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Today’s agenda

• Describe the current Directory of 
Records
– What can institutions do immediately to 

improve it?

• DoR and other tools for information 
access

• Plans for modernizing the DoR
• Learn about metadata
• Consult you about how to modernize 

the DoR
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Why do we have the DoR?

• FIPPA gives individuals a right to 
request government records
– Make government transparent to the 

public

• The DoR satisfies a legal requirement 
(FIPPA s.32) to describe government 
programs and the types of records 
maintained by institutions 

• Accurate record descriptions enable a 
requester to submit a more detailed 
FOI request, thus simplifying the 
response process
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How is the DoR published?

• From 1988 until 1997 the DoR was 
published annually as a paper book

• Now: browse and search from 
www.AccessAndPrivacy.gov.on.ca
– Not linked from IPC or institution websites

• DoR data currently maintained on the PACE 
database, which also publishes Info-GO 
telephone directory

• Ontario’s DoR only covers FIPPA 
institutions.  MFIPPA institutions maintain 
their own DoRs (not covered in this 
presentation).
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Completed section of DoR
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Empty section of DoR
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What can you do now?

• Current DoR is incomplete and out of 
date for most institutions

• Each Ministry or institution is 
responsible for updating their entries
– FOI Coordinators provide their updates 

through PACE Coordinators

• A complete DoR would be useful for 
Information Management planning and 
operations, not just FOI requests
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Ontario’s draft IM Principles

• Information will be 
accessible

• Information must be 
business driven

• Information will be 
shared

• Accountability for 
IM must be 
assigned

• Information is 
managed in an 
integrated manner

• Information is 
managed using a 
lifecycle approach

• Information is a 
public asset that 
should be optimized
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Public info access tools

• www.gov.on.ca
• www.SearchOntario.gov.on.ca
• Directory of Records
• Archives Descriptive Database
• Publications Ontario
• Land Information Ontario
• InfoGO directory
• ONTERM
• Specialized repositories
• FOI requests
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SearchOntario
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Vision for Web Search & Browse

Search and Browse
(Public or Internal)

Internet 
CMS

Intranet 
CMS

Ministry A 
R/DMS

Ministry B 
R/DMS

Land 
Information 

Ontario

Enterprise 
Architecture 
Repository

Directory 
of 

Records

Any other 
metadata 

source

Archives 
Descriptive 
Database

Database and 
systems 
metadata

Advanced Search
Using Dublin Core 

Elements

Search Search

SearchSearch

Search

Search

Search

Search

Thesaurus of 
synonyms, related 

terms, including 
browse taxonomy

Search

Search

Federate public search 
results using common 

metadata elements

Federate intranet search results 
using common metadata elements + 

access privileges
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Vision for Information Access

Organizations Programs Services

Government-Wide File Classification

manage accomplished by

classified by

classified by

classified by

Records
Retention
Schedules

High-level metadata
(Directory of

Records)

Detailed metadata
(CMS, R/DMS,

etc)

organizes

organizes

organizes

Information Resources

describes

describes

describes

links links

Consolidated
Terminology
(Thesauri +
Glossaries +
Ontologies)

context for

Web Browse
Taxonomy

subject keyw
ords for

anything

ex
tr

ac
t

finds
Search Web &

Metadata
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GOVERNMENT-WIDE FILE CLASSIFICATION PLAN 

 
 

Primary File Class  
 
 

Secondary File Classes  
 
 
 

Service Categorization 
 
 
 
 
 

  SERVICE-LEVEL FILE DIRECTORIES 
 

 
Tertiary File 

Classes  
 
 

Folders  
 

Program: 
Provincial Archives 

Service:  
RIM Standards 
and Guidelines 

Service: 
Collections 
Management 

Service:   
Public Archival 
Access 

Business 
Subject 
Area 1 

Service Type: 
Policy 
Development 

Service Type:  
Conservation 

Service Type: 
Resource 
Access 

Business 
Subject 
Area 2 

Business 
Subject 
Area 3 

Business 
Subject 
Area 1 

Business 
Subject 
Area 2 

Government-Wide File Classification 
example
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Enhancements Needed

