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o An external policy statement providing information on what customer 
information the City collects, how it is used and other relevant information 
related to the Customer Privacy Policy was developed and made available on 
the City of Regina website (see appendix “C”). A link was added from the 
privacy information page to the Freedom of Information page. 

o Citizens are also able to informally request information either by contacting 
Service Regina (777-7000) or by filling out the on-line request form at 
www.regina.ca (see Appendix “D”) 

 Closed Item Review – all private items considered by Council/Committee are 
reviewed for release every 6 months. 

 
Innovative Approaches to Providing Access 
 
 The City has been innovative in using alternative media such as Facebook, Twitter 

and YouTube to provide up-to-date information to the public on relevant decisions, 
initiatives, opportunities for engagement and general information on what is 
happening at and around the City. This provides a unique opportunity for open public 
discussion and dissemination of information (see Appendix “E”). 

 Projects such as Design Regina include providing information to the public as a key 
component of their citizen engagement strategy (see Appendix “F”). 

 
Internal Staff Awareness 
 Information Governance and Security Awareness Campaign (IGSA) - launched in 

December 2010. Monthly emails are sent to all staff on various subjects that have to 
do with information governance as well as information security (Appendix “G”).  
Emails are intended to engage employees and increase awareness. Subjects covered 
so far include: 

o Information 101 – what different types of information does that city have and 
what is a record? 

o Access to Information and The Local Authority Freedom of Information and 
Protection of Privacy Act 

o Fraud Awareness and Identity Theft 
o Password Security 
o Phishing Scams 
o Open Government 

 IGSA Speaking Engagements – awareness of the subject is widely promoted 
throughout the City in advance of the event: monthly email article, information is 
provided in the City’s weekly “CityLife” email as well on our intranet “InSite” and 
posters are put up (see appendix “H”). These events are open to all City employees. 

o In March 2011 the City had members of the RCMP and Regina City Police 
present on Identity Theft and Fraud (more than 50 people in attendance). 

o In June 2011 the Information and Privacy Commissioner of Saskatchewan 
presented on Open Government in 2011 (over 40 people in attendance). 
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 Internal Customer Privacy Policy - developed and implemented in January 2011 (see 
appendix “I”). 

o The Internal Customer Privacy Policy speaks directly to a citizen’s right to 
access information at the City.  

o An internal training module was developed and delivered to a number of areas 
initially targeting those areas that most frequently deal with customer requests 
for information (March 2011). 

 Improvements to FOI process - In an effort to expedite formal access to information 
requests, as well as to ensure that all relevant information to a request was being 
identified across the corporation, FOI contacts were established in every area of the 
organization. 

o Electronic redaction software was implemented in order to expedite 
turnaround time on access requests. 

o In 2009 the City created a formal Access to Information and Privacy 
Coordinator position in the Corporate Information Governance Branch in the 
Office of the City Clerk that is principally responsible for handling access to 
information requests at the City as well as for responding to 
inquiries/complaints about the process. 

 Internal Training – In 2009  from Saskatchewan Justice was 
brought in to deliver two training sessions on Access to Information and Privacy.  
Another training session was done internally by the Access to Information & Privacy 
Coordinator.  There were approximately 200 attendees.   

 
Thank you for taking the time to consider our submission. If you have any questions 
please do not hesitate to contact me. 
 
Yours truly, 
 
 
 
Alyssa Daku 
Manager, Corporate Information Governance 
 
add 
 

28(1) Personal
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Appendix “A” – Redesign of Regina.ca (Improved Access and Awareness) 
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Appendix “B” – Freedom of Information (Improved Public Awareness) 
 

 
 
Appendix “C” – Customer Privacy Policy (Improved Access and Awareness) 
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Appendix “D” – On-line Informal Request for Information (Improved Access and 
Awareness) 
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Appendix “E” – Facebook, Twitter and YouTube (Innovate tools to promote and 
facilitate access) 
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Appendix “F” – Design Regina (Building public awareness of access to information 
and innovative approaches to encouraging/facilitating access to information) 
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Appendix “G” – Information Governance and Security Awareness Campaign – 
Access to Information Email (Employee training and awareness of public right to 
access) 
 

 
 
**full email content provided below 
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As discussed in December’s email, all municipalities in Saskatchewan are 
subject to The Local Authorities Freedom of Information and Protection of 
Privacy Act (LAFOIPP) 
 
LAFOIPP gives the public a right to access records at the City (subject to 
certain exceptions). This includes records received or produced by you through 
the course of your work and may include information such as: letters, memos, 
reports (including drafts), handwritten notes, emails, sticky notes, journal 

books, calendars, drawings, photographs, and every other form of recorded information.  LAFOIPP gives 
the right of access to any of these records.   
 
