To the CBC manager . Provide Finance with the mandatory Procurement Checklist, duly filled out (Appendix D of policy CBC department contract number {
| 2.3.6). See : https://io.che ca/ekLibFiles/Library_ Assets---Bibliothéque_de_ressources/Forms_Finance--- 4600000202 i
Formulaires_finances/procurement-checklist.doc

g

CBC ) Radio-Canada

Goods/Services Agreement
PART A — Specific Terms
On October 19, 2011 with effect from September 1, 2011

“CBC™: CANADIAN BROADCASTING CORPORATION, a corporation duly established under the Broadcasting Act,
S.C. 1991, e.11, having its head office at 181 Queen Street, Ottawa, Ontario, K1P 1K9; and

“Supplier”:  IRON MOUNTAIN CANADA CORPORATION, a corporation/company duly established under the laws of
Ontario, having its head office or a place of business at 70 Talman Court, Concord, Ontario L4K 413,

GST/HST 1n0.:8855 1733 4RT0001 PST no.:

(individually a “Party” and collectively the “Parties™)

1. This Agreement comprises Part A — Specific Terms (including any attached Schedule(s)) and Part B — Standard Terms
(attached hereto) (“Agreement”).
Error! Hyperlink reference not valid.

2. This Agreement is for the purchase of (select one or both, as applicable):
A services (“Serviees”);
[l goods (“Goods™);
(individually and collectively “Goods/Services”), as more fully described in Section 11 of this Part A.

3. “Price” (§CAD) before applicable taxes means:
[] fixed price of:
Xl price detail (if applicable): (c.g.: hourly rates: price breakdown per goods)
See Attached Schedule A

The Parties acknowledge there is no guaranteed minimum spend by the CBC under this Agreement; however, the Price for
Services is estimated at $80.000.00 per year. The parties shall meet twice yearly to review CBC's overall spend under the

Agreement.
4. Applicable taxes: D GST/HST [JpsT 1 Withholding tax

5. Standard invoicing frequency: X Monthly:
OR
Alternate invoicing frequency: [ Invoicing using CBC’s accounts payable e-commerce system (APEC)
(APEC details and guidelines to be provided by CBC): or
1 Other frequency (include details ¢.g.: progress payments — attach schedule if needed).

bd from September 1, 2011 to August 31, 2014, with [_] 0, [] 1 or [X] 2 irrevocable options
6. “Term” means the period: for CBC to renew for | year period(s) under the same terms by sending a written notice 30
days prior to the end of the initial term or of each option, if applicable; OR
] from until Supplier has completed the Services and/or delivered the Goods at
CBC’s satisfaction in accordance with the terms set out herein, as formally notified to
Supplier in writing.

7. Competitive Process: DX this Agreement is signed as a result of a competitive process issued by CBC on January 12,
{e.g.: Request for Proposals. 2011,
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Price Quotation) [ this Agreement is not signed as a result of a competitive process.

8. Insurance Information: Commercial automobile liability insurance: {_] amount of coverage : ;
(if different than Section 6 b) X non-applicable.
and ¢) of Part 3 - Standard Terms)
Professional liability insurance: {_] amount of coverage : ;
non-applicable.
9. Governing Law This Agreement is governed by the laws of the province noted below and by the federal laws of
and Forum: Canada applicable therein. The Parties submit to the exclusive jurisdiction of the courts of the
province noted below.
1 Quebec X Ontario
10. Miscellaneous  (e.g.: expenses; warranty; personal guarantee; corporate guarantee; performance bond; annual business reviews)
(it applicable): CBC/Radio-Canada representatives and Supplier shall undertake a semi-annual review of this

Agreement. Supplier to provide CBC/Radio-Canada with an annual business review.

11. Description of Goods/Services:
(include description of the Goods and Services separately as applicable, e.g.: specifications; deliverables; tasks; location; schedule of work and delivery;
testing; commissioning; monthly reports; training; hours per day of work; language; details concerning personnel)
a) Services:

As described in the RFP RIM20110107 for the provision of external records storage and retrieval as well as off and on site
document destruction services at CBC/Radio-Canada’s locations across Canada.