• Browse DoR from institution websites
• Search DoR from 

www.SearchOntario.gov.on.ca
• DoR updated by motivated staff who 

know their institution’s information well
• Comply to metadata standard to 

enable advanced search
• Use modern web tools
• More readable page layout
• Make it a useful tool, so that it’s worth 

updating!
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Plans for DoR Enhancement

• Currently collecting ideas from the FOI 
and IT communities, and specifying 
requirements

• Design & create the new DoR system 
by March 31, 2007

• Populate the new DoR in 2007 
onwards
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Proposed web of DoR pages

Central DoR
Pages

Institution DoR
Pages

Institution's
home page or

program
webpage

Access &
Privacy

homepage

SearchOntario

Download
Access Form
(A&P or IPC

site)

MGS homepage
"Resources"

InfoGO entries

Archives
Descriptive

Database entry

Archives GWFC
intranet page for

an institution
(future)

Archives Record
Retention
Schedules

intranet (future)

Internet Privacy
Statement

Metadata
Provider Pages

DoR Admin
Pages

InfoGO list of
FOI

Coordinators
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Central DoR Pages

Advanced
Search

Browse by
Institution

DoR Comment /
Evaluation Form

Common
Records for
<institution

type>

Central DoR
Introduction &
Basic Search

<Institution>
DoR Navigation

Page
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Institution DoR Pages

Institution's DoR
Navigation Page

Institution's
home page

Archives
Descriptive

Database entry

Archives GWFC
intranet page for

an institution
(future)

Archives Record
Retention
Schedules

intranet (future)

Central DoR
Introduction &
Basic Search

Institution's DoR
Advanced

Search

Institution's DoR
Comment Form

Common
Records for
<institution

type>

Institution's
Sub-Navigation

Pages (if
required)

Record Series
Metadata

InfoGO hierarchy
for the Institution

(desirable)

InfoGO entry for
Institution's FOI

Coordinator

Record Sub-
series Metadata

Institution's
program

webpages
(desirable link)
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What is Metadata?

“Imagine an unlabelled, sealed tin can. It could contain motor 
oil, red kidney beans or cat food. The only way to ascertain 
its contents is to open it. But if it had a label, you'd know 
what was inside without opening it. And if it had a really 
useful label, you'd know at a glance everything you needed 
to about the contents of the tin and be able to make an 
informed decision about whether to buy and/or open it.

Metadata serves the same function as a label. Just like other 
labels, metadata provides information about the contents of 
an object - in this case, an electronic resource … The 
information provided facilitates resource discovery in the 
same way that library catalogues provide paths to required 
information. Metadata is used by search engines to improve 
the matching between user queries and descriptions of 
resources indexed by the engine.”

Source: Government of Canada Metadata Implementation Guide For Web 
Resources

Data that describes data and enables 
collaboration and interoperability.
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Common Metadata Elements Standard (CMES)

Ontario Elements

•Contact
•Mandate
•Location
•Records Retention
•Version

Dublin Core Elements

•Subject
•Title
•Type
And more…

•Audience
•Contributor
•Coverage
•Creator
•Date
•Description

•Format
•Identifier
•Language
•Publisher
•Relation
•Rights

Specialized metadata profiles

Common Metadata Elements
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Information Management; Metadata; Access to Information; Directory 
of Records; Freedom of Information and Protection of Privacy Act

Subject

EnglishLanguage

Copyright Queen’s Printer for Ontario, 2006Intellectual 
Property Rights

Microsoft PowerPoint documentFormat

2006-09-11Date Modified

2006-08-25Date Created

Office of the Chief Information & Privacy Officer, Ontario Ministry of 
Government Services

Publisher

Presentation for the Access & Privacy Workshop 2006 conference 
outlining the Government of Ontario’s plans to enhance the Directory 
of Records, and asking for feedback from the Freedom of Information 
community.

Description

Office of the Chief Information & Privacy Officer, Ontario Ministry of 
Government Services

Creator

Modernizing Access to Government Information: Beyond the Directory 
of Records

Title

Metadata for this presentation
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What metadata is required? 
For Personal Information Banks:
• the name and location of the personal information 

bank;
• the legal authority for it;
• Description of the types of personal information in 

the bank;
• Uses: how the information is used on a regular 

basis;
• Users : to whom the personal information is 

disclosed on a regular basis;
• the categories of individuals about whom 

personal information is maintained;
• the policies and practices about the retention and 

disposal of the personal information
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Add optional metadata?

