
Ministry of Community 
and Social Services 

Ministry of Children and 
Youth Services 

January 8, 2013 

Mr. Chris Carter 
60 Barthe Street 
Chatham, Ontario 
N?L 1T6 

Re: Request CYS2012/0057 

Dear Mr. Carter: 

Ministere des Services 
sociaux et communautaires 

Ministere des Services a l'enfance 
et a Ia jeunesse 

::::> 
Ontario 

Freedom of Information and Protection of Privacy Unit 
Business Planning and Corporate Services Division 

880 Bay Street, 2nd Floor 
Toronto ON M7A 2B6 

Telephone: (416) 327-6101 
Fax: (416) 326-2567 

I am writing regarding your access request made under the Freedom of Information and 
Protection of Privacy Act (the Act). You requested access to the following information: 

I want the MCYS's file disclosure policy as imposed on the CASs sometime in 
perhaps 2012 which we learned about in a recent CFSRB decision: 

http://www.canlii.org/en/on/oncfsrb/doc/2012/20 12cfrsb33/20 12cfsrb33. html 

On January 7, 2013, the ministry received your full fee payment in the amount of 
$56.00. 

Enclosed, in their entirety, are the ministry records responsive to your request. 
According to the Child Welfare Secretariat, the responsive document, known as the 
Ministry's Case Information Disclosure Policy, is from 1985 and not 2012. It continues to 
guide Children's Aid Societies. 

You may request that this decision be reviewed by the Information and Privacy 
Commissioner of Ontario. The Commissioner can be reached at: 

Information and Privacy Commissioner/Ontario 
1400 - 2 Bloor Street East 
Toronto ON M4W 1A8 
( 416) 326-3333 

... /2 
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If you decide to appeal a decision to the Commissioner, please provide the 
Commissioner's office with: 

1) the request number assigned to the request; 
2) a copy of this decision letter; and 
3) a copy of the original request you sent to this ministry. 

Appeals to the Commissioner must also be accompanied by the appropriate fee. The 
fee is $25.00 if you are appealing a request for access to a general record or $10.00 for 
access to personal information. 

You have 30 days from the date of this letter to request a review from the 
Commissioner. 

Please contact Jeffrey Jenkins, Policy Analyst, at (416) 327-8262, if you have any 
questions. 

Sincerely, 

Cate Parker 
Manager 

Enclosure 
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® Ministry of 
Community and 
Social Services 

Ontario 
Section 

SUMMARY 

PURPOSE 

•• 
PROCEDURE 

• 

• 

CASE INFORMATION DISCLOSURE CD-0000-02· 
. Subject Page 

1· 1 of 
Amendment Record Day 

1 
Month .I Year 

21 oct •. 1985 

The Amendment Record Sheet, Form 1620, has 
been designed to record all amendments, 
sequentially by number and date. 

This sheet appears as the first page· in 
your binder. It does not have a location 
number. 

This system allows tbe ·user to determine 
whether .or not all revisions to a manual 
have been received. It also el~minates 
any need to store covering letters in 
front of the manual. 

When amendments are received: 

1 • Locate on the Amendment Record sheet 
the number that corresponds to the 
amendment number of the Manuals 
Amendment Notice. 

2. Enter the date (month, day, year) 
found bn the Amendment Notice next 
to the appropriate number on the 
Record sheet. · 

3. Note any previous ·amendments wh'ich 
may be missing and contact the 
Manuals Unit • 

4. Remove old pages (if any); add new 
pages as per listing on Amendment 
Notice. 

5. Destroy old pages and Notice. The 
Manuals unit maintains the manuals' 
History Files • 
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Miniz;t!'y of 
Community and 
Soc:lal Services 

SUMMARY 

:FINDING 
INFORMATION 

NUMBERING 
SYSTEM 

SECTiqNS 

SUBJEC'l'S 

CASE·INPORMATION DISCLOSURE CD-0001 

s~ud have·showri that 95% of manuals' 
us~ involves finding specific inform~tion · 
as compare~ to reading for general · 
information~ Therefore the manual is 
designed for random access. 

To find inf9rmation in this manual: 

1. Turn to ~he subject index .(0004). 

2. Loo~ up the desired s~bject. 

3. !!'urn to 'the indicated location 
number.s. 

4. If unable to find· a subject, turn to 
the table of contents ~0003) ~ . 

This.manual uses a numberi~g system which 
combines Alpha Prefix, SECTION and SUBJECT 
numb~rs. 

·.For example 

C D ·- 0 4 0 2 

c D - prefix for Case Information 
Disclosure 

04 is the Section number 

02 is the Subject number 

.Sections are·tne major divisions of this 
·manual. .The section number appears at the 
top of each page as part of the pro9edure 
number. Each section starts with a 
section overview. 

Each section is divided into.subjects. 
The subject num~er appears at the top of 
each page a~ part of the procedure 
number. Each subject starts with a 
summary. 



WRITING.STYLE 

UPDATING AND 
AMENJ?ING 

CHANGES TO 
CONTENT 

DISTRIBUTION OF 
MANUALS 

• .,. • .J ' 

CD-0001. 

The writing style app layquts.u in this 
manual· are d'esigned to ·make the 
informat·ion easier to find and.· easier to 
read. · · 

This system does away with the need to 
keep covering letters. When you receive 
amendments with a manual Amendment Notice, 
turn to the Amendment Record sheet (first 
page in binder) • Instructions for · 
completing the Amendment·Record may. be 
found at 0002. 

!f you notice any i~formation in thi~ 
manual. which you know to be inaccurate, 
notify: 

Program Manuals Co-o~ainator 
Operational support 
2nd Floor 
700 Bay Street 
Toronto, ontario · 
Telephone: (416) 965-1818. 

For distribution concerns, notify: 

Manuals Unit 
12th. Floor 
700 Bay Street 
To~onto, Ontario 
Telephone: (416) 965-4231 

Manuals ·are identified by a Manual Locator 
Number on the insid·e cover' o·f the binder 
at the bottom of the spine. Manuals are 
shared. They sh9uld not be removed ~~om 
the location in the event of e~ployee 
changes. 

• 

•• 

•• 
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®. Ministry of 
Community and 
Social Services 

Ontario CASE INFORMATION. DISCLOSURE 
St:etlon 

Table of Contents 

SECTION CONTENTS 

01 INTRODUCTION 

- Management Mandate 
Overview 

- Purpose 
- Statement·of Principles 

Glo.ssary· of Ter)l1s 

02 CHILDREN COLLECTION AND 
STORAGE OF INFORMATION 

03 ·cHILDREN 

- Overview 
-. Collection of ·rnfqrmation 

Storage of Information 
Retention Schedules 

- Disposal of Records 

ACCESS AND DISCLOSURE 

- Overview 
- Disclosure tQ Third Parties 

with Consent 
-Access By Subject and.Par~nts 
- Disclosure to Third Parties 

Without Consent 
External Researchers 
Method of Release 
Corrections. 
Review of Decisions 

04 ADULTS - COLLECTION AND 
STORAGE OF INFORMATION 

Overview 
Collection of Information 
storage of Information 
Retention Schedules 
Disposal of Records 

.. .. 
CD-:OQ!l3 

.. •" • • * ~ ... ·. : 

. 010.1 
0102 
0103 
0104 
0105 

0201 
0202 

.·0203 
0'204 

···0205 

0301 .. 
0302 

0303. 
0304 

. 0305' 
0306 .. 

'0307 
0308 

0401 
0402' 
0403 
0404 
0405 

.· 
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.,. SECTION 

:os ;ADULTS 

Table of Contents 

CONTENTS· 

ACCESS AND DISCLOSURE 

- Overview 
Disclosure to Third Parties 
with Consent 

Access By Subject 
Disclosure to Third Parties 
Without Consent 

Exte·rnal Researchers 
- Method of Release 

Corrections 
Review of Decisions 

06 INCOME MAINTENANCE -·coLLECTION 
AND STORAGE OF INFORMATI.ON . 

Overview 
Collection of Information 

-Storage of Information. 
Retention Schedules 

- Disposal· pf Records 

07 INCOME MAINTENANCE -·ACCE~S AND QISCLOSURE 

99 APPENDIX 

-: Overview . 
Disclosure to Third Parties 

wi.th consent 
Access By Subject 
Disclosure to Third Parties 

Without Consent 
- External Researchers 
- ·Method· of Rele'ase· 
.- Transfers and Corrections 
- Review of Decisions 

Retention Schedules 

CD-0005 

LOCATION 

05"01 
0502 

·0503 
0504 

0505 
0506 
0507. 
0508 

0601 
0602. 
0603 
0604 
0605 

0701 
·o·1o2 

o·io3 
0.704 

·0705 
0706 
0707 
0708 

9901 
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®• Ministry of 
· Community and 

Social Servi~es 
Ontario 

CASE I'NFORP.ATION DISCLOSURE REV cn-:ooo4 
Section 

A· 

Accesa (Children} 

Access, Exception~ to 

Access and Disclosure 

Access by Executor of 
Subject~s Estate 

.Adults, Ac;cess and 
Disclosure 

Subject 

.Affiliated Care. Prqvider 

Agency Employees 

Assessment (Children) 
Automated Systems 

{Income M~intenanc~) 

... 

·1 
Subje'ct Index · Day 

- by Paremt 
- by Subject 

Adults 
Children 
Income Maintenance 

- Adults 
.. Cbildren ... . - ... 

lncome Maintanance 

AdJ,Jlts 
- Income.Maintenance 
.,.. Adults 
- Chi.ldren 
- Income Maintenance 

- Adults 
Children 

- Adults 
Children 

- Client Reco~ding System 
(CRS) 

-~9 

- .comprehensive Income 
Maintenance System (CIMS) 
Family· .Benefits 
General Welfare 
Municipal Assistance 
Information Network 
(MAIN) . 

- Ontario Assistance Program 
(ONTAP) 

~ Overpayment Recovery and 
Follow-up ~ystem (ORFUS). 

12 

Year 
19H6 

0302 
0302 
0505. 
0305 
0705 
0501 
0301 
0701 

0503 
. 0703 . 

0503 
.0303 
0703 

0501 
0504 
0304 
0504 
0304 
0.303 

0603 . 

0603 
0603 
0603 

Oq03 

0603 

0603 
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Board of Directors 

.c 

·capacity To Consent, 
Oisclosure te T~ird 
Parties 

Charges 

Children, Access and · 
. D.i:sclosure 
Children's Aid Societies, 
Disclosure Without 
Consent 

Children's Services Review 
· Board (C.S.R.B.) . 

Collection of Information 
{Adults) 

Collection Qf r'nforrf!ation 
(.Children) 

Collection of 
Information (Income 
Maintenance) 

Committee; Placement 
Rev.iew 

Adults 
- Children 
- Income.Maintenance 

- Adults 
- Children 
- Income Maintenance 
- Adults 

Children 
- Income Maintenance 

- Adults 
Children 

- Income M~intenance 

- Decisions 
Procedure for Review· 

- Review.Requests 

- In~orming the Sub~ect 
- Types . 
- Writt~:;n Policy 
- Informing Subject 
- Reasons 
- Types 
- Written Policy 

- Informing Subject 
~ Purpose 
- Types 

Children 

CD-0004' 

0504 
0504 
0504 

·0502 
0302 
0702 
0506 

.. 0306 

0706 

0301 

0504 
0~04 
0704 

. 0308 

0308 
0308 

0402 
0404 
0402 
0202 
0202 
0202 
0202 

0602 
0602 
0602 

0304 

•• 

•• 

•• 

• 

•• 



. 
( 

,' .. 

• 

• 

• 

. C ( cont'd) 

Confidentiality, 
'Disclosure To Third 
Parties Without Consent 

Consent, Disclosure to 
Third Parties 

Consent For Research 

Copies· of Records 

Correction of Records 

Council or Board, 
Disclosure to Without 
Consent (Income 
Maintenance. 

counselling Services 
(·Children). 

Court Ordered Disclosure 

D 

Decisions on Records, 
Reyiew of 

Definit-ions 
Disclosure of Records to 

External Researchers 

Disclosure of Records, 
Overview 

- Adult's 
Children 
Income Maintance 

Adults 
Children 
Income Maintenance 

- Adults 
..,. Children · 
- Income Maintenance 

Adults 
Children 

~ Income M~intenance 
- Adults 
- Children 
- Income Maintenance 

Adults 
Children 

-. Income Maintenance 

"' P,.dul :ts 
,. Children 
- Income Maintenance 

- Adults 
r- Children 
- Iricome Maintenance· 
- Adults 

Children 
Income Maintenance 

0504' 
0304 
0704 

0502· 
0302 
0702 
0505 
0~05 

. 0705 
0403· 
0.203 
06.03 
0507 
0307 
0707 

0704 

0303 
0504 
0304. 
0704' 

0508 
0308 
0707 
0105 

0505 
0306 
0705 
0501 
0301 
0701 



Section 

D (cont'd) 

Disclosur~ to Third 
Parties With Consent 

Disclosure to Third 
Parties Without 
Consent (At;iults) 

Disclosure to Third 
Parties Without 
Consent (Children) 

. SubJect 

·Disclosure to 'l'h ird 
Parties Without Consent 
(Income Maintenance} 

E 

·Emergency Disclosure 
without Consent 

Pa.9e · 
4 

Da: L Month .1 Year 

29 · p_uly 1 1. 9!:!6 
Subject ·Index 

- Adults 
- Children 

Income Maintenance 

Agency Employees 
Boards of Directors 

-Children's Aid Societies 
- Mandatory ~isclosure 

~ol-ice 

- ~e~earchers (External) 
- Service B~ovider 
- Agency Employees 
-Board~ pf-Directors 
-Children's Aid BQcieties 
- Emerg~ncy 

- Mandatory Disclosure 
- Police 
- Researchers (External} 
- Service Provider 

- Ch~ldren's Aid Societies 
- Council or Board of 

Directors 
- Court Order 
- Emergency 
- External Audit Firms 

Government Access . 
- Income Maintenance/Other 

Staff 
Police 
Adults 

- Children 
Income Maintenance 

- Adults 
Children 

- Income Maintenance 

050.2 
0302 
0702 

0504 
0'504 
0504 
0504 
0504 
0504 
0504 
0-304 
0304. 
0304 
0304. 

0304. 
0304 
0304 
0304 

\ 
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E (cont'd~ 

Employees, Disclosure to 
Without Consent 

Exceptions to Access by. 
subject· (Income 
Maintenance) 
~xecuto~, ~ights qf 
Access to Records 

External Audit Firms, 
Disclosure to Without 
Consent (Income 

·Maintenance) 
External Researchers 

(Adults) 

External Researchers 
(Children) 

External" Researchers 
(Income Maintenance.). 

External Resources/ 
Services 

F 

·Family Benefits 
Automated Systems . 
(Inoqme Maintenance) 

Family Benefits Records 

- Adults 
Children 

- Income Maintenance 

Adults 
- Income Maint·enance 

- Consent for Research 
Disclosure to-Researchers 
Information Requirements 

- Proposal for Research 
- Review of Proposal 

Consent.for Research 
- Disclosure to Researchers 
- Information Requirements 
- Proposal for· Research 

Review of Proposal 

0504 
0304· 
0704 

0703 

0503 
0703 

"0704 

0505 
0505 
0505 
0505 

. 0505 

0305 
o·3o5 
0305 
0305 
o3os 

- Consent for -Research 0705 
Disclos.ure to Researchers 0705 

- Information Requirements 0705 
Proposal ror-a~e~s~e~a~·r7c~hr-~----~o~~~o~s~------

- Review of Proposal 0705 
Adults . 04'03 

- Children Q.203 
Income Maintenance· 0603· 

Disposal of Records 
- Retention Schedules 

0603 
0605 
0604 



. G 

General Welfare 
Automated Systems 
(Income Maintenance) 

General Welfare Records 

· .~lossary 
. . . Gov:ernment Access 

·.without Consent 
~. · .(Income Maintenance) 

. " ' ~ 

Income Maintenance 
Access and Disclosure 

. Income Maintenance/Other. 
· ·. Staff, Disclosure to 

Without Consent 
. Irldian Band Councils 

· ( Inc.ojlle Hainten11nce) 
·rnformation,·collection 

.of 

Information Release, 
.·Method ·of 

rn:formation, Storage 

Inforcmation Transfers 
(Income Maintenance) 

Investigat.ions . 
(Income Maintenance) 

'L 

Legai Counsel 

CD-0004 . 

Disposal of Records 
Retention Schedules 

Adults 
.-· Children 
- Income Maint~nance 

Adults· 
Ch :ildren 
Incom~ Maintenance 

- Adults 
- Children 
- Income Maintenance 

- Famili Beriefits 
- General Welfare Assistance 

- Allegations of Fraud 
- Decisions 

Final Report · 
- Names of Informants 
- Separate Record 

- Adults 
- Children 
- Income Maint'enance 

0603 
0605 

·0604 
0105 

0704 

0701' 

0704 

0602 

0402 
0202, 
0602. 

.0506 
0306 ,· 
0706 
o·4o3 

0203 
0603 

0707 
0707 

0703 
0703 .. 
0703 
0703 
0703 

0504 
0304 
0704 

( 
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Management Mandate 
Mandat0ry Disclosure of 

Record' 

Manual, Purpose 
Medical Information 

Method of Release of 
Information 

Municipalities 
{Income Maintenancef 

0 

Obtaining Consent 
{Ad:ul ts) 

Obtaini-ng Consent 
(Children) 

Obtaining Consent 
{Income Maintenance) 

Overview, Access and 
Disclosure 

Overview, Collection and 
Storage of ~nformation 

p 

Pa~ent's Access to 
Records (Childl;'en). 

photocopies 
.· 

CD-QOQ4 

- Adults 
-·Children .. 

Income Maih'tenance 

- Children 
Income Maintenance 

- Adults 
Children 

- Income Maintenance 
- Disclosure to · 
- Policy regarding Collection 

of Information 

~i§glosure to Third Parties 
lll~i;;~~nal Researchers 

... J;lisclosure to Third. p'arties 
- External Researchers : · . . 

- Disclosure to Third Parties 
- External Researehers 

- ·Adults 
Children· 

- Income Maintenanc~ 

- Adults 
Children· 

- Income Maintenan.ce 

Adults 
.,.. Children 
- Income Maintenance 

Ol01 

0504 
0304 

.0704 
0103 
0303' 
0703 

.0506 
0~06 

:o7o6 
0704' 

0602 

·0502 
0505 

0302' 
0305· 

0702 
0705• 

0501 
0301 
0701 

0401 
0201 
0601 

0303 
0403 
0103 
0603 
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~ ~ (cont'd) 

:· .. 

