly to the Deputy Minister. The

sector provides policy and strategic planning
functions for the Department. This involves
consultations with the public, survivor groups,
Aboriginal organizations and other federal and
provincial government departments to keep
current on issues of common interest , and to
bring forward strategic options in discussion
briefs, and Memoranda to Cabinet for
Departmental strategic consideration.

The Policy and Strategic Sector also maintains
working level linkages between the Department
and Parliament, central agencies, and the
Minister's office.

Information Holdings

Program Records

Records Management

Description: Information relating to the
management of corporate records.

Topics: File classification system, essential
records, records information management system,
retention and disposition, management of
government information holdings.

Program Record Number: IRS A3740

Alternative Dispute Resolution (ADR)
Description: The purpose of the Alternative
Dispute Resolution (ADR) is to find a faster and
less traumatic manner of settling the claims
related to Indian Residential Schools.

Topics: Hearings are conducted by independent
adjudicators who will review the applications from
former students. During the hearings, the
adjudicators will determine if the claims are valid
and the amount of compensation, according to the
compensation framework. Hearings are private
and confidential.

Program Record Number: |RS E5442-7

Litigation Management and Resolution
Description: Information related to cases in the
court process and on specific issues related to
settlement through litigation and court process
involving the department.

Topics: Documents related to litigation; research
reports; policy and legal positions, information
received during the process; litigation
management and resolution processes; statistical
purposes; case summaries; claims settlement and
court rulings.

Program Record Number: |IRS E5442-2

National Document Collections
Description: Records gathered from government
sources that demonstrate federal government
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policy regarding Indian residential schools or the
application of those policies. These documents
have been collected for schools across the
country in order to centralize in one place the
policy-level documents relating to issues
connected to Indian residential schools.

Topics: Contains policy documents on a wide
array of residential school-related issues such as
education, health, nutrition, culture and language.
Includes responses to incidents of physical and
sexual abuse at Indian residential schools across
the country and government-source records
relating to Anglican, Catholic, Presbyterian and
United Church activity at Residential schools
across Canada.

Program Record Number: IRS E5442

Security Files

Description: Records related to building security,
security incidents, security violations and security
investigations that contain personal information.
Topics: Identification card applications, building
access register, security investigation reports,
security incident reports, authority for removal and
access restriction.

Program Record Number: IRS CSS 800

Threat and Risk Assessment Files
Description: Records related to the assessment
of the threat and risk to departmental programs,
offices and facilities as required under the
Government Security Policy.

Topics: Threat and risk assessment reports, and
remedial security measures and safeguards.
Program Record Number: |IRS CSS 810

Standard Program Records

Please see the INTRODUCTION to this
publication for the definition of Standard Program
Records and a description of their contents.

Acts and Legislation

Administration

Administration and Management Services
Classification of Positions

Finance

Hospitality

Personnel

Relocation

Travel

Personal Information Banks

IRSRC Litigation Committee Records
Description: This bank contains Litigation
Committee Records.

Class of Individuals: Individuals who have made
a claim against the government of Canada
regarding their experience at a former Indian
residential school.

Purpose: This bank exists to maintain a record of
the IRSRC Litigation Committee decisions.
Consistent Uses: Information is maintained for
audit purposes.

Retention and Disposal Standards: To be
established.

RDA Number: TBD

Related PR#: IRS E5442-2

TBS Registration: 005373

Bank Number: IRS PPU 010

IRSRC Settlement Mandates

Description: Approved mandates to settle
validated claims of former students who have
made a claim against the government regarding
their experience at a former Indian residential
school in Canada.

Class of Individuals: Claimants seeking
compensation involving attendance at Indian
residential schools in Canada.

Purpose: To maintain a record of all settlement
mandates approved by the IRSRC Litigation
Committee in spreadsheet format. The
information is used to identify the date of the
mandate approval, the region, school and church
denomination, date of school attendance,
apportionment and confirmation of settlement.
Consistent Uses: Information may be used for
internal financial and operational verification
purposes.

Retention and Disposal Standards: To be
established.

RDA Number: TBD

Related PR#: IRS E5442-2

TBS Registration: 005374

Bank Number: IRS PPU 020

IRSRC Settlements

Description: Settlement information may include
the region, school attended and dates attended,
date statement of claim filed, church
denomination, date of settlement, apportionment,
settlement award and the settlement mandate.
Class of Individuals: Individual and/or group
claim settlements.

Purpose: to maintain a record of all settlements
reached with individuals or groups of claimants.
Consistent Uses: Information may be used for
internal financial and operational verification
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purposes.
Retention and Disposal Standards: To be
established.

RDA Number: TBD

Related PR#: IRS E5442-2

TBS Registration: 005375

Bank Number: IRS PPU 030

Litigation Management Database

Description: The Litigation Management
Database (LMDB) holds information contained
within the litigation and Alternative Dispute
Resolution (ADR) files. It contains all pertinent
information in the pleadings filed by the claimant’s
counsel and by counsel for the Attorney General
of Canada.

Class of Individuals: The information pertains to
individuals who have filed civil suits against the
government for their experiences at Indian
residential schools.

Purpose: The data base compiles all information
pertaining to the legal claims and provides a
consistent overview of the cases which allows
Indian Residential Schools Resolution Canada
(IRSRC) to analyse trends on a national level.
Consistent Uses: Used by staff of the IRSRC
and by DOJ litigators to provide consistent
information for case managers across the country.
Currently, the database is used primarily by
project managers to assist in managing their case
load. Also used by the Policy and
Communications Group to provide statistical data
for use in negotiating with the different church
organizations and for responding to media
requests, and to track demographic information to
assist in the historical research of the claims.
Retention and Disposal Standards: To be
established.

RDA Number: TBD

Related PR#: IRS E5442-2

TBS Registration: 005376

Bank Number: IRS PPU 040

Research Document Collections

Description: Records gathered from federal
government sources pertaining to Indian
residential schools in response to claims brought
against the Crown. It contains information on
specific school research related to Indian
residential schools located in British Columbia,
Alberta, the Yukon, NWT and Nunavut as well as
general history of residential schools; in addition,
research associated with specific litigation against
the federal Crown pertaining to the above-noted
provinces and territories.

Class of Individuals: Claimants seeking
compensation concerning their experiences at
Indian residential schools in Canada.

Purpose: The documents are collected to
research and validate the claims brought against
the government. They consist of photocopies of
documents held in original form at various federal
government repositories.

Consistent Uses: The information used by staff
of the IRSRC and by DOJ litigators.

Retention and Disposal Standards: To be
established.

Related PR#: |IRS E-5442

TBS Registration: 005377

Bank Number: IRS PPU 050

Standard Personal Information
Banks

Please see the INTRODUCTION to this
publication for the definition of Standard Personal
Information Banks and a description of their
contents.

Access to Information and Privacy Requests

Automated Document, Records, Information
Management Systems

Business Continuity Planning
Electronic Network Monitoring Logs

Executive Correspondence Management Systems

Additional Information

Formal requests under the Access to Information
Act or the Privacy Act should be sent to the
Coordinator, Access to Information and Privacy, at
the Headquarters address (below).

Addresses and general inquiry numbers for the
Department:

Headquarters
Indian Residential Schools Resolution Canada

90 Sparks Street
Room 341
Ottawa ON K1A OH4

General inquiry:

Tel: (613) 996-2686
Fax: (613) 996-2808

Regional Office
Indian Resolution Schools Resolution Canada

Saskatchewan Place
1870 Albert Street, Box 24
Regina SK S4P 4B7
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British Columbia Office
Indian Residential Schools Resolution Canada

400-1138 Melville Street
Vancouver BC V6E 4S3

General inquiry:

Tel: (604) 775-6400
Fax: (604)775-5317

Reading Room
The reading room is located at:

Room 003
90 Sparks Street
Ottawa ON K1P 1K7
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Industry Canada
Chapter 79

General Information

Background

Industry Canada promotes the growth of a strong,
dynamic Canadian economy and helps Canadians
take advantage of the opportunities offered by the
global, knowledge-based economy.

Responsibilities

Industry Canada’s mandate is to help make
Canadians more productive and competitive in the
global, knowledge-based economy. The
department’s policies, programs and services help
create an economy that: provides more and
better-paying jobs for Canadians; supports
stronger business growth through continued
improvements in productivity and innovation
performance; and gives consumers, businesses
and investors confidence that the marketplace is
fair, efficient and competitive.

To reach its clients, Industry Canada collaborates
extensively with partners at all levels of
government and the private sector, and has
become a leader in providing leading-edge service
products. Industry Canada has regional offices,
as well as local service points located in 50
communities. For further information, consult the
Industry Canada web site.The department’s
efforts are concentrated on five strategic micro
economic objectives in order to build the
competitive advantage Canada needs for long-
term economic growth: improving Canada’s
innovation performance; making Canada the most
connected nation in the world; building a fair,
efficient and competitive marketplace; improving
conditions for investments; and increasing
Canada’s share of global trade.

The Minister of Industry is responsible for 13
federal departments and agencies that make up
the Industry Portfolio. These organizations are
uniquely positioned to further the government's
goal of building a knowledge-based economy in all
regions of Canada and to advance the
government's jobs and growth agenda. The
Industry Portfolio includes:

Atlantic Canada Opportunities Agency
Business Development Bank of Canada

Canada Economic Development of Quebec
Regions

Canadian Space Agency

Canadian Tourism Commission
Competition Tribunal

Copyright Board Canada

Enterprise Cape Breton Corporation
National Research Council of Canada

Natural Science and Engineering Research
Council of Canada

Social Sciences and Humanities Research
Council of Canada

Standards Council of Canada

Statistics Canada
Legislation

« Agreement on Internal Trade Implementation
Act, S.C. 1996, c. 17

« Agricultural and Rural Development Act, R.S.
1985, c. A-3

« Atlantic Fisheries Restructuring Act, R.S. 1985,
c. A-14 (in respect of certain companies)

« Bankruptcy and Insolvency Act, R.S., 1985, c.
B-3

« Bills of Exchange Act, R.S. 1985, c. B-4 (Part
V: Consumer Bills and Notes)

« Boards of Trade Act, R.S., 1985, c. B-6

« British Columbia Telephone Company Act, S.C.
1916, c. 66 (private act)

» Business Development Bank of Canada Act,
S.C. 1995,c. 28

« Canada Business Corporations Act, R.S., 1985,
c. C-44

» Canada Cooperatives Act, S.C. 1998, c. 1
« Canada Corporations Act, R.S.C., 1970, c. C-32

« Canada Foundation for Innovation: Parts | and
XI of the Budget Implementation Act, 1997, S.C.
1997, c 26
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« Canada Small Business Financing Act, S.C.
1998, c. 36

« Canadian Space Agency Act, S.C. 1990, c.13

« Civil International Space Station Agreement,
S.C. 1999, c. 35

« Companies' Creditors Arrangement Act, R.S.,
1985, c. C-36

« Competition Act, R.S., 1985, c. C-34

« Competition Tribunal Act, R.S., 1985, c. 19 (2nd
Supp.)

« Consumer Packaging and Labelling Act, R.S.,
1985, c. C-38

« Copyright Act, R.S., 1985, c. C-42

« Corporations and Labour Unions Returns Act,
R.S. 1985,c. C-43

o Department of Industry Act, S.C. 1995, c. 1

« Electricity and Gas Inspection Act, R.S., 1985, c.
E-4

« Employment Support Act, S.C. 1970-71-72, c.
56

« Government Corporations Operation Act, R.S.
1985, C. G4

« Industrial and Regional Development Act, R.S.
1985, c. 1-8

« Industrial Design Act, R.S., 1985, c. |-9

« Integrated Circuit Topography Act, S.C. 1990, c.
37

« Investment Canada Act, R.S., 1985, c. 28 (1°
Supp.)

. Lobbyists Registration Act, R.S., 1985, c. 44 (4™
Supp.)

« National Research Council Act, R.S., 1985, c.
N-15

« Natural Sciences and Engineering Research
Council Act, R.S., 1985, c. N-21

. Patent Act, R.S., 1985, c. P-4

« Pension Fund Societies Act, R.S. 1985, c. P-8
(ss. 4,6and 7)

« Personal Information Protection and Electronic
Documents Act, S.C. 2000, c. 5

« Precious Metals Marking Act, R.S., 1985, c.
P-19

o Public Documents Act, R.S. 1985, c. P-28
« Public Officers Act, R.S. 1985, c. P-31

« Public Servants Inventions Act, R.S., 1985, c.
P-32

« Radiocommunication Act, R.S., 1985, c. R-2

« Regional Development Incentives Act, R.S.
1970, c. R-3

» Seals Act, R.S. 1985, c. S-6

« Small Business Investment Grants Acts, S.C.
1980-81-82-83, c. 147

« Social Sciences and Humanities Research
Council Act, R.S., 1985, ch. S-12

« Special Areas Act, R.S. 1985, c. S-14 (Ontario
and Quebec)

« Standards Council of Canada Act, R.S., 1985, c.
S-16

« Statistics Act, R.S. 1985 ¢. S-19
« Telecommunications Act, S.C. 1993, c. 38

« Teleglobe Canada Reorganization and
Divestiture Act, S.C. 1987, c. 12 (specified
functions)

« Telesat Canada Reorganization and Divestiture
Act, S.C. 1991, c. 52 (policy role)

« Textile Labelling Act, R.S., 1985, c. T-10

« Timber Marking Act, R.S. 1985, c. T-11

« Trade Unions Act, R.S. 1985, c. T-14

« Trade-marks Act, R.S., 1985, c. T-13

« Weights and Measures Act, R.S., 1985, c. W-6

« Winding-up and Restructuring Act, R.S., 1985, c.
W-11 (Part | only)

Organization

Audit and Evaluation (EAB)

Conducts internal audits and evaluations
consistent with departmental and central agency
policies.

Chief Information Officer (CIO)

The Chief Information Officer is accountable to the
Associate Deputy Minister and the Industry
Canada Management Committee for the effective
and efficient management of strategic information
and informatics within Industry Canada. A major
responsibility of the CIO is the planning,
coordination and delivery of Industry Canada's
strategy to put the departmental key services on
line through Strategis, Canada's largest business
Web site at http: \\strategis.gc.ca. Specifically, the
CIO manages the department's informatics
resources including the high capacity national
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wide area network; operates Industry Canada's
library and information products; manages the
electronic publishing process and development of
custom information products; manages the
Department's national efforts in the network of
Canada Business Services Centres; establishes
and implements marketing strategies to promote
the use of strategic business information; and
undertakes systematic client feedback
assessments.

The CIO also manages the BusinessGateway.ca,
the Government of Canada’s portal site for
Canadian business. This function includes
managing an intra-departmental partnership,
technical housing and maintenance of the site, the
provision of client support services and developing
site content through client feedback mechanisms,
partnerships with other levels of government and
the private sector.

Canada Business Service Centres (CBSCs)

The Canada Business Service Centres (CBSCs)
are the gateway to government information for
business providing a wide range of information on
government services, programs and regulations.
The CBSCs answer client questions about starting
a new business or improving an existing one.
Services are available by telephone, fax, mail, e-
mail, on the web and in person. Currently there
are thirteen CBSCs - one in every province, the
Northwest Territories, Yukon and Nunavut. The
CBSCs also have regional access arrangements
with existing business service organizations in
many communities across Canada. The CBSC
initiative is a cooperative arrangement among 37
federal departments and agencies, provincial
governments and, in some cases the private
sector. A National Secretariat, located in Ottawa,
is responsible for supporting the CBSCs and
maintaining the technical network, web site,
information databases, and products. Also see
the Atlantic Canada Opportunities Agency (ACOA)
and Canada Economic Development for Quebec
Regions for listings on CBSCs.

Communications and Marketing Branch
(CMB)

The Communications and Marketing Branch plays
a pivotal role in ensuring that the Canadian public,
departmental clients and employees, receives
information about Industry Canada's policies,
programs and services.

Services provided by the Branch include
communications research and public opinion
research and environmental analysis;
communications planning and advice to the

Minister and senior management on
communicating Ministerial and departmental
priorities, policy development, and program
planning and implementation; media relations; and
the coordination, production and distribution of
speeches, news releases, publications and
multimedia materials. Through the Industry
Canada corporate web site (www.ic.gc.ca) the
Branch provides current information on
departmental activities, as well as links to the
Industry Portfolio’s various resources. The
Branch is also responsible for handling enquiries
from the public.

Communications Research Centre (CRC)

Communication Research Centre Canada (CRC)
has been dedicated to advanced communications
R&D for over 30 years. lts research provides a
technical basis for the development of regulations
and standards in support of public policy. Key
research areas include wireless systems; radio
fundamentals; communications networks;
interactive digital multimedia; photonics
technologies. CRC has a strong tradition of
technology transfer to industry and has been
responsible for the creation of more than 60
companies. It operates an Innovation Centre to
provide high-tech startups with access to its
technologies, research expertise and unique
laboratories.

Competition Bureau (CB)

The Competition Bureau promotes competition
and efficiency in the Canadian economy through
the administration of the Competition Act
concentrating on a balance between enforcement
activities and compliance programs, public
awareness and submissions on regulatory
matters. The Bureau also promotes a fair and
efficient marketplace through the administration of
the Textile Labelling Act, the Precious Metals
Marking Act, and the Consumer Packaging and
Labelling Act emphasizing a compliance approach
by working with business to predict and prevent
problems from occurring. The Commissioner of
Competition, the head of the Competition Bureau,
is a statutory appointment under the Competition
Act with the responsibility of administering and
enforcing the Competition Act and the other Acts
cited above. The Competition Bureau consists of
six branches, four of which are responsible for the
enforcement of the Acts. A unit has also been
established for the purpose of co-ordinating
possible amendments to the Competition Act and
for internal and external communications.
Competition Bureau is comprised of the following
branches and directorate: Civil Matters Branch;
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Compliance and Operations Branch which
includes Compliance and Coordination
Directorate, Management Policy and Services,
COMPASS Information Management Centre;
Competition Policy Branch; Communications Unit;
Criminal Matters Branch; Fair Business Practices
Branch; Mergers Branch.

Comptrollership and Administration Sector
(CAS)

The Comptrollership and Administration Sector is
responsible for financial and materiel
management and related policies, systems, audit
and evaluation, facilities, security, program
integrity, the IC loan insurance portfolio, and
processes and standards which are consistent
with modern comptrollership. This sector is
comprised of the following: Audit and Evaluation
Branch; Comptrollership and Program Services
Branch; Financial Systems, Facilities and Security
Branch and Corporate Management Frameworks
Directorate.

Human Resources Branch (HRB)

The Human Resources Branch provides strategic
information, advice and operational services to the
department on corporate management and
succession planning strategies, relationships with
unions, demographic profiling, research and
analysis, indicators of the health of the
organization, strategic infrastructure for training,
rejuvenation and revitalization program strategies.
Operationally, it provides decentralized,
comprehensive and timely advice, guidance and
assistance to departmental management and
employees on classification, staffing and
researching, official languages, employment
adjustment, labour management, employee
equity, training and development, awards and
recognition, career planning, compensation and
benefits.

Industry Portfolio Office (IPO)

The Industry Portfolio Office (IPO) provides
executive secretariat support to the Minister,
Deputy Minister and Associate Deputy Minister of
Industry as it relates to their broad Industry
Portfolio coordination responsibilities.

