£10.009

DA MANUAL

HANDBOOK 3 Documentatjon Management
CHAPTER 10 Public Access to CIDA Records
ARTICLE (0% Non-Locatable Records

N
-

009 Non-Locatable Records

~ATIP Coordinator

CATIP Liaison Officer .

Notifies the Access to Information and

Privacy (ATIP) Coordinator in writing if
a record has not been traced or
retrieved after a reasonable search or a
search consuming the fee limit
authorized by the requester.

Prepares a.memorandum notifying the
President/Senior Vice-President that the
requested record cannot be found and
seeking authorization to inform the
requester accordingly.

Records the action taken on the Request
Control Sheet and closes the file.

~ 491 —

/.




£10.010

(C

A MANUAL

BOO 3 Documentation Management
EQ'AETERK 10 Public Access to CIDA Records

ARTICLE 010 Time Limit Extensions

\.
/'f

010

Time Limit Extensions

ATIP Liaison Officer 1
ﬁ.TIP Coordinator 2
3

Telephones the Access ‘to Information ang
Privacy (ATIP) Coordinator immediately
whenever it 1s determined within a
branch that retrieval of a requested
record will require an extension of the
time limit. :

Seeks an authorization of an-extension
for this, or any other reason, from the
President/Senior Vice-President and, if
s0 authorized, notifies the requester.

Informs the Infarmation Commissioner if
the authorized extension is for more
than 30 days. '
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£10.011

TDA MANUA

HANDBOOK -3 Documentation Management _
CHAPTER 10  Public Access to CIDA Records
ARTICLE 011 Fees. . : -
\ -

(,,ﬁ_
011 Fees

Fees chargeable for search, duplication
and other services are itemized in:
Treasury Board Regulations Respecting
Access to Information, Section 7.

Records will be released only when in
receipt of full payment of assessed
fees, unless waived by the
President/Senior Yice-President.
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DA MANUAL

HANDBOOK 3 Bocumentation Management -
CHAPTER 10 Public Access to-CIDA Records
ARTICLE 012 Fcrmal and Informal Requests

\.

012

Formal and Informal
Requests

A formal access request must-be on a

Request Form and be in sufficient detai)
to enable identification of a record
under CIDA's control. o

The President/Sen1or Vice- Presidentnmy
waive the requirement for a form (accept
a 1etter} or an app11cation fee.

Receipt of a formai access reéuest
places the Agency under the obligations
of the 1aw.

An-1nforma1-req&est can be made in
writing or verbally.

Kritten requests that make no reference
to the Act, are not on a form, include
no application fee, and are for
information which 1s {intended for public
release, will be processed by the office
having custody of the record according
to the policies and procedures of the
branch concerned.

Such requests are not subject to
controls of the Access to Information
and . Privacy {ATIP) Unit, except in cases
where the office concerned wishes to

deny access or is in doubt as to what to
do.

~ 494 —




510.012(2)

DA MANUAL

. HANDBOOK 3 Documentation Management -
CHAPTER .10 Public Access to CIDA Records ' ,
CARTICLE . .- 012 Processing Requests for Records at Canadian Missions

g

J
)

When an officer thinks an informal
request should be denied, the senior
manager concerned should forward the
request, with a recommendation for

~ denial, to the ATIP Coordinator, who
will review the case and forward a

- recommendation to the President/Senior
Vice-President for a decision.
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£10,013

”’_*\C

A MANUAL

HANDBOOK 3 Documentation Management

013 Processing Requests
for Records at .
Canadian Missions

CHAPTER 10 Public Access to CIDA Records o
k\ ARTICLE 013 Processing Requests: for Records at Canadian Missign
- )

Formal requests for CIDA records may be
made at Canadian Missions abroad, The
designated officer in the Mission wil
telex the Access to Information and
Privacy Coordinators in both External
Affairs and CIDA headgquarters that a
request has been received and is on the
way via diplomatic bag.

The request will be processed at
headquarters upon veceipt. If required,
arrangements .will be made to retrieve a
record from. abroad for examination at
headquarters. Likewise, a record could
be sent to the Mission for viewing by
the requester.

As for any other formal access request,
decisions regarding release or denial,
fees, time 1imit extensions, and
language of access will be made by the
President/Senior Vice-President.
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e

.

DA MANUAL

HANDBOOK 3 Documentation Management
CHAPTER 10 - Public Access to CIDA Records
ARTICLE 014 Classified Records '

/’"

014 Classified Records

Access to a record may not be_denied
simply because it is classified, for
example, as "confidential".

It is the obligation of the program
officer to review the record to
determine whether the classification is
valid and in accordance with the
standards provided in Chapter 2,
Handbook 7 Security.

The retention of a classification for
parts or all of a requested record
constitutes a denial and must be
Justified according to denial
procedures, that is with reference to an
exemption under the Taw.
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HANDBOOK
CHAPTER
ARTICLE

.

DA MANUAL

i

3 Documentation Management

10 Public Access to CIDA Records
015 Complaints. . o _

:(f

015 Complaints

)

)

The Access to Information and Privacy
Acts contain provisions for making

~complaints regarding the operation of

the Acts to the Information and Privacy
Commissioners.

However, it is hoped that most problems
can be resolved through discussions
between officials and the applicant. It
is. important therefore to ensure,
through discussion if necessary, that:

" CIDA'pFOperTy,understands the nature

-and extent of the request -
. the applicant is aware of all the time
and cost implications of his request.

Under the law, a person may complain to
the Information or Privacy Commissioner
on several grounds, inciuding:

. they believe that personal information
about themselves was improperly used
or disclosed

. a fee that the person considers
unreasonable has been required

. they consider that the time 1imit for
complying with a request for access
has been unreasonably extended
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HANDBOOK
CHAPTER
ARTI_CLE

TIDA MANUAL

3 Doaumentation Management
10 Public Access to CIDA Records

015 Comp1a1nts :

. they are dissatisfied with some aspect
of the Access Register or the Index of
Personal Information

. access to a record, in wholé or in
part, has been denied.

There are a number of specific steps
that take place in handling a complaint,
including initiation by the complainant,
investigation by the Commissioner using
powers conferred upon him by the Act,

and possible appeal to the Federal
Court.

A1l federal employees are obliged by law
to cooperate with the offices of the
Information and Privacy Commissioners in
carrying out any investigation they are
undertaking.
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DA MANUAL

_ 8 3 Documentat1on Management - \\ﬁ
EQQETSSK 10 Public Access to CIDA Records :
- ARTICLE 016 Def1n1t1ons

016 -Definitions

“Record". 1nc1udes any correSpondence
memorandum, book, plan, map,. draw1ng,

" diagram, pictor1a1 or graphic work,
photograph, film, microform, sound
recording, videotape, machine readable
record, and any other documentary
materia1, regardless of physical form or
characteristics, and any copy thereof,

"Third party" means any person, group of
persons or organization other than the
person that made the request or a-
government institution.

"Personal information" means information
about an-individual that is recorded in
any form including:

. information relating to the race,
national or ethnic origin, colour,
religion, age or marital status of the
individual | :

. the views or opinions of another
individual about the individual.

"Exemptions” are limited and specific
exceptions to the right of access to
government information. There are five
mandatory exemptions such as information
obtained in confidence from the
government of -a foreign state or
institution thereof, and twelve
discretionary exemptions including:
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10 Public Access to CIDA Records
016 Definitions

—

~

. information which could injure the
¢conduct of international affairs if
released

~ advice or recommendations developed by
or for an institution or a Minister.

y
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HIGHLIGHTS "OF ACCESS TO INFORMATION ACT



ATIA - GENERAL PRINCIPLES

PURPOSES

DEFINITION

.RthC‘?

COMMENT

RELATED PAGES

LEGAL
REFEREHCES -

RELATED
MATERIAL

The purpose of the ACCESS 10 YNFORMATION ACT is to

extend the present laws of Canada to provide a right
of access to information contained in government
records subject to certain limitations and in -~

accordance with the following principles:

Q

Government informtion should be avallable to
the public, :

Exemptions to the right of access should be
limited and specific,

Decisions 69 the disclosure of government

information should be reviewed independaently of
goveranment. :

The definition of Racords includes any of the following:

(o]

Correspondence, merorandum, book
Plan, map, drawing, diagram
Pictorial or graphic work

Photograph, £ilm, microform, sound recording,
videcotape

Machine readable record

Any documentary materlal regardless of physical
form or characteristic and any copy thereof.

A record that does not exist but can be prodﬁded from
machine readable records (subject to regulations) is
also included in the definition of record.

As can be seen from the abave, information in any form
held by the gyovernment falls under the definition of
"record®. :

ATIA Sections 2, 3, 4.3

APM C-410 Sections .2, .2.1
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ATIA = SCOPE _

INTRODUCTION . The Act does not apply to certain materials, which
- for this veason are consldered EXCLUBIONE to the Act.

PESCRIPTION Thesn exc¢luglons are:

o Published mterial or material avallable for
purchase by the public,

o Library or miseum material preserved solely for
* reference or exhibition purposes,

o Materfal placed in the Public Archives, National
Library or the National Museums by or on behalf
of persons or organizations other than
government lnstitutions,

o Confidences of the Queen's Privy Council which
includes all Cabinet documants such as:

" Memoranda to Cabinet

o

o Discussion Papers

o Agendas.of the Council
o Draft Legislation

DEFINITIOR : The term Council in this section means the Queen's
- Privy Council For Canada, committees of the Queen’s
. Privy Council For Canada, Cabinet and committees of
Cabinet. '

Potizcy With respect- to Confidences of the Queen's Privy
Council, exceptions to the rule of excluslion exist in
three gituations: :

-0 Cabinet Docuuents'which:have been in existance
for more than 20 years become accessible to the
public subject to the exemptions in the Act.

o Discussion Papers (where decisions of Cabinet
have been nmade public) become available to the

public at the time the decisions are made.

o Discussion Papers (where decisions of Cabinet
have not been made public) become available to
the public four years after decisions have been
made.,

RELATED PAGES

LEGRL, ATIA Sections 68, 69
REFERENCES
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ATIA ~ INFORMATION ASOUT GOVERNMENT INSTITUTIONS:

| {NTRODUCTION

DEPINITIONS

RULE

Poricy

TLEGAL
REFERENCES 1

The federal government producesa publications which
contaln descriptions of government records, their.
_probable location and offer information which will
likely assist an individual in- identifying precisely. which
records he/she wisghes to see.

e

Access Regiéter is a.publicatidn_ca:ering for all
institutions listed in the achedule to the Act:

o A description of the organization and
responsibilities of the institutions including
details and functions of programe and diviaions,

o A description of all classes of recdrds, undar.
the controel of each iastltution, ’

o A descripﬁioﬁ_of'all_mahuals used by employees
in administering programs, -

o Title and addresé of the person to whon
requests for access should be sent.