• Start Year & End Year
• File Classification
• Medium (e.g. videotape)
• Type (e.g. correspondence)
• Subject (keywords)
• Duplicate (checkbox)
• Routine Access (checkbox)
• Retrieval Requirements
• Access Procedure
• URL of actual public 

records

• Records Retention 
Schedule ID

• Final Disposition (Archives 
or Disposal)

• Archives Descriptive 
Database URL

• Hierarchy of records series
• Link to preceding or 

succeeding records series
• Link to originals of a 

duplicate records series
• Link to other related records

Which elements are likely to be filled in?  Which 
elements are useful to the public?  To staff?
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Who should update DoR?

• In a ministry, agency, college or 
university, which staff are best able to 
inventory the information holdings?  

• Are they motivated to keep DoR
complete and up to date?

• Whose help do they need?
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Other ways to compile DoR?

• Does your institution have a
– File classification plan?

– Collection of Records Retention 
Schedules?

– Document management system?
– Metadata repository?
– Inventory of databases or other 

information?

• Would your institution want to upload a 
spreadsheet or database file of your
DoR entries?
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Linking to the DoR?

• Would your institution put a link to the
DoR on its website?
– On the homepage?

– Where else?
– What would it be called?  (e.g. 

“Information Holdings”)

– Would you use a standard name & 
placement for this link?
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DoR on Institution Websites

• Would your institution put its DoR
entries on its own website?
– Using a standard HTML template?
– Using your Content Management 

System?
– What approvals would be necessary?
– What is your process for translating web 

content?

• Would it be better to store all DoR
entries on the MGS website?
– Institutions would fill in web forms or a 

template
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Other suggestions?

• What else can we do to make the 
Directory of Records useful and 
popular?

• How can we encourage institutions to 
update the DoR?

• What should we not do?
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Don’t forget…

• Update your Directory of Records!
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Questions?  Further thoughts?

Alana.Boltwood@mgs.gov.on.ca, 416-327-6771
Information Architect
Kelvin.Choi@mgs.gov.on.ca, 416-212-1137
Project Analyst

Office of the Corporate Chief Information and 
Privacy Officer

www.accessandprivacy.gov.on.ca
Ministry of Government Services
Government of Ontario



DoR appendix materialAppendix
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FIPPA s.32 requires DoR
• s32. The responsible minister shall cause to be 

published annually an indexed compilation 
containing,

• (a) a description of the organization and 
responsibilities of each institution including details 
of the programs and functions of each division or 
branch of each institution;

• (b) a list of the general classes or types of records 
prepared by or in the custody or control of each 
institution;

• (c) the title, business telephone number and 
business address of the head of each institution; 
and

• (d) any amendment of information referred to in 
clause (a), (b) or (c) that has been made available 
in accordance with this section. R.S.O. 1990, c. 
F.31, s. 32.
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Types of Records Series in the DoR

• Personal Information Bank:
– Information about individuals collected to 

support ministry operations, organized or 
retrievable according to a personal 
identifier (e.g.name or date of birth)

• General Records:
– Records not primarily about individuals 

but that are unique to the function of the 
organization 
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Types of Records Series in the DoR (2)

• Common Records:
– A personal information bank common to more 

than one organization (e.g. medical information 
in a personnel file)

• Public Records:
– Collection of records containing personal 

information that are equally accessible to all 
members of the public (usually by a statutory 
requirement)

• Manuals:
– Manuals designated under FIPPA to be 

accessible to the public (e.g. policy manuals, 
procedure manuals, directives and guidelines)
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Metadata Provider Pages

Metadata
Provider Login /

Navigation

Metadata
Selection &

Action

Common
Record

Template
Selection

Metadata Entry /
Update

Central DoR
Introduction &
Basic Search
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DoR Admin Pages

DoR
Administrator

Login /
Navigation

Central DoR
Introduction &
Basic Search

Add/Edit
Institution

Common
Record

Selection &
Action

Common
Record Entry /

Update

Institution
Monitoring
(Desirable)

Usage
Monitoring
(Desirable)


