
Submitting an Access to Information Request

The Access to Information and Protection of Privacy Act, 2015 gives people the right to

access information and records in the custody or under the control of any municipality

in Nev/foundland and Labrador.

Anyone can request information. You do not need to be a journalist and you do not

need a lawyer to request information. Municipalities can withhold information if it foils

under certain exceptions (e.g. someone else's personal information).

The following is a step-by-step guide for submitting an Access to Information Request.

Step 1 - Find out who to talk to at the municipality

Every municipality has an ATIPP Coordinator who is responsible for processing access to

information requests. You can find out who the ATIPP Coordinator is with any

municipality in Newfoundland and Labrador here:

Municipal ATIPP Coordinators

Step 2 - Ask if an Access to Information Request is required

Let the ATIPP coordinator know what information you want to request - some

information con be given out without a formal access to information request.

Under the Mun/c/pa/;f/es Act 1999, the following records should be available without a

formal request:

Adopted Minutes of Council

Assessment Roll

Regulations (also known as

bylaws)

Municipal Plan

Opened Public Tenders

Financial Statements

Auditor's Reports

Adopted Budgets

Contracts

Orders

Permits

Any documents tabled or

adopted by council at a public

meeting

Step 3 " Complete an Access to Information Request Form

The Access to Information Request Form is available here:



Access to information Request Form

Make only one request per form, and try to be as clear as possible about the

information you want.

If you need assistance completing the form, please contact the ATIPP Office at 729-

7072 or toll-free at 1 -877-895-8891. You can also reach us at atiDDoffice@aov.nl.ca.

Step 4 - Submitting the Form

After you have completed the form, you should email, fax or mail the form to the ATIPP

Coordinator with the municipality.

There is no cost for submitting an access to information request.

In rare circumstances, you may be asked to pay costs for copying records, mailing

records, or for time spent locating the records you have requested. However, you will

be told if costs are expected and will have a chance to approve any costs before the

Coordinator proceeds with your request.

What to Expect

You should be aware of the following:

•  The Coordinator has a dutv to assist you. Please feel free to ask any questions

about the request. Also keep in mind that they may ask for clarification about

what information you are looking for.

•  Requests should be completed in 20 business days. You should be told in writing
if your request will take longer.

•  For most requests, the Coordinator should not tell anyone else who submitted the

request. If you are requesting your own personal information, the coordinator

may need to tell other people who submitted the request in order to locate

records.

• When you receive the requested documents, some information may be blacked

out. This is because the municipality may withhold certain information, such as

personal information. Where information is blacked out, you should be told why it

was blacked out.



If you have concerns about how a request was processed

You have the right to appeal any decision about access to records made by a

municipality, including how your access to information request was processed.

You can make a complaint to the Office of the Information and Privacy Commissioner:

Office of the Information and Privacy Commissioner
2 Canada Drive

P.O. Box 13004, Stn. A

St. John's, NLA1B3V8

Telephone: [709) 729-6309
Toll-Free: 1-877-729-6309

Facsimile: [709] 729-6500
www.oipc.nl.ca



Correction of Personal Information

The Access to Information and Protection of Privacy Act 2015 gives people the right to

request a correction of their personal information.

The following is a step-by-step guide for submitting a Request for Correction of Personal

Information.

Step 1 - Find out who to talk to at the municipality

Every municipality has an ATIPP Coordinator who is responsible for facilitating a

correction of personal information. You can find out who the ATIPP Coordinator is with

any municipality in Newfoundland and Labrador here:

Municipal ATIPP Coordinators

Step 2 - Find out if a request is necessary

It may be possible to ask for a correction outside this process. Talk to the ATIPP

Coordinator about your concerns and see if your concerns can be addressed without a

formal request.

Step 3 - Complete a Request for Correction of Personal information

Form

The Request for Correction of Personal Information Form is available here:

Request for Correction of Personal Information Form

If you need assistance completing the form, please contact the ATIPP Office at 729-

7072 or toll-free at 1-877-895-8891. You can also reach us at atippoffice@Qov.nl.ca.