Access Bulletin.provides information on new activities
and records created subseguent to the most recent
Access Reglater and keeps the register up-to-date.

Classes of Records are defined as groups of related -
files, in use in government departments, reflecting
the programs and activities of these departments.

A1l classes of records held by the government must be
listed in the Access Register and the Access Bulletin.
Even those:classes of records that are -exempted from
disclosure must be listed. . However, their description
~in the Register or Bulletin does not have to include any
information or material exempted under the Act.

o Treasgury Board publishes:
o the Access Register once a year,

o the Bullebin twice a year.

- o The' Register and_tﬁe Bulletin wili be available

. at Pogt Officeg and Libravies -throughout Canada to

easure that every person has reascnable accesa to
them.

ATIA Section 5
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ATIA - HOW DOES AN INDIVIDUAL GET ACCESS TO INFORMATION?

INTRODUCTION . The Act i1s not intended to limit in any way access to
the type of government information that is normally
available to the public; rather, it is intended to
complement existling procedures for obtaining
informatinn.

PROCEDURE ‘TABLE A siﬁple three-atep procedure exists for a person
geeklny access. . That individual must:

STEP | . PROCEDURE

1. |Request access in writling using the Access to
Information Request Form.

2. Provide sufficient detail to identify the record
sought (relying on the Access Reglster for this
purpose).

3. Pay an application fae of $ ¥ e

RULE . The law requires that all requests mugt be
gufficlently precise to enable an experienced employee
of the government institution to identify the desired
record with a reasonable effort..

fbé;c?h The Access to Information Reqﬁest form is not always
'necessary, provided that a written request is made,
containing sufficient detail to enable a government
institution to identify a record under its control.

COMMENT Access to Information Request Forms and the Access
Reglgter will be avallable at most Post 0Offlces and

Librarles throughout Canada.

RELATED PAGESB Access Register, p.>
"Clagges of Records, }.3

LRGAL ATIA Section 6
REFPERENCHRS - ATIR Section 4

RELATED APM C-410 Section .2.2.1
MATERIAL
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ATIA - HOW SHOUWD THE INSTITUTION RESPOND 90 A REQUEST FOR INFORMATION?:

QUTLINE

RULE

COMMENT

PREVIEW

RELATED PAGES

LEGAL
. REFEREKCES

RELATED
PAGES

{\

e

in responding to a request’ for access, a government -
institution has cértain-obligations with regard to the
following: ' : T : R

© Response time limits

o Manner by which access is qgranted

o Languagye of access

In all inét_ances the. inst’itution.recéiﬁi:rg the
request mist notify the reguester whether:

o access is to be granted,
o the time limilb is to bé.extended,

o fees will be regquired. .

If the application does not contaln sufficient detail
to locate the record, the government institution should
attempt to contact the applicant to ask for more
informaticon before refusing accesa.

- "The following pages describe each obligatlion in more

detail.

Time Limits, p. @

Fees, p. "

ATIA Secﬁions 7, 1i; 25

-ATIR Sections 5, 8

.2.2.5, .2.3,
2.5, 2.6,
2.7, .4.4

APM C-410 Sections

— 510~



A

SET

RULE

Policies

PROCEDURE
TABLE

HELATED PAGES

LEGAL
REFERENCES

RELATED
HATERIAL

ATIA = RIGHT O ACCESS: _RESPONSE TIME LIMITS

o 'E‘he' Act rajulres that government institutions shall,
within thirty (30) calendar days of recelpt of a
complete request, yive a response to the requester.

o-'i‘he-go\r_ern'mnt 'imatitutib_n'mw.'t inform requester of
his right to wake a complaint to the Information
Commissioner about the extension.

The time avallable to proc.ess requests for access is
counte:] Erom the ‘recalpt of a completa, requeat by the

_qo.rer_nment institution. The head of a government

institutlon may extend the thirty-day time limit if:

o The reguest is for a_large‘nurr'ber of records or
requires to search a large nunber of records and
weeting time frames would unreasonably interfere
with government operations

o Consultations are necessary that cannot
reagonably be completed within the original time
limit .

o Third party information exists and notice to
' third party wust be given

When the head of an institution extends the thirty day
time limit, the followiny parties wast be notified of
the length of the extension as follows:

FOR AN EXTENDED RESPONSE ) SEND TO
TIME OF
Up to 30 days : ' o' Requester
31 days or wmore o Requester
o Information Commissioner

Third Party Information, p. /%

ATLA Section O

APM €410 Section -2.3(C)
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ATIA -~ RIGHT O

ACCESS: FEES AND DEPOSITS

INTRODUCTIOH

CLASSXFICATION
TABLE

?oucnf;’

RULES

RELATED PAGES
LEGAL
REFERENCES

RELATED
MATERIAL

The Aot provides that fees ﬁﬂy'he demanded fox the
costs aasociated.with processing  requests for access.
This provigion is intended to discourage frivolous or
unreasonable demands for access which could prove
costly and tune consuming for the gcwarnment
lnstit.utlon 1nvolved. . .

Thls table describes aituations in which fees may or
may not be charged to. the person who mkes a request
for access to a record*_ .

NO FEES

FEFS ARE CHARGED ARE CHARGED

_FOR .+, FOR v
o when the time r'e:;uired" o reviedi'r_ig ddc’:umént’s. to
to search for, ret‘rievc determine whether they

“or produco the -

record{s) or to prepare
any part{s) of the
record(s) for
disclogsure exceeds five.

{5} hours

when the records are
produced from a machine-
readable record ’

are exenmpt or excluded

maintaining statistics
or docu mentat ion

flhns; (requeﬂt:s and
records)

prmldlng facilities
for processing reguests

. S . . or public access
o for the reproduction of '

copies o shipping

The Act raqulres the calculation and payment of fees
in accordance with the schedule provided in the
Regulatlons :

Government lnstl.tthlOﬂS me.y reqmre any amount to be
paid. as a deposit before the search or production of
the record is undertaken or the record is prepared
for dlsrlosure. S ‘

The head has discretion with respect to these fees
and may either waive the requirement for costs, or
refund those fees already paid.

0

AU fees musk be paid by the applicant before access is
given,

Where it is determined that fees be paid, the head mst
inform the requester of the amount belng charged and of the
person's right to complain to the Information Commlssionelr
regarding the amount charnged.

Access, p. &

ATIA Section 11
ATIR Section 7

A

PM C~410 Section .2.7
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ATIA = EXEMPTIV:S

INFRODUCLON

 The basic purpose of the Act is to provide access to

govornment rucords._ However, certain records regquire

_exemptton from access in order to allow the

PURPOSE

government to tunctmon ef fect ively. ' These exempt ions
foxrm the basls for refusing access to government
informatlon-

Each éxcmptxon is intended to protect information
relating to a particular publlic or private interest.

The spirit of the legislation emphasizes that

‘exemptions can only be invoked if disclosure would

DESCRIPTION

Pobiciss

RELATYD PAGES

have detrimental ef feck.

The exemptinns xncluded in the Access to Information
Act can be classifled in two ways according to whether

the exemptlon ia aubject to an injury test or class
test and according to whether the exemption is

discreticonary or mandatory in nature.

o Where it is unclear whether or not an exemption
should apply to particular informtion, government
institutions should favour more rather than less
access.

o To ensure greater congistency in the application
of certain exemptions, government institutions
should consult with the government institution
with particular expertise in the area.

Mandatory. ermptions, P 9
Discretionary Exemtions, p. §
Injury Test, p. G

"Class Test, p. 9

RELATED
MATERIAL

APM C-410 Sections .d4.1 —.4.5
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ATIA - BEXEMPTIONS

9

© CLASSIFICATION
TABLE

The following

table outlines the meaning of cerﬁain termg;

gua R

TERM

" DESCRIPTION

' SPECIFIE”%BE?RE?

INJURY TEST

nust bo able to prove t:ha.t

disc-losure wculd be- harmful
or damaging to the specific

o could rm
ably be
expected to e

CLASS TEST

the information falls "
within the class specified,

but there is no requlirement

that a specific in]ury be )

public or private interest . injurious
covered by the exemption o _

- SIS
“mst be able to ghow that |o objectively

-describes thg

categories of
information or
documents to

where the head of the .
institution has some

flexibility in determining

whether to disclose

proved ~which an
- exemption cap
be appled
MANDATOR‘{ 1dentit‘1y those situations | o shall refuse
where government imtitu-— to dlsclose..,
tions mist refuse to
dlsclose ‘a record '
IPISCRETIONARY ®*identify :those situations o may refuse to

discloge...

information or not

SUMMARY TABLE

This table sunma.ri'ze_s ‘the 'ré_lei.ran.t' sections of the Act
affecting each type of exemptions and cutlines the options
available to the head of a government Institution:

PYPE OF DOES NOT{MANDATORY ~ EXEMPTIONS  |DISCRETIONARY
EXEMPTIONS |APPLY TO{WITHOOT — IWITH 7 . [EXEMPTION
ACT PERMISSIBLE | PERMISSIBLE '
DISCLOSURE (DISCLOSURE
CONDITIONS {COWDITIONS .
Class Section | Sections Sections |Sections 16(1)(a)
Type 69 16(3), 24 13, 19, 20 {p), 18(n), 21,
Exemption ) (1}{(AY(B 23
Injury- 20¢1)(c) © |14, 15, 16(1)(©)
Test Type (D) (o) t6(2); 17,
Exemption 18{B){CY{(D), 22
Decisions |Shall Shall May Grant May Grant
Deny Deny if _
Condition”
is Met ‘J
RELATED PAGES
Exclusions, p. 3,
RELATED APM C-410 Sections .4.1 -.4.5
BATERIAL :
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ATIA - SEVERABLT.LTY

F{+ 0

L s

pEFINITION

PURPOSE

RULE

COMMENT

ﬂot.(c-‘f

LEGAL .
REFERENCES

RELATED
MATERIAL

Severability means that any part of a record which
can be ‘disclosed, can be "severed" from any part

~oowered by an exemption, and then releagsed to the

requester..

SéVerébiltty is intended to avoid situétidns where
racords would not be relecased because’ they. contain a

- very small portion of exewpted material.