Role of Supplier :

I.) Provide storage services for documents/records. Storage is to be in a secure warehousing facility with timely retrieval
and delivery services for CBC facilities.

2.) Provide Vital Records storage in a climate controlled and fireproof vault environment.

3.) Provide Document/Record destruction services in the form of on-site collection of items in designated receptacles,
secure crosscut shredding and disposition of residue.

4.) Produce scheduled Activity reports of storage, retrieval and shredding activities.
5.) Provide a comprehensive billing system capable of itemizing all services delivered.

6.) Maintain approved contacts list of designated employees within CBC/Radio-Canada who have been identified by the
National Records and Information Management Program as being authorized to contact Iron Mountain directly in
order to request service delivery. All calls for service (pick up for boxes for storage and/or destruction) are to come
from RIM or designated contacts only. Designated contacts lists are to be maintained in compliance to the
requirement of the Privacy Act.

Delivery of services must be made in both official languages (English and French).
Supplier is to provide CBC/Radio-Canada access to their online database for Reporting and Invoicing purposes. |

Account Structure

To ensure appropriate administration of this Agreement, Iron Mountain will provide the following resources to the CBC

account:

a. A national account manager.

b. Regional account managers / support resources.

c. A support resource assigned to internal sales support dedicated in priority to CBC.
d. A support resource (i.e. a representative of the Supplier) for invoicing issues.

Note: Only the National account manager is authorized to enter into separate and/or extra business agreements (outside of
the scope of this Agreement) with CBC/Radio-Canada’s RIM designated contact.
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At least once a year, Iron Mountain shall visit selected CBC locations (as determined between the parties in good faith) and
meet with representatives of CBC, as determined by CBC. Resources assigned to the CBC account must be skilled and
experienced, know the Records Storage & Destruction services and the terms and conditions of this Agreement.

Storage Services Requirements

Records Warehouse Storage facilities must:

1.) Be above grade and be completely free of leaks or other openings and include a climate controlied fire proof vault, in
at least one (1) warehouse in the geographical region, designed to protect against corruption, contamination and
exposure.

2.) Have a vault for sensitive records capable of maintaining a temperature of 19 degrees Celsius (+/- 1°C) and 25%
relative humidity (+/~ 5%). The vault must further be capable of maintaining a low particulate contaminant
environment. These climate control specifications above apply only to the vault and not to the general records
storage area.

3.} Be monitored 24 hours a day, 7 days a week for fire, floods and unauthorized entry.

4.} Be constructed of fire resistant materials and the information holdings storage area should be windowless to provide
for a more efficient climate controiled and secure environment, as well as protect from possible storm damage, man-
made or natural disaster.

5.) Be protected by smoke detectors according to local fire codes and have appropriate fire extinguisher equipment
positioned throughout the facility that is well marked as to their locations, a sprinkler system and an intrusion alarm
system, all monitored by Iron Mountain’s own security resources or a security service company 24 hours a day, 7
days a week.

6.) Allow for all information holdings to be stored on clean fireproof shelving units, properly braced and at least three (3)
inches off the floor and all shelving must meet local seismic and fire code regulations for use in a document storage
facility.

7.) Operate with a Bar Code System able to identify the location of all information holdings.

8.) Have the Receiving and Shipping dock(s) adjacent to the Records Warchouse capable of accommodating vehicles up
to and including semi-trailers.

9.) Handle boxes which measure 157 L x 11 3/8” W x 10” H (1.0*ft.). CBC/Radio-Canada will utilize Iron Mountain
provided boxes for storage. Iron Mountain will ensure all boxes deposited are not to be opened as storage and
retrieval is at Box-Level only (not individual files).