The thirteen industry portfolio members are:
Atlantic Canada Opportunities Agency; Business
Development Bank of Canada; Canada Economic
Development for the Regions of Quebec;
Canadian Space Agency; Competition Tribunal;
Copyright Board Canada; Canadian Tourism
Commission; Enterprise Cape Breton
Corporation; National Research Council Canada;
Natural Sciences and Engineering Research

Council of Canada; Social Sciences and
Humanities Research Council of Canada;
Standards Council of Canada and Statistics
Canada.

Industry Sector (IS)

IS mission is to maximize the contribution of
Canadian manufacturing and service industries to
Canada'’s future economic growth. The sector has
a highly diversified industry client base and many
varied issues and challenges. Sectorally, IS deals
with supporting the adoption of new practices and
processes in some industries while encouraging
other to take giant leaps into future technologies.
IS works closely with key stakeholders including
industry associations, academic institutions and
representatives of the scientific and economic
communities and other levels of government as
well as departments within the federal
government. The Sector Branches covering most
of Canada's industrial groups, and the staff
Branches supporting them, as well as the broader
corporate agenda are: Industrial Analysis Centre;
Aerospace and Automotive Branch; Energy and
Marine Branch; Manufacturing Industries Branch;
Sustainable Technologies and Service Industries
Branch; Life Sciences Branch; Corporate Services
Branch and the Canadian Biotechnology
Secretariat.

The Canadian Biotechnology Secretariat (CBSec)
coordinates federal policy and programs under the
Canadian Biotechnology Strategy. The two core
roles of the Secretariat are to provide strategic
advice and staff support to the Canadian
Biotechnology Advisory Committee (CBAC), and
to provide policy, communications and
coordination services for federal departments and
agencies contributing to the Strategy. CBAC is an
| external, expert panel that advises Ministers on
the ethical, social, economic, scientific, regulatory,
environmental and health aspects of
biotechnology. The Executive Director of the
Secretariat reports to the Assistant Deputy
Minister, Industry Sector, Industry Canada.

Information and Privacy Rights
Administration (IPRA)

Oversees the administration and policy
development of the Access to Information Act and
the Privacy Act on behalf of the Department. It
processes formal requests, advises senior
management on the administration and
interpretation of the legislation and the disposition
of cases, and promotes awareness of the
legislation within the Department.
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Office of Consumer Affairs (OCA)

The Office of Consumer Affairs (OCA) works to
promote a fair and efficient marketplace for
Canadian consumers, and to protect the
consumer interest. The Office helps consumers
obtain credible marketplace information; provides
analysis of key policy issues from the consumer
perspective; and works with governments,
business and consumer groups to improve
Canada’s system of consumer protection.

Office of the Corporate Secretary (OCS)

The Office of the Corporate Secretary (OCS)
provides executive support to the offices of the
Minister, Secretaries of State, Deputy Minister and
Associate Deputy Minister. It provides timely and
quality service to ensure executive clients are
effectively supported in all their briefing,
correspondence and parliamentary affairs
requirements. OCS supports departmental
management committee activities and the day-to-
day operations of executive offices. OCS has four
primary business lines: Executive Briefings and
Appointments; Parliamentary Affairs; Executive
Correspondence; Executive Services.

Operations Sector (OPS)

The Operations Sector is Industry Canada's
service delivery arm with 2700 employees
providing services in over 50 Canadian
communities. It serves the business community
with a full range of information and intelligence on
trade, investment and technology opportunities
and regional and community development
initiatives. Through its marketplace organizations,
it contributes to the regulation of the marketplace
and promotes an environment to improve the
competitiveness of Canadian industry and ensure
fair market practices.

The Sector is comprised of 14 business units
organized in 3 clusters. The Business and
Marketplace Services cluster consists of the
Canadian Intellectual Property Office (CIPO),
Corporations Canada, Measurement Canada
(MC) and the Office of the Superintendent of
Bankruptcy (OSB); the Business and Community
Economic Development cluster consists of
Aboriginal Business Canada (ABC), Federal
Economic Development for Northern Ontario
Region (FedNor), the Small Business Loans
Administration and the Canada-Ontario
Infrastructure Program (COIP); and, the Regional
cluster consists of 5 regional offices and the Trade
and Regional Cohesion Branch. The Sectorial
Strategies and Services Branch services the
entire Sector.

Aboriginal Business Canada (ABC)

Aboriginal Business Canada promotes the growth
of Aboriginal businesses in Canada, and helps
integrate them into the national and international
economies. The program provides a range of
services, support, and information to Canadian
Indian, Métis, and Inuit entrepreneurs and
business organizations. This support includes
advice and counselling by business development
officers; business planning assistance;
management training and networking
opportunities, and direct financial assistance to
Aboriginal companies in the form of contributions
or loan insurance. Emphasis is placed on: trade
and market expansion (tourism), innovation,
Aboriginal youth entrepreneurship, and
strengthening Aboriginal financial and business
organizations, in particular the network of
Aboriginal Capital Corporations.

Canadian Intellectual Property Office (CIPO)

The Canadian Intellectual Property Office (CIPO)
is responsible for granting and registering
intellectual property rights in Canada and for
ensuring that the information acquired, in
exchange for such rights, is made available to the
public.

Corporations Canada (COR)

Corporations Canada administers the Canada
Business Corporations Act (CBCA), the Canada
Cooperatives Act, the Canada Corporations Act,
and several other statutes, through the
examination of applications for federal
incorporation, continuance, amalgamation and
dissolution of corporations; the management of a
database on federal corporations and the
collection, assessment and verification of
information made available to the public. As of
April 1, 1995, Corporations Canada assumed
responsibility for the Registration Section. The
Office of the Registrar General within the
Registration Section is the guardian of the Great
Seal of Canada. Documents are issued under the
Formal Documents Regulations, the Public
Officers Act and the Seals Act (Commissions,
Land Grants, Proclamations, etc.). The Section
accepts and retains on file railroad deposits under
Sections 104 and 105 of the Canada
Transportation Act.

FedNor (FED)

FedNor is the Federal Economic Development
Initiative for Northern Ontario. Its mission is to
promote economic growth, diversification, job
creation and sustainable, self-reliant communities
in Northern Ontario by working with community
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partners and other organizations to improve small
business access to capital, information and
markets.

Measurement Canada (MC)

Measurement Canada administers and enforces
the Electricity and Gas Inspection Act and the
Weights and Measures Act. The mission of the
Agency is to ensure equity and accuracy, where
goods and services are bought and sold on the
basis of measurement, in order to contribute to a
fair and competitive marketplace for Canadians.

Direct services provided by Measurement Canada
include: calibration and certification of
measurement standards; compliance assurance;
device approval; marketplace surveillance; dispute
investigation and accreditation. Other services
and activities provided include: policy and
legislative development and client services,
including responding to complaints and enquiries.

Office of the Superintendent of Bankruptcy
(OSB)

The Office of the Superintendent of Bankruptcy
supervises the administration of the Canadian
bankruptcy and insolvency process. It maintains a
public record of bankruptcies and receiverships,
as well as consumer and commercial proposals,
which enable individual debtors and viable
businesses to reorganize their financial affairs and
possibly avoid bankruptcy. It is responsible for the
licensing, monitoring and disciplining of private
sector trustees. The Office of the Superintendent
of Bankruptcy also helps maintain a sound and
modern legislative framework, which promotes fair
treatment of creditors and debtors and acts to
deter abuses, and ensures public access to
relevant insolvency data.

Regional Offices (OPS)

Industry Canada has regional and district offices
across Canada. They deliver a wide range of
Industry Canada programs and services to foster
a fair and competitive marketplace. The regional
offices also bring a national perspective to the
development of micro-economic policy and the
enhancement of national objectives by reflecting
regional realities.

The Canada-Ontario Infrastructure Programs
Directorate

The Directorate is responsible for the delivery of
certain projects under the Canada Strategic
Infrastructure Fund (CSIF) in Ontario. The
Canada Strategic Infrastructure Fund
complements Canada's other infrastructure
programs but differs in its orientation. It

emphasizes partnerships with any combination of
municipal, provincial, territorial governments, as
well as the private sector, and each partnership
will be governed by specifically tailored
arrangements. Investments will be directed to
large-scale projects of national and regional
significance.

Policy Sector (POL)

The Policy Sector provides underlying analysis
and strategic micro-economic policy advice
pertaining to innovation, science, industry,
international business, SME and economic
framework policies, including legislation and
regulation. The sector manages the departmental
policy process, coordinates briefings for Cabinet,
CCDM-Policy, and Deputy/Ministerial retreats.
This sector is comprised of the following
branches: Marketplace Framework Policy Branch;
Innovation Policy Branch; International Affairs
Branch; Management & Administrative Services;
Micro-Economic Policy Analysis Branch; Small
Business Policy Branch; Strategic Policy.

The Advisory Council on Science and
Technology Secretariat (ACST).

The Secretariat provides policy advice,
coordination and administrative services to the
Prime Minister's Advisory Council on Science and
Technology (ACST). It is responsible for: planning
and coordinating meetings and activities;
providing policy analysis and research assistance;
facilitating communications and linkages among
advisory bodies, various levels of governments
and the S&T community.

Spectrum, Information Technologies and
Telecommunications Sector (SITT)

The objective of this sector is to facilitate the
development and use of information and
communication technologies, systems and
services that serve the economic and social needs
of all Canadians. This responsibility includes
formulating telecommunications and information
policies, which provide an encouraging and
predictable environment for investment and
innovation; providing a competent base of
expertise in technical and strategic issues in the
area of systems interconnection goods and
related telecommunications and information
technology standards; ensuring the availability
and use of communications and information goods
and services to all Canadians; improving the
international competitiveness of Canada's
information and communication technologies
industry; utilizing the Information Highway to
strengthen Canada’s social economy and build
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capacity at the community level through E-
Learning, Access and Broadband initiatives, as
well as, various Youth Employment Strategy
programs; enhancing the competitiveness of the
information and communications industries
through the delivery of innovation, trade support,
investment promotion and policy advocacy
programs; developing policies aimed at achieving
Canadian interests in multilateral communications
organizations such as the International
Telecommunications Union (ITU) and the
Organization for Economic Cooperation and
Development (OECD); managing the department's
bilateral telecommunications relationships; and,
achieving international R&D cooperation and
technical marketing. The Sector also strives to
ensure the accommodation of as many users of
the radio frequency spectrum as possible with a
minimum of interference; promotes the
development and growth of radiocommunications;
manages spectrum use by Canadian
broadcasters, operators and radio licence holders;
and, protects Canada's rights and interests
regarding spectrum use through international
agreements and regulations.

Technology Partnerships Canada (TPC)

Technology Partnerships Canada (TPC) is a
technology investment fund established to
contribute to the achievement of Canada’s
objectives: increasing economic growth, creating
jobs and wealth, and supporting sustainable
development.

TPC makes strategic investments in research,
development and innovation in order to encourage
private sector investments, and to maintain and
grow the technology base and technological
capabilities of Canadian industry.

Information Holdings

Program Records

Aboriginal Business Canada

Description: Aboriginal Business Canada
provides a range of support and services to
Aboriginal businesses across Canada. The
program supports: trade and market expansion,
tourism, innovation, youth entrepreneurship, and
strengthened Aboriginal business and financial
institutions, as well as certain other types of
projects.

Topics: All components of the Aboriginal
Business Development Program.

Program Record Number: 1C ABC 005

Access to Information and Privacy
Description: Records relating to the
administration of the access to information and
privacy legislation, information collection and
public opinion research, information management
practices and inventories of information holdings.
Topics: All elements related to the Access to
Information and Privacy Rights program.
Access: Limited to Industry Canada employees.
Format: Paper file and EDP system.

Program Record Number: IC ATI 175

Accreditation

Description: Information on the Accreditation
Program.

Topics: Accreditation, electricity and gas,
weights and measures, verifiers, manufacturers,
contractors (utilities), service organizations,
accredited, factory initial inspections, accreditation
standard, International Organization for
Standardization (ISO), quality assurance criteria,
administrative requirements, initial transition
period, manual review procedure, audit procedure,
enforcement policy.

Format: Internet.

Program Record Number: 1C MC 200

Advanced Devices and Reliability
Description: Information pertaining to research
and development of new microelectronic devices
and circuits, particularly those based on
compound semiconductor materials such as
gallium arsenide (GAAs), and the evaluation of
these materials in regard to their suitability for
device and circuit fabrication.

Topics: Device and circuit fabrication processes
and evaluations; GAAs high-speed logic
optoelectronic devices and circuits for data
processing; and broadband switching applications.
Program Record Number: I1C SIT 800

Behavioural Research

Description: This bank contains reports, studies,
field trial evaluations, surveys and interviews
involving individual reactions, views and opinions
related to the intellectual, creative and productive
capabilities of human beings in information
communication and related processes, especially
human perceptual and cognitive processes,
human behaviour, and the interaction between
people and communications technology. The
reports themselves, published or unpublished,
reflect collective human behaviour and not
personal information about an individual.
Personal information may be obtained in the
process of preparing a report to establish the
identity and credibility of the source. This form of
personal information is normally retrievable only if
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specifics are provided concerning the report
involved.

Topics: human perceptual and cognitive
processes, human behaviour.

Program Record Number: I1C SIT 805

Broadcast Engineering Database

Description: This bank contains technical and
administrative information related to broadcasting
certificates. The information is used in the issue,
renewal and amendment of certificates under the
Radiocommunications Act and in providing
technical certification to the Canadian
Radio-Television and Telecommunications
Commission (CRTC) to permit the issue of
broadcast licenses under the Broadcasting Act. It
is also used in meeting the technical criteria in
bilateral agreements with the U.S.A. and
agreements administered by the International
Telecommunications Union (ITU). Some of this
information is shared with: the Department of
Transport to ensure that transmission of FM
broadcasting stations do not interfere with aircraft
communications; Energy, Mines and Resources
Canada in preparing topographical maps; CRTC;
Federal Communications Commission of the
U.S.A. (FCC) related to the above agreements.
Topics: Technical brief, call-sign

Access: Limited to Industry Canada employees
involved in processing of broadcasting
applications

Format: Hard copy files, numeric filing system by
broadcasting type (AM, FM, TV)

Program Record Number: I1C SIT 810

Broadcast Technologies Research and
Development

Description: Information on research and
development in broadcasting and related
technologies, systems and services.

Topics: Television; sound (radio); datacasting;
imagery; video and film generation; interactive
home-services; behavioural research; broadcast
standards and networks.

Program Record Number: IC SIT 815

Cable Television Database

Description: This bank contains technical and
administrative information related to broadcasting
certificates for cable television distribution
systems. The information is used in the issue,
renewal and amendment of certificates under the
Radiocommunications Act and in providing
technical certification to the Canadian
Radio-Television and Telecommunications
Commission (CRTC) to permit the issue of
licenses under the Broadcasting Act. Parts of this
information are shared with: the Department of

Transport to ensure that transmission towers do
not interfere with aircraft communications and
navigation, and with the CRTC.

Topics: Authorized distribution, leakage
monitoring, aeronautical channels

Access: Limited to Industry Canada employees
involved in the processing of cable television
applications

Format: Hard copy files, numeric filing system
Program Record Number: I1C SIT 820

Canada Business Service Centres
Description: General information on the
operation of the network of Canada Business
Service Centres (CBSCs). Also records of client
service interactions with CBSCs located in
Ontario, Yukon, NWT and Nunavut, the four
centres for which Industry Canada is operationally
responsible.

Topics: program information, evaluations,
national statistics, client service system, and
national web-services information system records.
Access: client records are arranged by name,
address, telephone number.

Program Record Number: 1C CIO 710

Communications and Marketing

Description: Plays a pivotal role in ensuring that
the Canadian public, departmental clients and
employees, receives information about Industry
Canada’s policies, programs and services.
Topics: communications; communications
planning; media relations; coordination, production
and distribution of speeches; news releases.
Program Record Number: 1C CMB 350

Communications Application Research
Description: Information on the development,
implementation, testing and marketing of new or
improved communications and information
technology products and services to meet the
requirements of industry, governments and
special needs groups such as people with
disabilities, aboriginal peoples, seniors and those
in remote locations. This involves project
management resulting from the application of
policy and R & D developed by the Department
and its partners.

Topics: Social and informatics applications,
disabilities, native syllabics, database industry.
Program Record Number: I1C SIT 825

Competition

Description: Information on enquiries,
complaints, legal proceedings and prosecutions
under the Competition Act.

Topics: Program of compliance; international
agreements; co-operation and liaison; enquiries
and investigations; exports; imports; investments;
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textiles labelling; merchandising; mergers and
pre-notifications; monopolies; price fixing;
research; sales; services; tariffs; trade marks;
transportation; warranties; guaranties. Industries:
agricultural and retail services, fishing and
trapping; logging and forestry; mining;
manufacturing; construction; transportation and
storage; communications and other utilities;
wholesale and retail trade; finance and insurance;
real estate and operating insurance agents;
business services; government services;
educational services; health and social services;
accommodation; food and beverage services.
Access: Case files are arranged under the 18
major groups of the standard industrial
classification system.

Format: Microfilm, magnetic tape.

Program Record Number: IC CB 075

Components and Subsystems

Description: Information pertaining to research
and development on the design, testing and
application of GAAS monolithic microwave
integrated circuits (MMIC), miniature hybrid
microwave integrated circuits (MHMIC),
components for use in the EHF frequency band,
and the design and application of silicon very
large scale integrated circuits (VLSI).

Topics: MMIC components and devices; EHF
MHMIC components; high speed digital
components; and phased array antennas (for
communications, radar and microwave landing
system application).

Program Record Number: I1C SIT 830

Comptrollership and Administration
Description: Responsible for financial and
materiel management and related policies,
systems, audit adn evaluation, facilities, security,
program integrity, the IC loan insurance portfolio,
and processes and standards which are
consistent with modern comptrollership.

Topics: financial and materiel management;
audit and evaluation; facilities; security; program
integrity; loan insurance portfolio.

Program Record Number: 1C CAS 300

Conflict of Interest

Description: Information on conflict of interest
provisions.

Topics: Reports and appointments;
correspondence with federal government
departments, agencies, councils and commission;
conflict of interest measures such as trust
arrangements and guidelines for Ministers, their
exempt staff, Parliamentary Secretaries, and full-
time Governor in Council appointees; co-operation
and liaison with provincial and international ethics

agencies; complaints and enquiries.
Program Record Number: 1C OEC 250

Consumer Affairs

Description: Information on consumer issues,
policy, marketplace trends and grants and
contributions to consumer groups.

Topics: Applications for funding

Access: alphabetical by subject or organization
Format: Paper

Program Record Number: 1C OCA 1

Consumer Products -General

Description: Information on regulations,
company liaison, complaints and enquiries,
reference materials, sampling and testing, and
enforcement concerning specific products.
Topics: Alarm and protective devices; artist
supplies and stationery; appliances; automotive;
entertainment; furnishings; furniture care supplies;
garden and yard equipment; home fuels; home
structures and building material; insulation;
housewares; infant and children's products;
maintenance products; paper products and
containers; personal use items; recreation
equipment; sports and protective equipment;
textiles; tobacco; tools and workshop equipment;
toys; compliance. Complaints analysis -
established to analyse product -related complaints
by the Branch.

Access: Files are arranged by product.
Format: EDP System.