Reasonahle severability'should.not be established by

the amount of review, preparation and production time
needed to extract the exempt information, but rather
by the intelligibility of the document once the
axempted matcrial has been removed. h

ALl doubts about the intelligibility of remaining
non-exempt information should be resolved in favour
of release to the applicant.’

Although the original purpose of the document may be
lost when the exempt information is removed, an
exemption cannot be claimed for the entire record so
long as there remiins some informtion that is itself
intelligible, comprehensible and relevant to the

request.

ATIA Section 25

APM C-410 Section .4.4
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ATIA ~ MANDATORY EXEHPTIONS e I, /"

INTRODUCTION

DEFINITION

DESCRIPTION

OUTLIRE

PREVIEW

RELATED PAGE,

LEGAL
REFERENCES

RELATED
MATERIAL

In the sPLrLr of "accesas,. the najority of . exemptian
provigions are dlscretionary There are only filve

exemption prov isions in the Access to Inﬁormaticn Act
that are nundatory._

Mandatory Exenptlons 1dent1fy thoae situations where
government institutions mast tefuse to disclose a
record. Thelr wording stipulate that a head of
governmant institution shall refuse to dlsclose
certain types of'infqrmation;

.All nandatory exemptlons, except section 24

(statutory prohlbitxons), prOVlde for circuuetancea which
give government institution a discretion to release the

information if certain conditioua are met (e. «g. consent of
third party affected or if information is publicly avallable,

The 5 ekemptions deal with:

o Information obtained in confidence from other
governments,' ;

o RCMP, provxnCLal and municipal policing
Lnformatlon,

o Personal infornﬁtion about another individual,
o Third_party'information,3

o Statutory prohibitions'against discleaure.

The following pages describe the nanaatory exemptlons
in wore detail.

Third Party Information, p /4 ~%}
ATTA Sections 13, 16.3, 19, 20.1, 24

APM C-410 Section .4
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yi1A - DISCRETIONARY EXEMPTIONS

}EE&QDUCTIONC

ORFINXTLON

pESCREPTION

COMMERT

PREVIEW

RELATED PAGES

LEGAL
RE¥ERENCES

RELATED
KATERIAL

Information qualifying for a-discrationary exemption

e

may be withheld by the head of the government institution on

~the bgsis'of the specified criteria described in the Act.

Jniecretionary Exeaptions identify those situations where
the head of the Instftution has. some Flexibility in

determining whether to disclose information or not.

Their

wording.stipulate that a head of a governwent institution

'nay refuse ko disclose certain types of information.

6 vrederal-Provincial Affairs,

o Internétiqnal_Affairs_and Defence,

o Law Enforcement,

‘o. Safety of Individuals,

Investigation and Security,

0 FEconomic Interests of Cénada,

¢ Operations of Goverhment,

o Testing and Auditing Procedures,

o - Solicitor-Client Privilege,

o Information to be published,

o Informtion that existed 3-5 years before

passage of the Accessg Act.

'Thére‘até ten categyories of discretionary exemptions as
follows: '

Government institutions must assess each request on
its own merits using precedents only as guidelines in
making a determination either to disclose or exempt a

record.

The followiny pages descrlbe each discretionary exemptions in
more detail.

Piscretionary Exemptions, p 1%

ATIA Section 14,

17, 18,

21, 23,

15,
26,

APM C-410 Section

4.6,12,

2.4.2

27

4.6.2,
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ATIA ~ EXEMPTIONS: OPERATIONS OF GOVERWMRNY - ' '~~~ = = o 0

DESCRIPTIONR o This éxemption protects cértain clagsses of
: informtion relating to the internal: dscision-

making. processes. of government. the disclosure of
which would interfere ‘with the oparaticns of
gwenmemdimtumtkmat' o :

o~ This exemption cannot b ded to wiﬁhold :

information Ln a report’ prepared by a.private
‘consultant or advisor who was not employed by the
goverament at the time.the report was prepared.
In other: words, iiformtion that. was: not prepared’
by a public serwant (employee) is not covered by
the exemption but can be: released, - provided no
oLhcr exemptlon applies to .the naterial thereln.

DEFPINITIONS o Dlscretionary Power has been deflned as'a | :
- subjective declsion taken in a situation without
properly. def ined guidelinesa. -

o Adjudicative Function reférs to those situatlons
in which there are guldélines avallable.

PURPOSE This exemptlon ig desiqned to protect ministerial
respon51bllity and discretion.

ROLR The Mlnlster may choose to- exempt advice or
recommandations developed by or for. hanher, accounts
or government congultations or deliberations, .’
governiment pogsitionsg or plans relating to government
negotiations and information related to the personnel
management or adninxstration of .a gavernment
lnstltutlon.

99L|cy The Act ‘does nqt:ekemppzinformatlon related to the
exercise of a ‘discretionary power or an adjudicative
function affecting the rights of a person.

RULE - : ' The exemption can only. be invoked if a record came
~into existence legs than twenty years prior to the
_request for the information- .

COMMENT The reports of consultants and adviaers not employed.
by the gyovernment are excluded from protection because
such  individuals or firms are contracted to work :
outside the normal governnental pwocess on a fee bapis
for work done.

RELATED PAGES

LEGAL _ ATIA Section 21

REFERENCES
RELATED APM C-410 Section .4.6.10

HATERIAL
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NFIA = EXEMPTICNS:

54

AR

THE_ACT

DESCRIPTION

PURPOSE

EXAMPLE

COMMENT

LEGAL REFERBNCES

RELATED
MATERIAL

INFORMATION THAT EXISTFD 3-5 YRARS BEFORE PROCLAMATION OF

Informatlon that was gathered or.racorded three to

five years before the coming into force of the Act

my be exempted. This exemption will remain in force for

“three years after proclamation of the Rct.

~ This exemption was intended to keep adminlatrative
costs dowd by limdting searches to relatively

contemporary data and thuas providing an orderly'and
cost~effective phase-in. Full access (subject to

-exemptions} will be granted after the Act has been in

force for three years. .

During the first year after proclamation, for exémple,
starting April "1, 1983, records that were in exigtence
before April 1, 1979, may be exenpted.

During the' second year afterx proclanation, for example,
starting April 1, 1984, records that were in existence

‘pefore April 1, 1978, may be exempted.

"'During the third year after proclamation, for example,

starting April 1, 1985, recorda that were in existence
before April 1, 1978 may be denied but only if complying
with a request would unreasonably interfere with the
operations of the government institution.

Froin March 31, 1986; for all records subject to the
Accessd to Information Act; no basis would exist for
exempting records under the transitional provision.

When a request concerns records which may fall within the

transitional provision and the informtion is easily located

and produced, the request should be processed.

ATIA Section 27

APM C-410 Section .4.6.15
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ATIA -~ THIRD P/RTY

INTRODUCTION

DEFINITION

OUTLINE

PREVIEW

RELATED PAGES
LEGAL REFERENCES

RELATED HMATERIAL

BB
All information deallng with the thixd parties,_“
.1nclud1w; thelr negotiatlions .and: contracts with the
yowernment which has been treated. in a conf idential’
mannexr by the third party mst b exeupted.

Third Parfz_lncludes any person, group: af persons or
organm7atlon other than the person making an access

- request or other than the govarnmant inﬂtitution

itgelf.

The subject “Third Party" can be considered in 4
areas:

o Third Party informstion _
© Third Party intervention
o Répresentation by Third Party.

0 Recommendation of Informtion Commissioner

The following: pages describe each area of the Third
Party in more detall.

Third Party, p sy -2/
ATIA Sections 20, 28, 29

APM C-410 Sections .4.6.8, .4.6.9
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ATIA ~ EXEMPTIOLS: THIRD PARTY INFORMATION

DRSCRIPTION -

RULES

PREVIEW

RELATED PAGES

LEGAL
REFERENCES

RELATED
MATERIAL

The hccess torrﬁfo;mation'nct protects from disclosure,
on a mandatory basis, financlal, commercial and

scientific information recelved from, pertaining to or
af fecting third parties. -

o A gwernment inStitutian shall refuse to dlasclose
any record requested that contalns:

o trade secrets of a third party,’
o confldent1a1 flnancial, commerplal,
scientxfic or technical infornation.

Qr_that contains inﬁornation.the disclosure of
which could reasonably be expected to:

o result in material financial loss or galn to
a third party, :

o prejudlce the competitlve position of a third
party, :

o interfere with contractual or negotiations
of a third party.

o A government institution may release information
if: L '

o consent of the third party has been given,

o. or, the public interest arerrides all mandatory
' exemptions for third party information, with the

exception of trade secrets.

o Should a governnent 1nst1tution intend to release
information that might contaln any of the types of
information listed above, the head mast notify the
third party and provide the third party with an
opportunity to make representations against the
disclosure.

The following payes describe the mndatory exemptions
for third party information in more detail.

Mandatory Exemptions, p. //
Trade Secrets, p. /7
Intervention, p. te
Representation, p. 1)

ATIA Section 20

APM C-410 Section .4.6.8
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TRADE SECRETS OF A THIRD ?AR‘I‘Y

7

ATIA - RXEMPTIONS:

DESCRIPTION

CHECKLIST

RELATED PAGES

LEGAL
REFERENCES

RELATED
MATERIAL

secrets of a third party.

o This is a mandatovy exemption,

"o The Act provides that a gOVLrnment institution shall
refuse to disclose any vecord that contains trads

based on a class test.

For a record to qualify for'thié'éxemption} the

information. contained in it w111 have to satisfy the

Eollow1ng criterias:

TI'EM

' CRITERIAS

It congists of information.

The'ihformation'mﬁsﬁ_ﬁé_SECret in an

absolute or relative gehse'(i.e- known only

by one or a Eew).

ETha posseasor of the informatieon must

demongtrate that he has acted with the
intention to treat the information as

_Becret.

‘I‘he infornation mjst be capable of

industrial or comﬂercial application

Uy R

The possésaor must have an intevrest (e.g.
an economic lnLerest) ~worthy of 1egal
protection.

Mandatory Exemptions, p. 9

Class Test, p. ¢

ATIA Section 20 {1)(a)

APM C-410 Section .4.6.8
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ATIA ~ EXEMPRIONS:’ THIRD PARTY CONFIDENTIAL TNFORMATION ¥
ATTA - |

[NTRODUCTION

DESCRIPTLOH

PURPOSE

DEFINITION

CHECELIST

‘Phe Act provides a mandatory ¢lass exemption for any

fééqﬁd'tﬁat contaiﬁs financial, commercial, sclentific
ot technical information that is confldential

Tinformtion supplied by a third party and is treated

conaiqtently fn a COnfldenLial manner by the third

o oparty.