Inventory Management of Holdings
Iron Mountain must have comprehensive systems for Inventory and Management Control and be capable of the following:

1.) Accurate retrieval of request and timely delivery. Next day delivery only, unless authorized by National Records
Information Management (RIM) personnel.
2.) Easy and timely response to online invoice inquires

3.) Fast turnaround (within 1 to 2 hours of request) for any changes to Designated Contacts lists
Disposition / Removal

1.) No deposited documents/records are to be destroyed by Iron Mountain without written instructions from CBC/Radio-
Canada.

2.) Boxes of documents/records flagged for final disposition are to be returned to CBC/Radio-Canada for validation.

Destruction Services

The Supplier will provide secure on-site or mobile paper document destruction using Type 11IB (Confidential) shredding
equipment as approved by the Royal Canadian Mounted Police. Type HI destruction equipment is defined as shredders
and disintegrators for paper and text based media that have been assessed as capable of reducing information classified
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Confidential and Protected B or lower to a size that, under the threat and risk conditions existing in urban Canada and with
known reconstruction methodology, is deemed safe to dispose of or recycle as unclassified waste.

Locations of all shredding bins will be mapped by CBC/Radio-Canada Designated Contacts only.

Supplier will empty shredding bins only on schedule provided by CBC/Radio-Canada RIM personnel. Supplier will
empty all bins in a designated CBC/Radio-Canada location on the same visit.

The Supplier will provide a Certificate of Destruction with the appropriate invoice. The Certificate of Destruction will
identify the following:

1.) Material destroyed

2.) The date of destruction

3.) Proof of chain of custody

4.) Signature of CBC/Radio-Canada’s representative organization who witnessed the destruction

In case of situations where distance or scale of service is involved, Iron Mountain is required to provide alternative Special
Operation Procedures in order to fulfil the requirements of this agreement. Type of equipment may be scaled to the size of
the volume provided it meets RCMP approval. For greater certainty, in smaller and/or remote CBC/Radio-Canada centres,
Iron Mountain is permitted to sub-contract services to qualified and bonded service providers. No third party vendors are to
be used by Iron Mountain unless approved in advance and in writing by CBC/Radio-Canada. CBC / Radio-Canada reserves
the right to reject any sub-Contractors (Vendors). Use of shredding equipment other than RCMP approved shall be
specifically approved by CBC/Radio-Canada.

Pick-Up and Delivery

Iron Mountain will provide transportation pickup and delivery to and from CBC/Radio-Canada records offices within a 90
KM radius of each warehouse location across Canada, as and if called for, as follows:

Service Type Request Cut Off Time Guaranteed Pickup/Delivery
Regular (next day) 1:00 p.m. 4:00 p.m. next day

Y day service (morning) 11:00 am. 4:00 p.m. same day

Vs day service (afternoon) 4:00 p.m. 12:00 noon next day

[ron Mountain must provide waybills for each delivery containing the following information:
1.) Box number
2.) Nane of Requesting Designated CBC/Radio-Canada Employee
3.) Date of Retrieval

For special requests, Iron Mountain can provide transportation pickup and delivery to and from Identified User’s office
locations outside the 90 KM radius of each warchouse location across Canada, as and only when requested, as follows:

A maximum of seventy-two (72) hours for pickup/delivery request time for new and/or returned boxes.
Chain of Custody
Iron Mountain must be able to prove “chain of custody” through tracking and reporting for each pickup/delivery request.

Inspection and Audit

1.) All deliverables and services rendered by lron Mountain under this Agreement are subject to inspection and
verification by the CBC/Radio-Canada or a designated representative. CBC/Radio-Canada reserves the right to reject
or require correction to any work not carried out to the satisfaction of CBC/Radio-Canada or work not meeting the
standards outlined in this Agreement.
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2.)

CBC/Radio-Canada reserves the right to inspect/audit Iron Mountain’s Records Storage and Destruction facility or
facilities at anytime during the life of the Agreement. The Identified user must be satisfied that the Supplier follows
good warehousing and records management practices.

3.) CBC/Radio-Canada or a designated representative may verify the residue of any shredding operation to ensure

conformity with the output specifications of the Type HIB shredding equipment approved by the RCMP for the bulk
destruction of documents up to and including Confidential.