· .. , 

·.· ·:·· .. · 

Police, Disclosure to 
Without Consent 

:Principles, ·.Statement of 
. Procedure, Review of 
·oec~sions. 

Proposal by External 
· Researohers 

·Provioer, Affiliated care : ·: . ·. ~ . . . . . . 

.:pti·~.P.ose. of Manu.al 

R 

Record C~~rections 

Record Disclosure 
Without consent 

Record Transfers (Income 
.Maintenance) 

Records, Access and 
Disclosure 

Records Disclosed to 
Third Parties With 
Consent 

CD-0004 

Adults 0504 
- Children 0304 
- Income Maintenance 0704 

0104 

- Adults 0308 
Children 0508 
Income Maintenance 0708 

Adults 0505 •• 
Children 0305 

- Income Maintenance 0705 
- Adults 0504 

children 0.304 
0103 

·- Adults 0507 
- Children 0307 

Income .Maintenance 07'07 

Adults 0504 
Children 0304· 
Income Maintenance 0704 • - Family Benefits 0707. 

- Genera.! Welfare Assistance· 0707 

Adults 0501 
Children 0301 

- I.ncome Maintenance 0701 

- Adults 0502 
- Children 0302 

- Income Maintenance 0702 e 
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R ·(cont'd) 

Records, Disposal of 

Release of Information, 
Method of 

Requested Review of 
Decisions 

Requirement for Gonsent 

Researchers, External 
(Adults) 

Researchers, External 
(Children) 

Researchers, External 
·c Income Maintenance) 

Restrict~ons to AGcess 
(Adults) 

Restrictions to Access 
(children) 

·. 

CD-0004 

- Adults 
- Children 
- Income Maintenance 

Adults 
Children 
Income Maintenance 

- Adults 
Children 

- Income Maintenance 
Adults· 
Children 

- Inc,ome Maintenance 

- Access to Recotds 
consent for Research 

- Disclosure to Researchers 
- Information Requirements 

Proposal for Research 
Review of Proposal .. 

- Access to .. Records 
- Consent for Research . 
- Disclosure to Researchers 
- Information Requirements 
- Proposal for Research 

Review of Proposal 

Access to Records 
- consent for Research 
- Disclosure to Resear~hers 
- Information Requirements 

Proposal for Research 
- Review of Proposal 
- Disclosure to Third Parties 

with consent 
External Researchers 

- Disclosure to Third Parties 
with consent 
External Researchers· 

o4os 
0205 
0605 

0506 > 

0306 
0706 

0508 
0308 
0708 
0502 

. 030·2 
0702 

0505 
0505 
0505 
0505 
0505 . 
0505 

0305 
0305 
0305 
0305 
0305 
0305 

0705 
0705 

> 0705 
0705 
0705 
0705 

0502 
0505 

0302 
0305 



."""\Section 
I 

R (cont'd) 

Restrictions to Access 
(Income Maintenance) 

Retention Schedu~es 

Review of nec-isiops 

s 

Schedule, Retention 

Security, Stora9e of 
Information 

Security.of Records 

SubJect 

~ CD-0004' 

1-P-ag.._.li~~~:c--·-1-.0.,..... __ . ~t. 
Day 

1 

Month I Y oot Subject Index 
29. Julyj 19'86 

- Disclosure to Third Parties 
with consent 
:Ex·ternal Researchers 

- Adults 
Children 
Income Maintenance 
Charitable Institutions 
Act 

- Child Welfare Act 
- Children's Institu'tion Act 
-Children's Mental Health 

Services Act · 
-Children's Residential· 

Services Act 
Day Nurseries Act 

- Elderly Persons Centres 
Act 
Homes for the Aged and 
Rest Homes Act 

.- Homes for Retarded 
·persons Act 
vocational Rehabilitation 
Services Act 
Adults 

- Children 
- Income Maintenance 

Adults 
- Children 
- Income Maintenance 

- Adults 
Children 

- Income Maintenance 
- Adults 
- Children 

Income Maintenance 

0703 
0705 
0404 
0204 
0604 

9901 
9901 
9.901 

9901 

9901 
9901 

9901 

9901 

9901 

.9901 
0508 
0308' 
o·7os 

0404 
0204 
0604 

0403 
0203 
0603 
0403 
0203 
0603 
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·S (cont'd) 

Servic·e Provider 1 

Access to Records 

Statement of Principles 
Storage Medium, Records. 

Stora9e ·of Information· 
{Adults) 

Storage of Information 
(Children) 

Storage of Information 
(Income Ma~ntenance) 

Subject Informed of 
Information Collection 

subject's Access to 
Records 

Substitute Cons~nt, 
'Disclosure to Third 
Parties 

Subject 

CD-0004 

Adults 
Children 

- Adults 
Children 
Income Maintenance 

Copies 
- External R~sources 

Security 
- Storage Mediuri:t 

- copies· 
External Resources 
Security 
Storage Medium 

- Copi~s 
- External Resources· 
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Management Mandate INTRODUCTION Day 

The Case Information Disclosure manual has been 
written to document the principles and policies he~d 
by the Ministry on access to, confidentiality of and 
disclosure of personally identifying. information . 
held by the Ministry and Ministry-funded or licensed 
agencies. 

Responsibility for adhering to the policy described 
in the manual·resides with every member of staff. 
It must be emphasized that the policies and 
guidelines presented in the manual are in all 
instances subject to the provisions of existing. 
legislation • 

All revisions, updates and deletions to this manual 
will be distributed and maintained by the Manuals 
Unit in the Finance and Administration Division. 
Every user of this manual is encouraged to provide 
ideas and suggeptions to the Manuals Co-ordinator of 
Operational Support. 

we hope the manual serves as a useful tool in 
meeting the managem"ent goals of both Service 
Providers and Ministry Staff • 

A F. Daniels 
~sistant Deputy Minister 
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This section outlines the purpose and 
background of this manual. 

For details, see location numbers 
indicated •. 

The purpose of· this manual is to state the 
principles and policies held by the . 
Ministry of Community and Social Services 
regarding personally identifying 
information held in Ministry and agency 
files. (0103) 

Subject to individual program legislation, 
each program or agency which collects and 
retains personally identifiable 
information about clients, must adhere to 
the principles listed in thii subject. 

{0104) 

Terms used in this manual are defined in 
this subject. {0105.) 
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Purpose 
. 1- ·. , of··· 2 

.. 
• • ·~ .t • 

This manual is based on the repo.rt .. of the 
Ministry Task Force on Freedom o.f .. 
Information and ~ndividual P~ivacy· (itigus~ 
198 1 )' and on other source documents · 
developed within the Ministry:: inc.ludiiJ.g · . 

. · the Child and Famil)!: ·servic¥s Act •.. The · 
manual attempts to present as . 
comprehensive an approach. as possible to 
access and disclosure of case·inform~tion. 

Details 'folfow. 

The purpose of this manual·· is to state the 
pr"inciple~ and· policy held· .by .the Ministry 
of Community and social ·servi.ces .on ac9ess · 
-tb, arid confidentiality of,·personally' 
identifying information held by the 
Ministry and Ministry-funded· or iicensed·· 
agencies.. . .. · 

It must be emphasized that the gUidelines. 
presented in the manual ate.in all 
instances .subject: to the provisions of 
existing legislation. ·Child abuse and 
adoption information c.ontin.ue ·to· be : 
subject to the special _p_rovisiqns .. 
contained in-the Child and Family Services 
Act. Health 'records continue to be 
'SUbject to the !lealth Disciplin7s Act, the· 
Mental Health Act, and the Pub~lc · 
Hospitals Act. . . 

Retention and destruction s.cliedules are 
also subject to existin~ le~islation 
<.e.g. , a·s in tl)e Young Offenders Act) •· 

Note: The policy. set out in this.manual 
takes.~ effect Janu~ry 1, 1 ~86 •.. 

This manual deals with records in"three 
program ar€as: children's· services, 
adult's services and income maintenance • 
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The provisions of this' manual apply only 
to client records and.pertai~ to all 
client information collected or originated 
by the Ministiy as we11 as.by.all agencies 
and services operated, funded or Licensed 
by the'Ministry. Examples of such 
agencies include: 

transfer payment agencie.·s; 

children's s~rvices advisory groups, 

other comparable bodies handling 
Ministry client information. 

This manual deals with collection, 
storage, disclosure and subject·access· to 
information. · : .. · 

• . ) 

• 

• 
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Subject to individual program legislation, 
each program or agency which collects and 
retains personally identifiable · 
information about clien~s, must adhere to 
the following principle.~.. · 

. . 
1. There must be .. a clearly justifiable 

and documented purpose for-: 

obtaining information about a 
~ubject, and · 

sharing it: with a persqn other 
than th~ subject.· 

The information collected· shoulcf oe . 
relevant to the servic~ provided. : 

2. Individuals should.have access to 
personally identifiabl~ in'forniation 
a9out themselves. 

3. Every person's right to privap·y. should 
be recognized and p1;otected to·. t.he · 
greatest extent possibl~, c9nsistent 
with public'interest~ · 

The right of privacy· e··xtends to third 
parties, including .those. who_provide 
infprmation, as well as ta the Subjecit 
of the record • 

4. ?efore releasing personally 
identifiable information about a 
person, ~ritten conaent must ba 
obtained subject to certain 
exceptions. This includes the 
disclosure of the identity·of third 
parties providing information~ 

5. Tber~ must be consi~tency and 
uniformity in the prot~ctions 
established to safeguard 
confidentiality of personal 
information contained in client files,· , 
incl ud irig social,· f ina·nc-ial and health 
in.formation • 
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CD-01 04 . 

6. Decisions on access to and disclosure 
of personal'information should be 
based on: · · 

7. 

a consideration of the client's 
best ·interest~ 

protection of the client's right to 
privacy, and 

protection of the public interest. 

Personal information should be 
disclo.seo in a manner which ens~res 
that the subject is able to comprehend 
the information and that the fact of 
disclosure is a meaningful exercise. 

. . • 
.e 

• 

fl 

• 
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Various terms used in this manual are 
defined here. 

The subject's viewing of all or part of 
the record, obtaining a·summary of the 
record and/or obtaining copies of.desired 
material from the record. see also 0306, 
0506 and 0706. · 

· A Person who. is: 

employed by the Ministry or ·agency who 
is providing, or has provided, care or 

. service to a subject as a part of a 
directly-related Ministry-run or· 
Ministry-funded or licensed program, or 

providing, or has'provided, car~ or 
service within the same prqgram a~a 
sa'me organization as the subject's care 
or Service Provider. 

A foster parent with a Children's Aid 
Society i~ considered an affiliaied care 
provider. 

The Ministry, a Ministry-funded or 
licensed service or approved agency, or an 
inter-agency committee with representation 
from these bodies • 

Whatever body collects or originates the 
in.formation and which is 1 therefore, 
subject to the duties. and constraint~ 
imposed by legislation. 

Service, allowance or benefit, that.is 
being or has'been provided to a subject or 
on behalf of a subject by the_Mini~try or 
a Ministry-funded or licensed agency,which 
results in the collection'of sociial, 
financial and/or health information on the· 
subject. 

Employee or volunteer of th~ Ministry·or· 
an agency who is or has be~n.responsible 
for providing care or service to a.subject 
as a part of a Ministry or Ministry-funded 
or licensed program. 
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The viewing of all or part of the record 
and/or obtaining copies of the desired 
material by a third party. 

Capable of causing serious harm to a 
pers9n's emotional or physical health. 

·Guardian appointed·by legal process. 

Toe definition of parent, for the purposes 
of this manual, includes: · 

both parents 1 where both have custody_ • 
of the childi 

one parent, where that parent has 
lawful custody of the child or the 
other parent is unavailable or unable 
to· act; or 

another individual, where that 
individual has lawful custody of the 
child. 

All information, regardless of physical 
form or·characteristics, including 
photographs and videos. The information 
which h~s been gathered oi gene~ated by 
the agency ~bout a subject, through: 

'interviews or written forms, 

the provision of service or theraP,y, or 

the making of reports or"evaluations, 

and is under the control of the Service 
Provider. 

Person to whom care or service, allowance 
or benefit is or has been provided by the 
Ministry or an agency and from whom or 
concerning whom social, fin~ncial or 
health information is collected. 

·Any person other than the subject of the 
r.ecord', or the subject's parent.where the 
subject is under 16 years of age. 

• 

• 
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WRITTEN CONSENT FOR 
ACCESS TO INFORMATION 

Consent in writing by·the subject, or 
someone acting on behalf of the subject 
{where appropriate), which states: 

the information to which access is 
granted, 

the purpose for which ~ccess is 
granted, and 

the effective period of consent • 
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overview· 

This section describes the collection, 
storage, retention and disposal o~ 
information. 

·For details, see location numbers 
indicated. 

An agency collects different kinds of 
information .about a subject depending on 
the serv-ices being provided to the 
individual. (0202) 

The record is the property of the agency 
whose responsibility it is to secure tpe 
information against loss, fire, theft, 
defacement, tampering, copying or.access 
by unauthorized persons. (0203) 

All qase record systems should have 
clearly established records retention 
schedules which conform to legislative 
requirements, where applicable. 

. (0204) 

A regular destruction schedule for client 
records should be established in 
accordance with.the appropriate retention 
schedule and under appropriate.authority • 

(0205) 
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Collection of'Information 

Ari agency collects different kinds of 
information about a subject depending on 
the services being provided. to the · 
individual. 

Detail's follow. 

Collection of information may be initiated 
by: 

a subject's request for service,.or 

the agency in determining the need for 
·provision of service (e.g., ·cAs·· 
protection· investigation}. 

Each agency must·have a written poiicy 
'describing: 

the purpose for which personal 
information will ~e gathered, an~ 

the types of information to be 
gathered. 

The ~xtent of i~formation c~ilected should 
be determined by the information needs of 
the service. 

Whe~e pri~sible and appropriate, persQnal 
· information will be·: g athe·red from the 
subject himself/herself, or the parents if 
the subject is under 12 ·years of age. 

·when a subject begins to receive. services 
from an agency, it is the responsibility 
of the agency staff to ensure that the 

·subject, or the subject's parents if'the 
subject is younger than.12 years, is 
informed of and understands, to the best 
of his/her ability: 

the purpose for whicq information will 
be gathered and the types of 
information to be gathered; 

rights of ~ccess to the subject's 
records by the subject, agency ~taff 
and others~ 
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GATHERED 
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the·right to have errors or omissions 
in the s~bject's record corr~ctep; 

the procedures for appeal of agency 
decisions to withhold or limit access· 
to the subject's rec~rd; and 

. ' .. 

agency policie~ r~gardjng collection of 
information. 

. . 
To facilitate responses to requests eor 
access or disclosure, it may be advisable 
to organize the file by identifying the ..• 
types of infor?tat~on gathered '<:>s follqws': 

1. Information deemed by the Service 
·provider as sensitive and potentially 

harm.ful. 

Decisions regarding access or · 
disclosure must be made with ~· 
consideration to whether the 
information is harmful at the ~ime of 
the reque~t for access.or disclo~ure. 

2. Information gathered from parents 
and/or third parties tha·t lS· · 
designated as inaccessible to the 
subject. 

3. Information g·athered from the subject 
in t~e provision of-counselling · .• 
services, where the subject· between 12· 
an·d 16 years has not 'consented to 
parental access. 

4. All other informatio.n held relating to 
the subject. 

Note: See also 0303, Access By Subject 
and Parents. 

• 
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The record is the property of ·the agenc~ 
whose responsibility. it is t.o secure· the 
information· against loss, fi.re, theft~ 
defacement, tampering, copying or ·access.·' 
by unauthorized parson~: 

Details follow-. 

All paper records, punch cards, computer 
printoufs and data banks.~hou~~- be either 
in a room.su'pervised at all. times by . 
authorized persons or in.a locked room, 
locked shelves or locked cabinets as· 
appropriate. · 

Machine-readable carqs, tapes. or discs .. 
which contain personal. infprm~tion should 
be subject· to the same security 
precautions as recorcts in paper form·. 
These restrictions .apply to all media 
including video and audio tapes~ · 

The photocopying of client.'i:ecords should 
be the responsibility.of authorized staff' 
to minimize the possibil~ty of.copies 
being circulated to una~thorized persons. 
Only that infor~ation originating· with the 
agency may be copied, for the purpose of 
providing disclpsure. · 

Only the' serv~ces of appropriately bonded 
commercially-operated· companies.shpuld be 
retained to keypunch or enter d~ta 
pertaining to clie~ts or staff.· Services· 
of such comp~nies to transcribe dictation 
pertaining t;o clients or. staf~ by· t.apes, 
telephone or·any oth~r means should be 
used only where·~onfidentiality of' the 
.information has been ensu~ed through 
eont·ractual· arrangement. · 

·.' 
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'··~~~~~·~:~=~~--------------~s~ .. ~.b~l·Ac~,t----~------------------~Pa~g~e----------~---
, section CHILDREN - w " 2 

. · . 

:COLLEC'.t'ION ANP Storage o:j: IJ1formation 
. 'STORAGE OF 
. · .. INFOI\MATION 

: .. STORAGE MEDIUM. 

. '·· 

Day ear 

21 

Info~mation· is usually itored 'in hard-copy 
form and/or by automated systems. Various 
programs may use other -mediums· for storing 
information such as audio-visual tapes, 
when· applicable; 

Information should be stored so that i-t 
may be used effectively by the appropriate 
program staff while at the same time 
remaining secure from unauthorized access~ . 

•• 

• • 

•• 

• 



. . 

• 

• 

• 

@ Minfstrv of · 
Community and 
Social Services 

Ontario 
Section 

CHILDREN 
COLLECTION AND 
STORAGE OF 
INFORMATION 

SUMMARY 

PURPOSES OF 
RETENTION 

COPIES OF 
INFORMATION 

CASE INFORMATION DISCLOSURE CD-0'204 
Sub)eot Page 

1 of 
Dav l Month 

1 

Year Retention Schedules 

21 Oct~ 1985 

All case record systems should have 
clearly established records retention 
schedules. These schedules must conform 
to legislative requirements, where 
applicable. The primary consideration 
should be the purpose served by retaining 
records. 

Details follow. 

Information is retained for the· following 
reasons: 

to comply with the legal requirements 
of various Acts and Regulations which 
dictat~ that records be retained for 
prescribed periods of time; · · · 

to facilitate provision o~ ·service a~ 
a future ·aate; 

to provide historical data for future 
identification or verification of 
facts; · 

to provide material.for'research. 