This exemption is intended to protect information of a

qg’nffide'nti'al_ nature provided by a buslness or other
commercial interest to the government regardless

" whether it was provided pursuant to a statutory
-obligaticn or on a voluntary basis.

Its purpose is to ensure that the obllgatlon of the
government o mintain this informtion on &
confidential basis will contime, notwithstanding the
Access to Inforimation Act.

Confidential Information means information which is of

value to the possegsor of the information and which
has been entrugted to another person in circumgtances
which create an obligation on that person to maintain
the information in confidence.

For a record to qualify for this exemption, tne
informtion contained in it mst satisfy several
elements:

ITEM ELEMENTS YES

1 The informtion involved must be financial,
comrercial, scientific or technical
informtion.

2 The informetion pust be 'vonfidential
information®
SN . _— : I
3 the information must have been supplied to
' the governnent fnstitution by a third party.

4 The 1n(oxnat£on mist be treated consistently
in a confidential manner by the third party.

—H28 — {(Contfd next page)



CATIA - EXEPTIONS:

THIRD PARTY CONFIDENTIAL INFGR&ATION (cont‘d)

RULES

RELATED PAGES.

LEGAL
REFERENCES
RELATED
MATERIAL

o} where the status of informaLion received before
proclamtion of the Act is in doubty governwent
‘{nstitutiona shall consult. the appropriate third
party or parties forthwith, upon receipt. of an

access request, in order to esLablish wheLher or

not thu xnformation is confldential.

o The récélvinj Lnﬁtxtution shall not disclose
information whxch it bblleve% may have baen
received on a- c0nfident1al bagia w1thout firat

consulting with the government Lnatitution that
provided the informtion.

- Mandatory Exemptions, p. i

Third Party, p. (b

ATIA Section 20{1)(B}

APM C-410 Section .4.6.8
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ATTA ~ THIRD PARTY

INTERVENTION

AR

DRSCRIPTION

RULES

oy ey

RELATED PAGES

LEGAL
REFERENCES

RELATED
MATERIAL

(]

 Before releaning taformation supplied by outside

Ssourcss or whose disclosure might af fact third parties,
the govurnment inatitution wast ylve prior notice

~to those concarned by the impunding reloase.

Third_party intervention and notification rights
apply whenever a record containing third party
‘Information may be disclosed under the Act.

Where the head of a government institution intends
‘to. disclose a record which might contain third
party lnformatlon, he mst notlfy the third party:

o in writlng,
o within 30 days after the access is received

- {if third party can be reasonably located);

o notice gent by registered mil to last known
address.

Government instltutions should obtaln walvers and
consents to disclosure from thlrd party in writing.

The only exception to the notification requirements
{g when third party has consented to the
dlsclosure*

'Third:pdrty'may waive the riqht to be notified of
‘an ‘intended disclogsure either at the time the
informtion was obtained or subseguently.

The 30 day llmxt for responding to an access regquest
can be extended where third party notification

requirements are invoked.

Third Party Information: E 5
Time Limits, p. §

ATIA Section 28.%1 - 28.4

APM C-410 Section .4.6.9
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ATIA w:REPRESENTATION BY THIRD'PARTY-

INTRODUCTION

RULES

Pohtcy

LEGAL
REFERENCES

RELATRED
MATERIAL

The gove rnment Lnstltution shall give an opportunity
to third party to- make representation as to why the
record or part theroof should not be discloscd.

o when a qovclnment instttution decides to disclose

“the Lequeqted record ‘followling receipt of third

~ party representation, the notice to third party must
contain a statement that:

o his right to apply to the Federal Court - Trial
Division for a review of this deciagion,

o that disclosure will be given to reguester

within 20 days after thls notice is given unlesq, he

applles for 4 review.

o Third party representatithnust be made in writing,

or, if the institution head xjrees, may be made orally.

o"Governnent lnstltution ‘'shall not - dlSClOSG the record
antil 20 days time period for application to Federal

Court has . expired.

2

Followlng recelpt of third party representation,
notice of decision to exempt record shall be given

within 30 days.to both the third party and the requester.

‘ATIA Sections 28.5 -~ 28.8

APM_de!O Section .4.6.9
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REQUESTING ACCESS
7O FEDERAL GOVERNMENT
INFORMATION

b XN

. This torm s requiced (o make a reQuest under the Aoc;os.s 1o intormaner

Acl. Requests lor federal governrent informalipn can orcananly by
made by means ol a lelephone call, & visil. o a witlen request 1o the
approgpiate departmental inlocmation office, B, however, you wish io

request records under tha Accoss Lo Informalion ACL Lse this torm

STER 1r-Decide exactly what infosmalion you wani - You can laciflate
e soarch for records and teduca fees by dobning as narrowly a3 you
can the, particular recotds you are looking for, )

STED 2:: Consull the Access Register - The Rogister comaing

dasciiptions 0f governmanl records, theit probable location and othar

information which wilt fikely assist you In Idenfifying the paticular
records you wish 1o see. A copy of the Access Regisler is available al
mujor fbearies, post othces, and certain other governent officés.

STEP 3: Ask for assisiance if necessary - Il you are nol able 1o identity
the records you are looking lof in the Access Register, contatl the
Access Coordinalo: of the appropriate deparlment, cilher in peisan, by
1stephene, of by letizs, {All Access Coordinalors are listed in the Access
Regisier.) The Coordinator will assist yow. al no chaige. in enlitpng
the records U you ask for assistance by leder, include -as much
informalion Bs yow can 1o ideniily the tecords you atg seoking

STEP ‘4: Complote the Redquest Form, provitng &3 mafty spoeds

dateils a5 you can aboul the gedired repofds, such Ba:

. subject, tilke, avihor and dale: : -

-+ specihc - events, aclivilies, ndividusls, comporations, procucts
1eports, meabings, etisiohs, ApFeemaMs. €10, ol inteest wn he
recods; o . :

- the number and titke of the approprials class of records. as bsted i
Ihe Access Registed,

STEP 5: S.s'nd in tho completad Requast Form with an sppscabon fee

_ of $5.00, 10 the oicer named in tha Access Register s the person

responsible lor that particular class of records. Unlgss you have aiach
inchcated what you arp witling 1o pay bot, you wilt be asked lo authorze
any fees that may be charged balere tha work is compleled

Federal Government Institulion

Description of record and subject topie of inleresl {Please be as procise as you can, title, author, dale, slc.)

Chlass of record, number and lle {Consult Access Regisler - see slep 2)

Method of access preferred

Receve copios O  Examing in govoroment offtce €1

Mher melbod {please spocily) -

Hamg

Suegl afhess, apartment

Purente of Tewmitory Postat Code

City o lown

Tekephone Numbex

Your apphcation tee of §5 00 mus! accompany this foim, payable by money order o

chequoe 1o the Receiver General lor Cansda

Phaae g rght of access (o government recerds unde: Tha Access o
Migimakon Act by vulge of my stalus as & Canadian cdizen, of
P eaent igsdanl within tha meaning of the immigeation Acl, 1976,

Sgnatice
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Annual Report, 1986-1987

“Access to Information Act

‘Canadian International Devélopment Agency
April 1, 1986, to March 31, 1987

A. TINTRODUCTION

1. CANADIAN INTERNATIONAL DEVELOPMENT AGERCY

The Canadian International Development Agency {CIDAY) is ;he principal
federal entity responsible for {mplementing Canada's official _
development assistande program. .CIDA is a full federal govérhﬁent
" department, subject to the saume rﬁles agd'govérnmentvwide standards
and practices. as other government departmentsf‘ The Agency is headed
by a President &hq reports directly to the Minister for External
Relations and to.thé Secretary of State for External Affairs.

. The Business Cooperation Brancﬁ is:fesponéible for providing. a
focal ﬁoint'in CIDA for Canadian companies who want to participate
in international development. It supports Canadian business
initlatives aimed at transfercing téchnolcgy as an Important toal

of development.

. Bilatefal or government—to—govérnment programs are administered by
the Anglophone Africa, Francophone Africa, Americas and Asia

. Branches.

« Special Programs Branch -supports and encourages the initiatives of
over 300 Canadian non-governmental groups and institutions to play

a greater role In internmational development. .
. Multilateral programs are the avenue through which Canada supports

various United Nations agencies, devélopment banks, humanitarian

institutions and other internatfonal organizations.
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Other Bfanchea within CIDA ~ including Professional Services, Pollcy,
aOperatibna Services,_Comptroller‘s, Persdﬁnel and Administration, and
- Public Affairg: ~ provide day~to-day professional, technical and

admintstraﬁive support.. :

2. Access to Information and Privacy Unit

‘Unde? the directioa of the Coordinator, ‘Access to Information and
Privacy (ATIP), -the Unit plays a key role in the proceasling of
requests, and co~ordinates all activities involving the application
~of acts, regulationsg, difectives and the interpretation of laws

according to Treasury Board guidelimes.

3. " Annual Report 1986-1987

This report outlines the Agency's activities for the period from
April 1, 1986, to March 31, 1987.

STATISTICAL REPORT ON ACCESS TO INFORMATION

The appended statistical report (Appendix) deals with requests received
under the Accegs to Information Act during the period covered by this

report.

PROCESSING OF REQUESTS

The Agency rveceilved 107 formal requests and 16 requests which were

treated informally.
1. Sources
The formal requests were received from the followlng sources:

24 from Media — refers to applications originating with reporters,

magazine writers, or thelr researchers.
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61 from Academia = refers to applications ofiginating with Stqdents,
professors, teachers or regearchers operating on
behélf-of,pfojéetériu inﬁernationalgdeVGlppment
cérried:Out 1ﬁ'universities; céllegés'ou'séﬁools. A
large prbportion of the requests concerned the

Evgluation Reports on -active CIDA projects.

15 from Business - refers to épplica;iohs originating with private
bnsinesé-representatives_Qn behalf of their own
businesg, for improving their berformahceriﬁ the
'elaﬁoration of thelr service in international

development .

4 from Organizations - refers to applications originatingﬁwith lay

firms, unions, associatioﬁs, or iobby groups on

behalf of a client or class of clients.

3 from Public —~ refers- to applicaticns 6riginating with individual
members of the general public seeking information on

interna;ional devglopmént.

Pime limits .