Program Record Number: 1C OCA 555

Consumer Products -Packaging and Labelling
Description: This class covers information on
regulations, interpretations and rulings, complaints
and enquiries, correspondence, inspections,
seizures, prosecutions, statistical data, sampling
and testing concerning non-food products. The
portion relating to agri-food and labelling has been
transferred to the department of Agriculture
Canada.

Topics: Surveillance and liaison with Canadian
General Standards Board.

Access: Files arranged by subject with a case
file arrangement for company enquiries by name.
Format: A system on magnetic tape is used to
evaluate the compliance of various commercial
establishments with the different consumer
protection laws.

Program Record Number: 1C OCA 560

Consumer Products -Precious Metals and Fur
Garment Marking

Description: This class covers information on
regulations, interpretations and rulings, complaints
and enquiries, correspondence, inspections,
seizures, prosecutions, statistical data, sampling
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and testing concerning precious metal products
and fur garments.

Topics: Fur: garment marking, liaison,
surveillance and enforcement; precious metals
marking: liaison, surveillance and enforcement,
foreign government marks, national mark, trade
marks.

Access: Files arranged by subject with a case
file arrangement for company enquiries by name.
Format: A system on magnetic tape is used to
evaluate the compliance of various commercial
establishments with the different consumer
protection laws.

Program Record Number: 1C OCA 565

Copyright, Integrated Circuit Topography and
Industrial Design
Description: Information on copyright, integrated

circuit topography and industrial design legislation.

Topics: Copyright Act, Integrated Circuit
Topography Act, Industrial Design Act; copyright,
integrated circuit topography and industrial design
case files; Timber Marking Act; registration and
revision, enquiries, surveys, consultations with
provinces, the private sector, and other
departments; registration and enquiries about
authors' and designers' works; applications for
licenses.

Access: Registration and files arranged by title
with cases filed numerically by subject,
registration number and owner name.

Format: EDP system.

Program Record Number: 1C CIP 170

Corporations

Description: Information concerning
incorporation of federal companies -contains data
on federal corporations which are used for internal
record keeping and information dissemination via
the telephone, mail, fax or internet. The master
file also contains data used for the issuance of
certificates of incorporation and corporate
changes, and for the administration of programs
dealing with compliance enforcement activities.
Topics: Applications, charters, financial
statements, annual returns, enquiries, liaison with
companies, enforcement and surveillance
investigations; exemptions; take-over bids; boards
of trade; corporations.

Access: Files accessible by corporation name
with a numeric case file arrangement.

Format: Microfiche and EDP systems.

Program Record Number: 1C COR 200

Departmental Programs

Description: Governmental programs carried out
by the department and includes correspondence
and material related to the initial contact with

applicants, initial requests for information,
investigations and analysis.

Topics: Programs include: Acid Rain Abatement
Program (ARAP); Canada Scholarships;
PRECARN and CANARIE Grants & Contributions
program; Computers for Schools; Environmental
Technology Commercialization Program (ETCP);
SchoolNet; Community Access Program; Defense
Industry Productivity Program (DIPP); Technology
Outreach Program (TOP); Program for Export
Market Development (PEMD); Federal Economic
Development Initiative in Northern Ontario
(FedNor); Ontario Community Futures Program ;
Small Business Loans Act (SBLA).

Program Record Number: 1C OPS 605

Economic Policy

Description: Information on economic and
industrial policies; trade; financial institutions; the
environment.

Topics: Federal-provincial relations; foreign;
monetary; prices -indexes and surveys regional
situation; regulations; taxes; unemployment;
industries; Canada, distribution, industry,
legislation and programs, prices and indexes,
processing, retailing, United States; agreements
on tariffs and trade, United Nations Committee on
Trade and Development; tariffs -imports, quotas;
trade -agreements, extra-territoriality.

Access: Files arranged by subject.

Program Record Number: 1C ISP 700

Electricity and Gas

Description: Information on the electricity and
gas program.

Topics: Electricity -approvals, imports and
exports, statistics, inspection regulations and
reports, calibrations, registration applications; gas
-inspection regulations, approvals, calibrations,
technical information, inspection reports, metric
conversion standards and equipment, and
registration applications.

Format: EDP system.

Program Record Number: |C MC 205

Electronic Commerce

Description: Provides the proper environment
and the level of support necessary for investment
in e-commerce, and its rapid diffusion throughout
the economy in order to maximize its contribution
to industrial competitiveness and productivity.
Topics: electronic commerce; e-commerce;
industrial competitiveness and productivity.
Program Record Number: I1C SIT 832

Emergency Telecommunications

Description: Information on emergency
telecommunications planning in support of the
Department's mandate summarized in Emergency
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Preparedness Act dated April 27, 1988 and
Departmental Responsibilities for Emergency
Preparedness dated May 1985.

Topics: Emergency preparedness and crisis
management; interdepartmental,
intergovernmental and international committees
on civil emergency planning; emergency
telecommunications programs and contingency
plans; emergencies broadcast system and support
by regions; NATO and U.S./Canada military and
civil exercises.

Program Record Number: I1C SIT 835

Engineering

Description: This class of documents contains
information on technical standards and
procedures for radio equipment and systems, the
development and implementation of radio
frequency plans and frequency assignment
criteria. It also contains the Terminal Attachment
Program standards and procedures.

Topics: Equipment type approval; technical
methods, practices, procedures and standards;
development and engineering. Spectrum
management: assignment and licensing
subsystems, research, special projects, pilot
projects, spectrum surveillance system,
automated systems development.

Program Record Number: I1C SIT 840

Human Resources

Description: Provides strategic information,
advice and operational services.

Topics: corporate management; succession
planning strategies; unions; demographic profiling;
advice, guidance and assistance to departmental
management and employees on classification,
staffing and researching, official languages,
employment adjustment, labour management,
employee equity, training and development,
awards and recognition, career planning,
compensation and benefits.

Program Record Number: 1C HRB 050

Industry Development

Description: Information on the development of
Canadian products industries for Canadian and
Foreign markets.

Topics: Beverages; adhesives; petroleum and
industrial chemical products; plastics; commercial
services; consumer products -cultural products,
leisure products, sporting goods; construction
industry; defence industry; distribution services;
electrical and electronics; communications
equipment; environmental industry; fishing and
trapping; food industries; forest industries -wood
products, pulp and paper; furniture and fixtures -
business and household products; information and

communications technologies; leather and applied
products; machinery; metals and minerals -iron,
steel, non-ferrous; oil & gas, paper and allied
products; retail trade; rubber products; scientific
and professional industries; textile industries;
tobacco products; transportation -air, marine,
automotive, military, railway and street railway;
wood industries -fabricated materials; framework
policies; biotechnology.

Program Record Number: I1C IND 125

Industry

Description: the role of IS is to help Canadian
businesses and industries grow and create jobs,
in a sustainable way, through innovation,
investment, trade backed by modern
connectedness and marketplace infrastructure.
Topics: Aerospace and Automotive; Canadian
Biotechnology; Environmental Affairs; Energy and
Marine; Life Sciences; Manufacturing Industries;
Service Industries and labour forces and youth
internship.

Program Record Number: 1C IND 130

Industry Structure and Services

Description: Policies relating to corporate
relations and services in the telecommunications
carriage industry.

Topics: Legislation; competition; terms and
conditions of service; terminal attachment.
Program Record Number: IC SIT 845

Information Highway

Description: Works toward connecting
Canadians to, and development of content on the
Information Highway.

Topics: Information highway; innovation;
information technology skills; network of
innovation school.

Program Record Number: I1C SIT 847

International Comparative Policy

Description: Information on Canada's
telecommunications and cultural relations with
multilateral trade organizations as well as
Canada's bilateral relations with the United States
in the field of telecommunications to ensure the
successful pursuit of Canada's bilateral interests,
and the promotion of the Canadian
communications trade and industry. Also,
information, studies, briefs and documentation on
related cultural and communications policies in
selected foreign countries.

Topics: Canada United States trade relations;
spectrum coordination matters; cable and satellite
retransmission rights; satellite services -direct
broadcasting satellites (DBS); European
Economic Community (EC); Organization for
Economic Cooperation and Development (OECD));
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Asia Pacific Economic Cooperation (APEC);
comparative policy analyses of Canadian
communications policies versus those of other
countries and regions.

Program Record Number: I1C SIT 850

International Telecommunications &
Coordination

Description: Development, analysis and the
national integration of international
telecommunications policy and strategic positions,
the provision of advocacy and representational
services to the department and government
through promoting, negotiating and implementing
privileged bilateral, and multilateral government-
to-government cooperative and framework
agreements, the development and elaboration of
telecommunications trade policy, and the
provision of authoritative advice and
recommendations on issues and opportunities to
support the realization of the corporate vision of
increasing Canada’s competitive advantage in the
international fora.

Topics: International telecommunications policy
strategy and positions; Treaty-based inter-
governmental organizations (e.g. ITU, CTO);
Privileged bilateral relations; Emerging strategic
markets; Multilateral and regional market
liberalization (e.g. WTO, FTAA, APEC, TAFTA,
EFTA); International policy and regulatory
developments; WTO commitments; International
fora of influence (e.g. OECD, CITEL, APEC, PTC,
Francophonie); Global Information Society (GIS);
Government/Industry consultive committees (e.g.
ITU, CITEL, APEC, OECD); World radio,
standardization and development conferences;
International policy coordination; Gender issues
and telecommunications (e.g. ITU, APEC).
Program Record Number: I1C SIT 855

International Telecommunications Union (ITU)
Activities

Description: Information pertaining to Canada's
involvement in the International
Telecommunications Union activities in
consultation, management, regulation,
development, standards setting and technical
assistance.

Topics: Plenipotentiary Conferences, Council,
Council Working Group on ITU Reform, world
conferences on international telecommunications,
the Radiocommunication Sector (ITU-R); world
and regional radiocommunication conferences,
radio regulation board, radiocommunication
assemblies, radiocommunication advisory group,
national and international study groups;
Telecommunications Standardization Sector (ITU-
T); world telecommunication standardization

assembly (every four years); national and
international study group meetings,
telecommunication standardization advisory
group; Telecommunication Development Sector
(ITU-D); telecommunications development
conferences; national and international study
groups, and the telecommunication development
advisory group, world and regional
telecommunication development conferences.
Program Record Number: I1C SIT 860

Investment Review - Legal Opinions
Description: Contains information on ministerial
opinions and related information concerning
requests that the Minister determines whether
he/she is satisfied that a delay in implementing an
investment would result in undue hardship to the
investor or would jeopardize the operations of the
Canadian business that is the subject of an
investment; Views and opinions on the
applicability of the provisions of the Investment
Canada Act, regulation and interpretation notes, in
response to written requests submitted by one or
more parties to an Investment and Ministerial
opinions and related information as to whether or
not an investor is a Canadian as defined in the
Investment Canada Act.

Topics: Status opinions -rules respecting control
of entities; trusts; corporations deemed to be
Canadian; equal ownership of a corporation;
transitory provisions concerning Foreign opinion;
Corporate reorganization; acquisition of control;
joint ventures; partnerships; indirect acquisitions;
oil and gas properties and mining properties;
business and Canadian business; calculation of
thresholds; step transaction; absolute rights.
Access: Files arranged by name of applicants
who ask for an opinion (individual, company,
partnership, joint venture, government or agency
of a foreign corporation).

Program Record Number: I1C ISP 720

Legal Metrology

Description: Information on metering,
specifications, symbols and standards, metric
conversion, international measurement,
international standards, and Canada's
participation in international working groups and
Canada's comments and votes. Programs include
Organisation internationale de métrologie légale.
Topics: Calibrations; liaison with associations,
councils and international organizations; technical
enquiries; metric conversion; misleading
advertising and standards.

Program Record Number: 1C MC 212
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Lobbyists Registration

Description: Information concerning the
registration of lobbyists.

Topics: Lobbyist registration, information
systems, forms, legislation, regulation, policies
and procedures, and administration, studies.
Access: Files arranged by subject.

Format: EDP system.

Program Record Number: 1C OEC 255

Marketing Practices

Description: Enquiries, complaints,
investigations, legal proceedings, interpretations
and correspondence on misleading advertising
and deceptive marketing practices.

Topics: Advertising enquiries; misleading
advertising complaints (National, Pacific, Ontario,
Quebec, Atlantic and headquarters); program of
compliance; surveys and studies.

Access: Files are arranged by subject, company
and individual name.

Format: EDP system.

Program Record Number: 1C CB 080

Network Policy and Standards Management
Description: National policies related to the
orderly development and implementation of
telecommunications networks and standards, and
management of the Canadian national effort in the
CCITT or the ITU.

Topics: Network development; standards policy;
northern communications.

Program Record Number: I1C SIT 865

Notifications

Description: Information concerning the
notification of investments by non-Canadians -a
complete record of the notification of each non-
Canadian investment, from the submission of a
notice to the issuance of a receipt by the Agency.
Topics: Notices in prescribed form; subsequent
correspondence with investors; consultations with
relevant provincial governments and federal
departments concerning investments related to
Canada's cultural heritage or national identity;
statutory receipts; orders for the review of
investments relating to Canada's cultural heritage
or national identity.

Access: Files arranged by non-Canadian
investor (individual, company, partnership, joint
venture, government or agency of a foreign
country).

Program Record Number: I1C ISP 725

Office of the Corporate Secretary
Description: Provides executive support to the
offices of the Minister, Secretaries of State,
Deputy Minister and Associate Deputy Minister.
Topics: executive clients; briefing;

correspondence; parliamentary affairs
requirements.
Program Record Number: 1C OCS 400

Office of the Superintendent of Bankruptcy
Description: Information on investigations,
licensing, assets and liabilities, enquiries,
discharges, legal actions, control and audits,
enquiries on civil and common law, and
correspondence on bankruptcies.

Topics: Audits and auditing; student loans;
examination; fraudulent bankruptcies; enquiries -
civil law, common law; bonds and bonding; claims;
conferences; liaison -foreign governments,
provinces, etc.; costs and taxation; dividends;
estates; fees and expenses; instruction bulletins;
licences; offenses; petitions; projects;
prosecutions; reports and statistics; trustees;
investigation of bankruptcies;
trustees-in-bankruptcy; bankruptcy estate control
files; retired or rejected applications.

Access: Trustee files are arranged by name of
individual or corporation.

Format: EDP system; contains insolvency data
used by bankruptcy offices to publish bankruptcy
notices.

Program Record Number: 1C OSB 275

Optical Communications Technologies
Description: Information pertaining to research
and development on optical communications and
electrophotonics that have application in
communications and informatics.

Topics: Research on standards; field trials;
optical computing and switching; optical and
passive waveguides; military applications; fibre
optics local networks.

Program Record Number: I1C SIT 870

Patents

Description: Information concerning inventive
works.

Topics: Applications, registrations, licensing,
legal actions, studies, surveys, correspondence,
regulation, complaints and enquiries, and
research and technical data; liaison with
universities, associations, departments, foreign
governments, provinces; information retrieval;
court actions, legislation; agents; classification;
public servants' inventions; technology.
Access: Files arranged by subject with a large
case system by applicant names.

Format: EDP system.

Program Record Number: 1C CIP 100

Radio Communications Technologies
Description: Research and development in the
area of radio communications technology, and the
performance of radio communications equipment
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in its operating environment for military and civil
applications.

Topics: Radio communications technology; radio
frequency environment, radio systems techniques;
radio networks; military communications.
Program Record Number: I1C SIT 875

Radio Propagation

Description: Information on the transmission of
radio waves in the very low-frequency (VLF)
through the extra high-frequency (EHF) bands and
the design and management of analog and digital
communication systems for both civilian and
military applications.

Topics: VHF/UHF propagation studies,
experiments and modelling; Space Shuttle/Waves
in Space Plasmas project; VLF/LF/MF/HF studies
and models; microwave propagation studies;
wireless local area networks; UHF/VHF prediction
Program and Topographic Database.

Program Record Number: I1C SIT 880

Regional Development

Description: Covers records related to the
promotion of regional economic development.
Topics: Economic development in areas of
Canada where low incomes and slow economic
growth are prevalent or where opportunities for
productive employment are inadequate.
Programs (description): Covers records relating to
departmental assistance programs and includes
such material as initial contact, request for
information, investigation and analysis, project
monitoring, financial statement review and
program evaluation. The following programs are
included: Federal Economic Development
Initiative in Northern Ontario (FedNor); Community
Futures Program in Ontario.

Program Record Number: 1C OPS 610

Registration

Description: Information on formal documents,
regulations, correspondence with other federal
government departments, formal documents and
railway deposits.

Topics: Formal documents and railway deposits.
Format: paper

Program Record Number: 1C COR 205

Review of Applications

Description: Information on the review of
non-Canadian investment proposals -a complete
record of the review of each non-Canadian
investment proposal, from the submission of an
application to the Minister's decision whether or
not the investment is likely to be of net benefit to
Canada; in the case of investments that the
Minister has decided are likely to be of net benefit
to Canada, a record of investor performance with

respect to plans and undertakings.

Topics: Application in prescribed form;
certificates of receipt; subsequent correspondence
with investors, including revised plans and
undertakings; consultations with relevant
provincial governments and federal departments;
third-party representations; statutory
documentation to the Minister; advice, including
recommended courses of action to the Minister;
results of monitoring the performance of investors'
plans and undertakings, including the
renegotiation of plans and undertakings that have
not been fulfilled.

Access: Files arranged by non-Canadian
investor (individual, company, partnership, joint
venture, government or agency of a foreign
country).

Program Record Number: I1C ISP 730

Satellite Communications

Description: Information on the research and
development of communications and other space
systems and subsystems.

Topics: Space communications systems
research; military satellite communications; search
and rescue satellite (SARSAT); mobile satellite
communications; communications signal
processing; low-cost satellite telephony terminals.
Program Record Number: I1C SIT 885

Small Business Policy Branch

Description: The analysis of small business
issues and development of policy and program
options, advocacy of small business interests
within the department and across the federal
government and promotion of entrepreneurship
and information on financing and sources of
financing.

Topics: Small business; promotion of
entrepreneurship.

Program Record Number: I1C ISP 735

Space and International Regulatory Activities
Description: This class of documents contains
information on the application of
Radiocommunication Act, the International
Telecommunication Union Radio Regulations and
Bilateral Agreements; the Authorization of space
services, development and administration of
procedures and regulations.

Topics: Coordination and Notification of space
and terrestrial systems; World
Radiocommunications Conferences (Preparatory
and Post Conference Activities); Regulations;
Authorization of spaces services; Policies and
Procedures, (Applications and Development); ITU-
R (Radiocommunications Sector Activities).
Program Record Number: I1C SIT 890
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Spectrum, Information Technologies and
Telecommunications

Description: Facilitate the development and use
of information and communication technologies,
systems and services that serve the economic
and social needs of all Canadians.

Topics: Systems interconnection;
telecommunications; information technology
standards; information highway; SchoolNet,
Community Access Proram; Computers for
Schools Program; Digital Collections Program;
Youth Employment Strategy Programs;
communications devices.

Program Record Number: 1C SIT 801

Spectrum Management Operations
Description: This class of documents contains
information on the application of the
Radiocommunications Act and the development
and administration of regulations.