Case records should be retained according 
to the attached schedule located in the 
Appendix. (9901) 

Ministry-operated programs should refer to 
the Approved Records Schedule prepared by 
Records Management Section . 

. Note: For records subject to the 
provisions of the Young Offenders 
Act, see Sections 43 and 45 of the 
Act. 

All copies of information transferred 
outside of the agency or program must be 
endorsed with: 

the date the material was sent and, 

a second date specifying· when the 
material must ·be destroyed (where the 
retention period is established by 
legislation). 
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A regular destruction schedule for client 
records should be established in 
accordance with the appropriate retention 
schedule and under appropriate authority. 

Details follows. 

Written policies and procedures on 
destruction of records should be developed 
and adopted by all agencies which maintain 
case records. These policies and 
procedures should incorporate the 
f9llowing principles: 

1. Provision should be made for. an annual 
review to identify the records to be 
destroyed in accordance with the 
retention schedules applicable to the 
agency's records. 

2. Procedures established for packaging. 
and handling records prior to 
destruction must ensure. adequate 
protection against access by 
unauthorized persons.· · 

3. Records should be d~stroyed by a 
pulpfng, shredding or burning process. 

4. Records shoul.d be destroyed in the 
presence of authorized agency staff • 

5. Unless contraindicated by relevant 
legislation, a register should be 
established and maintained which 
identifies all records which have been 
destrc;>yed. 

Note: In the case of Ministry-run · 
programs, ref~r to the Ministry 
Administration manual • 
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This section describes who is entitled to 
have access to or disclosure of records · 
ana under what conditions. 

For details, see location numbers 
indicated. 

The requirements for obtaining subject/ 
parent consent to release case 
information are detailed. { 0 302) 

The conditions under which access/ 
disclosure may· be granted to the subject 
of the information and to the subject's 
parents are detailed. (0303} 

Instances where records may be disclosed 
to .ihird parties without the subject's 
consent are described. (0304} 

The criteria to be met befor.e disclosure 
is granted to externa~ researdhers and the 
procedures to be followed if disclosure is 
granted a.re a~tailed. (0305) 

The method of releasing the informati.on 
once consent to disclose information has 
been granted is outlined. {0306) 

The policy regarding.the correction of 
factual errors is detailed. (0307) 

A person may ·request that the Children's 
Services Review Board review agency 
decisions regarding access, corrections 
and disclosure without authority. 

(0308) 
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Tne requirements for obtaining subject/ 
parent consent to release case information 
follow. 

Subject consent must specif~, in writing: 

what information is to be disclosed, 

the purpose of disclosure, 

to whom the record is ~o be disclosed, 

the effective period of consent~ and 

whether the consent authorize·s further· 
disclosure by the· person r.eceivfng. the 
informatl&n, and if so, to whom and· 
for what purpose~ 

Note: The effective period of the 
consent is normally determined 
by the purpose for which 
disclosure is being grahted. 
When the purpose is satisf~ed, 
the consent lapses. However, 
where consent to disclosure. is· 
granted for purposes such as 
research studies, wnich could 
span a number of year~, such 
consent should sti·pulate that
it is effective for a specific 
time period (e~g., for two 
years). 

·A conserit is 'legally valid if, at the··time 
of giving consent the subject: 

1. Has the capacity to understand and 
appr·eciate €he nature and consequences 
of.giving. or withholding the consent; 

~Thus the Service Provider ha~ to 
satisfy hims.elf/herself·, through 
questioning or discussion, that the 
subject fulfills ~his requiremenh} • 
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2. Is reasonably informed as to the .. 
nature and .consequences of. d.isclosure, 
and any alternatives to the actio~.; · 

(Informing th~ subject in a manner 
suitable to.his/her understanding is 
essential) • 

3. Gives toe consent v·oluntari.ly;. without 
coercion or undue influence; 

(The above implies without threat· of 
harm or hope. of favour} •. · 

4. Has been advised that he/she may .41t 
obtain independent advice and ha~ been 
.given a reasonable opportunity to do 
so. 

{If someone else has pr.ovided ·.advice·, 
the Service Provider is not seen as ~ 
the only influence on the consenter. ._, 
Obtaining independent advice, however, 
~.s not mandatory). 

With certain exceptions, no disclosure of 
a subject's record .may be g~yen to anyone 
by an agency with<:)ut the written consent 
of: 

the 'ubject, where the subiect is 16 
years of age or older; 

the. child's 2arent~, where both have 
cus:to·dy of the child and the child ·is 
under 16 years of age; 

one parent o~ t~e child, where that 
parent has lawful custody' or the other 
parent· is unavailable or unable ·to · 
consent and the child is under 16 · 
y.ears of age; or 

•• 

.another person having lawful· custody 
where the subject is not y~~ -16 
years old. e 
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Where a subject 16 to 1 8.., year's of age has 
been founa in an assessment, to be 
incaEabie"'ot consenting to disclosure, the 
agency shall provide access to, or seek ·· 
consent for disclosure from the subject's 
parents or in their absence, the nearest 
relative of the child. 

The assesssment must be less than one year 
old and in written form. 

under certain circumstances, disclosure· 
may be granted without the above-mentioned 
consent. (See 0305) 

Each agency and program should develop a 
process for reviewing the validity of 
consents. If the original ·purpose for 
requesting the information has changed, or 
the specified time frame has elapsed, a 
new consent is required • 
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CASE INFORMATION DISCLOSURE CD-0303 
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Access By subject 
and Parents · 

1 .of 2 

The conditions under which acce·ss ·should· 
b'e granted to the s-ubject of .the· 
information and to the subject'.s parents 
are detailed below. 

'• 

A subject age~.1i:or.older ~as ·w ri~ht of 
access to information J.n his/her ··record. 
Exceptions to this right of access 
follow: 

1. 

2. 

The subject's parents may designate'. 
the information gathered from them ... 
as unavailable to tpe child,· and. the 
subject i~ under 16'ye~rs of a~e; . 

The Care. Provider may withh.oid parts 
of the 'record· from· the s'ubj'ect where 
the subject is bnder·ags·16, or 
provide a summary on.the l?asis of th'e 
Care Provider•s judgement.'full.aecess 
would be likely to caus.e pliysical .or . 
emotional har~ to the· subject; ·.or 

. . 
3. The Ca:t;e Provider m.a2 withhold parts· 

of the record from. ·the .subject:· on the 
basis of the care 'prpvider•s· 
judgement full access would be \ikely 
to cause physical or emotional ~arm 
to a thirq party,. or violate. the' 
privacy of a tpird partY.:• .. 

The parents of a subject und·er ·16 have. a 
right of access to the subject's record. 
rt is the care Provider, based on his/her· 
judgement and knowledge of the subject, 
who determines whether a potentially 
harmful s·ituation exists.- · · 

Exceptio~s··to this righ~ of acces~ f6ilow: 

A subject age 12 or aider may refuse 
to give written consen·t for 
disclosure of information gathered in 
the course of the provision of 
counselling ~erv'ices; · 
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; · .~., .. THIRD PARTY PRIVACY 
.. , 

• • •• ol • . .. ... . ,, . 

. . .. '. REFERENCE ·.TO AUTHOR 
··:OF .AS.SESSMENT . •. ~ . 

Access By Subject· 
and Parents 

Day 

2 • 

N.ote: 

The Care Provider may withhold parts 
pf the record from the parent, where 
the parent is.under age 16 or provide 
a summary. on the basis of the .case 
Provider's judgement, full ·access . · 
would be.likely to cause physical or. 
emotional harm to the subject or 
another person, or would violate the 
privacy of another person. 

In all instances it is the risk of 
the consequences which.determines 
the Care Provider's decision, and .•.. · 
not the conferring of a positive 
benefit. 

The agency may wichhold the names of third · 
pa~t~es and/or information about them from 
the subject and parent where the Service 
~rovider is of the op~nion that di~closure 
is likely to result. in· physical or 

.emotional harm to another person •. 

The 'Servi·ce ·Provider may withhold the 
contents of a medical, emotional, 

·developmental, psychological, edupational, 
or social assessment performed by a person 
who is not employed by the Service 
Provider, but may not withhold that 
pe.rson' s name. • 

• 
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Disclosure to 
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Without Consent 

1· of 5 
.Oay 

l 

Month 

1 

Year 

2·1 oct. 1985 

The circumstances under which third 
·parties ma~ have access to the s~bjcidt's 
record without his/her consent are 
.outlined below. 

An agency may p~ovide access to the 
subject's record without the s~bject's 
consent, to the following: 

1 • 

2. 

3. 

4. 

Its o'wn e'mployees who are th'e . 
subject 1 s Care or Service Pr.oviders 
while the agency is treating or 
serving the subject~ where such 
information· is necessary in the 
performance of their duties.· · · 

A record-keeper of the· agency ... 

An employee of the agency.who is 
responsible for performing a study or 
review for internal ag~ncy use 
involving the subject's information.' 

An employee of the agency, when the 
s~bject.is no longer in treatment or 
receiving service, to the extent 
needed to:. · 

carry out internal revie~s, 

handle the record in accordanc·e' 
with retention schedules, or ... 
engag·e in follow-up activity 
concerning the subject •. 

5. students and volunteers, where the 
information is deemed by agency · 
supervisory staff to be necessary in 
the,performance of their duties~ 

6. An affiliated Care or Service 
Provider, including: 

a Service Provider who works within 
the same or a related program as 
the subject's Service'Provid~r, 
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POLICE 

EXTERNAL RESEARCHER 

MANDATORY DISCLOSURE 

CD-0304 

Subject Page 

Disclosu'Le to 
Third Parties 
Without Consent 

.· 2 

·a·worker·in another program who is 
concerned with the care of the 
subject as part of a review team 
engage·a i.n service planning for the 
subject (e.g., a teacher), with the 
permission of the subject's Care or 
S~rvic~ Provider; or 

pro·fessional advisors of the 
Care or Service. Provider· who 
require access to the person's 
record for the performa.nce of their 
duties. 

7. • To.~ Peace Officer, or a person 
providing medical treatment, where 
failure to disclose is likely to cause . 
the subject or other person serious 
physical or emotional harm or where 
the need for disclosure·is urgent. 

8. The police, in the course ·of an . 
investigation of alleged child abuse 
committed by or against the ·subject. 
Also in the case of any investigation 
initiated by the Serv~ce Provider. 

9. In rare instances, an external 
researcher, as provided for in 0305 • 

Legislation requireme~ts pro~ide for 
disclosure to the following.persons 
without the n.ecessity of obtaining subject 
consent. · ·· 

1. ·A Ministry empl"oyee who is responsible 
for: 

A. conducting a financial or program 
audit,·review or study involving a 
subjectrs record; 

•• 

B. monitoring a program provided by 
an agency (e.g., Program 4lt 
Supervisor) • 

• 
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Because of the sensitivity' of the 
information, it is Ministry p~lici 
that staff: . 

be chosen for their exp~rience.or 
qualifications ~n reviewing 
programs, 

review the subjeqt'~ information 
in the presence of staff of the 
program/unit being reviewed, and 

use their right of direct access·· 
with discretion. 

2. · A Placement Review comm'ittee. 

3. Anyone authori'zed under legisiation, 
{e.g., t~e Ombudsman or Coroner). 

·4. Anyone authorized by a cou~t order or 
search warrant. If files· are 
subpoenaed, they must·be taken by 
agency staff to Court.· 

5. Legal counsel for the Ministry. 

6. Children's Aid Societies in situations 
where a child is or may. 'be in n~ed of 
protection, or is, may be or may h~ve 
suffered abu9e • 

Boards of directors of· agencies· .have the · 
ul tirnate r.esponsibili ty for ·administrat:i,on 
of the care. or servic~ provided by the 
agency. 

The carrying out of this responsibility 
may on occasion require disclosure of the 
identity of persons receiving care or . 
service 1 .or certain information contained 
in a subject • s record to the board, or a·. 
designated committee of the board. Such · 
disclosure should occur only in those 
circumstances where it would otherwise be 
'impossible for the board to carry out its 
function and whe~e the disclosure has been 
requested by'the board or designated 
committee as a whole. 
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BOARDS OF DIRECTORS 
(.cont 'd) 

CONFIDENTIALITY 

CD-{)304 

Disclosure should not be made to an 
individual board member unless: 

that director is involved in the 
provision of care or service in 
another capacity, and 

has a right to such disclosure in that 
capacity. 

All staff, including contract and 
temporary personnel, students· and 
volunteers, who are exposed to 
confidential material should sign a 
statement that: 

they understand and will respect 
confiden~iality provisions and, 

' • 
unless required by law, they wi-11 not ·.a 
disclose personal information on a ~ 
subject. 

(See illustration on page 5) 

Agency policy and procedures should 
identify which staff, students and 
volunteers may hav€ access to client 

. records·or information contained in them . 

•• 

I 
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Page 

3 

~ay I Month· I' Year 

29 1Ju1y "1986 

Because of the sensitivity of ~he 
information, it is· Mfnistry "policy 
that staff: . · · 

be chosen for their experience or 
qualifications in reviewinq 
programs, 

review the subject's. information 
in the presence of st-aff of the 
~rogram/unit being reviewed, and 

use their right of diredt·~ccess 
with discretion. · 

. . 
Anyone authorized under ·legi~lation,. 
(e.g.~ the Ombudsman or Coroner). 

3. An;ione .authorized by a· court order or 
search warrant. If files are 
subpoenaed, they must.be taken by 
agency staff to ·court. 

4. Legal ~ounsel.for the MinistrY.. 

5. Children's Aid Soci~ties in situations 
where a child is or may·be in need of 
protection, or is,. m.a:Y be or may. have· 
suffered abuse •. 

Boards ·of directors of agenctes have the 
ultimate responsibility for administratipn 
of the care or service provid~d by the 
agency. 

The carrying out of this responsib~lity 
may on occasion require disclosure of the 
identity of persops receiving care or 
service, or certain information contained 
in a subject's record to the board~.or a 
designated committee of the board •. Such 
disclosure should occur only in those 
circumstances where it would otherwise be 
impossible for the board· ·to carry out· its 
function ·and where the disc.losure has been 
requested by the board or depignated 
committee as a whole • 



BOARDS. OF DIRECTORS' 
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CONFIDENTIALITY 

CD-0304. 

Disclosure $hould not be made to an 
individual board memb~r unles.s: 

that director is involved in the 
provision of care or service in 
another capacity, and 

has a right to such disclosure in that 
capac:i.ty. 

All staff, inoluding·contract and 
temporary personnel, students and 
volunteers, who are exposed to 
confidential material should sign a 
statement that: 

they gndersta~d and will respect 
confidentiality provisions and, 

•• 
unless required by law, they will not ·.-. 
disclose personal information on a ~ 
subject. · · 

{See illustration on page 5) 

Agency policy and prooedur.es should 
identify which staff, students and 
volunteers may have access to.client 
records or information contained in them • 

• 

. 41 
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Th.e criteria for reviewing research 

Year 

1985 

.. proposals to determine if agency . 
participation should be granted are 
outlined. Researcher access to personally 
identifiable information-or directly to 
the individual requires subject·consent or 
Director's approval. · 

Details follow. 

Any researcher not employed or ·retained b.y 
the agency requesting disclosure of 
personally identifying information 
on· clients, or access directly to a 
client, should ·submit to the agency a 
fully developed and properly docume'nted 
research proposal, which contains: 

1. A discussion of the general problem 
under invest.igation, including a · 
review of previous research where 
relevant~ 

2. The specific objectives·of the 
proposed study~ 

3. The overall research oesign and 
specific :rre.search metho.ds to be used, 
including ~rejected use of agency . 

· personnel: · · 

4. In the case of.projects· that would 
require data coll~ction directly from 
clients., a description of procedures 
to be used in dealing with clients and 
copies of.all specific data collection. 
instruments to be employed with· 
clients~ 

5. A draft consent form for release 
of personally identifiable client 
information and/or client 
participation in the project; 

6·. An outline of the proposed analysis; 
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7. A plan for reporting findings which 
spec~fies the numbe·r and ·types of 
reports to be produced and the 
proposed distribution of each; 

8. A discussion ~f any potential.risks-to 
clients inherent in agency 
participation in the project: 

9. A discussion of the specific benefits 
that would accrue to the agency, 
agency clients 1 or the public, from 
agency participation in the study; 

10. Curr·iculum v"itae for: 

the principal tnvestigator (ana, 
in the case of a post-graduate 
student working on a thesis, · 
supporting dobumentation from the· 
supervising professor); a·nd 

any other project staff who would 
be involved in reviewing 
personally identifiable client· 
information and/or collecting data 
direct.ly from clients; .and 

11. Where applicable, the recommendation 
or report of the sponsoring 
organization's ethics committee. 

• 

• 

The independent researcher should specify 411 
in detail the information being sought 
from th.e agency, including, where · 
relevant: · 

1 •. The program in which the information 
was collecteC11 

2 •. The type of information (e.g., names 
·and addresses of clients, individual 
case files,· test scores of clients, 
computer tapes) being req1:1ested; 

3. The size of the desired sample; and 

4. Any criteria that would have ·tq be 
used in selecting· the sample {e.g., 
age of the client, type of service 
.provided, ·period· of service delivery) • • 
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The first step in the revi~w o~ a pr~posal 
is: 

to assess whether there is any.ba~is 
for agency interest, and 

- to determine if it is feasible-to 
satisfy the· independent researcher 1s 
needs without releasing'pe~sonally 
iaentifiable 'information (.e.g., by 
providing copies of records from which 
all personally ident.ifiable·.'· 
information has been remqved) • 

If there is' a basis for agency interest 
and it ii not possible to.prqceed ~ithout 
rel~asing personally identif iabJ.e··. . ... : 
information, the request should be 
reviewed to determine whether the proposed 
project: 

1. Has objectives with direci utility to 
the agency, its clients or the general· 

·public; · 

2. Does not require client-information 
that th'e agency considers to be too 
p~rsonally sensitive,·or to entail 
other sign~ficant risks for clients; 

3. · Has been planned and would be. carried 
out in accorda~ce with appropriate· 
technical standards; 

4. rs,·from the agency•~ perspective, 
feasible·;. and 

5. Is, therefore, likely to produce 
results with clear public benefit 
without any significant risk to 
clients. · 

Not~: Where the agency agrees to 
pa~ticipation in. a project, 
a formal agreement should be 
signed outlining.the purpose of 
the research· and' the terms and 
conditions of access • 
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1
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Disclosure.of p~rsonally identifiable 
subject information and/or iaentifiaation 
of.the subject for direct personal contact 
should not be provided to independent 
researchers withou~ the written cons•rit 6f 
the subject and/or parent (see 0302), or 
the Director~ in accordance w1th the 
regulations of the Child and FamilX 
Service)? Act • 

.... 
Where an independent researcher wishes to 
collect data directly from c1ients and the 
agency decides to assist the researcher, 
the ag.ency should: · .• 

1. Mail questionnaires to clients, asking 
if they wish to participate in the 
stugy and specifying·that a decision 
not to participate would in no way 
affect-their receipt of service,· 

2. Contact clients to obtain their 
consent for the risearcher to contact 
.the~ directly, or 

3. Contact clients, inviting them to 
.contact the researcher if they wish to 
participate in the study. 

Exceptions to the requirement for consent. 
may occasionally be made with the written. 
approval of the.Area Manager or Regional • 
Director for independent-researchers whose 
research: · 

does not require an inappropriate 
expenditure of agency time and/or 
money, and 

. is iikely to result in clear public 
benefit, without significant risk·to 
'the client.· 

Exceptions ~hould not be made unless the 
principal investigators are trained at the ._ 
post-graduate level in a field appropriate ._ 
to the purpose of the study. · 

• 
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Year 

1985 

• 

• 

• 

REMOVAL OF ORIGINALS 
AND COPIES 

PROCEDURES 

Researchers not employed or retained by 
the agency may not take away or~ginal· 
files or photocopies, of personally 
identifiable information. 