The major causes of delays are due to the complexity of requested
information. ~Indeed, the sensitivity of the i{nformation is such that

it requires very careful scrutiny and necessitates congultations at

various levels ‘and with other government institutions; mainly
External Affairs and the Posts, due to the international level of the

Agency's programs.

rees

The charges for reproduction of documents caused applicants to submit
twdfcomplaintsito the Information Commissloner about excessive

estimated fees, -
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p. DOCUMENTATION

1

Ofganization of access to Information

‘The Access tO-Ihf@fmatioh Coordindtor is CIDA's Director/Planning and

Systems Division in the Persondel and Administration Branch. We are
currently revising the records'systém'énd'updating the index of
rééof&s- There 1s algo a great deal of computéfized data on
projects. The Unit is responsible for administering and

co~ordinatling all enquiries uudé; the Access to Information Act; it

does this with the assistance of branch liaison officers. 1f

necessary, a review committee is set up to examine all documentation

peftéiniﬁg to enguiries that tequire_épecial'study- This coumittee

is made up of Vice-Presidents, program directors, project offlcers
‘and a representative from Legal Services. Routine administration of

enquiries recelved under the Access to Tuformation Act and the

Pfifacy Act, as well as liaison with the officers responsible, is

handled by the Agency's fourteen liaison officers.

- The Aécess to Information Coordinator is responsible for annual
:prepérétion"of the Access Register,:whiCh provides information to the

-pﬁblic,'including-a description of the organization of the Agency,

details of its program/projects and a 1ist of all manuals used in

administering or carrying out its responsibilities.

Formal/Informal Interface

The Access to.Informétion Act is intended to complement, not replace,
existing procedures and channels for access to government
information. In fulfilling its mandate of fostering international

development, the Agency régularly collects, develops, analyzes and

. diéseminateé inforﬁation in ovrder to assist ahd'infbrm the business

community, the educational milieu and the public in general.
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Generally, this infdrmatlon is ma&e readiiy available-toxintarQSted
parties through sourceé'such3as publications, prass feiéaéés; special
reports and press interviews._ The use of . theae regular and . informal
channels is encouraged to the fultest extent poasible.- Publtc
raguests for such published information are handled in the uaual
manner by Public Affairs Branch - as distinguished from thoae
requests concerning internal documents -wade under the Access to

Information Act.

In 1986—87,.sixtéenlformal access .requests were dealt with'aé
informal requests. In addition, the ATIP Unit dealt with a number of
informal written and verbal querles from the_publie,rwhich élS0 were

ultimately disposed of on the same basis. .

The . Access po_Informétidn;Unit'wnrks'in glpse_coopefatioﬁ:with the
Agency's central_seéretariat,_helping to respond to letters/requests

in which the Act is involved.

Requests from the media are studied in coﬁjnnétion with the Public
Affairs Branch, which has the mandate and the expertise to deal with
journalists. Formax.aécéss requests addressed to someone other than
‘the Coordinator or-a project officer should be forwarded lmmediately
to the Access to Information Unit. Branch llaison officers are
respdnsiblé for forwarding-ﬁhe_requesg to the Unit, which will
determine ag quickly as possible.what-follow—up action is td be

taken.

. DEVELOPMENT INFORMATION CENTRE/READING ROOM S

At present, the Development Information Centre (DIC) provides a place
where the public, after making arrangements with the Access to
Information Unit, may consult manuals and CIDA guides._ The DIC has

collections on such subjects as:

- 558 —



E.

- =

- socio~ﬁconomic, political and . cultural aspects of most of the

: .eountries of Africa, the Amerlcas and Asla;

- current_developmeﬁt tssues, such as aid, North-South dialogue, rural
 development, the food situation, the role of women, technology

- tranafer and specific sectors of economic and social aétivity;

= Canadlan ald to development;
- the wajor international and fegional development agencies.

The fact that the Access to Information aud Privacy Unit is physically
located on the same floor emsures that the necessary expertiseiis_always
avallable -to visitors, whether 1t be to assist them in the completlon of
access to information or privacy requests, or to provide

elébotstion/interpretatiou on various aspects of the legislation.

DELEGATION INSTRUMENT

The President and the Senior Vice~President exercise the powers and
perform the duties and functions of the Minister as head of CIDA under

the Access-fo Informétion Act.

INVESTIGATIONS

Four complaints were submitted to the Information Commissioner. The

investigations are still ongoing.

" NEW SECURITY POLICY

The new security policy of the Govermment of Canada was announced on June

.18, 1986. ' It makes major changes to the current system of c13551fyin0

and protecting information as well as to the personnel screening system.

A number of sctions have been taken to implement the provisions of the

new security policy:



- appointment by the President of & Senior Goordinator for the.
implementation of the:hew seturity:policy; anﬁ-dEStgﬁatidﬁ of a-
number of senior managers. in each branch to assist employeea 1a
complylng with the new classification guidelinest :

-  preparation of a Glassifieatidn Guide and dlstribution to"designated
' officials. An abridged version of the Guide has heen prepared for

distribution to all employees.

-  preparation and publication of Persomnel Security Policy fdr:the

Agency.
- numerous briefing sessions for managers and employees,'

This is an enotmpus project whidh_will.:equire ;hé cooperation of

evetygne to ensuré its.Success.. The Senlor Coordinator and ther advisors,

the Director of Security and the Advisor on Access to Information and
Privacy are involved in the implementation of the new Security Polley

Guidelines.

- CONCLUSION

The ‘Access to Information Act gives any Canadian éitizen ot permanent
resident of Canada the right to examine or obtain copies ofjregofds of a
federal governﬁent institution except in limited and specific

clrcunstances.

The Agency's Public Affairs Branch pfeﬁares and publishes a great deal of
material to iﬁform the public of international development assistance

programs.

In keeping with the Agency's mandéte, the emphasis is.placed.ou

information to the general'pubiic.

-You can réaéh the Coordinator,, Access to Information and Privacy, at

(819) 997-1413 for any interpretation or additional information on this

report.
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PART 11

REPORT ON PRIVACY
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Annual Report, 1986~1987

~Privacy Act

Canadian_lntgrnétionql Developmenf Agency
April 1, 1986 to March 31, 1987

A.

INTRODUCTION .

The Canadiaﬁ International Development Agency is responsible for most of

the Govgrnment of Canada's programs of assistance to developing

countries.

Under thé direction of the Co-ordinator, Access to Information and

Privacy, the Unit plays a key role in the processing of requests, and
c0fordinates'all_ﬁctivities involving the application of acts,
regulations, and direétives and the interpretation of laws according to
Treasury Board guidelines. The record system itself is subject to
ongoing scrutiny to enmsure all procedures for the collection, use,
retention and storage of information are in conformity with the Privacy
Act legislation and applicable sections of Treasury anrd directives and

guidelines. _ - N

Thié report outlines the Agency's activities for the perled from April 1,
1986 to Marech 31, 1987.

STATISTICAL REPORT ON PRIVACY

1. Thefappgnded statistical report covers requests received under the

Privacy Act.

2. Processing of requests

. The Agency recgivéd eleven formal requests ~ from employees wanting

to recelve a copy of their standard banks.
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1.

Personal Information

The Agency has always been very open In its approach to giving'péople

access to thelr records. If an employéé.wléheéftb]cbnéulf his/her

_personal file, he/she may do so upon written request to the Persomnel

Operations Directorate. An appoihtment will be scheﬂ&iédxﬁbiiet'the
empldyee review his/her personal file in the presence of an

authorized representative of the Personnel Operatlons Directorate.

Briefing Seésions

Briefing sessions are held for Agency staff and -these emphasized that

all information contained in personal information banks must be used

only for the Index and that no new pérSonal!iﬁformatioh”banks were to
be created without propér authority. In other words,:aii personal

information must be in the employee's pérsbn§1 bank.

Operating costs

The enquiries that we received were so straightforward that the time
spent on them by Staff was negligible. Briefidg'costs and time spent
by staff was applied in full to Access to Information sirnce that was

the primary focus of the‘briefing sessions.

Disclosure under 8(2)(e) of the Privacy Act.

. Paragraph 8(2)(e) of the Privacy Act provi&éé thét’perécnai

information may be disclosed to specified investigative bbdias.on
the yritten request of that body for the purposes of law enforcement
or lawful inﬁesqiggtions. ‘The nature of these rEQUests reduires that
adequate control be maintainéd over disclosurééa In all cases,

replies to requests under Section 8(2)(e) of the Privacy Act will be
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~ for the sigﬁéturé pfu§he‘Agency'a President or Senior Vice-President
only. . A& record of such requests and disclosures will be maintained

for review by the Privacy Commigsioner.

DELEGATION INSTRUMENT

. The President and the Senior Vice President exercise the powvers and

perform the duties and functtons of the Minister as head of CIDA under
the Privgcy‘AcL. '

'CONGLUSION

You can reach the Privacy Co-ordinator at (819) 997-1413 for any

:iﬁterpietation or additional information on this repbrt.
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_.lntroduction
The Access Re@ster - what itis

The Ac;ej_ss Re_g:sle_r; hercfa_ue_r re[crred to as the Register, is an
annual publication of the federal govérnment. Required under
. the Access o Information Act, the Register provides a current
description of information held by those federat government
institutions (departments, agencies and Crown corporations)
which are affecled by the Act.

The Access Reglstﬂr ~atool

The Access Register is des1gned to help members of the pubhc
exercise their rights under the Access lo Information Aét.

A formal request lor informalion made under the Access to
Information Act should be made on an’ Acdess to information
Request Forim. Copies of this form are included in the green
display box wilh the Regisler

Government |nsumhons may give ) you access o the mlormauon
held in Iheir files wilhout a formal request under the Access to
Information Act. You may wish to request the information
informally by telephoning or writing to the appropnate
institution before you make a lormal request.

H you are s_eekmg access to personal information about
vourself, use the Privacy Act. This Act governs access 1o
personal information, and you may use it to gain access io
infermation aboul yoursell. The index of Personai Information
provides guidance on how to apply for access lo personal
information. - :

The Access to Information Act

Passed by Parliament in July 1983, the Access to Information
Act is the law which gives Canadians (Canadian citizens and
permanent residents of Canada within the meaning of the
fmmigration Act. 1976) he right to have access 1 information
he!d by the lederal government.

Most snformahon is available to the pubhc 1nf0rmanon already
published, and which is easily accessible through libraries,”
public affairs offices, museums. and publicly accessible computer
enquiry systemis is not generallv avaitable by lormal request
under the Access o fnformation Act. [t vou apply for such
information, vor will [ikely be referred to another source, such
s a libravy or bookstore. There are other exceptions:

+ .information collected by non-lederal instiwtions, such as
provincial and municipal governments. and by some
private institutions; and

* information damaging to defence. external relations, the
_economy, or law enlorcement, and confidential business
information. :

Information directly connhecled with Cabinet, including Cabinet
papers or records of decision. is excluded from access undcr
the Access to Information Adl.

it

Usmg the Access Register

Once you are iamthar with lhe organization of the Access,
Register, it's casy to-use, Before vou start, it's worth spending a

. tew minutes reading the descriplion of the major seclions of

the Regisler, along with the step-by-siep approach.