Topics: Call signs; procedures; standards and
practices; regulations; spectrum management.
Computer system operation: data management,
Assignment Licensing System (PIB 2004).
Interference: complaints and suppressions;
prosecutions for unauthorized installations; Radio
Operator Certification Records. Frequencies:
coordination, amateur, experimental, private and
public commercial, radio telephone, ships;
monitoring (spectrum surveillance).

Access: Paper, DB QuoRC

Format: General list- electronic

Program Record Number: I1C SIT 900

Student Connection

Description: Student Connections (SC) is an
Industry Canada Initiative funded through the
Youth Employment Strategy. SCP provides
practical, cost-effective e-commerce and internet
training to small and medium-sized business as
well as internet training to seniors. Student
Connections services are delivered by college and
university students who gain valuable on-the-job
technology and business experience.

Topics: E-commerce and Internet training for
SMEs; E-business presentations; internet training
for seniors.

Program Record Number: 1C CIO 700

Technology and Policy Planning

Description: Information about technological
trends and priorities and the technical, economic,
institutional, regulatory and social impacts of those
key technologies.

Topics: Technology assessment, research
environment, telecommunications program design
and assessment; artificial intelligence, new video
technologies, electronic publishing, information

technology; Vision 2000 Project.
Program Record Number: I1C SIT 905

Technology Partnerships Canada
Description: Information on Technology
Partnerships Canada.

Topics: Aerospace and Defence relating to
product development, process development,
technology development, production capability
development, market feasibility studies, supplier
development and defence conversion; Enabling
Technologies relating to advanced manufacturing
and processing, applications of biotechnology,
applications of advanced information
technologies; Environmental Technologies relating
to clean process technologies, waste reduction
and recycling, aid and water pollution control,
energy and water conservation and clean car
technologies. H2 (hydrogen) early adopters
projects fostering the development of hydrogen
and hydrogen-compatible technologies, such as
fuel cells and those used to produce, store and
distribute hydrogen.

Access: Files arranged numerically.

Format: Paper and electronic.

Program Record Number: 1C TPC 650

Telecommunications Policy and Regulations
Description: Policies relating to the regulation of
the telecommunications industry.

Topics: Regulatory reform; regulatory policy and
planning.

Program Record Number: I1C SIT 910

Telecommunications Engineering and
Certification

Description: Information on Mutual Recognition
Agreements (MRAs) and Free Trade Agreements
(FTAs) with other countries on conformity
assessment of telecom apparatus; associated
telecom regulations and procedures; mandatory
telecommunications standards and regulations
development ; new voluntary telecom standards
development; certification, testing, market
surveillance and import monitoring of telecom
apparatus; and developing and providing technical
expertise on all telecom and IP matters including
network security, and lawful access.

Topics: Mutual Recognition Agreements,
Terminal Attachment Program, Telecom
equipment certification, Telecom standards and
regulations, IP network, network security and
lawful access.

Program Record Number: I1C SIT 915
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Textile Labelling

Description: Information on regulations,
interpretations and rulings, complaints and
enquiries, correspondence, company registration,
inspections, seizures and prosecutions, sampling
and testing of textile products.

Topics: Textile labelling and legislation; liaison
with the Canadian General Standards Board;
Canada standards size program; care labelling
program; liaison with other departments,
provinces, boards, councils, industries,
associations; identification numbers (CA);
importation; laboratory compliance program;
surveillance and enforcement; investigations;
surveys; testwork; upholstered and stuffed
articles; reference material.

Program Record Number: |C CB 085

Trade-Marks

Description: Information concerning trade-marks
and their uses.

Topics: Applications, registrations, licensing,
regulation, correspondence and enquiries; trade-
marks interpretations; abandonments; appeals,
oppositions, registered users, trade-mark agents
and examinations; appellation of origin.

Access: Files arranged by subject with case filing
by trade-marks.

Format: EDP system.

Program Record Number: 1C CIP 105

Urea Formaldehyde Foam Insulation (UFFI)
Description: Information on regulations, grant
applications, complaints, procedures and methods
for testing, and related research.

Topics: Federal government departments and
agencies; federal- provincial relations -
conferences, groups and associations;
compensation and assistance; management
information systems; claims; legal; medical;
technical research; company enquiries; laboratory
accreditation; bidders; contracts; removal devices
and proposals; testing -pilot and main projects.
Access: Case files are arranged by name and
address of owner.

Format: EDP Systems. Urea formaldehyde
insulation system -established to control and
monitor amount of money requested by
homeowner and the amount spent to provide
information on homeowners, contractors and
statistical analysis; to provide information on what
stage the homeowner is at in the program.
Program Record Number: 1C ATI 180

Weights and Measures

Description: Information on the measurement of
volumes, linear and cubic area, and mass.
Topics: Linear and cubic area -approvals,

calibrations, statistics; mass and volume -
approval, calibration, technical information, metric
conversion, tests and test methods;
interpretations, specifications, prosecutions,
standards, testing and iteration measurement.
Format: EDP system.

Program Record Number: 1C MC 210

Personal Information Banks

Aboriginal Business Canada

Description: Covers records related to fostering
business development among Canada's
Aboriginal people through Aboriginal Business
Canada. Includes such material as initial contact,
request for information, investigation and analysis,
project monitoring, claims and payment, business
performance review, and program evaluation.

The following programs are included: Aboriginal
Business Development; Aboriginal Capital
Corporations. The types of information which the
bank contains are: names, addresses, telephone
numbers, gender (in some cases), and Aboriginal
ancestry and other related data on program clients
and other Aboriginal peoples interested in
business development and entrepreneurship.
Class of Individuals: The personal information
relates to business clients, entrepreneurs and
other Aboriginal people who have made
application for financial assistance or have
participated in a program-sponsored data
collection exercise.

Purpose: Information is collected for the purpose
of determining eligibility, to assess the applicant's
request for financial assistance, to review the data
on applicants, and to assist in the development of
new Aboriginal entrepreneurs in Canada.
Consistent Uses: The information is to be used
for the purpose outlined in the purpose of the
bank.

Retention and Disposal Standards: Retained
for six years and transferred to National Archives
of Canada for selective retention.

RDA Number: 89/023

Related PR#: 1C ABC 005

TBS Registration: 003408

Bank Number: IC PPU 008

Aboriginal Digital Collections - Participant
Information

Description: This bank contains the names,
addresses, telephone numbers, email addresses,
age categories, gender, Aboriginal heritage and
disabled.

Class of Individuals: Youth who have or are
currently participating in the Aboriginal Digital
Collections program, including the pilot phase.
Purpose: The purpose of this bank is to support
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management in the development of a program
evaluation and the measurement of the impact of
the program on youth employment and skills
development over the long-term.

Consistent Uses: The information gathered will
be used by program management to track the
youth and to survey them at a later date. Such
longitudinal information is absolutely necessary,
not only for the development of a program
evaluation, but also for ongoing management
purposes, as it will provide vital information on the
efficiency and cost-effectiveness of the program.
This will be necessary to guide management and
in any potential changes in program direction
which may be required over time.

Retention and Disposal Standards: This
information will be retained for six years after the
study or survey has ceased or been implemented.
Destruction through agreement with National
Archives of Canada.

RDA Number: 89/023

Related PR#: |C ABC 005

TBS Registration: 004174

Bank Number: I1C PPU 081

Access to Information and Privacy (ATIP)
Requests

Description: This bank contains request
submitted by individuals seeking access to
information under the Access to Information Act
and the Privacy Act; replies to such requests; and
information relating to their processing.

Class of Individuals: Individuals submitting
requests for access to information under the
Access to Information Act and the Privacy Act.
Purpose: The information is used to process
formal access requests in accordance with the
Access to Information Act and the Privacy Act.
Consistent Uses: This bank is also used to
report to Treasury Board and to Parliament on
access requests received under the Access to
Information Act and the Privacy Act; to verify the
identity of requesters; and for purposes of
consultations with other government institutions.
Retention and Disposal Standards: Records
are retained for 2 years after the last
administrative action and are then destroyed.
RDA Number: 98/001

Related PR#: I1C ATI 175

TBS Registration: 001114

Bank Number: IC PPU 024

Bankruptcy Detection/Investigation Files
Description: The content of this bank includes
the name of the person being investigated, the
initial complaint, the investigation order from the
Superintendent of Bankruptcy to the RCMP,
RCMP investigation reports, investigation results,

court decisions, and the fines or jail terms
imposed. The name and the special investigation
number are needed to access this information.
Class of Individuals: Individuals in bankruptcy
or involved in a bankruptcy.

Purpose: The purpose of this bank is to facilitate
the monitoring of the relative propriety of all
proceedings under the Bankruptcy and Insolvency
Act both before and after the declaration of
bankruptcy.

Consistent Uses: The bank is used to monitor
the progress, results and backlogs of
investigations initiated by the personnel of the
office of the Superintendent of Bankruptcy and
investigated by the Royal Canadian Mounted
Police under the authority of the Bankruptcy and
Insolvency Act.

Retention and Disposal Standards: The files
are kept open until the investigation is closed.
Files are retained in the division offices
indefinitely.

RDA Number: M19/84

Related PR#: IC OSB 275

TBS Registration: 000122

Bank Number: IC PPU 035

Call-Centre Information Bank

Description: The data bank contains telephone
call reports from consumers wishing to obtain
information on the products and services available
from the Canadian Intellectual Property Office
(CIPO). Itincludes information on: clients (e.g.
identify, address, telephone number), the
Information Officer, nature of the call,
questions/needs of clients, and the information
supplied by CIPO.

Class of Individuals: Clients that contact CIPO
by telephone to obtain information.

Purpose: Assist Information Officers deliver
quality enquiry services.

Consistent Uses: Facilitate continuous service
improvements.

Retention and Disposal Standards: Retained
for two years and then destroyed.

RDA Number: 78/005

Related PR#: I1C CIP 170

TBS Registration: 004045

Bank Number: IC PPU 079

Canada Business Service Centres - Client
Service System (CSS)

Description: Information in this data base
includes: name, address, telephone numbers, e-
mail addresses, language of service, nature and
phase of business, nature of the enquiry, what
was done to serve the client.

Class of Individuals: Clients (individuals and
registered businesses (incorporated or not) who
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contact the Canada Business Service Centres in
Ontario, North West Territories, Nunavut and
Yukon to get business information.

Purpose: This system is used to serve the clients
of the Canada Business Service Centres by
searching various sources of information to
answer an enquiry (in-person, telephone and e-
mail). Not every interaction requires complete
client profile. Information is recorded only to the
extent required to complete the service
interaction. The system also produces a record of
the service interaction for statistical reporting
purposes. For reporting purposes, the individual
identifiers are not used.

Consistent Uses: Only as described above. The
data base is not shared outside the CBSC.
Retention and Disposal Standards: retained for
two years and then destroyed.

RDA Number: 98/001

Related PR#: IC CIO 710

TBS Registration: 005295

Bank Number: I1C PPU 091

Canada Business Service Centres National
Web-services Information System
Description: The bank of information contains
records of both public and private sector clients
(individuals and individuals representing
companies and associations) who have requested
and received web-related information and referral
services (such as the “Talk to Us!” web support
service), from the Canada Business Service
Centres. Information provided by individuals and
included in the database may include contact
name, address, telephone, fax, e-mail address,
language, type of organization, length of time in
business, nature of enquiry, service provided.
Client satisfaction information provided on web-
based feedback forms is also maintained but is
not linked to any personal information volunteered
during the session.

Class of Individuals: Recipients of web-related
service from the Canada Business Service
Centres.

Purpose: Data from bank is used at an
aggregated level to determine and analyze service
impact, client profile, service demand and services
provided by Canada Business Service Centre
staff. Client satisfaction data is rolled-up to a
summary level as input to service improvements.
Information from this database will only be made
available to Canada Business Service Centre
personnel to help them respond to clients’
requests for business information. Aggregate
information is shared with partner organizations.
Consistent Uses: To be used only as outlined
above.

Retention and Disposal Standards: Will be
retained for two years and then destroyed.
RDA Number: 98/001

Related PR#: IC CIO 710

TBS Registration: 004456

Bank Number: |C PPU 090

Canada/Quebec Subsidiary Agreement on
Industrial Development

Description: This bank contains project
applications of funding assistance under the
Agreement. The applications consist of the
applicant's profile and supporting documentations;
the project's description, costs, financing, and
analysis; and the Department's project
recommendation and implementation.

Note: Transferred from Federal Office of
Regional Development (Quebec)

Class of Individuals: Businesses submitting
applications for funding assistance from the
Department.

Purpose: To retain a records of all requests for
and inquiries about funding assistance under the
implementation by departmental officials. The
bank also provides reference and statistical data.
Consistent Uses: As outline in the purpose.
Retention and Disposal Standards: Records
are retained for three years, from the date of the
last administrative action, after which they are
transferred to the National Archives of Canada for
three years. Destruction through agreement with
the National Archives.

RDA Number: 89/023

Related PR#: IC OPS 610

TBS Registration: 003558

Bank Number: IC PPU 065

Complaints and Enquiries Database
Description: Electronic data Bank contains
information on individual complaints against
businesses. Includes names, addresses and
phone numbers of individual.

Class of Individuals: General public.
Purpose: Monitoring consumer complaint
activity; allows for consistant referrals of handling
of similar consumer complaints.

Consistent Uses: internal tracking of consumer
complaints.

Retention and Disposal Standards: Perpetual
maintenance as the files are electronic.

RDA Number: 78/005

Related PR#: IC OCA 555

TBS Registration: 001873

Bank Number: |C PPU 032

Complaints and Suppressions -Interference
Description: This bank contains records
pertaining to the investigation of complaints and
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recommended actions for suppression of radio
interference. Each file contains the complainant's
name and address and the nature of the
complaint.

Class of Individuals: General public.

Purpose: Information was obtained to document
the manner in which complaints are handled and
to provide management with information and
technical statistics of radio interference
complaints.

Consistent Uses: Only the technical information
is released to the Canadian Standards
Association and Comité international de
standardisation des perturbations de radio as per
international arrangements.

Retention and Disposal Standards: These
records are retained for 10 years (active for three
and dormant for seven years). Destruction
through agreement with National Archives of
Canada.

RDA Number: To be determined.

Related PR#: IC SIT 875

TBS Registration: 003385

Bank Number: IC PPU 020

Complaints under the Competition Act
Description: The bank contains records of
complaints made by the general public concerning
offences under the Competition Act.

Class of Individuals: General public.

Purpose: The Competition Bureau receives and
records complaints as part of its administration
and enforcement of the Competition Act, the
Consumer Packaging and Labelling Act, the
Textile Labelling Act and Precious Metals Marking
Act. Complaints are examined and may be used
to identify areas of concern which require further
investigative activity. Accordingly, the Bureau
does not issue a report on each complaint
received but rather summarizes its activities in the
Annual Report of the Commissioner of
Competition.

Consistent Uses: Specific investigation files may
be disclosed to the Attorney General for the
purpose of laying charges and to law enforcement
agencies for carrying out investigations.
Retention and Disposal Standards: Records
are retained for 15 years after case is closed and
then transferred to the National Archives of
Canada.

RDA Number: 96/013

Related PR#: IC CB 075

TBS Registration: 002709

Bank Number: IC PPU 034

Copyright Name Index
Description: This bank contains the names and
addresses of the applicant, the title and nature of

the work for which copyright as been registered,
accessible as follows: 1) register books and/or
microfilm -registration prior to 1938 2) microfilm -
registrations between 1938-1974 3) index cards -
registrations between 1974-1991 4) computer
database -This bank contains names or titles of
works and of other subject matter in which
copyright subsists and the names and addresses
of authors, performers, makers of sound
recordings, broadcasters, owners of copyright,
assignees of copyright and persons to whom an
interest in copyright has been granted by a license
from 1991 to date.

Class of Individuals: Copyright applicants and
registrants.

Purpose: This bank, established under the
Copyright Act, provides public access to the
copyright register by applicant name, by name of
owner of the work, by title of the work, by file
number and/or by registration number of the
copyright.

Consistent Uses: None reported.

Retention and Disposal Standards: This
information bank contains copyright registration
from 1841 to date and is retained at headquarters
indefinitely.

RDA Number: M14/79

Related PR#: IC CIP 170

TBS Registration: 000127

Bank Number: |C PPU 044

Departmental Boards, Advisory Committees,
Agencies, etc., Reporting to Industry Canada
Minister

Description: This bank contains brief details of
departmental boards, advisory committees,
agencies, etc. Details on members of such
groups are limited to: name, affiliation, address,
telephone number, commencement and expiry
dates of appointment.

Class of Individuals: Members of above boards,
committees, agencies, etc.

Purpose: To advise the Minister of existing and
forthcoming vacancies on departmental boards,
advisory committees, agencies, etc. for which she
has the responsibility to appoint replacements.
Consistent Uses: Results are used as described
above.

Retention and Disposal Standards: Retained
for five years and then transferred to the National
Archives of Canada.

RDA Number: 98/001

Related PR#: IC OCS 400

TBS Registration: 001721

Bank Number: IC PPU 005
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Deposit Accounts

Description: This bank contains information
relating to agents, companies and individuals who
are regular users of CIPO services.

Class of Individuals: Agents, companies and
individuals.

Purpose: This bank serves as an accounting
record for those clients who wish to prepay for
services provided by Canadian Intellectual
Property Office.

Consistent Uses: This bank is also used to
determine whether sufficient funds are available
before a service is rendered.

Retention and Disposal Standards: The files
are arranged in numerical order by account
number, which is necessary to access this
information. Records are retained for six years.
RDA Number: To be determined.

Related PR#: IC CIP 170

TBS Registration: 003930

Bank Number: IC PPU 070

Deposit Trust Files

Description: This bank contains information
relating to individuals who are regular users of
departmental services.

Class of Individuals: General public.

Purpose: This bank serves as an accounting
record for those individuals who wish to prepay for
services provided by the Department.
Consistent Uses: This bank is also used to
determine whether sufficient funds are available
before a service is rendered.

Retention and Disposal Standards: The files
are arranged in numerical order by account
number, which is necessary to access this
information. Records are retained for six years at
headquarters.

RDA Number: 98/001

Related PR#: 1C CAS 300

TBS Registration: 000118

Bank Number: IC PPU 029

Digital Collections User Survey

Description: This bank contains the names,
telephone numbers, age, gender, education and
e-mail addresses of a random sample of
individuals who access the services available on
the Digital Collections web site.

Class of Individuals: Recipients of services from
the Digital Collections web site.

Purpose: Data from the bank is used to
determine and analyze service impact, profile of
clients and client satisfaction. The personal
information will be used to correspond with
individuals randomly chosen to win a small prize.
Consistent Uses: To be used only as outlined.
Retention and Disposal Standards: This

information will be retained for 2 years after the
survey is administered and then destroyed.
RDA Number: 89/023

Related PR#: IC SIT 832

TBS Registration: 004061

Bank Number: |C PPU 080

Documentation Management System (GDOC)
Client Operation File Management
Description: This software makes it possible to
manage all activities related to radio frequency
spectrum licence applications. The software is
designed for different users involved in file
processing. Itis also used to manage files and to
transfer files to other districts. This software
program has been nationally deployed during the
1999-2000 fiscal year.

Class of Individuals: The information relates to
applicants of radio station licences.

Purpose: The information has been gathered in a
way to manage the content of the files
electronically.

Consistent Uses: None reported

Retention and Disposal Standards: 20 years
(15 years for active files - 5 for dormant files).
Destruction through agreement with National
Archives of Canada.