Agencies should develop procedures for 
reviewing requests from independent 
researchers for agency participation in 
research projects. 

In all cases, agencies should obtain the 
right to review the final report before 
its release, to ensure it contains no 
Rersonally identifying information • 
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METHOD OF RELEASE 
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Subject Page 

Method of Release 
~~~v 

1 
Mont~ ·l 

21 Oct. 

Year· 

1985 

Once authorization· for access to or 
disclosure of information has. been . 
granted, certain procedures must be 
followed in releasing the in~ormation. 

Details follow. 

The agency must respond in writing to any 
request for access to a record as soon as 
as possible, and no later than· 30 days • 

Access refers to the subject viewing all 
or part of the record, obtaining a summary 
of the record .and/or obtaining copies of 
desired·material from the record. 

Disclosure refers to the viewi~g of all or 
part of the record and/or. obta~ning copies 
of the desired· material by a 'third party. 
The procedure for releasing ~nformatiqn is. 
the same for both categor·ies. 

Following a decision to. grant access: 

Agency staff 

1. Arrange·for an appointment with the 
pers9n seeking access or disclosure • 

2. Review the file with the person 
seeking access or disclosure, giving 
appropriate interpretation to ensure 
that the information is understood to 
the greatest exteht possible. 

Note: 1. The staff member should be 
present at all times while 
the record is being 
examined. 

2. The person· seeking access 
or disclosure should be 
given a reasonable amount 
of time to pe~use the 
mater~al and make notes, if 
desired~ 
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Subleat Page 
2 

Method.o'f Release Oay 

1 

Month 

1
. Year • 

21 Oet. 1985. · . 

Person seeking access or disclosure 

3. Acknowledge in writing that a specific 
record or portion of a record has· been 

· seen. 

Note: All instances of access or 
disclosure of a record must be 
recorded clearly on the record 
except when it is used by 
authorized staff. 

Charges may be levied for the direct cost 
of sear.ching for and copying of requested -~ 
information. The decision to charge is at .. 
the discretion of the agency granting 
access or disclosure, giving consideration 
to the following: 

the time and co~ts involved in· · 
locating, retrieving, preparing and e ·. 
copying the record; 

whether payment of costs will cause 
financial hardship to the person 
requesting the reeord1 . 

whether acce-ss or disclo·sure will· 
b~nefit-publ~c health or safety. 

Note: Disclosure of information by a 
Service Provider to another . A 
service Provider is not subject~ 
to charge. 

• 
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1 1 of Corrections · Day 

1 
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21 oct. 1985 

The policy regarding the correction of 
factual errors is detailed below. 

The subject and his/her parents may 
request that factual errors in the record 
be corrected. When such a. request is 
received, the agency must, within 30 days, 
make the correction or note the dispute in 
the record. 

All third parties with whom the record has 
been shared within the preceding year must 
be notified of the discrepancy. 

Where the correction is of a critical 
nature, and may lead to actions, 
decisions, or judgements harmful to the 
subject (e.g., an intelligence assessment 
of a.child based on an accidentally 
inflated age}, tnird parties with whom the 
record has been shared prior to this 
period should also be infor-med. 

Note: Where a request for correct'ion has 
been refused, the·subject and 
his/her parents shall be informed 
of their right to request a review 
of the decision. (See .0308) 
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Review of Decisions 
·1::' ·~f ·:· ·: 2 

A person may request th·at thE:'- ·childre~' G: · 
. Services Review Board {CSRB) ~e~ie~ ~gency. 
decisions ~egarding access,.cor~ections,. 
and disclosure withot,~t authori~y •.. 

Details follow~ 
·. ·· . 

A person may request ~·-revi•w by the 
C~RB where: 

a request for accesa ~o ~r-~orre~tion 
of a r~cord is refused in whole or in 
part, : 

a subject oelieves that·' a se'rvice 
Provider may have dis closed 't11s· or 'her 
record without authori~y. 

A· decision to deny· or 1 irid.t: a~·cess !llust be 
given in writing to'the party seeking 
access, within 30 days.. This notification 
should: 

include the reasons for tpe decisi~n, 
and 

advise the party that the decision m~y 
be referred to the CSRB for review· •. 

Failure' to respond within the· ~0-day 
period may enable' the ·ind-ividual· ... 
requesting access to pursue the review· 
process automatically. 

An e'xtension of· the 30-day period may be 
permitted in·order to~ 

obtain· information lo-cated in·another 
office, 

search for or app~opriately examine 
material included within the 
infor~ation requ~sted,_or 

consult with any other office hold~ng 
the informati~n. 
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Subject Page 
2 

Day 

1 

Month t Year 

21 Oct. 1985 
Review of Decis.ions 

Requests for review must be submitted 
within 2o aays of receiving notice of 
~efusal of access, or in the case of 
unauthorized disclosure, within 20 days of 
becoming aware·of the disclosure. 

The CSRB shall notify the head of .the 
agency or program when a review of the 
decision has been requested. 

In conducting a review, tlie CSRB m·ay 

. . 

••• 

examine the recorq in question. Upon 
completion of the review, the CSRB ~ay: . ~ 

order the Service Provider to grant 
access to all or part of the record; 

order the Service Provider to make a · 
correction, 

confirm the refusal, if satisfied 
that· the refusal being appealed is. 
justifiedr 

declare that disclosure was 
unauthorized, if satisfied.that 
disclosure or unauthorized disclosure 
took place; · 

order the Service-Provider to: 

change procedures for the •. 
maintenance and disclosure of the 
subject's records, or 

d·esist from a particular 
disclosure practice; 

recomm~nd to the Minister that the 
Serv.ice Provider's approval be 
revoked under Part I of.the Child and 
Family ~e~vices Act. 

The. Board provides a .copy of the decision· 
to-: 

the person requesting the·review, 

the Service Provider, and 

the Minister. • 
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Subject 

Overview. 

Page 

1 of 
Day 

1 
Month .I 

21 oct: 

1 
Year 

This section describes· the collection,. 
storage, retention and disposil of 
informati9n. · 

For details, see location numbers 
indicated. 

An agency collects different kinds of 
information about a subject depending on 
the ser~ice~ being provided to the 
individual. (0402} 

Th• record is the property.of the ~gency 
whose responsibility it is to secure the 
information against loss, fire, theft, 
defacement, tampering, copying or access 
by unauthorized persons. ·(0403) 

All case record sys.tems should have 
clearly established records retention 
schedules which conform to legislative 
requirements, ·where applicable. 

(0404) 

A regular destrudtion sche~ule for.client 
records should be established in 
accordance with the appropriate retention 
schedule and under appropria.te author.ity • 

(0405) 
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Ari agency collects different kinds of 
information abou.t a subject depending on 
the ··services being provided· to .the 
individual. 

Detail's follow. 

Each agency· must have a·policy descri~i~g: 

the·purpose for which information will 
be gathered·, and 

the.types of information to be 
gathered. 

Th~ extent' of information coll~cted ~Ho~ld 
be determin~d by the information needs of 
the service. 

Where possible and appropriate, personal 
information will be gathe'red 'from the. 
subject himself/herself·. · 

When a subject begins to.redeive 'serv1ces 
from an agency,. it is the responsibility 
of the agency staff to ·ensure that the 
subject is· informed of, and. und·erstands to 
.the best of hi:;;/her ability, the. 
following: 

the purpose for which 'information will 
be g~thered and the.types of 
information to be g at'hered; 

rights of access to. the subject's 
record, by the subject, agency· staff or 
others; 

the right to have errors or omiss·ions 
in the subject•s record corrected; 

the procedures for appeal of agency 
decisions to withhold or·!imit access 
to the·subject 1 s ~€cord; 

agency policy regarding coliection·of 
information • 



Section 

ADULTS -
COLLECTION AND 
STO~GE OF INFORMATION 

TYPES OF INFORMATION 
GATHERED 

, 
• 

Subject Page 
2 . . . 

"'' I Moo<hl ~uc .••. 
21 Oct. -1985 . · 

Collection.of Information 

To facilitate responses to requests fo~ 
access or disclosure, it may be. advisable 
to. organize the file by identifying the' 
types of information gathered as fol'lows: 

1. Information deemed by the Service. 
Provider as s~nsitive and potentially 
h~rmful to a third party. 

2. Information gathered from third 
parties· that is design·ated as .. 
i!laccessible to the subject.. · ·. 

3. All other information h'eld !:elating to .•. · · 
the subject. . · 

Note: See also 0503, 'Ac.cess By 
Subject. 

• 

•• 
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The record is the' property. ~i th~ '.a~·~i-.tcy: 
. whose responsibility it· is to secure. ·tf.te ... " 

information agai.nst loss, fire,·· theft;.' · 
defacement; tampering; access or !:iopying. 
by unaut~orized person~.: 

Details follow. 

·All paper records, punch card~,, computer 
~rintouts and data banks stiould·be either 
1.n a room ::mpervised at· ail tim=ei:> ·by : ·. ··: 
authorized persons or in.a lockeq room, 
locked shelves or locked cabinets· as· 
appropriate. · . · 

Machine-readable card!;!, tape~ ·and. disc~·:. 
which contain personal .in.form.;ttio~ should' 
be Sl,lbject to the same Security . 
precautions as'records in paper formi· 
Tnese· restrictions apply ·fo a1.1 media· 
incl.uding video and audio tapes·. 

The photoc~pyi~g of client r~cor4s should· 
be the responsibility of.· authorize.d sta·ff · .. 
to mi'nimize the possibi.li-ty ·of copies 

.being circulated to unauthorized pe~sons. 
Only that'informatlon origina~ing with the 
agency m~y be copied • 

Only the services of appropri.ately bonde~ . 
commercially-·operated compan':i:es ·should be 
retained to· keypunch or enter data · .. · · 
pertaining to clients 9r staff. sirviceD 
of such companies to transcribe dicta·tion 
pertaining to client's ;or st-aff by tapes, 
telephone 6r ftny other meqns. should .be 
used only where confidentiality of the 
information has been ensur·ed. tl:iroug·h 
contractual arrangement.· · 
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Information is usually storeq in hard-copy· 
form. and/or· .automated systems.. V!=tri.ous · 
programs may use other medium~ for storing 
inform~tion such as audio~visual tapes,. 
when applica:ble· • 

Information should be stored so. that it . 
may ·be used effectively by the appropri:ab,; 
program staff, while· at the same time 
remaining s~cure from unauthoriied acces~ • 

' .. 

••• 
. ' . 

:·e·. 

• • 
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All case record systems should have 
clearly established records· retention 
schedules. These schedules must conform 
to legislative requiremen'ts, whe.re 
applicable. The primary consideration 
should be the purpose served by retaining 
records. 

Details follow. 

Information is retained for the following 
reasons: 

tQ comply with the legal. requirements 
of various Acts and Regulations which 
dictate that·records be retained for 
prescribed periods of time;· 

to facilitate provision of service at 
any future time; 

to provide historical·data for future 
identification or verification of 
facts; 

to provide material for research. 

case records should be retained according 
to the schedule located in the Appendix 
(9901) 

Min~stry-operated- programs should refer to 
the Approved Records Sched~les·prepared by 
Records Management Section. 

All copies of information transferred 
outside of the agency or program must be 
endorsed With the date the ma~erial was 
sent • 
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A regular destruction schedule for client 
records should be established in 
accordance with the appropriate ret~ntion 
schedule and under appropriate authority • 

. Details follow. 

written policies and procedures on 
d·estruction of records should be developed 
and adopted· bv all agencies which maintain 
case records and should incorporate the 
following principles: 

1. ·provision should be made for annual 
review to identify the records to be 
destroyed in accordance with 'the 
retention schedules applicable to the 
agency's records. · · 

2. Procedures established for packaging 
and handling records prior to 
destruction must ensure adequate 
protection against access by 
unauthorized persons. 

3. Records are to be destroyed by a 
pulping, shredding or burning process. 

4. Records should be destroyed in the 
presence of the appropriate agency 
staff • 

s. unless contraindicated by relevant 
~egislation a register·should be 
established and maintained which 
identifies all records which have been 
destroyed. 

Note: In·the case of.Ministry-run 
programs, refer t0 the Ministry 
Administration manual • 
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This section describes who is entitled to 
have access to disclosure of records and · 
under what conditions. 

For details, see location numbers 
indicated. 

The requirements for obtaining. subject 
consent to disclose case information are 
detailed. · (0 502) 

The conditions. under which information may 
be· made available to the subject concerned 
are outlined. · (0503} · 

The conditions unaer which" the agency may 
disclose information to third.parties 
without the subjec~'s consent ~re 
described. (0504) 

The criteria to be met before disclosure 
is granted to external researchers and the 
procedures to be follo~ed if disclosure is 
granted are detailed. · (0505) 

The method of releasing info~mation once 
consent to disclose information has been 
granted is outlined. ·(0506} 

The policies·governing the correction of 
factual errors is described. (0507) 

The prov1s1ons for reviewing a decision by 
an agency or program to with~old or limit 
access to records are outlined. 

(0508) 
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Tne requirements for obtaining the 
subject's consent to release case 
information are detailed·below. 

1985· 

subj~ct. consent· must idEmt:ify, in writing: . 

what information is .to. be disclosed, 

the purpose of' disclosure·,. 

to whom the record is ~o be disc~osed, : a . the· effective' perioq of consent, and 

; ... 

.... 
VALIDITY 

r 

- ·whether th·e consent. authorizes further 
disclo~~re by th~ person r~cei~in~ the 
information, and if so, f.o whom and· 
for what purpose. 

Note: The effective period of the 
consent is normally determined 
by the purpose.for which. · 
disclosure.is being granted. 
When the pur,pose· is s~tisfied,· 
the consent lapses. However, 
wher.e consent: to· d-isclosure is 
granted for·pUrposes such as 
research studi~s~ whlch.dould. 
spa!J a numbe·r of year~, such 
consent should stipulate that. 
it is ef~ective for a specific 
time period (e.g.j for two 
years~. 

. . 
·A consent is legally valid if, at the time · 
·of giving consent, the· subject: · . 

1 • Has the capacity to understand and 
apprec·iate the ·nature anq consequences 
of giving or withholding the consent; 

(Thus the Service Provider has to 
satisfy hims.el.f/herself; through 
questioning or discussion,.that the 
subject fulfills'this requirement.) 
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2. Is reasonably informed as to the· 
nature and consequences of disclqsm:::e 
and any alternatives to tbe:action; 

3. 

4. 

(In~orming the subject in a manner 
suitable to his/her understanding is. 
essential.) 

Gives the consent or enters into the 
agreement voluntarily, without 
coercion or undue influence; 

(The above implies without· threat of 
harm, or hope of favour)' 

Has been advised that he/she m~y . 
obtain independent advice and ha's 'been· 
given a reasonable opportunity to do 
so. 

.. 

•• 
( If som~one else has provided'.advice, · 
the service Provider is not.seen as -~· 
the-only influence. on .the ~onsenter. 
Obtaining independent' advice, however, 
·is not mandatory.) · 

. · .. 

Note: A committee is a guardian appoint"ed 
under the Mental rncompetenc¥·Act; 

. . 
If a subject is declared incompetent,· 
consent to third party disclosure must be 
given by the committee, subject .to the 
restrictions detailed'in 0504~ 

• 
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In the case of a subject who· i's incapable 
of giving consent, and where there is no 
committee, third party disclosure ~ay be . 
granted by the nearest relative acting in · 
the best interest of the subject.· 

Each agency should develop a process for . 
reviewing the validity of consents. If 
the original purpose for requesting the 
info·rmation has changed, or the sp~cified 
time frame has elapsed, a new consent is 
required • 
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The conditions under which access should . 
be granted to ~he subject of ~h~ 
information are outlined below.. . . .. 

A subject should normally·have access to 
information. in. tii?/her re~brd.'· under the 
following condi t.ions: ·. · · 

1. The form of the inforinatioh 'to· bE:i·. made . 