A. Important Terms to Understand Before
You Use the Register

Access Co-ordinator

Within each institulion covered by the Access to Information
Act, an Access Co-ordinalor is designated 1o handle all requests
for information made undeér the Act. This person is also
avatlable fo answer queslions conceriing vour apphcauon or
the information yvou wani o see,

Chapt_er :

Section 1V of the Register consists of more than 100 chapters:
one for each institulion covered by the Access o Information
Act, The format and genera! contenis of each chapter are
described below under “B. Organization of the Register”.

Class of R_éco_rds {CoR)

This is the term used to describe clusters of similar types of
information held by institutions. The information within a
Class of Record may be stored in the form of letters, reports,
microfilm, computer tapes or disks, to name a few. The grouping
of information into a Class of Record is based on subject matter.

Class of Records Number

The Class of Record {CoR) number is the number which, in
addilion {o the name of the CoR, precisely ideritifies that CoR.
The lormat of each CoR numbey is the same. For example:

DOC/BCI220

DOC = the institutional identifier for the Depaﬂmenl of
Communications
BCI = the identifier for the Broadcasting and Cultural
Industries Branch of the Depariment of
Communications _
220 = the identifier for the precise Class of Record called

“Film. Video and Sound Recording Policy and
Programs”

Standard Class of Record

Some Classes of Retords contain subject matter which is
similar for all institutions, such as records on personnel,
kinance, purchasing and property control. Because of their
broad nature, these “Standard CoRs" are described in Section
il of the Index, rather than in each institutional chapter.
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Delcted Class of Record

Al the end of some r:haplers there is a list of those CoRs whtch
no tonger exist, In cases where the information-previously held
in these CoRs is now held in other CoRs, the relevant CoR is -
fisted beside each. ueleled CoR, .

B. Oféranization' of the Register

The Attess Resgnsler consists of five ma;or sections, each of
which is bnefl)' described below,

1 lmroducnon

The main purpose of the lnlroduclery pages is Lo itlustrate

how 10 use the Register. Relevant background information

aboul thie Access to information Act and the procedures for
registering complamts are also lncluded in this section.

I Standard Classes of _Records'

This section provides a description of information which is
similar for each governmenl institution, such as information
on administralion, finance, and maleriel management. -

1 Sua;ect lndex

The Subject. lndex 18 easy o Emd = |t appears in the bnghl
green pages located near the begmmng of the Register. It is

"ofganized by both general and specific subjects. and provides -

an easy way of locating the specific CoR in which the required

information is found. As the end of the Subject Index is 2 list of -

the unique msmutional mennhers for all inslitutions in the
Register. . .

v (_iasses of Records hy Insmuuon

Th:s is by far the largesl secnon consnsung of more than 006

chapters. Chapters are organized alphabetically; thérs is one
chapler for each goverament institulion aﬁected by me Access
0 Informauon Acl.

_Each chapte. conlains the loil_owing materia!. organized as'
presenied below: -

* an organization charl, which gives a graphic view of the -

major functions of the institation. and w hl(‘h :demmes the .
CoRs held by thai institution; :

LI descnpllqn of the msmut:on s prograrms and activities;
* inforrmation on how 10 access information irom that
institution: and

® 3 !:sung in numenca} order. of the CoRs mam:amed by
the institution.

V Cross- Reference Index of New and Former
ldenuﬁers

- The last ‘section of the Remsler is.a cross~reierence inder which
relates the current CoR numbers 10 those used in 1986. Only
.those CoRs that have changed since 1986 appear in the cross-
reference index.

C. Gettmg the Most out of the Reglster.
A Step- by«Step Appmach '

The following paragraphs are iniendéd lu help lhoqe who are
unfamiliar with thie Registér learn how lo nse it Qu:c:kiy and
effectively. It tivay also'be iseful asa “réfresher" for !hosc

‘who use the Regnsler r:mly occasmnany

To llluslrate 1he process, an example is Iolk)wed through Irom
begmmng 6 end of this eight- stage process§.

The Emmpie

You are mtcrested in the Cdnadaan Mm mduscry Perhaps

. vou are a film atudenl or an avid movie lan who wants to

know. more about lhe Canachan [1lm and wdeo mduslry

More spemfud}ly Vou uou!d hke to Imo‘v whal sludaes the
Canadian governmenl has commissioned an the slale of the
film and vmeo mdustry

1. Prepare Yourself

1l vou lth that the maienal vou \\anl 'mgh! be pubhshed and
available through a bookstore, library or Sther institulion, you
should consider writing to or telephoning the Access Co—ordmalnr
in-the appropriate institution 16 enquire about that belore vou
use the Register. Yol might save voursell both time and money
by following this prehmmary step. ’

Onee vou decide to use 1he Regm:er You \Nill need the Actess
to Information Request Formi, totated in the green display box

: with this Reglsler

2. ldenufy the Appmpnate Federal Govemment

- Institution
I you know whlch institution hnlds the mlormanen you want,

proceed 10 Slage 3. 1 not, vou shautd use the Sub;ecl Index 0
help. :

' The Sub;ecl Index contains key ssords which relate to a wide

range of subject maﬂer found in the various classes of recerds
held by government institutions, It's Laszlv recognized by the
bright grrsen colour of its pages. :

The Example

. when you leok up “filin and video™ in the S_ubjecl
Index, vou see that there are many Key words that relaié
{o that sub;ec{ Examination reveals that only. a few relate
direclly to vour particular interest — Canadian film and

videotape produclmns You can reduce vour chmce to
. several key words thal interest vou,- :
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- 3, Note the Class 6f Record Number(s)
‘(ou Waat to lnvesug"itc: '

Inthe Sub]ect lndex a CoR number is dlspiayed beslde each :
key word. i you pian to investigate more than one key word
and CoR number, il's worth jotting the numbers down on a
piece of paper _berore-beginning your investigation,

'I he E‘camp[e

. some. ixev words and correSpondmg CoR numbers you
would !md are | ‘

 Filins and. video - . e
- DOC/BCL:220

policies concerning
“conferences and spPCIal pmlects - NFB/ZCOM-015
CFD/ADM-010 -

_co-praduction treaties

4. Lc_)_ca"te the Appropriate Chapter

As described earfier, the first three letters of the CoR number
identily the federal institution that holds the inidimation. If you
can't tell from thee three letiers which institution it is, refer to©

the Listing of Unique Institutional Identiliers. located at the end’

"~ of the Subject Index. At the beginning of Section ¥, “Classes of
Récords by Institution . a chapter number is listed beside each
instilution’s proper name. '

The Exarnple

.. you have three different identifiers, which, when
located in the Listing of Unique Institutionat ldentifiers,
indicate to you the proper names lor the instituiions.
Then you may lock them up in the Chapter Index:

 Institulions: I.0. Chapter
Canadian Film Development
Cerporation CFD 19
Co_mmunicaliohs. Department of 2ac 37
Nalional Fitin Board NFB 76

5. Find the Class of Rec ord Descnpuon

Once you have identified the chapter(s) you require. turn to
thern io locate the description for each Class of Record held
by the institution in question. The organization chart at the
beginning of the chapter will show you how the CoRs are
distributed arong the institution’s varions administrative
units. Each chapter has its own internal page numbering
svsienm,

The Example

... ong of yoitr CoR numbdrs is lound in Department of
Commupications, Chapter 37: Turp to Chapter 37, skim
past the organization chart, and the Generat Information to
the section entitled Classes of Records. Look through the
Colls — organized in numerical order — for the one in
which you are interested in: DOC/BCI-220,

6. Read the CoR Descnpuon

A quick read lhrough this deseription will help you determme
if this Is the CoR vou waril, or whether you shou[d move on o
another,

The Exaniple

. when you read the descnptlon of DOC/BCI220, you
wnl] se that it likely does contain some of the information
you are after. You niay sitill wish lo check {he other CoRs
you noted .

7. Complet_e: the Access to Information Request Form

If possible. use the Request Forms available with this Access
Register when making a request for-information, following the
instructions oa the form, .

1 you dont use a form, you may submit your request in
wriling on a sheet of paper. You musl siate clearly that you are
requesting information under the Access to Information Act,
and include the following vital information:

* the name of the government institution holding the ~
information vou require:

s the CoR number(s) you are interested in;

a description (as spe-:ihc as posmb!e) of the records you
would like to see:

your pre[erred method of VIEWII‘IE the records {e.g., do you
want to: receive copies of the original documents: view
the originals in the government office where they are
locaied: or use some other methed?);

= complete identification: your name, street address, city
ar town, province or territory, postal code, telephone
number(s), and vour signature;

the date of the request.

The Example

. a sample of a completed form for the example we hé\'e
followed appears at the end of the Introduction.

8. Enclose Payment of 35 with Your Application

A lee of 35. made payable to the Receiver General for Canada.
must be enclosed with each appiication made under the Access
16 [iformation Act.-For this minimum fee, up to five hours

of time will be spent in searching, retrieving and preparing
information.refated to vour request. You will be notiiied before
any additional expenses are incurred {including copying charges.
compuier fees, and time in excess of five hours), and you may
be asked to make a deposit.

The mailing address and telephnné number of the Access
Co-ordinator {for each government institution appears under
the heading “Access Procedures” in that institution’s chapter.
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Once You Have Made a Request .
Under the Act, you should be contacted within 30 days of the -

governmuent institution receivmg your request, One of two
scenarios will applv

* Your request is accepled

- if the information you request&d is avaﬂable to 3'ou
under the Act, you will zither receive i1, or receive
word that it is being processed Jf necessary, you may
be givena foe estimate forwork it excess of five hours
and computer and/or copying expelnses requlred o
process your request. If your request requires major
research or processing, you may be notified that an
extension past 30 days is required to process it.

. ‘:’our request is denied for one of two reasons:
- the information you. requesied does net e‘ust or

- it is exempt or excluded from the provisions of the
Access to Information Act. In this case, you may wish
to take further action. Reler to the complalnt
procedure outlined helow.

Other Infcmnatiqn
Help

If you need help in using the Access Register or the Request
Form. or if you would like dssistance in determining whether
the information you wantis avaifable to you underthe Act
Dbefore vou make a formal request, you should contact the
Access Co—ordmator in the dovernment institution you think
hotds the information you wani. Addresses and te.ephone
numbers for 8ach’ Access Co-ordinatar are found under the
heading “Access Procedures” in each chapter.