4.y CBC/Radio-Canada will perform periodic inspections of Iron Mountain’s facilities to ensure the security requirements

are met and reserves the right to audit the Records Storage and Destruction operations at any time during the life of
the Agreement.

5.) Unless otherwise required by law, the foregoing audit rights are subject to the following conditions: CBC/its

representatives or designees must provide ten business (10) days™ advance written notice; CBC may not view
materials or information pertaining to other Iron Mountain customers; Iron Mountain is not required to disclose
information related to its proprictary security procedures or environment; all third-parties must sign Iron Mountain’s
standard confidentiality agreement; and CBC agrees to comply with Iron Mountain’s safety and security policies at
all times while on Iron Mountain’s premises.

by  Goods:

12. List of Schedule(s) to Part A (include any applicable schedules):

Schedule A: Price List

Schedu

Schedu

Approved as to Form and Legal Content:
) _ fron Mountain Legal Department
le B: RIM authorized contacts

le C: CBC/Radio-Canada Locations 7
Name: Robert Liljedahl
Customer: Canadian Broadeast Company
Date: October 24, 2011

IN WITNESS WHEREOF, CBC and Supplier have caused this Agreement to be signed and delivered by their duly authorized
representatives all as of the date first herein above written,

CANADIAN BBQADQASIJM; CORPORATION IRON MOUNTAIN CANADA CORPORATION
Y T
- g - ! PR -
Signature: -t e - Signature A)Mt{ L e
Name: Tranquillo Marrocco Name: Pierre Matteau
Title: Associate Corporate Secretary Title: Senior Vice President
Address: 181 Queen Street, Ottawa, Ontario, K1P 1K9 Address: 195 Summerlea Road, Brampton, Ontario, L6T 4P6
Tel.: 613-288-6167 Tel.: 905-792-7099 ext:2236
Fax: Fax: 905-792-2617
Email:  TRANQUILLO.MARROCCO@CRC.CA Email:
. I am duly authorized to bind the Supplier.

S g S Supplier has also read and understood the terms set out in Part

Sienature:. £ M{’) LS B — Standard Terms and agrees that they form an integral part

Name: /-y

Neil Maneaney of the Agreement.

Title of Finance Representative: Executive Director, Finance

and Strategy. English Services
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Schedule B — RIM authorized Contacts

Contract Administration

Bob Morrow

Office :613-288-6280

Cell: 613-294-2766
robert.morrow/aiche.ca

National RIM Program Manager

Implementation
Benoit Rainville

Office : 613-288-6171
benoitrainvillewcbe.ca
RIM Analyst

Diane Corbeil

Office: 613-288-6172
dizne corbeiloche ca
Classification Analyst

Nathalie Lemay

Office : 514-597-6629

nathalie lemavi@radio-canada.ca
RIM Supervisor

Cesar Cameirao
Office: 416-205-3240
cesar.cameiraoi@chbe.ca
RIM Coordinator

Special Groups
Marie Josée Turgeon
Office : 514-597-5825

marie-josee turgeon@radio-canada.ca

Senior HR Manager

Others/autres

Tranquillo Marrocco

Office : 613-288-6167
tranguitlo. marroccofcbe ca

Contact information

Associate Corporate Secreatary & Compliance Officer

Paul Grenier

Office : 416-205-3016
Paul.grenier@cebe.ca

Manager Administrative Services

Denise Sicard
Office : 514-597-7824
Denise.sicarddiradio-canada.ca

Chef de la préservation et du développement des collections

Responsibilities
National Records & Information
Management Program

National Implementation

Ottawa Implementation

Montréal Implementation

Toronto Implementation

Health & Safety Records

Corporate Secretariat

Corporate Administration

Mediatheque et Archives
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Schedule C