RDA Number: 79/002

Related PR#: 1C SIT 900

TBS Registration: 004152

Bank Number: |C PPU 083

FedNor Youth Internship Program Survey
Description: This bank contains the names,
addresses, telephone numbers, gender, age and it
identifies Francophone and/or Aboriginal
participants. FedNor - Industry Canada will be
maintaining and using the database exclusively.
Class of Individuals: Youth who have or who
are currently participating in FedNor’s Youth
Internship Program.

Purpose: The Purpose of this bank is to support
management in the development of a program
evaluation framework and the measurement of the
impact of the program on youth employment and
skills development over the long term.

Consistent Uses: The information gathered will
be used by program management to track the
youth and survey them at a later date. Such
longitudinal information is absolutely necessary,
not only for the development of the framework and
for the determination of the program’s impacts, but
also for ongoing management purposes. The
information will help determine if FedNor is
effectively delivering the program and to guide
management in any potential changes which may
be required over time.

Retention and Disposal Standards: This
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information will be retained for six years after the
survey has been completed. Destruction through
agreement with National Archives of Canada.
RDA Number: 89/023

Related PR#: IC OPS 610

TBS Registration: 004248

Bank Number: IC PPU 088

Financial System

Description: This bank contains records of funds
received or payments made under various
sections of the Bankruptcy and Insolvency Act
except those in the Name Search Financial
System, namely the filing fees by practitioners, the
levy from trustees, undistributed assets by
trustees and unclaimed dividends by creditors.
The information includes the estate number, the
name of the estate and the amounts involved.
The files are arranged by the estate number
generated by the Registration System but can be
queried by estate name and are maintained in the
head office of the Superintendent of Bankruptcy.
Class of Individuals: Individuals in bankruptcy,
in receivership, or having filed a proposal.
Purpose: The information is obtained pursuant to
the legislative requirements of the Bankruptcy and
Insolvency Act and the Financial Administration
Act.

Consistent Uses: The information is obtained
pursuant to the legislative requirements of the
Bankruptcy and Insolvency Act and the Financial
Administration Act.

Retention and Disposal Standards: To be
determined.

RDA Number: To be determined.

Related PR#: I1C OSB 275

TBS Registration: 003554

Bank Number: IC PPU 061

Industrial Design Name Index

Description: This bank contains industrial design
registrations from 1861 to date, accessible as
follows 1) register books - registrations from 1861
to 1938, 2) index cards - from 1938 to June 2002,
3) Automated system - from June 2002 to date.
Class of Individuals: Individuals holding
industrial design registrations.

Purpose: This bank, established under the
Industrial Design Act, provides the public with
access to the register.

Consistent Uses: None reported

Retention and Disposal Standards: The
records are arranged alphabetically by name of
applicant, and are retained in headquarters
indefinitely.

RDA Number: 2000/17

Related PR#: IC CIP 170

TBS Registration: 002114
Bank Number: IC PPU 045

Industry and Technology Development
(including Tourism)

Description: Covers records related to the
promotion of internationally competitive Canadian
industries with particular emphasis on the
development and diffusion of key science and
technological capabilities which enhance industrial
competitiveness; also covers records related to
the tourism industry in all parts of Canada.
Covers records relating to departmental
assistance programs and includes such material
as initial contact, request for information,
investigation and analysis, project monitoring,
financial statement review and program
evaluation. The following programs are included:
Automotive Components Initiative Fishery
Products Sector Campaign. The types of
personal information which the bank contains are:
names, addresses and telephone numbers of
applicants.

Class of Individuals: The personal information
relates to individuals within the business
community who have applied for financial
assistance to undertake industrial development or
tourism-related projects.

Purpose: Information is collected for the purpose
of determining eligibility and to assess the
applicant's request for financial assistance.
Consistent Uses: The information is to be used
for the purpose outlined in the purpose of the
bank.

Retention and Disposal Standards: Retained
for six years and transferred to National Archives
of Canada for selective retention.

RDA Number: To be determined.

Related PR#: IC IND 125

TBS Registration: 002948

Bank Number: I1C PPU 011

Information File on Credit Card

Description: Contains information on Patent and
Trade-mark agents, companies and individuals
wishing to pay for CIPO (Canadian Intellectual
Property Office) services by using regularly their
credit card. Information maintained consists
specifically of names, addresses, person contacts,
phone numbers, names of credit card, credit card
numbers and expiry dates.

Class of Individuals: Patent and trade-mark
agents, companies and individuals wishing to use
regularly a credit card as a means of payment to
cover for CIPO services (approximately 170 on
the list).

Purpose: Accounting reference data for those
wishing to pay for CIPO services using regularly
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their credit card. Using this data bank limits the
need for our clients to transmit their card number
with every transaction. This limits the risk of
misuse of a credit card number by any third party
who may intercept a communication. Also,
referring to this data bank permits a secure and
rapid use of faxes, E-mail and/or Internet to
transmit a transaction.

Consistent Uses: Used as a reference by
employees having to process transactions. Also
used as an audit trail authorizing us to process
transactions using a specific credit card number.
Retention and Disposal Standards: Data kept
by alphabetical order of name of company, agent
or individual. Data is updated following any client
changes of circumstances. Lists are maintained
as an audit trail to the transactions for the time the
card is active with us. If a card was to become
inactive, the related information would be
disposed of after six years.

RDA Number: 97/002

Related PR#: IC CIP 170

TBS Registration: 004042

Bank Number: 1C PPU 077

Information Highway Applications Branch -
Youth Employment Strategy Programs
Description: This bank contains the names,
addresses, telephone numbers, equity
information, and rated experiences of program for
Industry Canada Youth Employment Strategy
(YES) Programs, including Community Access
Program (CAP) Youth Employment Program,
Computers for Schools Technical Work
Experience Program and NetCorps Canada
International. Please note that the bank also
contains information for YES Programs no longer
offered by Industry Canada. Canada’s Digital
Collections, Information Highway, Science and
Entrepreneurship Camps (ISE Camps),
Notemakers Pilot Projects; and SkillNet.ca.
Class of Individuals: Youth and/or Contractors
(for Canada’s Digital Collections) who have or
who are currently participating in Industry
Canada’s Youth Employment Strategy programs.
Purpose: The purpose of this bank is to evaluate
the programs success and measure the impacts
of the programs on youth employment and skills
development over the long-term.

Consistent Uses: The information gathered will
be used by program management to track the
youth and to survey them at a later date. Such
longitudinal information is absolutely necessary,
for the determination of the program's impacts, but
also for ongoing management purposes, as it will
provide vital information on the efficiency and
cost-effectiveness of the program. This will be

necessary to guide management in any potential
changes in program direction which may be
required over time.

Retention and Disposal Standards: This
information will be retained for five years after the
study or survey has ceased or been implemented.
Destruction through agreement with National
Archives of Canada.

RDA Number: To be determined.

Related PR#: IC SIT 847

TBS Registration: 005068

Bank Number: IC PPU 067

Inquiries and Compliance Activities
Description: This bank contains information on
individuals and corporations which have filed a
complaint or are the subject of an inquiry or a
compliance activity under the Canada Business
Corporations Act (CBCA), the Canada
Cooperatives Act or the Canada Corporations Act
(CCA).

Class of Individuals: Shareholders, creditors,
directors, officers or members of the corporation
which have filed a complaint or who are the
subject of an inquiry or a compliance activity.
Purpose: The information, generally gathered
through written complaints or the review of public
records and sometimes from other regulators, is
usually used in the context of an inquiry or a
compliance activity with respect to possible
non-compliance with the CBCA or CCA.
Consistent Uses: The information pertaining to
the nature of the complaint, the identification of
the complainant, the complainant's letter and also
information obtained in the context of an inquiry or
a compliance activity can be referred to other
federal or provincial agencies (securities
commissions, police authorities i.e., the RCMP,
the Ontario Provincial Police, the Sareté du
Québec, etc.) and also, with the consent of the
complainant, to the corporation or person being
the object of a complaint or a compliance activity.
Retention and Disposal Standards: The
retention period is 6 years and then sent to
Archives. Destruction through agreement with
National Archives of Canada.

RDA Number: To be determined.

Related PR#: 1C COR 200

TBS Registration: 003304

Bank Number: IC PPU 050

Insolvency Estate Control Files ( formerly
Bankruptcy Estate Control Files)
Description: Each file contains information
relating to a bankruptcy, a proposal or a
receivership. The documents include the
assignment, the certificate of the official receiver
appointing the trustee, the debtor's statement of
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affairs, the examination of the debtor by the official
receiver, the minutes of the first meeting of
creditors, estate bonds required by the official
receiver, orders of the court, minutes of inspectors
meetings, the statement of receipts and
disbursements of the trustee or administrator and
any correspondence relating to the estate. The
files are arranged by estate number and are
located in the field office where the proceedings
have been filed.

Class of Individuals: Individuals in bankruptcy,
receivership or having filed a proposal.

Individuals trustees, consumer proposal
administrators and receivers. Individual creditors
and inspectors.

Purpose: These files contain information
prescribed under the Bankruptcy and Insolvency
Act in order for the Superintendent of Bankruptcy
to properly supervise the administration of all
estates.

Consistent Uses: The files are used as a source
of information for the Registration System and for
the ongoing supervision of the administration of
estates, including sharing with the RCMP when
there is an investigation.

Retention and Disposal Standards: the files are
destroyed 15 years after the discharge of the
practitioner.

RDA Number: 78/005

Related PR#: IC OSB 275

TBS Registration: 000124

Bank Number: |C PPU 038

Integrated Circuit Topography Name Index
Description: This bank contains integrated circuit
topography registrations from 1993 to date.
Class of Individuals: Individuals holding
integrated circuit topography registrations.
Purpose: This bank, established under the
Integrated Circuit Topography Act, provides the
public with access to the register.

Consistent Uses: The purpose of this bank is to
give access to the Integrated Circuit topography
registration.

Retention and Disposal Standards: The
records are arranged alphabetically by name of
applicant, and are retained in headquarters
indefinitely.

RDA Number: 2000/17

Related PR#: IC CIP 170

TBS Registration: 004151

Bank Number: 1C PPU 082

Inventor and Applicant Index

Description: This electronic database contains
an inventory of inventors who have applied for
patents under the patent program. Records in the
bank contain the names of inventors and

applicants, titles of inventions, application serial
numbers and filing dates. These indexes are
available for public inspection once the patent
applications have been published.

Class of Individuals: Patent applicants,
inventors.

Purpose: This electronic database constitutes a
public inventory of inventors who have applied for
patents.

Consistent Uses: The database is used to
search for relevant prior documents and
corresponding applications for foreign patents
when new applications are received. The
individual's or applicant's name is required to
access this information.

Retention and Disposal Standards: This
database will continue to be of operational use
until such time as the program ceases to exist.
RDA Number: 97/002

Related PR#: 1C CIP 100

TBS Registration: 002111

Bank Number: IC PPU 040

Inventor, Assignee and Patentee Index Cards
Description: This bank contains an inventory of
names of individuals who have either invented,
acquired by assignment, or been granted patents
of inventions under the patent program. The
information content includes names of inventors,
assignees, or patentees; titles of the inventions;
patent serial numbers and assignment registration
numbers. Index cards cover the period from 1927
to 1997 except for applications filed prior to
October 1989.

Class of Individuals: Patentees.

Purpose: This bank constitutes a complete
inventory of names of individuals who have been
granted patens under the patents program or have
acquired patent by assignment.

Consistent Uses: The derivative use of this bank
is to verify patent numbers of individuals.
Retention and Disposal Standards: Records in
this bank are retained at headquarters for an
indefinite period.

RDA Number: M15/71

Related PRi#: I1C CIP 100

TBS Registration: 000126

Bank Number: IC PPU 041

IRAP S&T Internships - Multimedia
Participants

Description: This bank contains the names,
addresses, telephone numbers, gender, visible
minority, disabled and Aboriginal. Itis a joint
initiative with the National Research Council
Canada - Industrial Research Assistance Program
(IRAP), but Industry will be maintaining and using
the database exclusively.



Industry Canada

111

Class of Individuals: Youth who have or who
are currently participating in the Multimedia
component of the IRAP Science and Technology
Internship Program with SMEs.

Purpose: The purpose of this bank is to support
management in the development of a program
evaluation framework and the measurement of the
impact of the program on youth employment and
skills development over the long-term.
Consistent Uses: The information gathered will
be used by program management to track the
youth and to survey them at a later date. Such
longitudinal information is absolutely necessary,
not only for the development of the framework and
for the determination of the program's impacts, but
also for ongoing management purposes. This
information will help determine if Industry Canada
is effectively supporting the program and to guide
management in any potential changes which may
be required over time.

Retention and Disposal Standards: This
information will be retained for three years after
the study or survey has ceased or been
implemented. Destruction through agreement
with National Archives of Canada.

RDA Number: 98/001

Related PR#: IC IND 130

TBS Registration: 004043

Bank Number: |C PPU 076

Labour Force Tracking Surveys -1977 and
1978

Description: This database contains information
obtained as a result of two special surveys
undertaken in the summers of 1977 and 1978.
The surveys were designed to collect data on the
employment history of individuals experiencing
layoffs from declining sectors. The information
collected includes data on the respondents'
demographic characteristics, income, education
and skill levels. The information is arranged by
year of survey, with identification by social
insurance number.

Class of Individuals: Individuals who
experienced layoffs from selected employers, in
selected communities across Canada.

Purpose: The Labour Force Tracking Surveys
were undertaken as a result of the Department's
mandate to examine the labour adjustment
problems which workers employed in declining
sectors faced. The information gathered from the
surveys has only been used for analytical and
policy-making purposes, the drafting of statistical
reports and econometric model development.
Because of the historic nature of the data, it is no
longer in active use, although there is continued
interest in results of analysis.

Consistent Uses: Since the surveys were a joint
project with the Canada Employment and
Immigration Commission, aggregated data has
been shared with that department for research
purposes.

Retention and Disposal Standards: Retained
for 10 years, and then transferred to the National
Archives of Canada.

RDA Number: 69/121

Related PR#: IC IND 130

TBS Registration: 001109

Bank Number: 1C PPU 002

List of Trade-marks Agents

Description: Since 1954, the Trade-marks
Branch has maintained a public list of trade-marks
agents. This bank contains numbers, names,
addresses, nationalities and dates, and is
arranged alphabetically.

Class of Individuals: Trade-mark agents.
Purpose: This list serves to verify entry and
provide addresses for correspondence.
Consistent Uses: The bank serves as an official
file of trade-mark agents. The agent's number or
name is required to access this information.
Retention and Disposal Standards: These
records are retained indefinitely.

RDA Number: 2000/17

Related PR#: IC CIP 105

TBS Registration: 000128

Bank Number: |C PPU 047

Lobbyist Registry

Description: The database contains the names,
addresses and telephone numbers of individuals
carrying out lobbying activities, as well as the
names and addresses of their Firms (Consultant
lobbyists) and Employers (In-House (Corporate)
and (Organization) lobbyists). It is also contains
the various details on the subject-matter of their
undertakings which they are required to report
under the Lobbyists Registration Act.

Class of Individuals: Public, lobbyists.
Purpose: The information is collected pursuant to
the reporting requirements of the Lobbyists
Registration Act and Regulations.

Consistent Uses: The information submitted
pursuant to the Lobbyists Registration Act is
maintained in a database accessible to everyone
on the Industry Canada website
(http://strategis.ic.gc.ca/lobbyist).

Retention and Disposal Standards: Personal
information is retained for a minimum of two
years. Destruction through agreement with
National Archives of Canada.

RDA Number: To be determined.

Related PR#: |C OEC 255
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TBS Registration: 002708
Bank Number: 1C PPU 039

Management & Administration

Description: Covers records related to
miscellaneous programs which are now under the
responsibility of Finance, Personnel and
Administration. Covers records relating to
departmental assistance programs and includes
such material as initial contact, request for
information, investigation and analysis, project
monitoring, financial statement review and
program evaluation. The types of personal
information which the bank contains is: names,
addresses and telephone numbers of applicants.
Class of Individuals: The personal information
relates to individuals within the business
community who have applied for financial
assistance.

Purpose: Information is collected for the purpose
of determining eligibility and to assess the
applicant's request for financial assistance.
Consistent Uses: The information is to be used
for the purpose outlined in the purpose of the
bank.

Retention and Disposal Standards: Retained
for six years and transferred to National Archives
of Canada for selective retention.

RDA Number: 99/004

Related PR#: 1C CAS 300

TBS Registration: 002951

Bank Number: IC PPU 010

Media List Serve

Description: The database contains the names,
e-mail addresses, telephone numbers and name
of the company of registered users of the media
list-serve.

Class of Individuals: Individuals who have self-
registered in order to receive news releases,
media advisories and upcoming events
notifications via E-mail according to the areas of
interest that they specify.

Purpose: The registration process allows users
to receive information without having to visit the
Web site.

Consistent Uses: The information gathered is
used to administer the list serve.

Retention and Disposal Standards: Will be
retained as long as the individual is subscribed to
the media list-serve. The record is deleted at the
request of the individual or after it has been
determined that the individual is no longer
receiving the messages. There is no plan to
terminate the list-serve and so there is no horizon
to the retention of active subscriber information.
RDA Number: 98/001

Related PR#: 1C CMB 350

TBS Registration: 004233
Bank Number: 1C PPU 087

Ministerial Correspondence

Description: Correspondence received from
external organizations and individuals including
requests for information or assistance, complaints,
opinions and submissions related to a broad
range of policy issues pertaining to departmental
activities. Incoming correspondence and replies
are indexed by subject matter and date.

Class of Individuals: General public.

Purpose: The information is maintained to
ensure that ministerial replies are prepared in a
timely and responsive fashion.

Consistent Uses: Correspondence is transmitted
to the sector with direct responsibility for the
subject matter for reply. Other departmental
offices may receive copies of the correspondence
to ensure coordination and consistency in the
preparation of responses. Correspondence may
also be transmitted to other departments for reply
if the subject matter falls within their jurisdiction.
Retention and Disposal Standards:
Correspondence is retained during the term of a
minister and the correspondence from the
previous minister is retained for a six-month
period. Destruction through agreement with
National Archives of Canada.

RDA Number: 96/021

Related PR#: IC OCS 400

TBS Registration: 002706

Bank Number: |C PPU 028

Name Search Financial System

Description: This bank includes the names and
addresses of the clients of the Name Search
Service. The information includes personal and
business characteristics such as date of the
search, name searched, amounts owed, alias and
identification number of the clients as well as their
own reference number or code. The files are
arranged by the client number generated by the
system but can be queried by client's name.
Class of Individuals: Individual clients of the
Name Search Service.

Purpose: The bank is used by the head office of
the Superintendent of Bankruptcy to monitor and
ensure payment of the prescribed fee of $8 per
name searched under Section 11.1 and Rule 120
of the Bankruptcy and Insolvency Act.
Consistent Uses: The bank is used by the head
office of the Superintendent of Bankruptcy to
monitor and ensure payment of the prescribed fee
of $8 per name searched under Section 11.1 and
Rule 133 of the Bankruptcy and Insolvency Act.
Retention and Disposal Standards: The
identification of the clients is kept as long as they
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remain registered with the Name Search Service.
The transaction information is kept until at least
satisfactory payment of the prescribed fee and
then retain for six years then removed from the
system.