A freedom of information access request (FOI) is a formal request for government records under 
LAFOIPP.   For more information on the FOI process at the City of Regina check-out the Access to 
Information and Protection of Privacy webpage.  
 
When an individual submits a formal FOI we 
have 30 days to respond.  In general, access to the 
records will be given, however certain types of 
information must be protected.  If you receive a 
freedom of information request in your office, 
contact the Access to Information and Privacy 
Coordinator right away for instructions on what 
to do with the request.   
 

LAFOIP protects certain information from release 
and requires the City to take precautions in 
limiting or restricting access to that information.  
There are a number of ways you can limit access 
to sensitive/personal information, here are a few 
examples: 

 

 Limit the number of people who are allowed to access certain folders or applications (ask ITS). 
 Set-up restricted filing areas where sensitive files are locked-up. 
 Lock your own filing cabinets and do not leave sensitive information on your desk. 
 If you do not need to retain a record or copies of a record that contains sensitive information shred 

it. 
 

Next Month: Cyber Security…phishing, hacking, and other cyber threats 
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Appendix “H” – IGSA Speaking Engagements – Open Government (Employee 
training and awareness of public right to access) 
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“Consent” – the agreement of an individual for the collection, use and disclosure of their 
personal information. 

 
“Disclosure” – when personal information collected by the City is provided to a third 
party that is not part of the City of Regina. 
 
 
“Information” - what a record contains. It is also a term often used to refer to the content 
of electronic databases or applications. Regardless of the form, all information recorded 
and in the possession or control of the City is a record. 
 
“Personal Information” - includes just about any personal information about an 
identifiable individual. For example, it may include information about: race; religion; 
family status; age; place of origin; employment or criminal history; financial information; 
health services number; driver’s license number; address and telephone number; the 
views or opinions of someone about that person; information about the physical or mental 
condition of an individual; along with a host of other information. 
 
“Record” - means a record of information in any form and includes information that is 
written, photographed, recorded, digitized or stored in any manner, but does not include 
computer programs or other mechanisms that produce records; 
 
“Use” – when personal information collected by the City is used for an identified purpose 
within the City. 

 
 

4.0 Authority 
 

The Local Authority Freedom of Information and Protection of Privacy Act is the 
legislation governing the City of Regina with respect to the protection of personal 
information in the City’s control.   
 

5.0 Guidelines 
 

Responsibility 
 
The City of Regina is responsible for all personal information under its control.  
Therefore, every City of Regina employee and contractor is responsible for collecting, 
using, disclosing and otherwise managing any personal information they have access to 
as a result of their employment or contract with the City in accordance with this policy. 
 
Purpose 
 
Any personal information collected by or for the City must be collected for an identified 
purpose.  This purpose must be identified at or before the time of collection.   
 
Consent 
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Always try to obtain consent from an individual prior to collecting, using or disclosing 
their personal information.  Consent should be informed which means that the individual 
is aware of and understands the purpose for the collection and how the information will 
be used or disclosed. 
 
In some cases gaining consent from the individual may not always be feasible, 
appropriate or the only legal means.  In these cases the authority for the collection must 
be derived from the Act or other bylaw, legislation or policy.   
 
If you want to collect, use or disclose personal information or third party information you 
must make sure that you have appropriate consent or authority to do so.   
 
Collection of Information 
 
When collecting personal information you must only collect the information necessary to 
perform the identified task or function.  
 
Use and Disclosure 
 
Personal information must only be used or disclosed for the purposes it was collected for 
or for a use that is consistent with that purpose.   
 
The only other time that you may use or disclose personal information is with the consent 
of the individual or when it is authorized by legislation. 
 
Retention 
 
Personal information should be retained only as long as necessary for the fulfillment of 
its stated collection purpose, or as specified by law.   
 
When it is no longer required that the personal information be retained—because it is no 
longer needed, has met its required retention period or is legally allowed to be disposed 
of—we must ensure that appropriate steps are taken to safely and securely dispose of the 
records.  This will help to prevent unauthorized parties from gaining access to the 
information. 
 
Accuracy 
 
We need to make a reasonable effort to ensure that the personal information we are 
collecting from our customers is as accurate, complete, and up-to-date as necessary for 
the purposes for which it is to be used. 
 
Security 
 
It is important to ensure that appropriate security safeguards are in place to protect 
personal information in the custody and control of the City.  These safeguards should 
address such concerns as appropriate access to information, breach prevention, recovery, 
information integrity and other potential security issues.  Safeguards include physical, 
technical and organizational measures. 