avai!able to the subj:ect ·sh<!uld be 
comprehensible to him/her. · ·. 

2. The subject should have· access.to.' 
factual information.'about . · 
himself/h.erself for the·:pUlzp.o$e of · 
checking accuracy. : ·. · · · · 

3. rn all cases, appropriat~· protection 
against violation of the p~ivacy of · 
third parties must be· 'ensured~· This 
may require. limiting acces·s ·.to · · ... · · 
personally identifiable'infotmation
related to parties other .than .. ·the. 
su~ject. .. ... 

4. The agency may withhold·inf6rmation or 
provide a summary ·on· the. basis of· the. 
Care Provider•·s judgement that f:ull 
access would be harmful to the ·. · 
emotional or physical health:of a 
third party. 
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The executor or administrator of a · 
subject's estate, as personal 
representative "of a aeceased subject, has 
a right to.have access.to the subject's 
record. 

Where there is no executor, the next
of-kin has access. 

If a subject, now deceased, imposed 
disclosure restrictions, they should 
continue to be honored. 

. .. 
J 

• •• 
e. 

• •• 

• 
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The circumstances. under which third. 
parties may have access to' informati6n 
about the subject without .his/6er ··consent· 
are outlined below. · 

An agency may provide ·a.ccess to th'e . 
subject's record without the subject's 
CO!Jsent, to the following: · 

' . 
1'. Its own employees who are 'tne 

subject • s Care or service. Providers·· 
while the agency is t;eating or . 
serving th.e subject, whet:'e such : 
information is necessa~y in the 
performance of their.duti'es.· . 

2. A record-keepe·r of· the·. agency. 

3; An employee: of the· agency·· who. is· 
responsible for performing a study or 
review for internal agenc~.use · 
involving the subject's information. 

' ' . 
4. An employee of the agen9y-; when -the 

subject is no longer in treatment or 
receiving service, t~ the ext~nt· · 
needed to; . · · · · · · 

c·arry out internal r~v.ie.ws,.' · 

handle the record in accordance. 
with .retention sched-ules, ot' · 

engage in follow-u'p ·activity· · 
concerning the·subject. 

5. Students. and volunteers, where the 
informat~·on is deemed by agency · 
supervisory staff to be necessary i~ 
the·performance of their duties. 
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6. An affiliated Car~ or seryice 

7. 

a. 

Provider.. This i!'cludesi 

a Service Provider who works within 
the same or a related program as 
the subject's s~rvice Provider; 

a worker in another program who is 
concerned with the care of the 
subject as part of a.team'engaged 
in service planning for the subject 
(e.g,, a teacher}, with the. . 
permission of the subject's Care m; 
Serv.ice Prov ideq or 

. professional advisors of the Care 
or Service Provider who require 
access to·the,person's record in. 
the perf~rrnanc~ of th~ir duties. 

To a Peaee Officer or a person . 
.providing.medical treatment,. where. 
failure to disclose is likely'to caus~ 
the subject· or other person serious·· 

·physical or emotional. harm or~where 
the need for disclosure. is·urgent. 

The pol·ice, in the course of an 
investigation of alleged child abuse. 
committed by or against the srloject • 

. Also in the case of any investigation 
. initiated by the service .Provider. 

·' 

9: In rat~.inst~nces, an~~ter~al 
researcher, as provided for in 0505 • 

•• 

•• 

• 
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Legislation requirements provid·e: ·for· 
disclosure to the following persons 
without· the necessity of obtaining ubjec~ 

·consent. 

1 • A Ministry employee who is rEH;JP~ns ibl e 
for: 

A. conducting. a financial· .or program 
audit, review or st·udy involving .a 
subject's record; and · 

B. monitoring a program prov).ped by an 
agency {e.g., Program Supervisor)~ 

Be!=!ause. 9f:the sensitivity ·of·'the . 
information, .it is l;iinistry."policy ·that: 

staff .. be chosen for their experience 
or qualifications in'reviewing 
programs; · 

staff review the subj'ect' Ei: info·rma,tion 
in the presence of sta~f. of the 
program/unit being 'reviewed; . 

. ·~£ st~ff use ~heir right oi direct access 
with discretion. 

2. Anyone· aut;hori zed unde~· .l.eg.islation 
{e.g. , the· Ombudsman or Coroner) • : 

3. Anyone authorized by a court ord.er or 
search warrant •. If files aie. . · 
subpoenaed, they must .be taken by' 
agency staff to Court~ · 

4. Legal counsel for the Mirii~try. 

5. Children's Aid societies in situations 
where a child is or·may be in.need of 
protection, or is, may be, or m~y have 
suffered abuse • 
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·Boards of directors of agencies have the 
ultimate responsibil'ity for ·administration 
of tl1e care or service provided by. -the 
agency. 

The carrying out of this responsibility· 
may on occasion require disclosure of the· 
identity of persons receiving cq~e or 
service, or certain information contained 
in a subject'~ record to the board, or a 
designated committee of the board. Such 
disclosure should occur only in those 
circumstances where ~t would. otherwise' be 
impossible for· the board to carry out its · · · 
function and where the disclos~re ·has.been. 
requested by the board or. aesignatc:;d . · . 
committee as a whole. 

Disclosure should n·ot be made to an 
indiyidual board member unless: 

that director is involved in the .A: 
provision of care or service· in .., 
another capacity, and 

has a right to such disbldsure in that 
capacity. 

All stqff, including contract and 
temporary personnel, students and 
volunteers. who are exposed to 
confidential material should sign a 
statement that:. 

they understand and wil.l respect · 
confident.i~lity provisions and, 

unless required by law, they will. not 
disclose·pers6nal information on a 
subject. · 

·{See illustra"t:ion on page 5}. 

• 
Agency policy and procedures should 
id.entify which staff, students and 
volunteers may have access to client 
records or information contained in them. e 

• 
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ILLOSTRATipN: 

STATEMENT RESPECTING CONFIDENTIALITY 

I hereby acknowledge that I understand that in the course of 

carrying out my duties I will be dealing with information contained 

in files and records that is confidential or that reveals or tends 

to reveal the identity of the person who is the subject of the 

record or the identity of a person who has provided information 

about the subject of the record. 

I agree to hold such information confidential and, except as I may 

be legally regui~ed, I will not disclose or release it to any 

person at any time. 

Dated at this day of , 19 

Witness Signature 
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Researcher access to persopa·l;ly · · ·. . 
identifiable informat~on or·~irect~y:to 
the individual requires·subject consent,. 
with some rare exceptions. .The criteria 
for reviewing researcp·proposals ·to 
determine if agency participatfon .is· 
advised is out;l.ined. · · · 

ne·tails follow. 

Any researcher not employed ot·~etained by 
. the agenc~ requesting disclosure of 
personally. identifying information on· . 
clients,. or access'directly to a client; 
should submit to' the agency a ·.f~lly . : 
developed and properly do-cumented· research 
'proposal, which contains: · · 

1.. A discussion of. the g,eneral prob.lem 
under investigation,. including a 
review of previous research where· 
relevant; · 

2. The specific objectives·of the · 
proposed study; 

3. The overall research design and. 
speci·fic r:;esearch m~thods to be used, 
including projected·use of agency 

· pe~sonnel; 
. . 

4. In the case of· proj·ects ·that would 
require data collectio~:dir.ect;ly from 
clients, a description .of procE!dures 
to b~ u~ed in dealing with cli~nts and 
copies of all specific oata collection 
instruments to be employed with 
client.s; · 

5. A draft consent form·for.release 
of per~onaliy identi~iabl~ clie~t 
in~ormation and/or cli~nt · 
partici~ation in the.projectj 

·6. An oUtline of the proposed analysis~ 
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REQU;J:REMENTS 

7. A plan for reporting findings which 
.specifies the number and types of 
reports to be produced and the 
proposed"distribution of each; 

a. A discussion of any potential risks to· 
clients inherent in agency 
participation in the proj·ect~ 

9 •. A discussion of the specific benefits 
that would accrue to the agency, 
agency clients, or the public, from 
agency,participation in the stu~y; 

10. Curriculum vitae· for: 

the principal'investigator·{and,.in 
the case of a post-graduate student 
working on a thN~is, supporti.ng· . 
documentation. from the superv·ising· · 
professor); and 

any other project staff who .would· 
be involved in reviewing personally 
identifiable client information 
and/or collecting data di~ectly 
from clients; and 

11. Where applicable, the recommendation 
or report of the sponsoring· . 
organization's ethics·committee • . . 

The independent researcher should specify· 
in detail the information being. sought · 
from the agency,. including where relevant: 

1 •. The program which collected the 
informat.ion; 

2. The type of information (.e.g., names. 
and adaresses of clients, individual 
case files, test scores of clients, 
computer tapes) being requested; 

. 3. 

4. 

The size of the desired sample; and 

Any criteria that ~ould nave to be 
used in selecting·the samp~e (e.g., 
age of the client, type of service . 
provided, period of service delivery)~ 

•• 
•• •••• 

• 

• 
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The first step in the revie~ 91; .a propo'sal 
is: ...... \. ~ ,·\··~ 

to assess whether th.ere:·l~: ·~n~:·b.a~is 
for a~ency interest,. and· ·· :. . 

to determine if it: is feasible to· 
satisfy. the independent·· researcher• s· 
needs without releas-ing personally. · 
identifiaJ::>le information (e.g·:, by 
providing copies of records from which 
all personally identifiable 
information has been removed)' •. . . . . . . 

If there is a basis for agency."interest. 
and it is· not possible to proc~ed without 
releasing P.ersonally identifiable 
information, the request should'be 
reviewed to.determine whether· the'propos~d 
project: · · · · · . · 

1. Has objectives with direc~·utility·eo 
the agency, its clients o~ the.general 

2. 

3. 

publicJ ' 

Does not require client·· information . 
that the ag~~cy considers to be too 
personally sensitive, .or to entail 
other significant risk~ for clientsi 

·Has .been pla~ned and ~o~~d .. be: carried 
out in accordance with appropriate 
technical· standards j · 

4. · Is,. from the agency's perspective·; 
feasible7 and 

5. rs., therefore, 1 ikely to prod ~:Ice·· : 
results with clear public ben~fit 
without any significant risk to 
clients. 

Note: Wher.ethe:agenoy agrees to 
participation.in a project, 
a· formal'·· agreement· sbould be 
signed outli'ning the·purpose of 
the research and the· terms'and 
conditions of ·access •. 

Disclosure of personally identifiable 
client information and/or identifi-cation 
·of the subject for direct personal contact 
should not be provided tC?. i'ndependent .. 

·researchers without the written c.0nsent of 
the subject. (See 0502) 
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Where an independent researc~er wi~hes.to 
collect data directly'from elients ·and ~he 
agency decides to assist:. ·the res""earcher.; · · 
the agency ::,hould: . ·: . · · · 

1. Mail questionnaires to ~lient~, asking 
if they wish to participate in the· -· 
study and specifying that a ~ecisi0n 
not to participate would.in no·wat 
affect their receipt of servi~e, 

2. 

3. 

contact· clients to obtain their 
consent for the researcher to contac~ 
them directly,·or 

contact clients,. inviting them.to 
contact the researcher if t~ey.wisn to 
participate ~n the study. 

.. . 

• 

•• 
Exceptions to the requirement for consent· 
may occasionally be made with the ·written ·e 
approval of the Area Manager or Regionai 
Director for independent re.searchers who.se 
research: · 

does not require an inappropriate 
expenditure of agency ti:me and/or 
money, and 

is likely to result in clear·public 
benefit,· without significant ~is~·tp 
.th~ client. 

Exceptions· should not be made ·unless the. 
principal investigators are trained a-t ·the 
post-graduate lev:el in a field appropri'ate 
to the purpose of the study. ·· 

Res~archers not employed or re·.tained by 
the agency may not take away brigin~l 
files.or photocop~es, of personally 
identifiable information. 

• 

.e 

••• 
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Agencies should develop procedures for 
reviewing requests from independent 
researchers for agency participation in 
research projects. 

In all cases, agencies should obtain· the 
right to review the final .repcirt before 
its release to ensure it contains no 
personally identifying information • 
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SubJect Page • • 

• f 

M~tf:t9d of Release . : 1· ·:of · ~ . 

Once authorization for acce·ss .to ot . . 
disclosure of 'information has·· been:· · 
granted, certain· procedures mus.t be 
followed in releasing tne inf?r.ma~ion. 

Details fo;llow. 

The agency shall respond in.writing to any 
request for &cce~s to a record as soon aa 
possible~ and no later· than· 30 days~ 
(See also QS08) · 

Access r~fers t; the subje~.t. vie~·ing al'l 
or part of ·the reco'rd, obta.ining ... a sunupary 
of.the record and/or·obtaihing·copies· of 
the desired material from·the record. 

Disclosure refers to· th~. viewi.ng 'of all or· 
pa_rt ·of the record. and/or·· ob.ta·ining ~op1es 
of the desired material by ~third party •. 
The procedure for releasing· i_nformation· is 
th~ same for botH categorie~. · · 

Following a decision tq ·gral;lt access: 

A~ency staff · 

1. Arrange for an appointment w·ith the 
person seeking.~ccess or d~sg~osu~e • 

2. Review the file with th~··person 
seeking access or. disclpsure, giving 
appropriate interereta~ion ~o·.ensure 
that the information is'understood to 
the greatest extent possible~ 

Note: ,·. The staff ipember should be 
present. at· all times while 
the record is being 
examined. · · 

2. The person·s~eking access 
or disclosu·re·.should be 
given a reaponable amount 
of time to peruse the 
material al).d ·make notes, .if 
de~ired. 



· ... ;' 

.. 
' . 

.... 

PROCEDURJ!: S. 
(cont'~) 

CHARGES 

: . . 

CD-0506 

Person seeking access or disclosure 

3. Acknowledge in writing that a specific 
record or p~rtion of a record has ·been 
seen. 

Note: All: instances of access or 
disclosure of a record ~ust be 
recorded clearly on the record, 
except when used by authorized 
staff. 

•• 

Charges may be levied for the direct cost 
of searching for and copying of requested • 
infor~ation. The decision to charge is at·. 
the discretion of the agency granting 
access or disclosure, giving consideration 

· to ·the .following: 

the time and costs involved in .: 
locating, retrieving, preparing and 
copying the records, 

·whether payment.of costs·will cause 
. financial hardship to the pe'rson 

requesting the record; 

whether.acce~s or disclosure will 
benefit public health or s.afety. 

Note: Disclosure of information by a·· 
Service Provider to another •. 
service Provider is nQt subjec-t to 
charge. 
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SUMMARY 

CORRECrrrON8 

• 

•• 

• 

The policy regaraing the correction of 
factual errors is detailed below. 

The subject rnay request that factual· 
errors in the record be corrected. When 
such a request is received, the agency 
must, within 30 days, make the correction 
or note the disputed information in the 
recqrd. 

All third parties with whom the record has 
been shared within the preceding year must 
be notified of the discrepancy. 

Where the correction is of a critical 
nature, and may lead to actions, 
decisions, or judgements harmful to the 
subject (e.g., an intelligence-assessment 
of a cnild based on an accidentally · 
inflated age), third parties with whom the 
record has been shared prior· to this. 
period should also be informed. 

Note: Where a request for correction has 
been refused, the subject shall be 
informed of his/her right to 
request a review of th~ decision. 
(See 0508) · · 
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CASE INFORMATION DISCLOSURE 
Subject Page ·, . 

Review of bepisions .1: o:f .... 2· 

.· 
A person may request that the·- Area.· M.anager ·: 
review agency decisions regardihg' acaes~,·.~ 

·corrections 1 and disclosure without : . 
authority. 

Details·follow. 

A person may r~quest a· ret.l.iew by the Area · · 
Manager where: · 

a request for access .to. or .Gorrection 
of a record i~ refused -in ~hole'Or· in 
part, 

a subject believes that a Service 
Provider may have discloseq. his or per 
record without authority. · · ·. -'· · 

A decision to deny or limit ~dces~-~us~ be 
given in.writing,· t~ the party, seeking 
access, within 30 days. 'This' notification 
should: · · 

include the re·asons· for· :the· de~:::!!~ ion, 
and 

advise the party that· _the decision ·it1ay 
be referred ~o the Area Manager for 
review. 

Failure to respond wi~hin the 307day 
period would enable the individual. 
requesting access· to pursue· .the review 
process ~utomatically. · 

An extension-of the 30-day period may be 
permitte~ in ~r~er to: 

obtain informatidn located- in another· 
office~ · 

search for or appropriately examine 
material included·within the· 
information requested, or 

consult with any oth·er office hoiding 
the information. 