More general inférmation about the Access (o Information Act
and the Privacy Act may be oblained by contacting:

Communications Division
Treasury Board of Canada
9th Fioor, L'Esplanade Laurier
East Tower - 140 O'Connor
Ottawa, Ontario

K1A ORS‘

Telephone: (613) 957-2400

¥i

Complaint Procedure g

if you feel that your request was processeci too sfowty OF Way
too costly, ot that youy: request was wrongi\' demed you may .
complau\ in wnlmg tor - - ; .

The Othce ol the lnfaxmatwn Ccmm:ssuone
" Place:de Vilte, TowerB .

14th Floor, 112 Kest Sireet
" Ottawa, Ontario -
KIAIHE -

The Enformation Commissioner will investigate vour comp!atm
and inake recommendations to the instilution as to the validisy
of your complaint. If you are still not satisfied with the resulis,
you fnay take your case to the Federal Couri wnlhm 45 dav‘: of
receiving the Commlsstoner 5 report
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" Government  Gouvernement
E, of Canada du Canada

Accass 1o Information Act

Accaés tb lnformation Request Form

[ For officlal use oniy

Use of this form will h“P qued YOui accass to records under 1he Access to Information Act. Aequests for f:-dorai gavernmant information can ordinarily be made

wy meens of & islaphons cali, a visit, ar a written r#quatt to the snproprinte yevaEnment intormation offics, Thors

undar the Accm to infarmation Act, .

o ianm

it & faw of $56.00 Tor making 3 forine) request

STEP 1 Dacrd& exactly whqt information you want - You can facilitate
e search-for records and feduce fees by detlning a3 aacrowly 23 you can
e ﬂarucuiaf fecords you are !ankmq lor

STEP 2: {_.‘an_:uft the Access Register — The registor containg descriptions
of govcmment recards, their probabletocation and other information which
will fikely assist you in identilying 1he particular records you with to 1ea, A
cooy of the Aecesy Register is available at major livrarles. post offices, and
governman( In!urmation offi::os

$IEP 3t Ask for astistance if nocestary — i you are unabie vo idennity the .

neords you ard Iaokmg for in the Access ilegister, contact the Access
Ca-ordinator of the appropriatg dagarunént, gither in person, by telephone
or by tetter at the address shown in the Heqmer. The Ca-ordinator wilt
AtiLE YOU in idenulwng the records.

STEP d: Complere this Request Form, providing as many spscntlc details as
you can about the desired records, such as:
- subject, title and date:

- specilic events, activities, individuals, corporations. products, reports,

. mestings, decisions, agreements, etc., of interest in the records;
~ the number and tite of the appropriate class of recordy, as isted in the
Accest Register,

STEP 5: Send /n ths completed Request Form or written request with an
application fee of $5.00. payable by maney order or cheaue to the Receiver
Ganeral of Canada, to tha appropriate officer identified in the Access
Register. Unless you have already indicated what you are willing (o pay for,
you will be asked to authorize any fees that may be charged Befare the work
is eompletad. -

Federat Govarnment Dapartment, Aqoncy ar Crown cu;pnuuqn .

Deportment of Communicatns |

|gentification number and titla of class{es} of recaird(s) {1ee 118D 2}

pou/eel - 2o Film, Video and 500nd Qe_ccvdwﬁ, FEDIK_,\] and 9’03Vom3

Ounzrlption of recards and topict 6f Interasy (see step 4}

T UL)O_U_‘_d like to e, ait Consulants’ Yeports com}nissiohad

Since. VA30 Qfmc.e,rnit-j Qonadion Hlm and video productions.

Peaih Loy

. Receivg copiss
{_ i of the ariginai

m Examine ariglnal In government otlics ‘ ; Olner methed (please spacify)

Hdentidlcatlan o!' appticant
Mims

Slrtat saarass, apartment

City or town

Pravisica, tafritory of other

Postal Code

Telepnone numbser{s}

hive a tight of access o qovemm;‘nl recoras under Ina Acceis ta Information Act oy virtue of my stagus a5 A Canadian citfzen, 3 permanant residant within the
THINING of the Immigration Act. 1976, ar by Qrder of the Governor in Council oursuant 1o substaction 4{2) of ths Aceess to tnformation Act,

Canadf

Francals du verso
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1. STANDARD CLASSES OF RECORDS
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Stfindard Classeé 'o'f ' Records

The: I‘oliowmg sccuon dcscribes mc Subjccl maucr or certain

rcmrds Which ‘are camon 10 most federal departments and
agencies, Such as  personnel records, financial records,
purchasing and - property - control. records,. ' materici
management and central services. Individuals secking access
1o the Standard Classes of Records of a particular i instuuuon,
should forveard:their access requests to the address given
under the Acccss Procedurcs hcadmg of the ftpprOprlalc
chaptcr. :

901 -
Administration -
Deseriprion: Admmmlrauon gcncrally, acc:dcnls gcncrally,
motor vehicle aceidents: agreements; appreciation; complaints
andd cnqumes. ‘agsaciations; clubs and societies: audit, review
and evaluation; badges. emblems and fNags; bilingualism and
biculturalism;: cafeterias and cating facilitics: campaigns and
canvassing: ccremonies and celebrations: circulars, directives
and orders: committees: conferences; meetings and symposia;
-:urporauons. companies and firms; emergenicy méasures;
" inventions, paients. and copyrights: licences and permits;
pur!nmcmar)’ matters; plans and programs. rcporls and
stansucs wsus and tours.

902 _

Acts and Légistation _

Description: Acts and legislation — general. departimental,
federal. foreign and provincial, '

903

Admlmstrallon and Management Ser\rlces

Description: Admmlstralwe and mamgcmcn! servlccs
generally; correspondence’ _managc_mcm. duplication services:
electronic data processing; forms. management; information
services: lcgal services; library services:.mail. messenger and
postal services; management scrvices: records management;
security  services;  telecommunications:  iravel  and
transportation ; services; secrctarial, typing and word
processing services: translation services.

904

Co-aperation and Linison

Deseription: Co-operation and liaison generally and at the
federal,” international, provincial, wniversity, college and
school [evels.

905
Buildings and Properties _ : o
Description:  Buildings ~ and pmpcnics __generally;

accommodation: accoanting and inventorics: pmnmng and
fequirements: feports and statistics.

906

Buildings -

Description: Bulfv.imgs generally; acquasmon alierations and
Tepairs; construction; contracis; damages; disposal. fires and
fire prcvcnnnn and maintenance.

907

Lands :

Description; Lands generally; acqutsnmn concessions:
development; disposal: fencing; flood control; landscaping;
patking areas; roads; streets and sidewalks.,

908 -

Utilities :

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

09 0 L 0

Equipmenit and Supplies :
Dc'scrrpnon Equipment and supplies generally; accountability
and-inventories; catalogues; clothing; dlsposal and surplus
food: forms: luels; laboratory: loans: maintenance and repairs;

“price Hsts and stationary.

9 10
Furniture and Furmshlngs

Descrigition: Furniture and furnishings generally: bedsand
“bedding: chesterficlds and sofas: drapes; Rling cabinets;
_houschold and office furniture and furnishings: and pictures.

91t

" Office Applicances

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

H2

Procurement _

Description: Procurement generally; contracts: local prchase
orders; procedures and regulations: requisitions and slanding
offer agreements.

913
Yehicles
Description: Vehicles genceally: air, Izmd and water vehicles;

" insurance; maintenance and repairs; operating standards;

regisiration and licences.

914

Finance

Descripiion: - Finance -generally:  agreements  and
arrangements; alletments and transfers: allowances: banks
and” banking; cheques: claims: contracts; currency;

encumbrances: expenditures: fees: funds: revoiving funds and

working capital advances: grants: signing authorities: laxes

and travel allowances: and expenses.

s
Accounts and Accounting

Description: Accounts and accounting generally; cash
ACCOUNIS. ZCCOURLS pavable accounts receivable: and standing
admnccs
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96
Audits

Deseription: Auditor General reports and internal audit

reports.

917

Budgets

Descriprion: Budgcts genemilv estimates and supplcmcnlary
estimates; and program forecasts.

918
Personnel

Deseription; Personnel generally; accidents and mjunes'

appointments; attendance: awards and horiours; Corps of
Commissiondires; estabiishment: hours of work and overtime;
leave and holidays; promotions and reclassifications:
regulations and directives; reports and statistics; retirements:
and separations. :

919

Classification of Positions

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

920
Employment and Staffing

Descriprion: Employment and staffing gencrally; applications;

casual ~and term employees;. compstitions; _programs;
recruitment; requests for staffing action; and summer
students. -

921
Human Resources

Descrfprion'Hurnan resources generally; career management:
inventories; performance appraisal; reports and staust:cs.

requirements and utilization.’

A

“Pensions and {nsucance

922

Qeeupational Heallll. Safety and We!fare

Description;  QOccupational henl!h safety and  welfare
gcncr'\lly, counscllmg. heal!h unitsi ‘medical examinations:
nursmg sérvices; recrcanon and sports and surveys.

923

Official Langunges . :

Description; Official languages gencrally. ldcnuﬁt.auon and
designation’ of bll:ngual positions; Ianguagc reqmremcngs

_program: recruitment: and replacements.

924

Description: © -Pensions  and  insurance’” generally
superannuation plans: Canada Pension Plan; Qucbcc Pension
Plan; reciprocal transfer agreements: federal, provincial and
privaie hospllal and medical insurance’ plans death benefiy
plan: dlsablllty msurance and unemploymcm msurancc p]ans

925. -

Salaries and Wages

Description; Salaries and wages gcnerai}y‘ dcting pay;
deductions; pay rates; pay system; performance and senior
merit pay; regulations: salary revisions: and severarce pay.

926

Staff Rela!ions .
Description:  Staff  relations  gencrally; -adjudicaiion;
bargaining agents; collective agreements and interpretations;
discipline; grievances: managerial and confidential exclusions;
and union relations.

927

Training and Development
Description: Trammg and development generai]y attendance;
course ‘content:-¢ourse evaluations: individual courses:
language trdining; - numinations:” plans; schedules and
directives: and types of courses. * : ' :
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JICA'S STUDY ABOUT FREEDOM

OF INFORNATION PROVISIONS OF AID AGENCIES IN FRANCE

STUDY PLAN

I - Answvers to the questionnaire.

