Managing Records and
Information is Not my Job
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If you handle government information to do your job, you make decisions on
how it is collected, created, received, organized, stored, used, shared and de-
stroyed. These activities are known as Information Management (IM).

Managing and protecting information is as much a part of your job as any oth-
er part of program or service delivery. It is your responsibility to apply IM best
practices whenever possible. Some examples include but are not limited to:

e What you choose to write in an email and who you send it to;

e Whether you create records that are a complete, accurate and reliable
reflection of the event, activity or transaction;

e How you collect personal information from a client and how that infor-
mation is used/disclosed;

e What you do when you receive unsolicited email with potentially
dangerous attachments;

e The file name you assign when you save a document to the shared drive;

e Choosing to store information in a secure location to limit the risk of
unauthorized access;

e Verifying the accuracy of the data you enter into an application; and

e How you dispose of records and information when no longer of use.

IM is in the hands of each employee. Because of this, everyone has a responsi-
bility for ensuring they are doing their part to manage and protect it. The
OCIO provides IM best practices for employees, and the public body’s IM Divi-
sion may have internal tools and services that you may access/use. It is up to
you to learn and apply these requirements as a part of your daily routine.

Learn more about IM:

e Speak with your supervisor to learn about IM rules for your work group
e Review OCIO best practices on the OCIO website
e Complete IM@Work: Making Information Management work for You
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