Requests for review must be ·s.ubmitted 
withiti 20 days oe receiving ~otice of 
refusal of acce.ss, or in the case·. of· 
unauthorized disclosure, within'20· 'days of· 
becoming'aware of the disclosure. 
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Review of Decisions 
~--:::--~...::::......:2 ~ •. Day ' 

1 

Montlj I Year 

21 nr-t- .I ~19Ht; 

The Area Manager shall notify ·the head of 
the agency oi program when a review of the 
decision has be~n requested. 

When the appropriate parties have been 
notified of the review, it is the 
responsibility of the Area. Manager to 
investigate both the request for access 
and the decision, and to attempt to 
resolve the dispute. Anything said, or 
any informa·tion/document used in the 
course of such a review is strictly 
confidential. 

Note: For directly-operated Ministry 
facilities normally reporting to 
the Regional Director, the request 
for review of a decision is . 
referred to the Regional Director-. 

•• 
e· . 

•• 

-· 
• 
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This section deals with policy relating to 
the collection, storage, retention and · 
disposal of Incom.e Maintenance services 
client files. 

The purpose for·collecting information ana 
informing the'subject of the·purpose is 
addressed. · (0602) 

Security considerations and storag·e 
mediums are discussed. (0603} 

The purposes for retention of records 
are,detailed. (0604} 

Disposal of records .. must be done in 
accordance with existing policy 
guidelines. (0605) 
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Subfl!ct 
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Information 

1 . of 
Day 

I 
~qnth·.l Year· 

21 Oct· •. 1985 

. . 
This subject desc~ibes the purpose for 
collec'tion of infor~ation and.informing 
the subject of the purpo~e ~nd' his or her 
right of access •. 

.. 
Information is collec.ted f,0r the purpose 
of meeting· tne· 'following r~quirements: 

Legis.lation Family B~nefits ·Ac~· 

General. Welfare 
Ass1stance Act 

Mi'nistry of Community & 
soc.ial ·servic.es. Act 

.Ministry policy 

- . Municipal.or Band policy· 

Each .Municipality or Ban~ must have.·a 
policy describing: 

·. 

the purpose for wh'icli . inf·ormat.ion will 
be gathered; and 

·the types of information'to be 
g:athered. 

The extent of information.coli~cted should 
be determined by the information needs of· 
.the program. 

When a subje.ct beg ins t-o.' receive bene~ its, 
it is the responsibility of'the GWA/FBA 
~taff to ensure that the subject fs · 
informed .of,. and understands to the·best 
of his)her ability, the following: 

the purpose for which ihformation·will 
be gathe~ed and the types of 
information to be gathered; 

rights of access to th~ subject'~ 
record by the subject, ,age.ncy staff 
and others~ 

th~ right; to have errors or omissions 
in the subject~ s' record' corr.ected;' 
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TYPES· OF 
INFORMATION 

CD-0602 

SubJect Page . . 
Collection of 
Info.rmation D«v. 

.21 

... 

'the procedures for appeal of agency, · 
decisions to withhold or limit~theii 
access to· t~e subject's r~cbrd; . . · 

agen~y policies reg_araing collection 
of information. : 

The agency collects different 'types o~ 
.i'nformation about a subject wh.i.ch are 
dependent upon the benefits .bei-ng providec'f 
to the individual. 

.. , 
'. 

To facilitate· responses to requests ~or· •... 
access or disclosure, it may be advi.s;able . 
to identify information gathered as . 
follows: · 

1. Information deemed by ·the Service 
Provider as sensitive and potential·ly 
harmful·· to third J?arties. 

2. Information ga~hered from third 
parties that is designated as . 
inaccessible to the su.bject:. 

3. All other information·held which 
relates to the subject. ·. 

Note: See al.so 0703, Access By 
Subject 

..... 

• 
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SUMMARY 

RECO?-.Q STC~AGE 

RSCO~D· 
CONTENTS 

TYPES OF 
RECORDS 

Sublect Page: : .. · :. '. 
.• --· . 

Storage of Information 
..... ,_. :-c~r·· 

It is the responsibility of'tri~ ~~~~~Y 
in possession of t:.he· record.s .. to· ens"ure 
their security. · 

Details. follow. 

• • ;. ·:~ ~ t '! • : ~ • • 

Information is usually. stori'~d .'~i~ fil ~ ng· · · .. 
systems and/or automated data-storage· and· .. 
retrieval systems.. · : · · ·· · 

The same principles· of ·:· 
·coriffdential'ity apply regardless···of· · 
where informaticin: is· ·iocated.: · · . . . . 

.Subject ~~cords may co~tain: . :. 

the or~ginal docum€mts, ~ign.ed ·by th~ · 
subject o_r proyided_ _by th~-"subject, o:t:· 
by third parties, and.: . · ·. . · .. 

. .. 
records of decisions, ·recommend'ations· 
and ca)culations. · ' 

1 • The main record may be. ·1;".ef'erred to as 
the master or. corporate file •. "·r·t 
conta.ins ·all the officia-l documents 
used in making decisiops, · .. 

·recommendations and calcu:J_ations. : lt 
remains in· t:.he.agen~y.~.; 

Additional information· ma,; be 
collected and stored as part of the 
main. record or as' a separate record, 
'depending upon the pol.icy of the 
agency. · 

such i~fb.rmation coul'd incl'ud;e :. ·. 

medical· infqrmation, 

information related· to the· pursuit 
of .spoupal or qhild.support, 

information related to·. 
investigation of eligibility, 

any-reference mateiial ~r .. · 
information hel~~eparat,ly'by th~ 
worke.r .. 
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Subject 

Storage of Information 

Records are also maintained 'centrally . 
for admfni.stration of payments on 
behalf of subjects in facilities under 
The Home for special care Act and The 
n2velopmental services Act. · . 
~ ' ( .. 

.. . 
2. The ·Client Recording System (CRS). 

contains basic data collected at the . 
time of applicatio~. All applicants, 
whether determined eligible or 
ineligible, and persons whose 
applications are be'ing pro'cessed 
appear-in this system. 

The. Ontario Assistance J?:r:ogram (ONTAP)· 
contains data .ori persons who· a_re. 
-receiving -benefits under the Famiiy-

. Be~efits Act or the Ftinistry. Act~ . 

The Overpayment Recovery ana Follow-up 
System (.ORFUS) containf.:l· data ·on all. 
cl'ients in .. pve-rpayment w.hen benefits 
are terminated. Once overpayment -is ... 
recovered, all informatio.n on· the · 
'cl·ient is removed from the system. · 

T:P.e Comp:t;ehensive Income Malnte.nanqe 
System ( CIMS) encompasses the above. 
three systems (CRS,· ONTAP~ ORFUS) as· 

. welr' as the Municipal Assi~bince · .. 
Information Network (MAIN). CIMS 
'supports the administration of the 
Inqome Maintenance Legisl-ation and 
contains data on Income M~intenance. 
apt?l·ican~s and clients •. 

3. ·Municipalities may have computerized 
systems which .contain information on 
persons who are receiving assistance 
under the General Welfare'Assistance· 
~· (e.g.,· the MAIN .system). 

. '. 

:. 

••• 

• 
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Subject Page 
3 

Storage of Information Day l Month I Year 
21 Oct.

1 
1985 

Records must be conveniently.located and 
readily accessible to authorized staff who 
need to know and maintain the· content of 
the record in support of the benefits 
being provided. 

At the same time, records must be kepL. •~ 
secured areas and not left unattended in 
areas accessib~e to unautbo~ized persons. 

Machine-re.adable cards, tapes· or discs·· 
which contain personal information should 
be subject to the same security . 
precautions as records in paper form • 
These restrictions apply to all media 
including video. and audfo tapes. 

Original documentq and statutory forms in 
the subject 1 s record must not be taken out 
of the agency.· Other documents. which may 
be necessary £or home visits must·be 
handled in such a way as to minimize the 
possibility of los-s, theft, or a breach of 
confidentiality. · 

Information held by the··agei;a-cy may be 
copied, provided that:· 

photocopies of original documents and 
statutory forms are not generated 
without a clear, valid reason (e.g., 
an. eligibility review or fraud 
investigation, CAP approval). 

photocopies are made· by authorized 
staff in ·order to minimize the · . 
possibility of copies being circulated 
to unauthorized persons. 

Only the services of appropriately bonded 
commercially-operated companies should be 
retained to keypunch or enter data · 
pertaining to the subject or staff. 
services of such companies to trans.cribe 
dictation pertaining to ~he subject or 

. staff by tapes, telephone or. any other 
means should be used only where 
confidentiality of the information has 
been ensured ~hrough contractual 
arrangement • 
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Detailed below are the reasons for 
retaining inactive records and the length 
of time they should be retained. 
Legislated retention schedules must be 
adhered to. 

Details follow. 

Information is retained for the following 
reasons: 

to comply with the legal requirements 
of various Acts and Regulations which 
dictate that records be retained 
for prescribed periods of time; 

to facilitate provision of service at 
any future time; 

to provide his~orical data for future 
identification or verification of 
facts; 

to provide material for· research; 

to provide a record of overpayments to 
clients. 

All records relating to the .provision of 
benefits must be retained for not less 
than five years, as required by the Canada 
Assistance Plan Agreement and the ontario· 
MuniciEal Act. 

The five-year period of retention applies 
to a subject's records in total, or·to 
documentation contained in the record. 

Note: If there is any ~oubt·abou~ ~he 
destruction of records/ documents 
or if municipal policy differs from. 
that stated, staff should forward 
a request for approval of disposal 
to the Area Manager. 

Records are retained for 10·.years. 
Procedures are contained in the R~cords 
Management manual • 
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1 

1 of 
Disposal of Records Day 

29 
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1 

Year 
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Disposal of records must be done in 
accordance with existing policy 
guidelines. 

Details follow. 

Policy regarding the dispos·al of GWA 
records after five years reteritiqn is 
fully documented in the GWA Policy 
Guidelines manual. · · 

Note: . When there are outstanding 
overpayments, a record may not be 
disposed of without the written 
approval of the Area Manager. 

FBA records may be disposed of after 10 
years retention, subject to: 

approval by federal authorities and 

archival selection. 

For disposal procedurep, see the Records 
Management manual • 
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DISCLOSURE TO 
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ACCESS BY 
SUBJECT 
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REVIEW OF 
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CASE INFORMATION DISCLOSURE CD-0701 
Subject Page 

of 1 1 Overview Day 

1 

Month I Year 

2 1 Oct .I 1 9 8 5 

The policies, procedures and requirements 
for access to and disclosure of case 
information are described in' this section.· 

. The requirements and conditions for 
consent to disclose case information are 
detailed. (0702) 

The conditions under which a subject may 
obtain information contained in his/her 
record are outlined. (0703} 

The copditions under which the agency may 
disclose case information to third parties 
without the subject's cons~nt are. 
outlined. (0704) 

This subject outlines the criteria 
to be met before disclosur·e is granted t-o 
external researchers and the. procedures-to 
~e followed if disclosure is granted • 

. '(0705) 

This subject outlines the method of 
release of information once authorization 
for disclosure is granted. . (070'6) · 

The correction of factual errors in 
records and·the transfer of records are 
described in this subject. (0707) 

The provisions for reviewing decisions by 
an agency teiarding access, corrections, 
and disclosure without authority are 
outlined~ (0768) 
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DisclpJ;;ure to Third. 
Parties With ·consent Day \ Month I Year 

21. Oct.l 1985 .. 

Th'e requirements and pr,-ocedures· .for 
obtainin9 the subject's con~ent for 
d~sclosure of a record to·third parties 
are detailed belqw. · 

' 
Subject consent· must ident;:·i~y, in wri'.tfng :· 

what informatfon is to be disclos~d, 

the purpose of disclosure, · 

to whom the record· i~ to be disclosed, 

the effective period· .of· ~ons~nt:,· and 
.· 

whether the consent authorfzes f'urther 
disclosure by the person t:ecei"~?ing · · 
the information,·and if so,.to whom 
and for what purpose. · · 

Note:-· The e;t:fective perio'd ·of the· 
consent is.normally determined by 
the purpose fo.r which. disclosure 
is being. grante<i.• Wh_en t.he . 
pqrpose is satisfied', th~ consent 
l?!pses ~. Howev_er, where. consent to · 
disclosure is granted for purposes 
such.as research studies, which 
could s;pan a number 0~ y~ats·, such 
consent should stipulate that it 
is. effective:. ·for a specific time 
perio~: (e.g,;.,.' for· ~wo· Y,ears). 

A consent :is ·legally valid if, at the· ·time 
of givin~ co~sent the subje6t: 

1 •. · Has t:he. capacity to und.erstand and 
appreciate the nature and conseqqenc~s 

:. of giving or wi'thhol;ding the consent; 

(Thus· the Service Provfder has to 
satisfy himsel.f/herself, · through 
quest.ioning .or discu~sion, that the 
sub~-ect fulfills _this requiremen~:.) 
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~s.-e~tio~n-------------------------.~Su~b~f~~t~~--------------------np~~~~=-----~~2~--~-· . : ·. 
'INCOME MAINTJ?NANCE Disclosure to .'l'h ird . •. · 
ACCESS AND DISCLOU$RE Parties With COnsent Day· \ Montll 

1 
J. Year ·, : 

21 Oc::-t •. '1985 · · ·. 
' ~ . . : .. . . 

VALIDITY 
{ cont'd) 

CONSENT 
· REQUIREMENT 

REVIEWING CONSENT: 

CAPACITY .Tq CONSENT 

? • Is reasonably. informed as to th~ . 
nature and consequences of.disclosut::e., .. 
and any alternatives to the. ac.t'ion; · 

3. 

( Illforming the subject in. a manne·r·· 
suitable to his/her understanding is· .. 
essentiaL) · · . 

G:f.ves the consent or .enter$ into the 
agreement voluntarily, without 
coercion or·undue influence; 

4. 

(The above implies without threat of 
harm or hope of favour.) 

Has been advised that he/spe.m~y·. ·• 
obtain independent advice ana:. ha:s .be'eri-

. g i.ven a reasonable opportunity to do. · ·. · 
so. 

(If someone else has pr9vided. advice, , · · .. · 
the service Provider is ·not ·seen ·as · a . 
the .only influence. on the consenter. · .. • ·. 
Obtain.ing iridependent ·advice, howeve:r, · 
·is not mandatory.~ ) · 

With certain e·xceptions no acc.ess. to a . 
subject's record may be giv~n ·to anyone by 
an agency without the ~ritteri conse~t.of 
the subj_ect. (Also see 0?04) 

Each agency shoul~ ~ev.elop.a proces~_f?r •. 
reviewing the val~dJ.ty of cor:tsents to· · . __ .. 
access information. If the·original · . : 

·purpose for requesting information has 
changed, or the sp~cified.' time. fram~ has· 
elapsed, a new .consent is requ.ired. · . . . . 
Where a subject 18 years of age or oyer .. 
has been declar~d incompetent under the · 
Mental·Incompetenc¥·Act, access must be. 
granted to the committee appointed u~der 
that.Act. · 

If ~ subject is declared incompetent, 
consent to ·third party disclosu.re must be ~
giv~n by the committee, subject .to the ,_, 
restrictions detailed in 0704. · · . . . 

A comm'ittee is a guardian · 
appointed under the Mental 
Incompetency:Act. • 
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3 

Day 

1 

Month I Year 
· 21· Oct.

1 
1985 

In the case of a subject who is'incap,able 
of giving consent and where .there is no 
committee, third party disclosure may be 
granted by the nearest relative adting in 
the best interest of the subject.· 
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Ontario 

{VHO IStry Of 

Community and 
Social Services: 

Section· 

INCOME MAINTENANCE 
ACCESS. AND· DISCLOSURE 

. SUBJECT 

. . 
. EXCEPTIONS 

CASE INF0RMA~ION DISCLOSURE 
Subject 

. · . 
...... 

. . ' 
· The conditione unde~- whic~'· a~~e·~S'·':a~ould · 
. be granted to the subject of .. :t;·iie- 'redo.rd 
are· outl.i.ned below.· . · · 

...... ... '· . . 
With certain except: ions·, a. suo.) ect. sho.uld 

. normally hav.e· ac"cess ··to ,i:.nformat:b;:)n. in : 
his/her record under the :fo·~l-owing 
·con~itions: : 

1 • The form of the i'riformation:. to be mad~ 
available to the suoject'snould.-be 
comprehensible to hi~/her.·.. · . 

2. · The subject should· nave· l;lccess.-to 
. factual information ahout : ·. ;, .. 
J:limself/herself for· -~.tle p.iltpo'se ·of·· .. 
checking accurqcy. 

. .. ' . . 
3 •. The subje.ct should'· have. ac~ess · t9 . 

information provided ·by o·ther ·parties 
which could affect the ·eligib.fl·i~y. 
sta.tu.s of the subje.ct· to receiv~ · · · 
benefits. · 

In all cases appro'J?.riat·e. prot:ecti<.:m ·· 
against the disclo~u~e-of,identiti and· 
v:iolat·ion of the p1::ivacy _of third·· 
parties must be" el')sure:d.~ . 

. ... 
1. Access to .the main file or case 

history sheet m'<$-y be ·rest.ricted· · · 
because of investigatioris~ · 

2. Information may be withheld' or a·. 
summary provided oh the·basis of 'the 
Service Provider's. judgement-that full 
access could be harrnfu~ to the . 
emotional or physical'healtb b~ a 
thii.d p,~rty.. · · ' · · ·. 

~ ~. . " ~ 

3, ·Leg~l b~friions i~ the file wh~re 
solicitor-client p~ivilege may apply 
are rest.ricted~ '· 

. . .. 
4. In t'he case of rned.ical .d·.ocumentation ·, 