RDA Number: 99/004

Related PR#: IC OSB 275

TBS Registration: 003553

Bank Number: 1C PPU 062

Name Search System

Description: This bank is the master index of all
proceedings under the Bankruptcy and Insolvency
Actin Canada. The information content includes
personal and business characteristics such as
names and addresses, date and type of the
proceedings, name of the insolvency practitioner
and the dates of the bankrupt person's and the
estate practitioner's discharges.

Class of Individuals: Individuals in Bankruptcy,
in receivership or having filed a proposal.
Purpose: Section 11.1 of the Bankruptcy and
Insolvency Act requires the Superintendent of
Bankruptcy to maintain a public record and to
provide the information therein upon request and
payment of the prescribed fee. Rule 133 sets the
fee at $8. The system is mainly used by credit
granters and law firms to determine the solvency
status of person applying for loans or involved in
business transactions.

Consistent Uses: Section 11.1 of the Bankruptcy
and Insolvency Act requires the Superintendent of
Bankruptcy to maintain a public record and to
provide the information therein upon request and
payment of the prescribed fee.

Retention and Disposal Standards: Rule 122 of
the Bankruptcy and Insolvency Act requires the
Superintendent of Bankruptcy to keep the records
for at least ten years after the discharge of the
trustee, and, if the bankrupt has not received an
absolute discharge within this period, until such
time as the bankrupt is granted an absolute
discharge, for ten years after the full performance
of a proposal and for ten years after the filing of a
receivership notice. The bank goes back to 1978
for bankruptcies and proposals and November 30,
1992 for receiverships when they were included in
the Bankruptcy and Insolvency Act. Files from
1923 to 1977 are held on microfiches of card files.
All the information is located in the head office of
the Superintendent of Bankruptcy in Ottawa, and
is also accessible via an on-line search facility on
Industry Canada’s Strategis website.

RDA Number: 78/005

Related PR#: IC OSB 275

TBS Registration: 003552

Bank Number: |C PPU 060

Network of Innovative Schools - Application
Process

Description: The Bank for the Network of
Innovative Schools contains names, board and
school addresses, telephone and fax numbers, e-
mail addresses and URLs.

Class of Individuals: This information was
collected from applicants to the Network of
Innovative Schools. Applicants are schools
principals or principals.

Purpose: This information was collected for
identification purposes, in order to have contact
information for schools who formed the Network.
Consistent Uses: Contact information for
schools selected as members of the Network may
be shared publicly; however individuals’ personal
information would be solely for administrative
purposes.

Retention and Disposal Standards: Retention
period of six years. Destruction through
agreement with National Archives of Canada.
RDA Number: 89/023

Related PR#: IC SIT 847

TBS Registration: 004177

Bank Number: IC PPU 085

Notices of Directors of Corporations
Description: The bank records the identities of
persons who became or ceased to be directors of
boards of trade and corporations in accordance
with the Canada Business Corporations Act, the
Boards of Trade Act, the Canada Cooperatives
Act and the Canada Corporations Act. Names
and residential addresses of current directors are
available to the public via Corporations Canada’s
database which is available on-line to the public
through Industry Canada's Web site "Strategis".
Copies of the database are available to the public
through commercial electronic publishing firms
and are also provided to interested federal and
provincial institutions. Copies of notices filed,
which include the residential address of directors,
are made available to the public upon request and
at a fee. Other information is available through
the corporation file. The bank also records any
personal information obtained through the
Corporate Name Information Form.

Class of Individuals: Directors of corporations
and incorporators.

Purpose: The information is obtained in
compliance with the reporting requirements of the
Canada Business Corporations Act, the Canada
Cooperatives Act, Boards of Trade Act and
Canada Corporations Act. The information
regarding directors of corporations is obtained in
compliance with the reporting requirements of the
Canada Business Corporations Act. The
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information obtained through the Corporate Name
Information Form is to enable the Director
appointed under the Canada Business
Corporations Act, to make a name decision.
Retention and Disposal Standards: All records
are retained for a minimum of six years.
Destruction through agreement with National
Archives of Canada.

RDA Number: 95/001

Related PR#: 1C COR 200

TBS Registration: 001947

Bank Number: IC PPU 049

Patent Agent Records

Description: This bank, established under the
patent program, contains histories of all persons
registered to practice before the Canadian Patent
Office. Contents include application document,
supported by such personal data as education
and work experience, other qualifications, patent
examination results, complaints and other related
correspondence.

Class of Individuals: Patent agents.

Purpose: The bank is used to provide an official
historical record of all registered patent agents.
Consistent Uses: None reported

Retention and Disposal Standards: These
records are arranged in numerical order by
registration number and are retained in the
Department. They are kept for 10 years after last
correspondence or failure to re-register.

RDA Number: 97/002

Related PR#: 1C CIP 100

TBS Registration: 002113

Bank Number: IC PPU 043

Payments to Contractors -General
Description: This bank contains curricula vitae
and agreements for individuals under contract.
Class of Individuals: Individuals under contract.
Purpose: This bank serves as a record of pay
and benefits to individuals employed on a
personal service contract.

Consistent Uses: This bank is also used for
post-audits by the Auditor General.

Retention and Disposal Standards: These
records are arranged in numerical order and are
retained for six years at headquarters.
Destruction through agreement with National
Archives of Canada.

RDA Number: 99/004

Related PR#: 1C CAS 300

TBS Registration: 000119

Bank Number: |C PPU 030

Policy Development & Advocacy (including
Small Business)

Description: Covers records related to policy
development and coordination in support of
departmental/government-wide functions in the
areas of economic technology, industry, trade and
small business policy development. Covers
records relating to departmental assistance
programs and includes such material as initial
contact, request for information, investigation and
analysis, project monitoring, financial statement
review and program evaluation. The following
program is included: Entrepreneurship Awareness
Program, Canada Community Investment Plan
and Small Business Loan Act. The types of
personal information which the bank contains are:
names, addresses and telephone numbers of
applicants.

Class of Individuals: The personal information
relates to individuals within the business
community who have applied for financial
assistance to undertake eligible projects.
Purpose: Information is collected for the purpose
of program evaluation and determining eligibility
and to assess the applicant's request for financial
assistance.

Consistent Uses: The information is to be used
for the purpose outlined in the purpose of the
bank.

Retention and Disposal Standards: Retained
for six years and transferred to National Archives
of Canada for selective retention.

RDA Number: To be determined.

Related PR#: IC ISP 700

TBS Registration: 002949

Bank Number: |C PPU 014

Prime Minister’s Awards for Teaching
Excellence and Prime Minister’s Awards for
Excellence in Early Childhood Education (ECE)
Description: Covers nominations submissions
for the Prime Minister’'s Awards for which include
the following: supporting materials; signed
nomination form with names; addresses;
telephone numbers of nominated teacher’s school
or ECE’s learning setting and nominator; copy of
teaching/ECE certification; and letters of support.
Class of Individuals: The personal information
relates to teachers, ECE’s and school/ learning
setting administrators.

Purpose: Information is collected for the purpose
of awards presented to teachers of kindergarten to
grade 12 and Early Childhood Educators.
Consistent Uses: The information is to be used
for the purpose outlined in the purpose of the
bank.

Retention and Disposal Standards: Retained
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for six years. Destruction through agreement with
the National Archives of Canada.

RDA Number: 76/020

Related PR#: IC SIT 801

TBS Registration: 002915

Bank Number: IC PPU 001

Professional and Special Services Contracts
Description: This bank is maintained by the
Controllership and Administration Sector and
various sectors and regional offices to record
information on professional and special services
contracts in compliance with the Financial
Administration Act and Treasury Board and
internal departmental directives. The files are
normally arranged in alpha/numeric order.

Class of Individuals: Individuals engaged in
professional or special services contracts with the
department through the National Capital Region
and in the regions.

Purpose: The bank is used to administer
contracts, to make payments where required, to
collect receivables, to perform accounting and
administrative functions for the department, to
facilitate the selection of consultants and to carry
out auditing and evaluation.

Consistent Uses: To be used only as outlined in
the purpose of the bank.

Retention and Disposal Standards: Retained
for six years and then destroyed.

RDA Number: 99/004

Related PR#: 1C CAS 300

TBS Registration: 001102

Bank Number: |C PPU 071

Prosecutions -lllegal Radio Installations
Description: This bank holds records pertaining
to prosecution for illegal radio installations. It
contains the name and address of the individual or
firm being prosecuted and the nature of the
violation.

Class of Individuals: General public.

Purpose: This information relates to persons
being prosecuted for Radiocommunications Act
offenses. Information is collected in order to
obtain authority to initiate legal actions.
Consistent Uses: The information is shared with
police agencies for the purpose of
Radiocommunications Act prosecutions.
Retention and Disposal Standards: Records in
this bank are retained for 10 years (active for five
and dormant for five years). Destruction through
agreement with National Archives of Canada.
RDA Number: To be determined.

Related PR#: 1C SIT 900

TBS Registration: 003386

Bank Number: |C PPU 022

Radio Operator Certificate Bank

Description: This bank contains a listing by
name of amateur and professional radio
operators. It may contain date of birth, class of
certificate, certificate number and the date of
issuance of the certificate.

Class of Individuals: This information relates to
radio operators.

Purpose: Information was obtained in order to
establish eligibility for radio operator certificates
and to maintain a list of amateur and professional
radio operators holding certificates of proficiency
for the appropriate type of service. Concerning
amateur radio operators specifically, the intent
was to establish and maintain a list of amateurs’
certificate qualifications and callsign information,
for public dissemination, sharing and reproduction
by anyone, in order that all amateurs would be
aware of the frequencies and emissions that
amateurs with whom they may be in
communication with, have been authorized to
employ pursuant to the Radiocommunication Act.
Consistent Uses: Part of this information is
shared with Amateur organizations, for
membership surveys and drives; publishers of the
Radio Amateur Call Book (Canada and the U.S.)
for the name, address and call sign for the
purpose of pursuing activities related to amateur
radio. Finally, the Department releases certain
information concerning amateur radio operators
because it wishes to: promote the orderly handling
of volunteer emergency communications; adhere
to its international commitments as a member of
the International Telecommunications Union; and
foster the efficient communication between all
amateurs.

Retention and Disposal Standards: For
amateurs, files are retained two years after the
licence is invalid, for professionals -20 years (five
active and fifteen dormant). Operators
examination results are retained for five years
(active for two and dormant for three). Radio
Operator Certificates records are retained for 20
years (active for five and dormant for fifteen).
Destruction through agreement with National
Archives of Canada.

RDA Number: To be determined.

Related PR#: 1C SIT 900

TBS Registration: 003387

Bank Number: IC PPU 019

Radio Station Licensing Data Bank
Description: This bank contains
non-broadcasting radio/spectrum licensing
information, derived from applications submitted
by applicants for radio/spectrum licences. It
contains information such as radio frequencies,
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call signs, emissions, station location and
personal data of applicants.

Class of Individuals: This information relates to
holders of radio/spectrum licences.

Purpose: Information was obtained in order to
license and control the use of all non-broadcasting
radio station systems in Canada for the planning
and management of the radio frequency
spectrum. In particular, this bank is used in the
frequency selection process for new or existing
stations and in associated electromagnetic
compatibility studies. It also provides information
needed for the identification of sources of
interstation interference, policy formulation, and
frequency utilization study purposes. Itis used
extensively to carry out our coordination
obligations as per the terms of cross-border
sharing arrangements with the United States. The
licensee and licence-fee-accounting information is
used for the collection of annual licence renewal
fees. In most cases, the information which
appears on the face of radio/spectrum licences is
available for release upon request. Information
such as names and addresses of licensees,
assigned radio frequencies, call signs, emissions,
band width and power is provided to selected
government bodies, persons or companies in
connection with frequency coordination
procedures for station or system planning, for
reference or for similar purposes.

Consistent Uses: Part of this information is
shared with the following organizations, agencies
and government departments: Fisheries and
Oceans Canada to enable them to invoice ship-to-
shore services; the Canadian Coast Guard, to
ascertain whether a vessel has a valid radio
equipment licence prior to placing telephone calls
or passing traffic; a call sign and or name is
provided to the Search and Rescue Coordination
Centre so that vessel/aircraft routes may be
established to facilitate the location of lost vessels
or aircraft; various agencies and organizations in
Canada and the U.S. for coordination of
frequencies and system parameters; law
enforcement agencies for investigations relating to
offenses under the Radiocommunications Act;
organizations providing radio services to the
public in order to establish that their clientele is
licensed; equipment suppliers to facilitate the
commissioning of their clients' communications
systems; and Fisheries and Oceans Canada,
National Defence and other organizations to
provide information on privately operated
non-directional navigation beacons in the interest
of safety. http://www.strategis.ic.gc.ca

Retention and Disposal Standards: Retain for
30 years and then destroyed.

RDA Number: To be determined.
Related PR#: I1C SIT 900

TBS Registration: 003388
Bank Number: 1C PPU 021

Recipients/Purchasers Assessment of
Rap-O-Matics Video

Description: The bank of information contains
respondent opinions on the Rap-O-Matics video.
Personal information includes: age, sex,
educational attainment, occupation, place of work,
telephone number, city, province and postal code.
Class of Individuals: The public's opinion are
being sought. Recipient/Purchasers of the video
are being interviewed.

Purpose: To provide Industry Canada officers
with a knowledge base on the uses and users of
the Rap-O-Matics video and discussion guide. To
gain an understanding of the effectiveness of
promotions undertaken for the product.
Consistent Uses: This bank of data is for
internal use only. No matching activities are
applicable.

Retention and Disposal Standards: The
qguestionnaire and raw data will be kept for two
years and destroyed thereafter.

RDA Number: 98/001

Related PR#: 1C CMB 350

TBS Registration: 003213

Bank Number: |C PPU 016

Regional Development

Description: Covers records related to the
promotion of regional economic development.
Covers records relating to departmental
assistance programs and includes such material
as initial contact, request for information,
investigation and analysis, project monitoring,
financial statement review and program
evaluation. The following programs are included:
Federal Economic Development Initiative for
Northern Ontario (FEDNOR); Community Futures
Program in Ontario. The types of personal
information which the bank contains are: names,
addresses and telephone numbers of applicants.
Class of Individuals: The personal information
relates to individuals within the business
community who have applied for financial
assistance.

Purpose: Information is collected for the purpose
of determining eligibility and to assess the
applicant's request for financial assistance.
Consistent Uses: The information is to be used
for the purpose of the bank.

Retention and Disposal Standards: Retained
for six years and transferred to National Archives
of Canada for selective retention.

RDA Number: To be determined.
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Related PRi#: IC OPS 610
TBS Registration: 002751
Bank Number: 1C PPU 009

Register of Patent Agents

Description: This bank includes the names of
registered patent agents, their addresses and the
number under which they are registered to
practice before the Canadian Patent Office.
Class of Individuals: Patent agents.

Purpose: This bank was established to maintain
a public record of all persons registered to
practice before the Canadian Patent Office.
Consistent Uses: This bank is used to maintain
an up-to-date list of persons recognized as patent
agents.

Retention and Disposal Standards: These
records are arranged in numerical order and
retained in headquarters. They are kept for 10
years after last correspondence or failure to
re-register. Destruction through agreement with
National Archives of Canada.

RDA Number: 97/002

Related PRi#: I1C CIP 100

TBS Registration: 002112

Bank Number: 1C PPU 042

Registration System

Description: This bank includes all bankruptcies,
proposals and receiverships filed under the
Bankruptcy and Insolvency Act in Canada. The
information content includes personal and
business characteristics such as names and
addresses, total assets and total liabilities, name
of the insolvency practitioner, date of the first
meeting of creditors, dates of the bankrupt
person's and the estate practitioners' discharges
and the total dividends paid to the creditors. The
files are arranged by the estate number generated
by the system but can be queried by estate name
and are entered through the 14 field offices of the
Superintendent of Bankruptcy. The data is
updated into the national base every 24 hours.
Class of Individuals: Individuals in bankruptcy,
in receivership or having filed a proposal.
Purpose: This bank is used to facilitate the
regulatory control of the insolvency processes and
for trustee monitoring and audit purposes.
Statistical reports are also run against the bank.
Consistent Uses: Canada Revenue Agency
receives part of the data to facilitate the treatment
of income tax returns.

Retention and Disposal Standards:. Retention
period and disposal to be determined.

RDA Number: To be determined.

Related PR#: I1C OSB 275

TBS Registration: 003550

Bank Number: |C PPU 058

Smart Communities Resource Exchange
Description: This Bank contains information
pertaining to the email comments, questions and
feedback from our web site users. Individual’s
actual names and contact information are not
collected, only email addresses as contained
within the feedback and email messages.

Class of Individuals: General Public.
Purpose: This bank will keep a record of user
comments, questions and suggestions in relation
to the continuing development and improvement
of the web site.

Consistent Uses: The information will be used to
identify and improve various sections or services
of the web site, as indicated by visitors.
Retention and Disposal Standards: The
retention period for the data is three years. The
information is then destroyed.

RDA Number: 98/001

Related PR#: IC SIT 847

TBS Registration: 004445

Bank Number: IC PPU 089

Strategis Client Tracking System

Description: The bank of information contains
records of both public and private sector clients
(individuals and individuals representing
companies and associations) who have requested
and received services related to the Strategis
suite of information products and services.
Information obtained from individuals and included
in the data base includes contact name, address,
telephone, fax, e-mail, language, service provided
and comments on service.

Class of Individuals: Recipients of services from
Industry Canada's Strategis line of products and
services.

Purpose: Data from the bank is used to
determine and analyze service impact: profile of
clients, client satisfaction, response time,
performance indicator and for other services
requested by clients. The information will be used
to conduct client surveys related to the use of the
Strategis suite of products and services. At the
client's request, information in this bank will be
used to provide further information in the client's
specified area of interest. Information from this
database will be made available to Industry
Canada personnel for purposes of improving
Industry Canada's service to its clientele.
Consistent Uses: To be used only as outlined in
purpose of the bank.

Retention and Disposal Standards: Retained
for three years and transferred to National
Archives for selective retention.

RDA Number: 98/001

Related PR#: IC IND 130
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TBS Registration: 005155
Bank Number: 1C PPU 066

Strategis Registration Database

Description: The database contains the names,
addresses and e-mail addresses of registered
users of Strategis.

Class of Individuals: Individuals who have self-
registered in order to access those areas of
Strategis which require registration.

Purpose: The registration process allows users
to access restricted or costed information on
secured portions of Strategis, and makes it
possible for them to use electronic commerce
applications and participate in electronic
discussion groups such as listservs and forums.
Consistent Uses: None

Retention and Disposal Standards: Retained
for 10 years and then destroyed.

RDA Number: 98/001

Related PR#: IC IND 130

TBS Registration: 004153

Bank Number: IC PPU 084

Student Connection - Participant and Client
Information

Description: This bank contains records of
students participating in Student Connections
(SC)and of public and private sector clients who
have received internet and e-commerce services
from SC. Information obtained from students may
include name, date of birth, address, phone, e-
mail, type of academic institution attending, level
completed, field/year of study, languages spoken,
equity information, date they entered the program
and the date they exited the program and hours
worked. Information obtained from clients may
include name, business name/industry sector,
address, phone, fax, e-mail, preferred language
and type of service received.

Class of Individuals: Youths participating in the
Student Connection Program and recipients of SC
services.