IT - Presentatlon of the French documentatlon center.f
II1 - The French juridical norms hlerarchy

v - Thé'access_to administrative'documents in France

from a juridical pointof view.
v .u_AppEHdiXES :
1 - Ministry of Co-operation communication and document-
ation structure,
- Summarlzed chart of the Mlnxsfry of Cooperatlon,
~ IBISCUS system,. o
The 17th of July 1978 act,

o W™
i

- Decree relative to the compocltlon of the "Commitee
for Acceqs to Administrative Documents"
6 - Summarized Departmental order related to the
enforcement of the 17th of July 1978 act,
7 - Sumnmarized 01rcular related to Lhe enforcement of

the law mentioned above.
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I - Answers to the questionnaire

Questlon 1l - Are there any laws, ordinénces , Or by—iaws
o to ensure access to information related to
0.D.A. and what is the b381c-ph;losophy of.

your government or its organizations as to such

freedom of information 7?

...._.....-.m--._.m_.u-_..__..._...__.-_--..-.._.nu..-.-‘_........_..._

The”commﬁnication department-of the Ministry of Cooperation
has been created by an'o:dinance_emanating_from the Minister

of Cooperation (any ministefial_structure has to be created

by an offlcial ordinance). :

Its mlSSlOn which is bound to the will of the Minister, is to
1nform, to make the mlnlstry s actions known by the public

{see appendlx 1). | _

The department of communlcatlon is more actlve now {since 1986)
and has created_a.;ogo._

For a general juridical point of view about the access to

administrative documents, see §IV.

The basic_philosophy

The.basic'philosophy of the Ministry regarding the freedom of
information, consits in a more intensive circulation through
leaflets and booklets of general information on each activity
of the Ministry (Ministry's actions, actions sphere, some
figures ...). .

As Mrs Keo~Kosal said, a leaflet is the first answer.

. where does the Ministry work,

. when, '

. with what kind of means ?

A documentation center and a telematic system of information
about developing countries called IBISCUS participate 1in this
effort of information, aﬁd help the private partners of the
Ministry to be in a good position to be involved in the French

Cooperation policy.



The specific 1nformatlon regardlng the very speclflc prOJects
are not reported to the public (are housed in the. library of
the Documental Department) For ins tanbé, the Department of
health is worklng in- Cotonou (Benln), the French Govcrnment
glves funds to bulld an hospltal. ' : _

Some general information related to this ald, will be reported
to the publlc, but all the pxoblems regardlng this project will

not be revealed.
As Mrs. Keo-Kosal sald, ‘the publlc does not need to Know - the

| problems which occur around the pro;ects. That is the main
source, even if the policy: of the Mlnlstry moves with' government
changes. (It changed in- 1986, since this date, the Ministry

of Cooperation follows a new policy.).

If a Journallst asks for detailed 1nf0rmat10n about a

projéect, Mrs Keo-Kosal will recommend him to come and see

the Geographlcal Charge de Mission in charge of the_prOJect;.
But thishas never occurred since she is in charge of the
communication'depaftméﬂt; ' . o '

Only general information are reguested:by schoolsxénd'pebple
from ther.cammuriication department, except those emanating from

the Parliament, which are very definite.
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Question 2 - What ﬁype_of information does your brgenization
open to the public and what methods and means
does your organization adopt to assure euch
freedom of information ?

i o 8 e G et o ot om T ek e

It generally depehds on the will of the Minister's Departmental
staff_(the principal private secretary) to open the information to
the public or not from a general point of view. For instance,
infofmatidn'relative to the Ministry‘s budget are re@orted

os) Lhe press., . o
wOreover, the Department of Communlcatlon is now, directly
11nked with the Mlnlster s departmental staff (see appendix 1).
As it has been preCLSed 1n question 1, only aeneral 1nformatlon
are opened to the public (detailed information are, as we

will examinate in question 3, partly opened).

The nethod and means

o A e e o e o A b e e

The public can have access to the "opened information" through
leaflets and booklets which are free, a documentation center
(opened to the public :see question 10/2 and'eppendix 1)

which dependb on the documentation ‘department (see aopendlx 1).
ThlS documentatlon center was created 30 years ago.

The dupllcates of documents housed in the Mlnlstry s llbrary
{documentation center) must be paid , nevertheless, their price
must not exceed the phocopier’ - running costs (a ‘ministry in
France is not allowed to earn money) .

Very often, people ask for 1nformatlon to the communication
departmeht which mission is to be in touch with the public,

by inting a letter (there are no forms to £i11 out in France)
or phone calls (generélly, the person is advised to write his
request).

The communication dept. answers each written request emanating
from either French people or foreign people by sending the
ihformation,_for instance some_leaflets, or advising the persons
to come and see the documentation center with which the commun-

ication dept. works closely,
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Concerning the other means of the communication dept. relatlve

to its mission of 1nformatlon, see appendlt 1. o

Question 3 -~ What are the types of information ‘which are
not opened to the public at all or only in
. part and in what mannher 1s this- aocompllshed ?

All the reports elaborated by ‘the Mlnlstry and housed in the

documentation department 11brary are cla581fled as follows :

- fully opened / partly opened (too spec1f1c) / not opened
(confidential) ' - | _

It concerns technicai information, not edministrafiVQ documents.

Moreover, we have been told that it was qulte 1mposslble Lo have

access, for the civil servant of the_Mlnlstry, to tho c1rculars

'even_thfough the Minister's departmental staff.

ot e e e o ek e e e B i e w  ie s e i ek e e —

Some specific studies are housed in the Ministry's 1ibrary

(in the documentation dept )and only the Mlnlstry civil-
servants, and teachers or researchers who work on mlnlstry
similar subjects, are allowed to have access to thls kind of
studies, which are not publlshed. '

An abollcatlon form must be fllled 1n by the non- c1v1l servants
to have access to these documents

© Some mixt comm1881ons (Franoe and reclplent countrles) regularly
work at cooperatlon prOJect aoreements and settlements .

Very often, some journalists attend the debate and,'as a matter
of fact, some 1nformat10neuxarepoxted to-the publlc. _
Researchers may have access to these 1nformatlon relatlve to

mlxt commlsSLOns, in this case too an appllcatlon form must be

filled in.

Therunxopened 1nformatlon

The Ministry  service internal documents collected in the
documentation dept, : library are not opened to the public.
There are some confidential documents (very few in fact) relat-

ive to projects and studies carried out by:the Ministry, which
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are not opened-to the public, because the stated facts are
gﬁgceptible to eyolve, are relative to political problenms,because
economical and development policy of -the country concerned

by the report, is cr1t1c1zed by thecnmewho wrltes it.

As -long as - it may be prejudicial to the success of other
prOJects,theseklndsot reports are confidential.

gome Of these confidential documents are relative to studies
5rdered by foreign countries. and belong to these countries.
Nevertheless, the confidential nature of these documents 1is

lifted after 2, 5 or 10 years, except if it implicates someone.

_......_.._—-o—.w--——.-«——.....—.—-.-. — e T b e er

As_it hés_been stated before, the Minister's Departmental staff
(the principal private secretary) usually decides, from a general
point of view,.which kind of information may be opened or not

to the public. |

The missions which work on the spot, in Africa, send regularly

to the ministry_soMe infofmation_through the Chief of Mission(&ho
is  the ministry representative in the country}(his office is
located in the Erench Embassy)

The Chief of MlSSlon transmlts the information to the Geographlcal
Charges de MlSSlon, who are placed under the Geographical Coordin-
ation Dept. (see appendix 2). _

The Chief of Mission sometimes adv1seq them to be very cautious
with information relative to politics or to avowd to publish it.
Ag we can see, the Ceographlcal Chargés de MlSSan are able to
prgcxse whlch_lnformatlon may be opened or not to the public.
That is why, Mrs Keo-Kosal works closely with them.

When she prepares a file (econonmy, soéiety,...) which will be
reported to the press br opened to the public at the document-
ation center, regarding a country that the Minister of Cooper-
ation is about to visit} or is requested by journalists for
Speéific informatioﬁ,.she always checks up with the Geographic-
alCharQésde Miésion, vhich information are susceptible to

be given or rot.
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The confldentlal nature of the reportbaj;dec1ded at the 1QVLl
of the servxce. which supervise- the prOJecLS(rural development
health services ++ o). These servxves depend on the development
head office (see appendlx 2). : ' .

Moreover , most of the prOJth . reports-aré'elaboraﬁed by
Chiefs of projects who are nominated for the duration of. the
project to carry it on the- spot, s

If a chief of projects appleC1ates that some 1nf0rmatlon of his
report must not be opened to the publlc, ‘that w1ll bé thlfled
to the chief of the documentation dept. under which depends the

documentation: center

There is no special traiﬁing to help the civil servants to
decide which information may be opened or not to the public,

A general training just exists.

The information are openéd or hot opened at the:ministry‘s
discretion. : _ ' .

Moreover, the Communication Dept. is hbt'ih touch wifh the
Commlttee for Access to Admlnlstratlve Documents ‘because
'leaflets are not con51dered as admlnlstratlve documents.

Anv problems}uunanever happened at that stage.

As Mrs Keo~Kosal Sald the Mlnlstry of Cooperatlon as the_
Foreign Office are dlfferent of the other tradltlonal
government services which work for, and are closely_;n tcuch
with the French people. The government SerVices méhtioned'abbve'
are more concerned by the problems of the'freé'aCcess:to admnis-
trative documenﬁs and_the activity Gf the Committee. |
Nevertheless, there is a spééialicése"ﬁhich could occur :

if a person leaves the Ministry deflnlvely, and wants some
information about a orOJect he knows, and 1Lf the MiniStry'does
not want to give him these 1nformatlon, this Situatioﬁ'can be
reported to the Committee by the petltloner (see article 7 of
the 1978 act). |

For 5 juridical point of view of the access to administrative

documents in France, see IV.
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Question 4 - Impact of freedom of information upon

relationship with recipient countries

.._...._......_.._.,__._.__._....._.._._.__.-....-.._......_.._,_..__.__......._.__.._«..._._..._.__.._.

If a.third~party government wants information about a country
with‘which the Ministry of Cooperation is in touch, Mrs Keo-~
Kosal"thinké (but it is just é'Supposition) that this country
w111 have the 1nformat10n through a contact between its Embassy
on Lhe Spot and the Chief of M1351on.

If thls request concerns publlshed lnformatlon, £hereﬁjsno
problem to give ‘them to the third-party government.
Unfoftunéte;y, the Communication Dept. does not manage the

problems revealed by the present question and cannot answer.
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