CBC/Radio-Canada Locations

cITYy | ADDRESS [ MIN | MED | MAJ | COLL | SHR
ALBERTA
Calgary 1724 Westmount Blvd X X X
Edmonton 10062 102 Avenue X X X
123 Edmonton City Centre E
BRITISH COLUMBIA
Vancouver 775 Cambie St X X X
Surrey 9808 King George Highway, Suite X X
304
Prince George 890 Victoria St. #1 X X
Prince Rupert 222 West 3" Ave X X
Kelowna 243 Lawrence Ave X X
Victoria 1025 Pandora Ave X X
MANITOBA
Winnipeg 541 Portage Ave X X X
St-Boniface 607 Langevin St. X X
Brandon 1337 Princess Ave X X
Thompson 7 Selkirk Ave X X
NEW BRUNSWICK
Bathurst 270 Douglas Ave, Suite 403 X X
Bouctouche 53, boul. Irving X X
Campbellton 15 Water St X X
Caraquet 42C Blvd St. Pierre West X X
Fredericton 1160 Regent St X X X
Moncton 250 Archibald/University St X X X
Saint John Hilyard Place, 560 Main St. X X
NEWFOUNDLAND AND LABRADOR
St. John's 95 University Ave X X X
Corner Brook 162 Premier Drive X X
Gander 98 Sullivan Road X X
Goose Bay 12 Loring Brive Happy Valley X X
Grand Falls 2 Harris Ave X X
Labrador City 500 Vanier Ave X X
NORTHWEST TERRITORIES
Yellowknife 5002 Forest Drive X X X
Inuvik 100 Mackenzie Road X X
NOVA SCOTIA
Halifax Production 5600 Sackville St X X X
New Glasgow 813 East River X X
Halifax News 1840 Beli Road (TV) X X X
Sydney 285 Alexandra St X X
NUNAVUT
lgaluit Igaluit Radio/TV Production X X
Rankin Inlet/Kivallig Rankin Inlet P.O. Box 130 X X
ONTARIO
Hawkesbury 1100 rue Aberdeen X X
Hearst 810 George St X X
Kingston 711 Dalton Ave X X
London 208 Piccadilly St, Unit 4 X X
Markham 80 Tiverton Court, 8" X X
Ottawa 181 Queen St X X X
Ottawa 1525 Carling Ave X X X
Sudbury 15 MacKenzie St X X
Thunder Bay 213 Miles St East X X

A
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Schedule C

CBC/Radio-Canada Locations

Timmins 169 Third Ave X X
Toronto 250 Front St X X
Toronto 100 Queen St — Press Gallery X X
Windsor 825 Riverside Drive X X
PRINCE EDWARD ISLLAND
Charlottetown 430 University St X X X
Summerside 63 Central St X X
QUEBEC
Alma 1000, boul. Des Cascades X X
Baie Comeau 319, boul. Lasalle X X
Carleton-sur-mer 642A, boul. Perron X X
Chicoutimi 500, ave Des Saguenéens X X X
Drummondyville 183, rue Lindsay Suite-1 X X
Gaspé 127, rue Jacques-Cartier X X
Jonquiére 2303, rue Sir Wilfred Laurier X X
Kuujjuag Building 601 P.O. Box 629 X X
Matane 155, rue St.-Sacrement X X
Montréal 1400, boul. René-Lévesque Est X X
Québec 1050, rue des Parlementaires X X
Québec 888, rue St-Bureau 500 X X X
Rimouski 273, rue St-Jean-Baptist X X
Riviere-du-Loup 299, Lafountaine X X
Roberval-St.-Félicien 775, boul St.-Joseph, Suite 200 X X
Rouyn-Noranda 70, avenue Principal X X
Sept-lles Edifice le Concorde, 350, rue Smith X X X
Sherbrooke 3720, boul. Industriel X X X
Trois-Riviéres Bourg du Fleuve, 25, rue des Forges X X X
SASKATCHEWAN
LaRonge 308 LaRonge Ave X X
Regina 2440 Broad St X X X
Saskatoon 144 2" Ave South X X
Prince Albert 22-10" St. West X X
YUKON
Whitehorse | 212 Elliott St X X X
2
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1. GENERAL OBLIGATIONS

1.1, Supplier’s Obligations. Supplicr undertakes to comply with alt of its obligations hereunder including providing the Goods/Services with
diligence, in a timely manner and in accordance with the terms and conditions of this Agreement and with generally accepted professional
standards and practices recognised in Supplier’s industry.