subject acc~ss -to the info~~tion 
submitte.d by his or her. physi.cian{ s) 
is"'giv.e'n only with tpe' written. consent· 
qf the· contributing physici~n( s). · · · 
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Subject Page 
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. 5. 

Oay l Month I · Year 
21 Oct.! 1985 

Complaints·or allegations of fraud 
received by an agency'regarding 
possible abuse of publ,i'c funds must l;>e 
investigated • 

While the allegation remains 
·unsubstantiated~ and is·under 
i~vestigation, the investigative 
information may be recorded in a 
separate record. This information is 

· not subject to access by the client or 
his/her· representative. 

.,. 

-~·· 

After ~he investigation has been •.. : 
-completed, a final report, indicating 
whether or not the allegation was 
substantiated, becomes part. of the-· 
ma~ter· file. This report then becomes 
accessible to the subject, ·conditional 
upon any restriction imposed by :the 
complainant or the_provider of the 

' information. . . e · . 
Not~: 1. The names of informants 

should never be reveaied 
without their expressed 
consent.. · 

2·. If a decision is made to 
withhold information, the 
reasons for the decision · 
must be docinnented in the 
record and must· be g ivan . • 
in writing. to the subject. . 
The subject should also be· 
made aware of ·th~ right 'to 
have decisions reviewed. 
(See also 0708). 

The executor or ~dministrator of a 
subject's estate, as personaL 
representative o.f a deceased subject, has 
a right of access to ·the subje.ct's record. 

where there is no .executor, the ne~t-of
. kin has access. 

If a sgbject, now deceased, imP.osed 
disclosure restrictions, tqey should 
continue to be honored. • 
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AGENCY STAFF 
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TO MUNlCIPAL FILEs· .... . 

EXTERNAL AUDIT FIRMS 

9ASE INFORMATION DISCLOSURE 
Sublect 

Disclosure to 
Third Parties 
without· consent 

CD-070.4 

· The circums.tances under which thitci:_ ... · 
,parties may have access to ·a subject~s 
record without h.is/her consent are· 
outli·ned below. · 

Income Maintenance staff, to.whom ·~ccess 
is essential in tl;le per:Em:Ii\ance of. their 
duties' may have acces's to' a. subject's . 
recorq without his or.her consent. 

Access' to ·a subject's r~cord· without the: 
subje~t's c0nsent must be given .to an .. 
agency employee responsible for. pe;rform:ing.· 
an eligibility· review·, study, .or gen.era1 
audit. · · · 

Access is also given to proiinciai/fed~ral 
aud~tors in' order to perform. their d~ties~ 

• '4 ••••• 

.qe.sfgnated employees of the· provincial' or· 
federal government have a righ.t .to access· . 
muni~ipal files by. virtue of. Section 8(3} · · 
of "the General Welfare ·Assistance· ·· 
Refgulation wl'iicfi author{zes· t:he Direct:or 
to request.such evidence'as he/she·may 
require to det.ermine whether o:;.. not any 
applicant·br recip~ent is eligible for 
~ssistanbe. · 

. . 
External audit ·firms involved with 

·Municipal audit reviews m~y .r-equire acc-ess 
to a record'. 
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''· .. .'f?HARED ACCESS 

· ·cqpNCIL OR BOARD 

Subject 

Disclosure to 
Third Parties 
Without ·consent· 

CD-0704. 

Page 
2 

The Family Benefits (.F .• B .A.) .and General 
Welfare Assistance .(G.W.A.) programs are 
closely related and often·serve the same 
clients. In order to ensure the 
responsible and efficient administration 
of public funds, it is necessary to allo~· 
the exchange of essential information 
between the two programs, as well as· 
access to common banks of information. 

Disclosure wil~ be limited to information . 
necessary to establish or verify . 
eligibility and a~oid fraud. or duplication 

•,· 

of payrnen~s. At the time of th~ initial •. 
application for either type of bene.fit,' 
the subject must be informed, that 
essential information can be exchang~d 

. betY?een the two systems·. · · 

!~formation contained in G.W.A. recbrds is ..... 
accessible to elected representatives ,_, 
responsible for the governance of the 
Municipality or Indian Bam~. The 
Municipal or Band Council, or District 
Welfare· Boa.rd, has the ultimate · 
re~ponsib;i.lity for administ:ratio.n and so 
has the.right to all information 
available. Therefore, a Welfare 
Administrator may submit lists of names, 
or other personally identifying · 
information~ to the Municipal or ~and 
Council, or Board but only when the • 
Counpil or Board· as a whole·officially . 
requests.such information. 

Those representatives not.entitled· to 
access to this personally ident'ifying 
information include: 

indivi'dual members of a Munic.ipa.l or 
Band Council or District ~elfare 
Board, and . 

• 
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Subject. Page· . • 

Disclosure to 
Third· :rarties · 
Without Consent 

3 

. ?av 
1 

Month f Year· 
· 21 .Oqt •. 1985-

.. : ': . . 

any Z.lunicipal or Band Council not 
directly resp6nsible for the\G.W.A. 
administration. · 

Note: Information which· ~auld i:<I.enti.fy 
G. W .A. clients may not· b~: · 

read in a public. rr1eat·ing, 
puoi;shed; · 

in any way made' public,, or 

made avail~bl~ to ariy other . 
municipality. · · 

Personally identifying .information .. 
provided to a ·council or Boar~.must be 
treated as confidential by all ·members. 

The police may have ~cce~s to a subject's 
record wnere they are investigating an· 
allegation of fraud on the par:t of the· . 
subject of the record, or. any other 
fnvest"igation initiated by the l'iinistry, 
Municipality,. or Band Counc.il. · 

Note: In a fraud case the main ·record 
goes to the polfc~ after.being 
photocopied by and for th'e local 
office for administration of · .· 
funds, if the case is.'ongo.ing.. A 
closed record need no·t be 
photocopied •. 

A court may summon any person or 
documents. Information must be proviaed 
in response to a.court order. Original 
files and other documents must be 
submitted· if·· demanded by .court order or· 
subpoena. · 

A Peace Officer or a person providing 
medical treatment, may have access where 

· failure to disclose is likely ·to cause the· 
subject or. other person ser-ious physical 
or emotionaL harm or where· the need. for 

.disclosure is urgent • 
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CD-0704 
SubJect 

Disclosure to 
Third P.arties 
Without const:!mf. 

·4 • 
Day \ Month J Year 

2l oct·.· 1985 · :. 

In rare· instances, an· external researcher 
may have access to a· subject 1 s· record .• 
(See .0705) 

Disclosure authorized under any other 
legislation must be granted (e.g~, the 
Ombudsman) • 

Legal counsel for the Min·istry may have 
ac~e~s to ~subject's record. 

Information may be disclosed without •. . 
.consent to Children's Aid Societies, in 
situations·where a child is or may be in 
need of protection, or.is, may be, or may 
have suffered abuse • 

·e· 

•• 

• 
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Section 

INCOME MAIN~ENANCE -
ACCESS.AND D~SCLOSURE 

SUMMA~Y 

PROPOS'AL FOR 
RESEARCH 

CASE INFQRMATION DISCLOSURE CD-0705 
Subject 

Externa~ Researchers 1 · · of · 5 

. . . ~ 
The criteria for reviewing :r:;e.search :. ·. 

.Proposals to det~rmine if agency .. 
participation. is. advised· is .outlined·. 
Researcher access to personally . 
ident.i:Biable information. or directly to 
the individual requires ~ubject coqserit, · 

· with some rare ,exceptions·. 

Details follow. 

Any researcher not employed or· :retaine-;1. ·by .. 
the agency requesting dis.closure. of ·· . 
personally identifying iriformat~on on 
clients or acc~ss directly'to a client, 
should submit to the agency·· a ft1lly 
~eveloped and properly do~umented research. 
proposal, which contains: 

1 • 

2. 

3. 

A discussion of the generql problem 
under investigation, ·including a 
review of previous research where· 
relevant; 

The specific object~v~s·of th~ 
proposed study; · · 

The overal.l research design and· 
specific research methods to be used,·. 
including projec·ted .us~ of ag·ency 
I?ersonnel; 

4. rn the case of projects that· wo.uld. 
require data colleotion'directly'from 
clients., a description: <;>f proced.ures. 
to be used in dealing with clients and 
copies. of· all specific data collection· 
·instruments to be employed with 
clients, : 

5. A draft consent form for release 
of personally identifiable client 
information and/or client · · 
participation in the·pro1ect;· 

6. An outline of the propo~~d analysis; 

' . 
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.Section Subject 2 

' '. INCOME MAINTENANCE -
ACCESS.AND DISCLOSURE 

Bxternal·Resea~chers "•• 
1 

Moofu ·I YoM · .•. 
21 oct. 1985 

·PROPOSAL FOR 
. -·RESE'ARCH 
. Cc:ont'd) 

1. A plan for reporting findings which 
specifies the number and typ~s of 
reports to be produced and· the 
proposed distribution of eachr 

S. A discussion of any potential· risks'to 
clients inherent in agency 
p~rticipation in the project1 

9. A discussion of the specific benefits 
that would accrue to the agency, 
agency clients or the public f.rom 

·participat"ion.in the study; 

10. Curriculum v~tae for: 

the principal investigator (and in. 
the case of a post-graduate student 
working on a t~esis, supporting 
documentation from the supervising 
professor): arid · 

r--, any o.ther project staff who would 
be involved 'in reviewing personally 
identifiable client information· 
and/or collecting data directly· 
~rom clients; and 

.INFORMATION 
·REQUIREMENTS 

11. Where applicable, the recommendation 
or report of the sponsoring . 
organization's ethics co~mittee • 

The ·independent researcher should specify 
in detail the information being·sought, · 
from the agency, including .wtier.e relevant: 

1. The program which collected the 
information; 

. . . 
2. The type of information {e.g., names 

and addresses of clients,·· individual 
case files, test scores of clients, 
computer tapes) being requested; 

.3. 

4. 

The size of the'desired·sample; and 

Any criteri~ that would have to be · 
used in selecting.the sample {e.g., 
age of the client, type of-service 
provided, period of se~vice delivery) • 

• 

• 

• 
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The first step in the. review·:. of·.;.·: p~·o~6sa;t 
is: 

to assess whether there·is any basis 
for agency interest, and· 

to determine if it is feasible to. 
satisfy the independent res'earche~! s 
needs w~thout releasing personally· 

·identifiable information· (e.g.,.by· .. 
providing. copies of reco~ds from-which 
all personally 'ident.ifiable . 
information has been remove·d). 

If there is a basis for agency interest . 
and it is not possible to proc~ed ~ithout 
releasing persohally identifiable 
information, the request should be 
reviewed. tb determine wht::ther -the propos'ed 
project: 

1: Has objectiva•·wihh-~irect'utillty'to 
tne agency, its·clients qr the general 
public7 

2. Does not require client information 
that;. the ag.ency consider~ to·:. be .toq 
petspnolly sensitive, or to entaiY 
other significant risks for clients; . . . . ·. 

. . 
3. Has been planned. and·would be carried 

~ut in accordance with appropriate 
technical standards; · · · · 

4. Is, from .the agency's ·per:spective, .. 
f.easible; and 

5.· Is·, therefore, likely to produce 
results with clear public benefit 
without any significant· risk to · 
cl.ients., ·. 

Note::· ·where the· agency agrees ·to 
participation i~ a project, 
a· ~ormal agreement should be 
signed outlining. the·· purpose of 
th.e research and .. the· terms and It qQnditions· of. access· • 

• 
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Day J Month _I . Year .•. 

21 Oct] '1985 
External·Researchers 

Disclosute of personally identifiab~e 
client information and/or identification 
of the subject fo~ direct personal conxact 
sho!Jld not be. provid·ed to independent 
researchers without the written consent of 
the subject. (·See 0702) 

Where an independent researcher wishes to 
collect data directly from clients and the 
agency decides· to· a_ssist the resear·cher, 
the agency should: · · · · · 

1 • Mail questionnaires to clients, asking 
if they wish to participate in the · 
study and specifying that a decision . 
not to participate wpuld in no·way 
affect their receipt of_service; 

2. Contact clients to obtain their · . 
consent for the researcher to.contact 
them directly; or· 

• .. 

3.- contact clients, inviting them to ·.e ·. 
contact t~e researcher if t~ey wish to 
participate in the stud%; 

Exceptions to the requirement for consent 
ma·y occasional:t,y be made with trie written 
approval Qf·the Area Manager for . 
independent researchers whose research: 

does not require an inappropriate 
. expenditure of agency time and/or 
. money, ana 

is ~ikely·to result in clear public 
benefit-without significant risk to 
the client. · 

. . 
Exceptions should riot be made unless the 
principal inVestigators are train.ed. at the 
post~graduate'level in a field appropriate 
to the purpose of the study. 

· Researchers not employed or retained by 
the agency may not take ~way ori9.inal 
files or photocopies, o'f personally 
identifiable information. 

• 

• 
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Agencies should develop procedures for 
reviewing proposal requests from 
independent researchers for agency 
participation in research projects. 

In all cases, agencies should obtain'the 
right to review the final report before 
its release·to ensure it contains no 
personally identifying information • 
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SUMMAR;£ 

RESPONSE TIME 

TYPES OF RELEASE 

PROCEDURES 

CASE INFORMATION DISCLOSURE CD-Q·706 
Subject Page · •. 

. . 2 
Method of Rel~ase ... 1· of . 

Once authorization for access to or · . 
·disclosure of· information has .been:· . · 
granted, certain procedures ·mus.t 'be .. 
f<;?llowed in. releasing the in.fq:onatz"i<:>n~ 

Details follow. 

A written request for access· to·· a. re-cor.d · 
must be responded to in wri~·irig· by·: · 
designated staff as soon as"po13s!ble, and 
no later than 30 days. (See alwo 0708)' · 

•t • • 

A.qcess r·efers to t-he suojec.t v!~w·i~g. ali 
or P?rt of th_e record, obta-inipg.· .. a summary 
.of t!le record, and/or obtaining. copies·.9f. 
the desired material from the reco.rd: 

Disclosure refers. to the. viewi_n·g of all or 
part of the record and/or· obtai.nif!9 cop"ieS;
of the desired material by.~· third p~r~Y·. 

The· pro.cedure for releasing informcl_tion is 
the. same for each categ?~Y~'· 

Following a decision to gran·t acc'ess: 

Agel!C:f Staff . 

1. Arrange .. for an appointment wi tl) · th.e 
person seeking access. or d'isclosure·. 

2. 'Review the record with· the. pe'rson. 
seeking access or-disclosure, giving 
appropriate interpretation. to ensure 
that the information is. understood to 
the greatest extent· possible. 

Note: 1 • 

2. 

. . 

The staff member should be 
present a:t· all times while the 
record is being examined." 

The 'person seeking access or· 
disclosure should be given a 
reasonable.amount o£ time to 
peruse the material and make 
notes, if desired. · 
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Method of Release Day ·I Month I 1ear 
21 

1
oct·.

1 
1985 

Perso~ Seekin2 ~ccess or Disclosqre 

.3. Acknowledge in writing that a speci.fic 
record or portion·of a record has be~n 
seen. 

Note: All instances of access or 
disclosure of a record must -be 
recorded clearly·on the record 
except when used by authorized 
staff • 

Charges may be levied for the direct cost .•. :·. 
of searching ror and copying of requested 
in~ormation. The decision to charge is at 
·the discretion of the agency granting 
access or disclosure, giving consideration 
to th~ followi'ng: · 

the time and cost involved in 
locating, retrieving, preparing and 
copy~ng ·the recordf 

.'whether payment of costs will cause 
financial hardship ·t.o the person 
requesti!)g the record;. 

wh'ether access or disclosure will 
benefit publiq health or safet~. 

Note: Disclosure of· information by a 
Service Provider to ano'ther Service 
Provide~ is not subject to charge~ 

•• 

• 
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Transfers and 
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1 of 1 
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1 
Month .1· Year 

21 Oct. 1985 

Policies for transferring files and 
correcting information in the file are 
outlined below. · 

It is general policy for General Welf.are 
Assistance {G~W.A.) staff to inform new 
clients that information is transferable 
from the G.W.A. program to the Family 
Benefits Assistance (F.B.A.) program. 

The municipal office may: 

obtain a signed consent form from the 
client, or. 

advise the client that he/she ·wil.l tie 
referred to F.B.A. and the. information 
will be transferred automatically. · 

T~ansfers do not occur between.one G.W.A. 
office to another. Each office creates 
its own record. 

F.B.A. records are transferr€d by courier 
from one local office to another when the 
subject moves from one locality to 
another. Records from an F.B.A. office 
are not usually transferred to a G.W.A. 
office • 

Note: P~ocedures ar-e described in F.B.A. 
Records Management man·ual. 

The subject may request that factual 
errors in the record be corrected. When 
such a request is received, the disputed 
information and/or correction must, within 
30 days, be noted in the record,.dated and 
signed by the worker. 

Note: The subject can be encouraged to 
put the request for the change in 
writing but this is not a 
requirement. 