Purpose: information collected is used for
verification, statistical and evaluation purposes.
Information may also be used to provide clients
with further program.

Consistent Uses: Information will be used for the
purposes of improving management and service
of the program.

Retention and Disposal Standards: Data will be
retained for 5 years. Destruction through
agreement with National Archives of Canada.
RDA Number: 99/023

Related PR#: IC CIO 700

TBS Registration: 005257

Bank Number: IC PPU 100

Study on the causes of Personal Bankruptcy
Description: The information collected in the
survey has the following identifiers: name, age,
marital status of individual, number of dependents,
education, employment history of the individual,
information relating to the financial transactions in
which the individual has been involved.

Class of Individuals: Individuals who are in the
process of filing a bankruptcy or proposal under
the Bankruptcy and Insolvency Act, and
individuals who have sought credit counselling.
Purpose: To provide a better understanding of
the causes of insolvency for use by the Office of
Consumer Affairs in developing information
products on personal finances and by the Office of
the Superintendent of Bankruptcy for future
legislative reforms.

Consistent Uses: Used for legislative and
regulatory development.

Retention and Disposal Standards: Will be
retained for two years and then destroyed.

RDA Number: To be determined.

Related PR#: IC OSB 275

TBS Registration: 003961

Bank Number: 1C PPU 072

Survey of Scientists and Engineers to Identify
Areas of Cooperation Between Canada and
Japan

Description: This bank contains information on
the innovation spectrum from basic research to
applied research to risky development where
Canada is in the best position to benefit from
cooperation with Japan; and those areas where
Canada has a critical mass or network of
researchers to be able to absorb and utilize the
results of cooperative research between Canada
and Japan.

Class of Individuals: Scientists and engineers.
Purpose: The data collected will be used by
Industry Canada in developing the framework for
the implementation of a program of cooperation
with Japan that is consistent with the
recommendations of the "Canada-Japan
Complementarity Study", and to assist in the
development of a basis for the Government of
Canada's support of an initial set of cooperative
activities with Japan.

Consistent Uses: The information is to be used
for the purpose previously outlined.

Retention and Disposal Standards: Records
are retained for six years and destroyed.

RDA Number: 98/001

Related PR#: IC ISP 700

TBS Registration: 002668

Bank Number: |C PPU 007
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Surveys -Business Representatives
Description: This bank contains business
representatives' opinions on the need for activities
falling under Industry Canada's mandate. In
addition, the surveys provide information on the
extent to which Industry Canada's operations
affect the conduct of business in Canada and
promote the existence of a competitive economy
and integrity of the marketplace. The surveys are
also intended to provide data on the costs and
benefits to be derived from Industry Canada's
different programs.

Class of Individuals: Business people.
Purpose: This bank was created to obtain
information on the relevance of Industry Canada's
Programs and the extent to which program
objectives were achieved, as perceived by their
various target groups.

Consistent Uses: Related to the description
above.

Retention and Disposal Standards: Records
are retained for a minimum of two years.
Destruction through agreement with National
Archives of Canada.

RDA Number: 78/005

Related PR#: IC OCA 550

TBS Registration: 002120

Bank Number: IC PPU 051

Surveys of Office of the Superintendent of
Bankruptcy Clients Needs

Description: The information collected in the
surveys will have the following identifiers: name,
address, role or involvement in the bankruptcy
system (i.e. trustee, debtor, creditor, name search
client), language preference for future
communications, phone number, Internet address.
Class of Individuals: Individuals who have either
been involved in the bankruptcy and insolvency
system (e.g. debtor, creditor, trustees) or those
who use OSB services (e.g. potential lenders,
name search clients).

Purpose: To enable the OSB to improve its
existing bankruptcy and insolvency registration
and BIA compliance services to meet client needs.
Consistent Uses: Used by OSB management to
improve client service and communications with
clients.

Retention and Disposal Standards: Will be
retained and updated by future client surveys.
Destruction through agreement with National
Archives of Canada.

RDA Number: 78/005

Related PR#: I1C OSB 275

TBS Registration: 003972

Bank Number: |C PPU 073

Technological Innovation Studies Program
Description: This bank is maintained by the
Office of Industrial Innovation to record the
applications received under the Technological
Innovation Studies Program. This bank contains
the curricula vitae of university professors who
apply for grants to carry out studies, and
information relating to research project proposals
submitted by researchers. The files are arranged
in alphabetical order with university affiliation.
Class of Individuals: Academics and
under-graduates.

Purpose: The information is used to evaluate the
qualifications of persons applying to carry out
studies; to promote studies of interest to the
Department in the field of the technological
innovation process in Canada which will give
background information used in the development
of policies or programs; and to promote the
development of a pool of experts in the area.
Consistent Uses: None reported

Retention and Disposal Standards: Retained
for six years, and then transferred to the National
Archives of Canada.

RDA Number: 89/023

Related PR#: IC SIT 905

TBS Registration: 001111

Bank Number: IC PPU 003

Telecommunications Engineering and
Certification

Description: Information on memberships in
national standards committees on
telecommunications and information technology.
Data bank also contains listings of organizations
involved in standards development and
exploitation in Canada.

Class of Individuals: Members in national
standards committee.

Purpose: For use in dissemination of information
on standards and administering national
standards committees.

Consistent Uses: None reported

Retention and Disposal Standards: Retained
for 10 years and then destroyed.

RDA Number: To be determined.

Related PR#: IC SIT 915

TBS Registration: 003389

Bank Number: IC PPU 023

Testers of Communication Devices for Person
with Disabilities

Description: This bank contains the names,
telephone numbers and opinions of person with
disabilities who have tested communications
devices regarding the usefulness of the devices.
Class of Individuals: Person with disabilities
who have tested communications devices
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developed with the help of funding from the
Industry Canada component of the National
Strategy for the Integration of Persons with
Disabilities.

Purpose: To evaluate the benefits of the devices.
Consistent Uses: To be used only as outlined in
the purpose of the bank.

Retention and Disposal Standards: Retained
for two years then destroyed.

RDA Number: 98/001

Related PR#: IC SIT 801

TBS Registration: 003367

Bank Number: |C PPU 054

Timber Mark Name Index

Description: This bank contains registrations of
all timber marks.

Class of Individuals: Individuals holding timber
mark registrations.

Purpose: This bank, established under the
Timber Marking Act, constitutes a public inventory
of timber marks. This information bank is
essentially historic since very few timber marks
have been registered since 1975.

Consistent Uses: None reported

Retention and Disposal Standards: The
information in this bank is arranged alphabetically
by name and is retained indefinitely.

RDA Number: 2000/17

Related PR#: IC CIP 570

TBS Registration: 002115

Bank Number: IC PPU 046

Tools for Managing Technology and
Innovation

Description: The bank of information contains
records of public and private sector individuals,
entrepreneurs, associations, publishers and
institutes who have acquired, researched,
published and otherwise disseminated information
on technology transfer methods and procedures.
Data base includes contact name, organization,
address, telephone, fax, Internet address,
services provided and comments on services.
Class of Individuals: Scientists, engineers,
public servants, university professors and
individuals within the business community who
have expertise in various areas of technology
transfer.

Purpose: Reference source and book to maintain
a list of individuals, associations and consultants
having expertise in an appropriate type of service.
Consistent Uses: The Information is used to
ensure objectivity in responding to requests for
assistance or knowledge in solving problems
related to the transfer of technology, assessment
of new technology and launching or planning new
products.

Retention and Disposal Standards: The files
are retained for six years and then transferred to
the National Archives of Canada. Destruction
through agreement with National Archives of
Canada.

RDA Number: 89/023

Related PR#: IC SIT 801

TBS Registration: 003549

Bank Number: IC PPU 057

Trustee System

Description: This bank contains an electronic
record of licensing information regarding individual
and corporate trustees under the Bankruptcy and
Insolvency Act. Information concerns initial
licence issuance, renewals, extensions or
restrictions, licence removals, and the educational
background and financial guarantors or each
trustee. The bank also includes personal
information on designated proposal administrators
and receivers, namely name, addresses and
employer. The files are arranged by trustee
number and are maintained electronically in the
head office of the Superintendent of Bankruptcy.
Class of Individuals: Bankruptcy trustees,
proposal administrators, receivers.

Purpose: The information is used to monitor
trustee licensing, including the annual renewal of
licenses.

Consistent Uses: The information is used to
monitor trustee licensing, including the annual
renewal of licenses.

Retention and Disposal Standards: Rule
122(1)(e)(d) of the Bankruptcy and Insolvency Act
requires the Superintendent of Bankruptcy to keep
a record of all licenses for at least 30 years after
the designation ceases to be valid. Destruction
through agreement with the National Archives.
RDA Number: 78/005

Related PR#: IC OSB 275

TBS Registration: 003551

Bank Number: IC PPU 059

Trustees Files

Description: This bank contains a record of the
initial issuance of a trustee license or consumer
proposal administrator designation, the renewal
and extension thereof, restrictions or any removal
of designation. The information content of this
bank includes the personal history of each trustee
relating to education, financial portfolio,
professional status, character enquiries made
prior to the issuance of the license and any
complaints and investigations against the
individual. The files are kept in alphabetical order
at the head office of the Superintendent of
Bankruptcy in Ottawa.

Class of Individuals: Bankruptcy trustees and
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consumer proposal administrator.

Purpose: The purpose of this bank is to provide
a repository for data used for the licensing of
trustees in bankruptcies. Licenses are issued by
the Superintendent of Bankruptcy who, under
section 13 of the Bankruptcy and Insolvency Act,
investigates into the character and qualifications
of any applicant.

Consistent Uses: The information is used to
assess the qualifications of all applicants, the
maintenance in good standing of the designation
and the renewal thereof.

Retention and Disposal Standards: The files
are retained for 30 years after the designation is
no longer valid.

RDA Number: 78/005

Related PR#: IC OSB 275

TBS Registration: 000123

Bank Number: |C PPU 036

UFFI Application Request Files

Description: The computer files of this bank
contain the names and addresses of individuals
who have requested UFFI information bulletins or
application forms. Files are maintained in
surname sequence at headquarters in Ottawa,
Ontario. The individual's name is required to
access this information.

Class of Individuals: General public.
Purpose: This bank was established under the
UFFI Assistance Program and was used to send
out UFFI assistance applications. The program is
no longer operating.

Consistent Uses: No longer in use.

Retention and Disposal Standards: The files
are retained indefinitely at the Federal Records
Centre.

RDA Number: 89/027

Related PR#: 1C ATI 180

TBS Registration: 002107

Bank Number: IC PPU 025

UFFI Contractor File

Description: Each record of this branch contains
the candidate's name, address, contractor
identification number (if applicable) and
information about whether or not the person has
passed the registration test. The files are
maintained in candidate number sequence as well
as surname sequence at headquarters in Ottawa,
Ontario.

Class of Individuals: Registered contractors.
Purpose: This bank was established under the
Contractor Registration Program and was used to
supply Canada Mortgage and Housing
Corporation and UFFI homeowners with lists of
registered contractors.

Consistent Uses: None.

Retention and Disposal Standards: The files
are retained indefinitely at the Federal Records
Centre.

RDA Number: 89/027

Related PR#: 1C ATI 180

TBS Registration: 002108

Bank Number: |C PPU 026

UFFI Homeowner File

Description: This bank was established under
the UFFI Assistance Program. The information
includes personal and property data such as
name, mailing and property address, foam
installation information, as well as whether or not
the home has been tested and who performed the
test.

Class of Individuals: Owners of UFFI registered
dwellings.

Purpose: This bank was used to administer the
UFFI Assistance program and the files are
maintained in identification number sequence.
Either the individual's name or the identification
number is needed to access this information.
Consistent Uses: N/A.

Retention and Disposal Standards: The files
are retained indefinitely at the Federal Records
Centre.

RDA Number: 89/027

Related PR#: 1C ATI 180

TBS Registration: 002109

Bank Number: |C PPU 027

Unclaimed Dividends/Undistributed Assets -
Financial Files

Description: This bank contains records, namely
remittance forms, of funds received or payments
made under various sections of the Bankruptcy
and Insolvency Act, such as filing fees, levy from
trustees, undistributed assets and unclaimed
dividends by creditors. The latter two are held in
trust and are available to creditors providing
appropriate identification. The files are
maintained in estate number order, or by
individuals creditors.

Class of Individuals: Creditors with unclaimed
assets.

Purpose: The information is obtained pursuant to
the legislative requirements of the Bankruptcy and
Insolvency Act and the Financial Administrative
Act.

Consistent Uses: The information is used for the
refund of unclaimed dividends to creditors.
Retention and Disposal Standards: Information
is retained for six years after trustee discharge.
Destruction through agreement with National
Archives of Canada.

RDA Number: 99/004

Related PR#: IC OSB 275
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TBS Registration: 002707
Bank Number: 1C PPU 037

Unsolicited Applications for Employment
Description: This bank maintains an inventory of
applications from individuals requesting
employment with the Department. The files
include completed application forms, letters, and
curricula vitae of persons seeking employment
with the Department.

Class of Individuals: Individuals seeking
employment with the Department.

Purpose: The bank is used to review applications
of individuals requesting employment with the
Department when positions become available.
Consistent Uses: None reported

Retention and Disposal Standards: Records
are retained for six months and then destroyed.
RDA Number: 98/005

Related PR#: I1C HRB 050

TBS Registration: 002559

Bank Number: 1C PPU 052

Classes of Personal Information

Behavioural Research

This class contains reports, studies, field trial
evaluations, surveys, and interviews involving
individual reactions, views and opinions related to
the intellectual, creative and productive
capabilities of human beings in information
communication and related processes, especially
human perceptual and cognitive processes,
human behaviour and the interaction between
people and communications technology. The
reports themselves, published or unpublished,
reflect collective human behaviour and not
personal information about an individual.
Personal information may be obtained in the
process of preparing a report, to establish the
identity and credibility of the source. This
information is not used for administrative purposes
and is not arranged by or retrievable by personal
identifiers. This form of personal information is
normally retrievable only if specifics are provided
concerning the report involved. The retention of
information depends on the length of time it is
needed for related research. It is active for the
fiscal years in which the project is active;
otherwise, it is active for the current fiscal year;
thereafter it is inactive but retrievable for the next
two years, after which it is transferred to the
National Archives of Canada.

Complaints, Investigations and Inquiries
Class (Competition Bureau)

This class contains personal information relating
to the administration and enforcement of the

Combines Investigation Act, the Competition Act,
Consumer Packaging and Labelling Act, Textile
Labelling Act, and Precious Metals Marking Act.
The material may relate to the legislation in
general, or to any category of product or service.
Most filing is done according to standard industrial
classification coding; the key reference for
retrieval purposes is the industry or company
involved. There is limited cross-referencing to and
recording of incoming correspondence which may
contain personal information. (Such
correspondence includes complaints and requests
for information as well as information obtained
from the Canadian Police Information Centre, U.S.
Department of Justice and from O.E.C.D.
anti-trust authorities.) Personal information held by
the Bureau may be provided to federal or
provincial departments and agencies to ensure a
proper level of service to the person identified.

Enterprise/Industrial Development and
Assistance

The Department and its predecessor departments
have administered a number of
enterprise/industrial development and assistance
programs. These programs have been aimed at
encouraging enterprise and industrial
development in a wide variety of ways. Personal
information may be collected in the course of
these departmental activities. Programs and
activities which may have involved the storage of
personal information include the Program for
Export Market Development, the Defence Industry
Productivity Program, the Microelectronics and
Systems Development Program, the Technology
Outreach Program, the Sector Campaigns,
including the Prosperity Initiative, the St.
Lawrence River Environmental Technology
Development Program, the Advance
Manufacturing Technology Application Program,
the Strategic Technologies Program, the Science
Culture Program, the Pharmaceutical Industrial
Development Assistance Program, the Credit
Reinsurance Program, the Shipbuilding Industry
Assistance Program, the Advanced Technology
Program -Waterloo Centre for Process
Development, the Small Business Investments
Grants, the Government Procurement Projects,
the Industry Energy Research and Development
Program, the Major Crown Projects, Aboriginal
Business Canada and its earlier programming, the
Western Transportation Industrial Development
Program, the FEDNOR Core Industrial Program,
the Rural Small Business Program -FEDNOR, the
FEDNOR Loan Insurance Program, the FEDNOR
Tourism Program, and Grants and Contributions
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to non-profit organizations to promote economic
cooperation and development.

Personal information may include particulars such
as the names, addresses, social insurance
numbers, financial interests, management
capabilities, employment histories, remuneration,
age, health, marital status and educational
background of individuals. Such personal
information is stored as part of the general subject
files where records are not normally retrieved by
name of individual or other personal identifier.
This form of personal information is normally
retrievable only if specifics are provided such as
the program area, the corporate/project name, the
location of a facility and the approximate date of
submission/award.

Inquiries (Bureau of Consumer Affairs)

This class contains inquiries concerning the
following Acts, which are administered in whole or
in part by the Department: Canada Agricultural
Products Standards Act; Consumer Packaging
and Labelling Act; Electricity and Gas Inspection
Act; Food and Drugs Act; National Trade Mark
and True Labelling Act; Precious Metals Marking
Act; Textile Labelling Act; Weights and Measures
Act. This class contains records on
establishments that have been inspected with
respect to the requirements or the legislation listed
above. It contains inspection and incident reports,
complaints, warning letters and other
correspondence, and reports of prosecution. The
names of individuals who are sole owners of
companies appear in the files. These files are
kept for several years in order to plan inspection
visits and monitor the compliance level in relation
to the regulatory requirements of the legislation
administered by the Department.

Mailing Lists (Bureau of Corporate Policy
and Strategic Planning)

This class of personal information contains the
names and addresses of individuals who are on a
mailing list to receive specific information or
publications on departmental programs and
activities. The lists are used by all bureaus to
distribute departmental information and to respond
to requests by individuals. The lists are updated
on a continuing basis. The lists are maintained for
a minimum of two years.

Ministerial Correspondence

This class of information contains correspondence
addressed to the Minister, the Secretaries of
State, the Deputy Minister and/or the Associate
Deputy Minister from external organizations and
individuals in the form of requests for information,

complaints, opinions and other submissions
related to a broad range of policy issues
pertaining to Industry Canada’s activities, wherein
some unsolicited personal information has been
provided by the correspondent. This form of
information would be retrievable only if specifics of
name, date of communication and subject were to
be provided; it is not arranged or retrievable by
personal identifiers. The retention periods of
these classes of personal information are
controlled by the record schedules of the general
subject files in which they are stored.

Public Opinion Research

This is a class of records generated by
departmental officials who conducted public
opinion research on a vast spectrum of topics
related to the mandate and mission of the
Department of Industry Canada. Retrievable
records consist of data gathering instruments,
such as, but not exclusively, questionnaires which
may contain personal information that reveals the
identification of the research subject. Data
contained in this class of records are not used for
administrative purposes. Individuals seeking
access to these records must provide the title of
the research project in which they participated, the
location and the date of the research, and any
other data that may help to identify and locate the
personal information they are seeking.

Technological Information Services
Requests (Intellectual Property Directorate)

This class includes the names, addresses and
telephone numbers of individual inventors and
entrepreneurs who have submitted requests for
technological information. Also included is
background information relating to the requests,
the purposes of the requests and the specific
areas of interest. The purpose of this service is to
provide a technology search to assist in the
development of new or improved products and
processes and to avoid duplication of research
and development. Requests are received via
intermediary agencies (such as provincial
research councils), and files are maintained by
agency, not by name of individual. Requests are
retained for a minimum of two years.