Step 4 - Submitting the Form

After you hove completed the form, you should email, fax or moil the form to the ATIPP

Coordinator with the municipality.

There is no cost for submitting a request for correction of personal information.



What to Expect

You should be aware of the following:

•  The Coordinator has a duty to assist you. Please feel free to ask any questions

about the request.

•  Requests should be completed in 20 business days. You should be told in writing
if your request will take longer.

•  In a final response, the municipality should tell you whether the correction was
made or advise that the record has not been corrected but it has been

annotated. If the correction was not made, they should inform you why.

If you hove concerns about the correction of your personal

information

You have the right to make a complaint to the Office of the Information and Privacy
Commissioner about the municipality's decision regarding the correction of your

personal information:

Office of the Information and Privacy Commissioner
2 Canada Drive

P.O. Box 13004, Stn. A

St. John's, NLA1B3V8

Telephone: (709) 729-6309
Toll-Free: 1-877-729-6309

Facsimile: (709) 729-6500
www.oipc.nl.ca



Your Privacy

The Access to Information and Protection of Privacy Act 2015 {"ATIPPA, 20/5") sets out

how your municipality must protect your personal information. This includes when they

can collect information, how they can use the information they collect, and when the

information can be disclosed.

What is Personal Information?

Personal information is recorded information about an individual. It includes information

such as name, address, phone number, race, age, opinions and other information.

Collection of Personal Information

Municipalities may collect your personal information for a number of purposes. Some

examples include:

•  Information collected for tax purposes

•  Contact information for participants in recreational programs

•  Applications for jobs

Municipalities should only collect information that is necessary for a specific a purpose.

Examp/e: if you are applying for a building permit it would be reasonable for fhe

municipality to ask for information such as address, who owns the house, and

whether the house is residential or commercial. However, they should not collect

information that is not necessary or relevant, such as the work history or medical

status of the person who owns the house.

Use of Personal Information

In general, information should only be used for the reason it was collected or a

consistent purpose. This also means that your information should only be seen on an as-

needed basis.

Example: If you apply for a /ob with a municipality, your resume should onlv be

reviewed by those individuals involved in fhe hiring process.



Disclosure of Personal Information

AT/PPA, 2015 sets out the circumstances where your municipality may disclose your

personal information. You can see section 68 for the full list of reasons why your
information may be disclosed.

All municipalities are required to make certain information publicly available. This

information includes the minutes of public meetings of council. These minutes mav

contain some information about individual residents, including the following:

•  Names of individuals attending a public event, including the meeting;

•  Names of individuals who have received an honour or award (unless the

individual requests otherwise);

•  Names and opinions of individuals who have made a presentation at a public

meeting;

•  Details of a contract with the town; or

•  Names and other personal information if they are necessary and relevant to the

discussion at hand.

Letters written to council may sometimes be tabled at public meetings. Any documents

tabled at a public meeting become public documents. If you have any questions

about whether a letter you write to council may be made public, contact the

municipality to discuss this with them.

Privacy Breaches

A privacy breach occurs any time information is accessed, collected, used or disclosed

in contravention of AT/PPA, 2015. Some examples of privacy breaches include:

•  A town employee sends a fax containing your personal information to the wrong

number; or

•  A town councillor sends an email containing your personal information to the

wrong email address

Your municipality must inform you about any privacy breaches of your personal

information that may create a risk of significant harm to you. The municipality must also
report these breaches to the Office of the Information and Privacy Commissioner.

Complaints to Privacy Commissioner

You have the right to make a complaint to the Office of the Information and Privacy
Commissioner if you believe your personal information has been breached:



Office of the Information and Privacy Commissioner
2 Canada Drive

P.O. Box 13004, Stn.A

St. John's, NLA1B3V8

Telephone: [709] 729-6309
Toil-Free: 1-877-729-6309

Facsimile: (709) 729-6500
www.oiDC.nl.ca