Where a request for correction has 
been. refused, the subject shall be 
informed of his/her right to 
request a review of the decision. 
(see 0708) 
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·A person may request a .~ev:iew· o.f ag.ency. 
decisi0ns regarding access:,· co.rreations· 
and d1s.closure without. ~utlio_t.ity • .': · .· · 

Details follow. · .. 

A person may ·request a review 'by_ ·t~e,· ~r.ea. ·. 
Manager whe.re: .. 

a. request for access· tq -,6r .correctiqh· · 
of a record is refused .in :whole. or 'in · 
part, or 

. ·. . .. . . 
. a. subject believes that· a···se:~:r.vice.: :·. 
·prov·ider may have disclosed' his o-l:-·.·he.::t;':· 
record wi th~u e. ~u thor it::( •. · ·. . . 

.. 

A ·deci~ion to deny or li~'it acc~ss· must be 
given in writing within 30 days, f:o.'tqe··. ·· .· 
party seeking access.· This notification ·· 
should: · · · ··· · 

include the reasons'. fo~ ···the:· a·e~1si6n, ·' 
and 

advise· the party tha·t· the ·information. 
that the decision. may be·.re:J;erred to 
the Ar~a Manager for· r.e.vi~w. . 

Failure to respond .within t~~ .30~d!iY· .. 
period would enable the individ~al ... 
requesting-access to pursue .the reyiew 
process automat~cally • · . · · 

An extension of the 30-day period may be 
permi tte& in order to: 

. .. 
obtain information located·. in. anoth~r 
office, 

search for or appropri!itely ex~irie 
material included within the 
information requested/ or. 

consult wit~ any:oth~~ 0ffice holding 
the information • 
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Review of Decisions 

Requests for review must be submitted 
within 20 days of receiving notice·of 

·refusal of,aaaess, or in the case of 
unauthorize·d disclosure, within 20 days of 
becoming aware of the·disclosure. 

The Area Manager shall notify the G.W.A. 
Administrator when a review of their 
decision has been requested. 

When the appropriate parties have been 
notified of. the.review, it is.the 
responsibility of. the Area Manager to 
investigate botQ the request for access. . • 
and.the deci~ion, and to attempt to · 
resolv.e the dispute. Anything said, or · 
any information/document ~sed in the 
uourse of such a review, is confidential • 

• 

• 
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APPENDIX 

'Q;lartt&lle .. 
Inst.l.tutioos 
~-

RSJ 1980, c.64 

Section: 
RR) 95 (1980) 

6{9) 

'Subsection: 
15(7) 

sUbsection: 
. :.17(6) 

Section: 
2SC1> 

CASE INPORMA~ION DISCLOSURE 

Subject 

Retention Schedules 
Pagt~ · · 8 · . 

. . 1. . of . 

TYPE OF RFX::J::)ro 

written l::eX>r:d of 
~iq:1. ~ 'tests of 
fite. e.;pipnant, fire 
drillsi' f:U:e detecti~ 
arrl alarm system, heatir:g' · 
system, chimneys ani 

· snc:ke detectors. 

. Day 

1 

Month' I Year 

.· .21: -O~t.l .'1985 

" ..... 

. . ;~ 

At least oo year-S fu::m ~ Olaritable 
the date of eacfl. ~- . Institutions 
tion or test. . · · · · 

written t:efOrt .cy- .At least 20.-~ai::s after· Charitable · 
~ician of eadl m::rlical the lasi;: entcy m ~ : ·. . Institutions 
exanination.of a.:r:esident reo:Jtds of the :res:ider)t, · · 
an1 any recx:rmen:lations . or fur at least five : 
pert:ainirg theretO. years after tQ.e death 

SUbsection (3) a :record 
'of the nedical exanina
tion on. cdmitt.ir.g 
tcgettier with any rect:m-' 
Jl'En::latialS. 
Subsection {4) skin t6t 
for tti:lerculosis. 

Inventocy of ·all 
:fuin:ishir:g's arrl equip-
10011.t acquired cy- each 
charitable institution. 

Writ~ .l;eo:>r:d. arx:l file 
for each res:ident. 
(detailed). · 

of the tesident: 

At least 20 years· after. Olaritable 
the laSt ent:r:Y in the · ··Institutions 
reoor:ds .of the :resident, ... 
or for at-least five. • · 
years after the death 

. o~. the residefl:t. · · ~ · 

Until reX.t iJ::w:entory 
is taken. 

.. •' 

Ibard of 
~e:i.:. 

· Olarit.able 
Institutions 

·_Corp:>ratton · 

At least 2q yeat9l after. · Charitable. 
'!=he last entcy. in the . Institutions 
reooids of the resident, · 
or fur at least five · 
years after the death 
of t;he. ~ident • 



CD-9901 · ... 
. 5ectiOJ:1 Subject 

. . 
. · . APPENDIX Retention:schedules 

..... 
... 

.N!r ·TYPE .CF :EOO:ro- RE:IE:ill'I<N PERI\]) RE'.rAINED B':( 
: 

Cllar:i~e B:x:ks of ac::Oxmt fbr. At least six Years fran Olaritcble . ·. .. 
.Ins_l;.itut~~ each. charitable institu- the 'date of the last Institutims . . ~· . 1lct. (a:nM tim q;.erate::i ~ it entry in ·a bpk of Cbrp::>rat~cn : 

{e.g. i :re1.1enue ·am aa:.ount ·or led:;Jer fOr a 
~ion: exp.:mlitur:e, ~y partiailar year. 

.. '29(4) received fran other 
st:urces). Alro a 

' St:bs:idiacy led;rer for 
.. cha:tiies roa:le arrl ~t 

r~iv.e:l for 'care aril • maint~ of residents. 

&lOse:ct:irn: Ebck: of acx:ount ~ At least six :rears fron Cllaritable 
3~(4) all dep:>sits to aOO the date the trust Institutions 

witlrlrawals fron the ao:x::lllllt is ·clCl6el or 
· •. : . .. trust acx::ount. becores inactive. . . 

.. 
- .e QJ:ild ~far:e E;Ver:y a;bpticn cgency Transfer to Ministty of h'lopticn · 

.:· 
kt.· . arrl iNery. lioonse:l catnunity arrl social . Pg~ies ·- pers::n shall maintain Sel:V'io:is W:len ro lon:Jer 
R;:i:}-1980, c.66 .filee~ for: . requit:al .l::!:ll!i3~. 

: a) ··a .. parent 'Wo is" ... ·- . 
Sectioo: · rel.inauisb:U:B a 

34. . 'cbild, : 
.b) a pt:OSI;:eCtive 

cd::>ptive parent, 
.. 

c) each child '"' is 
'• 

plao:rl for a::bpticn, • . d) ·each· foster fallily, 
ard re~.Tit.W arrl upiate 
alx::r.ie files e;ei:y six 
m:nths until closed • .. 

OIUdren's Writqm re<nrd of At least two years £ron Ebai:d.of 
Institutions ii'lSf_:.ebtions arrl tests. of the date of each. inspec- Cllilaren' s 
llct fire equipnent, fire t~ or test.~ Institutions - drills, fire alatm Cbrp::>ration 

· m:> 1980, c.fi7 systen, heatirq systan 
Section: · . arrl cb:i.mr.eys. 

5(_!!) 

$1bsecti~: Physician's detailei At least 20 years after . Cllildren' s 
14(7) written repxt of the last entry' :in the IJ;lStitutialS e 

results of each Il:'Edical records of resident,. 9r 
exaninaticn of a for at least :five years 
res:id,ent. 

.. after the death of the 
resident. • }.< 



.. .. 
. <"' .r 

·., 

... 

:i····· .· .. 

t:hild!?jl)~S 
Institutions 
1!dt < cx:nt • a> -- . 

Subsection: 
22(3)' 

. · Subseetion: 
23( 1)' 

sUb~~cri: 
24( 1 )' 

ChiJ,d~en' s., ·· 
M:ntal Health 
Serv1ces N::t 

RSJ 19So;·· ~.6~. 
RID 100 (19SO) 

~ . . 'sE!Ction: . 
·17,· . 

sectioo:. 
19 

··•.· ~ 

Childri=he 
~s:idential 
serviCf?S·~ . .. , . .. 
ISJ 1.980, c. 71 
REO 101 (.1980) 

A r~rd of the rred.ical 
. exaninatioo en 

'.a:lmittance·to;Jether with· 
aey. ~rrlat~ .• 

Detailed· written :reCord, 
. file fqr eadl resident. 

REI'ENl'ICN. PERICD 

fAt least 2o. ye~ aft~r 
the last entcy in the 
reCords of dlild, or fur 
at· least five years . 
after the·death of the. 
child. · 

At least 20 years after 
: tl)e: last· enb:y . ;in_ the 
record . fo:t the resident, 
or for at least five · 
Years 'aft~ the death . 
of the resident •.. 

Sep;trate l:x:x.:>ks of At· le~t six ~am 
ao::::am.~ fQr ea<;:h. after 'the date of' the 
~eq dlildren' s l?ist ,entl:y in a l::xx>k. 

· institution- q::erated ~ ·· 'foi: a particular ~· 
.the cotp::>raticn: ' 
- t:e'llenu6 arrl . 

' , · ·. expen:litures: . . 
- · ot11er n'l:lnies ·receivei 

Inven~ of. · 
· ·· aU .~ishfn3s am 
equ~pnent. 

until next inventocy · 
is taken. · 

Sep::~rate l:o:iks of a.ca:x:rnt . Six years after last 
for the ~ed centres enO:y for a particular 
maintained o/ it. year~ 

CD-9901 

. O:lildren' s 
Inst:i:tuhcns · : 

Children's ·· 
Institutions 

Olil.dteh' s .. 
institutions' 

.. dlildren' s 
M:ntal 
Health· 

· $ex.vice 
Col:'.P?ratic:;:ns 

Chil.dr:en• s · · 
Mental 

'Health 
·Setvice 
· q:rq;oraticns 

. Sepsrat.e· b:xJks. of 
acrount fur the 
res~oas· q::erat~ or 
maintained by !=he 
o.J::6rator. 

At least; sbc years ftan Children's · 
the date of the last Resident;ial 
entcy in a b::x.>k fbr a . . Setvice . 
)?alfticular year. · · q;.>e~tor 

,. 



· .. · .. •• 
NJr 'nPECF~· RRl'ENI'I<N PERlm ~.B'{ . - •' 

. Cb:il&:en y i! Wr:itten retailed· :tecoro At ·least 20 years after Chi.J.drel.t s .. 
ResiDenEial an:1 file fQr: each ddld. the last ent:cy in the · Pesldential> · · 
services liCt recotd fOr ~ cQild, :Sex:vi~ .. 
(ccnt'd>· or for at least five ~tor 

.. ' 
years after the death 

Sectioo: of~ chJ.+9· 
14 . ' 

Written recot:d of fire . At least. tw:> years fmn Children's 
Sectioo: drills arii ;inspactioos the date of the :FEs:i6ential 

15(gJ ·am tests of fire . inspectirn or test. Set:Vic.l:! . extii'gu:i.sOOrs, heatirg <::perator 
syst:an arii en~~·. •• . .. 

Subsection: Beror:d of ue:lical· At least 20 years after Children's. 
18(5) exaninatirn of eaCh the last entl:y in the ~s:iileptial, 

child with arw reo:::m- ~ fOr the resident, Sez:vice 
men::tatioos for further or fur at ;Least -five -~~ 
ft:eat:m'::pt arii reed of years after. the ~th 

·child. of the x:esident. 

. . .·.e.. .. " .. 
Sectioo.: written· case· r:ecord for . At least:. 2o :Y,eaiS after . 'children's . 

48 eac.il: x:es:ident. the last' entl:y in the . ;Res:ident:i,al. 
record for: tf.te resident, ·Service . ·· 
·or. for at least five ~tor: 
years' after the death 
of the resident. · '. 

Sectioo.: Sectioo 60( g) -test of At ·least tw::> years fmn. · Chilctt:ei:l's 
60(a) ~ d:tectors, 6.0(h) : ·the date of each test ~si4et¢ial .- battel:y cperated Sidre or installaticn. Service 

a,latms - new batteries ~tor· ·:·· ... 
' 

amually arrl record of 
installat~.~·. 

Sectiori; Inspectioo,. Sez:vicirg, At ·least two years Children's 
61{a) test an:1 trairiir:g after the _last irlsp:lG- ~s:i:dential. .- sessioos urrler :secticn tim, Set:Vice, test or Service 

61. trainirYJ sessico. ~ 
: -

~NUrSer~~ Detailerl record in At least tw::> ~a:cs. Day~ 
1'ct reS.J:;eCt of ~ery ~ after the disd1.a:r:ge of Cperator - enrolled. in a day · the child. 
BRJ 235( 1980) nursery. 

s.Dsect:ioo: . ' 
8(3) 

' • 



. . . 

•• 

Daj; :Nurseries. 
~ (cent1d) · 

S:!bsectiori.: : 
12(3)· 

Subsectioo: 
'15{ 1) 

Secbi:.oo: 
.:.25 

Subsection: 
. 30( 1) 

. ElC¥=rly 
:t?ers:::ns 
Centres ACt 

FS5.19BO, c.131 
RfQ 278 (19_81) 
section: 

·.g 

Section: 
14(~} 

., 

:A daily record signed by 
t00se \'t:O. have. rustedy. 
of keys .Ui:: prescriptioo 
dn:gs an:f loca.l.:ioos 
sJ:n.rin:.:J arrunts d~ 
arrl 00 hard • 

.... ~. 
• ~ • • •• f ... • 

.. . •' 
'· 

~CN PERim · RBJ:fuNm Rl . . .. ;........ . .... · .. 

·At least t\-p ye~ £:ron :~:Not-~~·;' 
. the dat:e of the last ·,-~ai:4Qr. ::· : 
entry in a' l:x:ok a . : '·. ·: : ~ .. 
particular ·year.;. 

.... 
.• ; 

·"t. ··~ •• • ~ ~ 

... 

.. .. 

.. 
Financial reooros 

. srowing assets,, 
At least siX years frqn: :~Da:r·~ry·.'' ... 
the ·tim; of their · · . ~at;pr 

liabfiitie:::; r' i.n.o:::.«e' 1 . 

. exp?nSeS aid acc.umlatoo 
surpaus·aqj.deficit of· a 
da,y nursery. · 

Municipality, bank or 
a,a::a::ov€!!1 oot:p:)t'at'ion .to 
~ ~ inventory or all 
· fill:niShings atrl ·equipne11t 
acquirro. .. 

. rnak.i.ng_. . . . . . . . . . . 
.. 

: 1•. 

: At ·least six; ,Y(i'ars fii.m- .D.ay Nt:Jrl:lecy 
the. date ·of t:J;ie·last· ·· cperator. · .. 
entry· in a l:x:ok .tor a· 
part!~~. J:x:ok. : .. 

,,t. 

.... . : 

·.· . 
. Co;t:J;X>ration ·to Jreep · · At least six. years· fi::on· · pay .NUmecy · ·. 
~ate b::Oks of a<XX)ll11t the date of the· rast: . . ~ta~r·"·; ... 

·for· the· day nurseries entry in a ·l::X:x:>k for ~ , . . . . 
maihthlnerl an:,t q;:eratel ~cul.ar ·year •. 
by then (e~g·. '· iarenue 
arrl. e;xr:arlitures arrl 
m:pies rece~voo fran 
othe~· 'roUroas) ~ · 

. ,• .. 
.. ... . .. ··. 

.. 

Untll n;:xt-inventory .. · El~ly 
is ta:ki::m.. · .. P~: 

<?entre 

' 

.•. 

Invent6'ty of all 
furnishings an1 eguip
m:mt. ~ired. !'Y the 
cent~.· · . O::>r:p::>rati.cXis/ ·. ' . 

· · Separate b::i:JkS of 
·. aCrouht (e.g. , 'revenues 
am ;~iti.n:'es ani 
other nmies received· 
.by each C:sntre) • 

Municipa:J.i-. 
ties'''.' .. ' '· 
. . . ... 
.. · .. 

At least six years · . . · Elde.,:ly · . 
fran the date of' the · ·: P.erscos 
last entry in a J:x:ok · .. centre . . 
for. a· partiC\llar year. Cot:p:)t'ati.Cns/ 

· · Mtu;liciJ;e].i- · 
·.:ties·· · 
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Subji!Ct 

r< .. .': ·.·: c'A!?~i;;NDIX Retent~on : Sched.ules 
·. <.·. · .. 

; .. . ·.: ·. . · ... 
.... . • ..~ . . .< . • • 

.. "' . 
. · :· 

~ .. •' 
~.. • • • > 

. . :: ; . ... ~ . 
. '· REr.ENriCN PERJ:CD RErAlNl:D Er! 

•: . 
'·: ..... ' .· J--.._.;•:...;·-~----t-'-----''-----~+---------4-.:_-----1 

··. .- .ID:rea fur· the '!he ·resident :t:e:elils At .least. 20 years after Bares for 

.... ·' .. ~.·.~· .. ~Itt ·. ~~cf:~)~), ·~~f~t!:i=t> .·=t~ 
: · .. · .. (~.> ard T!!). - - or fur at least five 
·-·:. ·. RS:>'19SO, c.203 years~ ....... 

~ 

". . .. 
· RR) 502 ( l9BO) :· ... 

; .... : >iectitn: .. 
. ' :. . ..... : :·:: : 5.( a:}_ .. . . . . .. :" ,_: 

•,• .·# . ._·.. .. .. . 

·Sectioo:' 
. 17(2_) 
. { . ~' 

. . .. ~ .. . ' . 
.. · :• ... 

• • _ ... <1. 

.. ... 
... 

".SeCI:ioo: 
'• ;22(2) 

. ·Sectim•: 
. ~:... . . ~:2'26') 
'• .. 
~ .,• : 

(· 

s.bseCtim: 
, .24(1) 

.. ... .. 

SubsectiOn: 
2~(~).' 

A written ~ of 
:i.nsP.=ctions arrl tests· of 
fire equipnent~· fire 
drills, fim alam1 . 
systEm, the heaHIYJ 
systeu am ~Ys-

Fbr at least oo ·years 
fran the date of the 
~im or test. 

Bares for 
the P.gai/· 
:Rest·~ 

A ccnplete in'lentocy of Until next ¥t~rentor:y 'HCires· for 
fumishin;Js am is tatren. · the Jlgoo/ 

· .. 

~ipnent. Rest. fi':rres •, ' ~----~----~~--~+-------------------~----~--~ B:x>ks of ~ts atrl At le~t six. years ft:o:n. Hcn'eS for 
ledgers. · · · the date of the last the Jlged/ : 

~sident's :record. 

Resident :records 
recpi.rErl to t:e kept 
urx.'ler Stbsectioos 25(5) 
am <B>. · · 

· entcy in a l:x:x:>k for' a . R=s.t. H:.l:l:es 
particular ~. · 

. •' 

· Ft.>r at least ~0 years 
after the .last ent:;r:y in 
t.b: record of the ·. 
res_:iderit~ or for at 
least ~ive years af~ 
the death of the 
res:ident. 

Ft.>r ·at least 20 years 
fran t:l:':le date of the 
last entry in the 
record for the res:ident 
or,. fur at l;.east five 
:years after the death 
of the :r:es:iderit. 

Ekm:s ·for· 
the Jlged/ 

· Rest: f.k:lfes · 

Belies· for 
the k]eii/ 
Fest Baies 

,,. .. 

· . • .·,.·, 

·.·-• 

••• 
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.: . ~ .... 
• ~ J : .. • • ~ • ". ; 

l. ./ •• 

. : .:- .. :',.: ·: '• . 
,.. ' ; :. . . ·. ·_, . 

. AC!r ·TYPE OF REIPID · RRi'EN:rrtN.PERim · . ··~-B'i ·. · :: ·· 
. .. . . • . "' .. ·•• . ,• *·,; 't:.:. ( ... . . ·. . : . 

B::mes £or the ··Trust: ~t. · 
pgerl ar:rl Rest .· 

six years ·fl;an: the qate · :"Ehres::&t-·: · .· ·: · 
. the. TpJst ~t .'is .. : ~ .JX:lerl/. ··, . · · · · · · · 

· ·closed or-~$·. · . · .. : Ri=st: ·i:1C:tres · · · .a:rres·~ 
(C'a)t1d) 

SUbSection: 
51(4) . 

~-: ' 

RD 1980,· c.201 
RIO soo- ·(1980) 
Sectioo: 

. 4(J!) 

s9dtiro: 
. ·:'6);'' 

•.• J· •• 

Subsectioo: 
13(7) 

SUbsectioo: 
. 20(1} 

. · 

ii)active. · : .. >· · ···' · · .. · 
. . . ·. 

~·:~~:~· ~- ..... : ~ .. ~ 
' ' 

:: ... :'. . .. .. . '. 
A Wr-itten:rec:ord of 

' i.ns.J;:ect:icnS arxl .tests of 
fire. equipnerit'; fire 
drills,· fire .det~ioo 
an'l··hl.&m -~teinS 

. -..r- ' ·. heatin;J system,. chJmreys'· 
atif s:roke. detectOrs. 

'· 

'!he. b:lal:d shall keep an · Until next inventory 
inventhi:y of al( . . . is taken. :.:: . ·. . . 
fumish:i.n3's · arxl equip- · · · · 
ment requiXa:i bY. an. . ... 
~edlnre. :·'.· .. -..... 

. ·.··. 
. .... 

'Ihe·r:twsician shall IJBke ··At l~t 20 ~ at'ter. · ·Elal'es· far··· 
a detailed written rep:>rt . the last enti:y iri tne · · ·.the a:!1:al:d€d· 
of the results of eadf reoord. fat the "res:klerlt~ . ·. · ·' . · 

' nmicill excinination of a or. for' at least. five· . . . . . . ' :. : ·. . 
resident ·arrl arry t:eC01i- · years. af~r too ~th ot: .._-... · · ·· · · 
lrel'XlE~;tions to l::e kept the res:ident:. · · ·. · : : · · · ·· · · . .' . 
with other records of the· · : · .. · · 
res:ident •. 

·'!he suparinterrlent oc 
boatd of an~-
h.cm';: or arndliro::y 
residence shall kE:1ep a 
written record an'1 file 
for each resident 
(detailed) 'Which incltrles 
m:ilical tW:in:;Js am . 
recommendations • 

At ;least. 20 yeaci after 
the last entey in the· 
Fecx:>J::d for the resident, 
or fur at least five · . 
year after the death. ot; 
the resident. 

Hc;tres for · 
t:ne·~~· 

·. 

. . 
' :·· ·.· 

:.. .· .. 

..: •. 

.... 
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Ietii@.Eid 

· J?e:r;s::::ns· Aat 
. (~t1d)· 
. ·· 
. Sfu~ioo: 
. .... 21 (.1) . 

Ro i9BO, c.525 
. R£0 943 (1980) ... . . . 

. ··. 

Sectioo:: 
: . .25 

Subject 

Retentio~ Sphed~les 

'!hose required to l::e 
kept· urrler the clause 
21(c) (i) an:l (ii} 
(pe~ :tea:!ivirg 
services, l:ooks of 
acx:ount) . 

Written l:e<:Ol:d Of 
. i~ion am· testS of 
fire equipnent; f;4:'e 
drills, fil::e deteCtors 
am illarm syst~, heat..., 
. itg. systems 1 ch:imiEy . 
arrl Sld:e ~tectois. 

At leaSt- six ~ars 
after. the date of the 
last enb:y in a l:ook 
for a particular year • 

:EiCl'res for 
tJ'le ll:!tai:da:l· 
Cbq;.oratioo· · 

Uriier 21(c) (i) at Vocatiooal 
-least s;ix ~ars fran ~ilitatior:t 
the date -of the laSt ( ag;>l:DV'ai 
ent:ty. in a l::xnk for a .. OI:ganizaticos) 

. :p.:n;ticular year. · prrler 
21(c) (ii) at least 
durin:J the! p:n::-ioo the • 
perscn is enrolled in 
the w:>rksb:p. 

·At least b.O: yeat-s ft:an · Vocatiooal 
the date of the · Pehabil-itatia} 
inSp:cticn o.r :test. . ( awz:cr.red 

OJ:9anizaticm) 

· I~tbry of all . Until ~t inventory Vocatiooal 
'RI::!habilitatim furnishirgs arrl equipnent is taken. 

required 1:¥ it. · (Ebatd of · ' · 
. Directors} 
(SIPOO'led. 
OI:gani.zatia)S) 

· . 

• 