Manuals
« A Guide to Copyrights (CIPO)
« A Guide to Industrial Designs (CIPO)

« A Guide to Integrated Circuit Topographies
(CIPO)

« A Guide to Patents (CIPO)
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« A Guide to Trade-Marks (CIPO)

« Aboriginal Business Canada Toolkit (Operations
-ABC)

« ACC-LAB: Procedure for the Accreditation of
Testing Laboratories by Industry Canada (SITT)

« Access to Information and Privacy Manual
(ATIP)

« Administrative Support Manual (Comptroller)
« All About Bankruptcy Mediation (Bankruptcy)

« Applicants Guide Contributions Program 1999-
2000: For Non-profit Consumer and Voluntary
Organisations (Consumer Affairs)

« Broadcasting Circulars (BC) (SITT)

« Broadcasting Equipment Standards Procedures
(BESP) (SITT- All regions)

« Broadcasting Procedures and Rules (BPR)
(SITT - All regions)

« Bulletin Manual -Legal Metrology (Measurement
Canada)

« CA ldentification Number Microfiche Index on
Textile Dealers (Competition Bureau)

« Calibration and Certification Procedures
(Measurement Canada)

« Canada Community Investment Plan (CCIP) -
Policy & Procedures for Community
Demonstration Projects (ISP)

« Canadian Industrial Design Procedures Manual
(CIPO)

« Certification Procedure (CP-01) (SITT)
« Client Procedures Circulars (CPC) (SITT)

« Code of Ethics for Bankruptcy Trustees
(Bankruptcy)

« Communication of Confidential Information
Under the Competition Act (Competition Bureau)
[iE"

« Conformity Assessment Procedures (SITT)

« Conformity Continuum Information Bulletin
(Competition Bureau) “E”

« Connecting Canadians Community access
program CyberCamp Handbook (SITT)

« Connecting Canadians Graphic Standards
Manual - April 1999 (Communications)

« Corporate Compliance Programs -1997
(Competition Bureau)

« Corporations Directorate Policies and
Procedures Manual (Corporations)

« Criteria for the Accreditation of Organizations to
Perform Inspections Pursuant to the Electricity
and Gas Inspection Act and the Weights and
Measures Act (Measurement Canada) “E”

« CS-03: Certification Specification for Terminal
Equipment, Terminal Systems, Network
Protection Devices, Connection Arrangements
and Hearing Aids Compatibility (SITT)

« Dealing with debt: a consumer's guide
(Bankruptcy)

« Deputy Minister's Directives -Volume | -
Administration (Operations)

« Deputy Minister's Directives -Volume Il -Human
Resources (Operations)

« DEB-LAB: Procedure for the Designation of
Testing Laboratories by Industry Canada (SITT)

« Diagnostic Review Service (DRS) Policy and
Procedures Manual - June 1993

« Dictionary of Shapes and Terms Thereof

« Directives of the Superintendent of Bankruptcy
(Bankruptcy)

« Fee and Service Standards Handbook
(Competition Bureau) “E”

« Forest Industries Program -Policy and
Administrative Directive (Industry Sector)

« Guide to the Canadian Care Labelling Program
(Competition Bureau) “E”

« Industrial Designs Classification Manual (CIPO)

« Industrial Regional Benefits Guidelines (IRB)
(Industry Sector)

« Industry Canada Graphic Standards Manual -
1997 (Communications)

« Industry Canada Guide to Advertising - April
1998 (Communications)

« Industry Canada Publishing Guide - 1997
(Communications)

« Industry Canada Style Guide for Writers and
Editors - 1997 (Communications)

« Information Bulletin -Immunity Program under
the Competition Act (Competition Bureau) “E”

« Information Bulletin No. 5 -- Merger
Enforcement Guidelines (Competition Bureau)

« Information Kit on Prenotification
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« Information on the Application of the
Telecommunications Apparatus Technical
Assessment and Testing Fees Order Made
under the Financial Administration Act (TRC-49)
(SITT)

« Insolvency Bulletin (Bankruptcy)

« Insolvency Circulars (Bankruptcy)

« Inspection Procedures Manual

« Inspector's Handbook (Bankruptcy)

« Interpretation Guidelines -Notifiable
Transactions under Part IX of the Competition
Act (Competition Bureau) “E”

« Instruction Manual for Field Offices
(Corporations)

« Intellectual Property Enforcement Guidelines
(Competition Bureau) “E”

« Intellectual Property Policy (for the
Communications Research Centre) (CRC)

« Interceptions of Private Communications and the
Competition Act (Competition Bureau) “E”

« Internal Procedures Circulars (IPC) (SITT)

« Interventions and Trustee Monitoring Programs
(Bankruptcy)

« Manual of Directives for the Centralized
Receipts and Disbursements System (CRDS)
(Comptroller)

« Manual of Patent Office Practice (CIPO)

« Merger Enforcement Guidelines as Applied to a
Bank Merger (Competition Bureau)

« Ministerial and Draft Ministerial Specifications
Relating to the Design, Composition,
Construction, Installation, Use and Performance
of Weighing and Measuring Devices
(Measurement Canada) “E”

« Misleading Advertising Bulletin (issued quarterly)
(Competition Bureau)

« Misleading Advertising Guidelines - 1991
(Competition Bureau)

« Misleading Representations and Deceptive
Marketing Practices: Choice of Criminal or Civil
Track under the Competition Act (Competition
Bureau) “E”

« Multi-Level Marketing and Pyramid Selling
Provisions of the Competition Act (Competition
Bureau) “E”

« Notifiable Transactions and Advance Ruling
Certificates Under the Competition Act:
Procedure Guide (Competition Bureau) “E”

« Office of the Superintendent of Bankruptcy
Graphics Standards Manual (Bankruptcy)

« Office of the Superintendent of Bankruptcy
Quiality Service Brochure (Bankruptcy)

« Open Area Test Site (SITT)

« Ordinary Price Claims -Subsection 74.01(2) and
74.01(3) of the Competition Act (Competition
Bureau) “E”

« Policy and Procedures: Contract for Services
and Collaborative Research and Development
Agreements (CRC)

« Predatory Pricing Enforcement Guidelines -
1992 (Competition Bureau)

« Price Discrimination Enforcement Guidelines -
1992 (Competition Bureau)

« Prime Minister's Award for Teaching Excellence
-Guidelines and Nomination Forms (2001-2002)
(SITT)

« Prime Minister's Award for Teaching Excellence
-Exemplary Practices (1999-2000) (IHAB) (SITT)

« Principles and Guidelines for Environmental
Labelling and Advertising - 1994 (Competition
Bureau)

« Procedure to approve a Test Facility (SITT)

« Program of Compliance (Competition Bureau)
« Programs Policies Manual (Operations)

« Programs Procedures Manual (Operations)

» Promotional Contests -Section 74.06 of the
Competition Act (Competition Bureau) “E”

« PROV-ADSL.: Provisional Requirements and
Test Methods for ADSL Terminal Equipment
(SITT)

« Provisional Specification for Sealant Oil used in
Bell Provers (Measurement Canada) “E”

« Radio Equipment Certification Procedure (RSP-
100) (SITT)

« Radio Equipment List (REL) (SITT)

« Radio Standards Procedures (RSP) (SITT -
Quebec Region)

« Secretarial Procedures Manual (Human
Resources)

« Small Business Loans Act Guidelines,
September 1996
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« Specifications and Provisional Specifications for
the Design, Construction, Approval, Installation,
Use, Verification and Reverification of Weighing
and Measuring Devices (Measurement Canada)
“E”

« Specifications for Approval of Type for Gas
Meters and Auxiliary Devices (Measurement
Canada)

« Specifications for Approval of Type of Electricity
Meters, Instrument Transformers and Auxiliary
Devices (Measurement Canada)

« Standard Drawing for Electricity Metering
Installations (Measurement Canada)

« Statistical Sampling Plans for the Verification
and Reverification of Electricity and Gas Meters
(Measurement Canada)

« Strategic Alliances under the Competition Act -
1995 (Competition Bureau)

« Strategic Technologies Program -Biotechnology
Component: Program Manual (Industry Sector)

« Telemarketing -Section 52.1 of the Competition
Act (Competition Bureau) “E”

« Terminal Attachment Programme Approved Test
Facilities (SITT)

« Terminal Equipment - Certification Procedure
(CPO1) (SITT)

« Terminal Equipment List (TEL) (SITT)

« Terrestrial Broadcasting agreements and
arrangements (SITT) “E”

« The Corporations Directorate of Industry
Canada -Personnel and Responsibilities
(Corporations)

« Trade-marks Examination Manual (CIPO)

« Trade-marks Examination Wares and Services
Manual (CIPO)

« Trustee Licensing Policy (Bankruptcy)

« Your Guide to Government of Canada Services
and Support for Small Business (3™ edition)
(IP0)

Additional Information

Please see the INTRODUCTION to this
publication for information on access procedures
under the provisions of the Access to Information
Act and the Privacy Act.

The departmental library is the research centre of
the Department. The library contains a wide
variety of publications and reference works.
These include books, periodicals, pamphlets,
government documents, and items on microfilm or
microfiche. The subject matter covered ranges
from the fields of administration and management
to those of trade and foreign relations. The library
is open, for purposes of research to business
people, members of the academic community at
the graduate level or higher, and officials of
Industry Canada and other federal government
institutions. This facility is located at:

Industry Canada

235 Queen Street

3rd Floor West
Ottawa ON K1A OH5
Tel.: (613) 954-2728

Industry Canada is committed to making its
extensive information holdings and expertise
accessible electronically. Corporate and media
information such as news releases, speeches and
general information on departmental policies,
programs and activities are available on Industry
Canada’s Corporate Information Site at
www.ic.gc.ca. This site also provides links to
information resources within the department and
from Industry Portfolio partners.

More information is available at:

General enquiries: (613) 947-7466
Publications enquiries: (613) 947-7466
Media enquiries: (613) 943-2502

Halifax, Nova Scotia (serving New Brunswick,
Prince Edward Island and Newfoundland)
Tel.: (902) 426-3458

Montréal, Quebec
Tel.: (514) 496-1797

Toronto, Ontario
Tel.: (416) 973-5000

Vancouver, British Columbia (serving Yukon)
Tel.: (604) 666-5000

Winnipeg, Manitoba (serving Alberta,
Saskatchewan and Northwest Territories)
Tel.: (204) 983-5851

Reading Room

The Department of Industry Canada has
designated certain areas as public reading rooms
under the Access to Information Act. Their
addresses are:
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British Columbia (serving Yukon)

2000—300 West Georgia Street
Vancouver BC V6B 6E1

Manitoba (serving Alberta, Saskatchewan, and the
Northwest Territories )

400 St. Mary Avenue
Winnipeg MB R3C 4K5

Nova Scotia (serving New Brunswick, Prince
Edward Island and Newfoundland)

Suite 1605, Maritime Centre

1505 Barrington Street
Halifax NS B3J 3K5

50 Brown Avenue
Dartmouth NS B3B 1X8

Ontario

Yonge-Richmond Centre
151 Yonge Street, 4th Floor
Toronto ON M5C 2W7

Quebec

Service Centre
5 Place Ville-Marie, Room 7001
Montréal QC H3B 2G2
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Infrastructure Canada
Chapter 80

General Information

Background

The Prime Minister of Canada announced the
creation of Infrastructure Canada in August 2002,
as a separate organization under Schedule 1.1 of
the Financial Administration Act. This stand-alone
organization was created as a focal point for
Government of Canada leadership on
infrastructure issues and programs.

Following the government restructuring
announced by the Prime Minister on December
12, 2003, Infrastructure Canada and five Crown
corporations report under the Environment
Portfolio to the Minister of the Environment. The
responsibility for Infrastructure Canada has been
delegated by the Minister of the Environment to
the Minister of State (Infrastructure).

Responsibilities

The mandate of Infrastructure Canada is to
manage and lead the federal participation in the
development and implementation of a long-term
strategy to meet Canada’s modern infrastructure
needs. An important part of its mandate is to
coordinate and manage funding programs that
support public infrastructure initiatives, provide
strategic advice and policy direction.

In addition to its program management and
administration responsibilities, Infrastructure
Canada concentrates on policy development and
on research. ltis also responsible for
communications and dissemination of information
on the federal role and contributions to
infrastructure in Canada.

The department has wide-ranging functions, which
include:

Developing policy to set infrastructure priorities;

Administering programs to invest in projects
nation-wide;

Strengthening and sharing understanding of
infrastructure issues (both inside and outside the
Government of Canada) and ensuring that a more
comprehensive and accurate knowledge
foundation is in place to support informed,
evidence-based policy and decision making; and

Leveraging effective information management and
technology to support the department’s
requirements and to meet the performance, due
diligence and transparency requirements for the
infrastructure programs.

Legislation

« Canada Strategic Infrastructure Canada Fund
Act

Organization

The Department is headed by a Deputy Head,
supported by an Executive Director of
Organizational Development. A Senior Assistant
Deputy Minister leads the Policy and
Communications Branch, and an Assistant Deputy
Minister leads the Program Operations Branch.

Policy and Communications Branch

The Policy and Communications Branch
contributes to the mandate of the Department by
developing policy strategy concerning
infrastructure in Canada. The Branch is
responsible for research on all subjects
concerning infrastructure. Through in-depth
analysis, priorities are set and policies are
developed. The Branch is also responsible for the
communications function of the Department and,
in conjunction with this, develops and maintains
an active network both within and outside the
federal government. The Policy and
Communications Branch oversees the
Department’s corporate services functions. Under
the General Director, Policy and Communications,
the Crown Corporation Secretariat (CCS) is
responsible for portfolio management of five
Crown corporations and advises the Deputy Head
on public sector governance issues and strategic
business concerns.

Policy and Priorities

Leadership, strategic advice, and policy and
program direction on infrastructure matters

Identification and assessment of infrastructure
needs, priorities and funding pressures on a
federal level

Key stakeholder liaison, federal department and
central agency liaison
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Crown Corporation Secretariat

Providing policy advice to the Minister on matters
pertaining to the five Crown corporations in his
portfolio, coordinating portfolio activities on
horizontal issues, and providing administrative,
logistical, and analytical coordination and support

Research and Analysis

Research on priority issues, international
infrastructure issues, sectoral expertise
(environment, climate change, transportation),
coordination and collaboration with researchers
inside and outside government on priority issues.

Communications and Promotion

Development and implementation of
communication strategies, outreach messaging,
speeches, press releases and conferences, media
monitoring and analysis, publishing and editing
services, lead responsibility

Corporate Services

Advisory and planning capacity in financial,
human resources and administrative functions.
Responsibility for internal audit and evaluation.

Contracted out support for transactional activity
(accounting operations, financial system
operation, contracting and procurement,
compensation, staffing and classification, staff
relations, etc.)

Program Operations Branch

The Program Operations Branch is responsible for
Canada’s national infrastructure investment
program delivery, involving the Infrastructure
Canada Program, the Canada Strategic
Infrastructure Fund, the Border Infrastructure
Fund and the Municipal Rural Infrastructure Fund.
The Program Operations Branch oversees the
Department’s national infrastructure program
delivery frameworks, mechanisms and systems.

Intergovernmental Relations

Ensuring the implementation of programs and
specific major projects announced by the
Government of Canada.

Establishing and overseeing the frameworks,
mechanisms and systems under which all funds
are managed and administered.

Negotiation, development and management of
contribution agreements funded through
Infrastructure Canada.

Issues Management

Identification of trends and developments in
physical infrastructures, innovative construction
methodologies and materials, and alternative
project implementation strategies.

Addressing key aspects, such as risk analysis;
business process improvement and automated
systems enhancement; environmental
stewardship and sustainability; operational and
action research; and, innovative engineering,
financing and implementation.

Oversight role through monitoring of the program
operations contribution programs and reporting on
performance.

Establishment of procedures and controls to
identify and assess program and project risks.

Information Management/Information
Technology

Providing an integrated technology framework to
support and advance the Department’s business
agenda, and increase federal visibility for
Infrastructure Canada.

Advising on IM/IT-related opportunities and
issues, including the cyber implications of physical
infrastructure projects and agreements.

Providing strategic direction and leadership in
leveraging information management and
information technology within Infrastructure
Canada in support of departmental priorities.

Information Holdings

Program Records

SIMSI Projects - Public Web Site
Description: Infrastructure Canada’s site
containing information on all approved and
announced projects under the Infrastructure
Canada Program. This site complements
Infrastructure Canada’s main site. The main
purpose of this site is to allow the general public
and interested parties to access detailed project
information under the Infrastructure Canada
Program.

Topics: Federal Infrastructure Canada Program
applicant and project information. Provides the
name of the applicant, description of the project,
type of municipality, total eligible costs and the
shareholder (federal, provincial, applicant, other)
contributions towards project costs, as well as
project milestones and benefits.

Program Record Number: INFC-SPR-005
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Infrastructure Canada Web Site

Description: Infrastructure Canada’s
departmental web site containing information on
all programs (Border Infrastructure Fund, Canada
Strategic Infrastructure Fund, Infrastructure
Canada Program and Municipal Rural
Infrastructure Fund). The web site also contains
news releases, agreements, publications and a
gateway to infrastructure research.

Topics: Border Infrastructure Fund, Canada
Strategic Infrastructure Fund, Infrastructure
Canada Program and Municipal Rural
Infrastructure Fund, Media Centre, Publications,
Infrastructure Research, SIMSI, Related
Infrastructure Sites.

Program Record Number: INFC-ICW-010

Shared Information Management System for
Infrastructure (SIMSI)

Description: |s a shared web-based information
management that contains information on
thousands of projects under the Infrastructure
Canada Program (ICP). It's main purpose is to
allow project officers and other stakeholders from
across the country to register, evaluate and track
projects through their lifecycle using a customized
system over the Internet.

Topics: Federal Infrastructure Canada Program
applicant and project information. Project
modules include registration, assessment,
decision, tracking, claims, due diligence, closure,
audit, environmental assessment, benefit and
reporting.

Program Record Number: INFC-SIM-015

Standard Program Records

Please see the INTRODUCTION to this
publication for the definition of Standard Program
Records and a description of their contents.

Hospitality

Proactive Disclosure

Relocation

Travel

Standard Personal Information
Banks

Please see the INTRODUCTION to this
publication for the definition of Standard Banks
and a description of their contents.

Hospitality
Relocation

Travel

Additional Information

Reading Room

Please see the Introduction to this publication for
information on access procedures under the
provisions of the Access to Information and
Privacy Act.

Requests for further information about the
department and its programs and functions may
be directed to:

General Enquiries

Infrastructure Canada

Communications

6th floor — 90 Sparks Street

Ottawa ON K1P 5B4

Telephone: (613) 948-1148

Telephone toll free: 1 800 O-Canada (1 800 622-
6232)

Web site: www.infrastructurecanada.gc.ca
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International Centre for Human Rights and

Democratic Development
Chapter 81

The annual update for this institution was
not received for inclusion in the 2004-2005
version of this Info Source publication. The
following is from the 2003-2004 version of
Info Source.

General Information

Background

The International Centre for Human Rights and
Democratic Development was established by an
Act of the Parliament of Canada in 1988, and
officially inaugurated in 1990. As of April 2000,
th