1.2,  CBC’s Obligations. CBC undertakes to comply with all of its obligations hereunder including making payments as set out in this
Agreement.

2. INVOICING AND PAYMENT

2.1.  Invoicing. Supplier will submit invoices to CBC for the agreed amounts for the Services satisfactorily rendered and/or Goods
satisfactorily delivered and accepted as per Section 1.1 of this Part B. Unless otherwise specified in Part A of this Agreement, invoicing shall be
monthly. Rates and charges shall be as specified in the Pricing Schedule (Schedule A). Rates and charges for storage and services shall remain
fixed for the first and second years of the Agreement, and may thereafler be increased by the Jesser of the Consumer Price Index or 2.5% in year
three and any options to renew if exercised by CBC. Transportation surcharges may be applied and changed monthly without notice and in
accordance with the fuel surcharge policy located at www.ironmountain.com/fuelsurcharge.

2.2. Invoice Information. Each invoice shall set out: (i) the Price without tax; {ii) the amount of each applicable tax required by any level of
government in Canada, separately; (iii) Supplicr’s tax numbers; (iv) the total price, applicable taxes included; and (v) the contract reference
number appearing in the top right corner of page I of Part A of this Agreement if indicated, or the reference number provided by the CBC
representative.

2.3.  Payment. Once approved by CBC, CBC shall pay amounts due to Supplier within 45 days of receipt of invoice. If CBC fails to pay
Supplier’s charges (other than disputed charges) within forty-five (45) days after the date of an invoice, Supplicr may, at its option: (a) suspend
service, (b) redeliver Deposits to CBC or (c) terminate this Agreement. CBC shall be liable for late charges at the rate equal to the lesser of one
percent (1%) per month (twelve percent (12%) per year) or the highest rate legally permitted in Ontario, calculated from the date payment was
due until the date payment is made and all expenses incurred in collection, including reasonable attorneys’ fees and expenses. Hf CBC fails to pay
Supplier’s charges (other than disputed charges) for twelve (12) months or longer, Iron Mountain shall return Deposits to the nearest CBC
building and CBC will pay the applicable charges sct forth in the Pricing Schedule. Supplier shall have other rights and remedies as may be
provided by faw.

3. INTELLECTUAL PROPERTY

3.1.  No Violation. Supplicr represents and warrants that the provision of the Goods/Services hercunder shall not cause Supplier to infringe on
any intellectual proprietary rights owned by third parties including without limitation trademarks, patents, copyrights and that Supplier has all
right, title and interest to provide the Goods/Services under this Agreement.

3.2, Rights and Property of Works (Services Only). Supplier hereby agrees that any and all inteliectual property including without
limitation trademarks, patents, copyrights, discoveries, ideas, inventions, improvements, technologies, formulae, presentations, illustrations and
musical works and any procedures, processes, devices, know-how, diagrams, reports, computer programs, software, designs and documents,
developed, designed, created, or prepared in comnection with any Services (the “Works™) shall be fully and immediately communicated to CBC
and become CBC’s sole and absolute property. Supplicr hereby irrevocably assigns, transfers and abandons all of its rights, titles and interests in
and to the Works to CBC and waives all moral rights to the Works. Accordingly, CBC has the exclusive right to implement and authorize any
provisions under any law pertaining to intellectual property, including, without limitation, the right to protect in its own name, as owner and
author, the Works and any of its derivatives under any law.

3.3.  Unauthorized Use of Works (Services Only). Supplier shall defend, indemnify and hold harmless CBC and its officers, directors and
employees from and against any claim, suit or demand alleging that the Services infringe any Canadian patent or copyright of any third party or
misappropriate any third party’s trade secrets, provided that CBC provides Supplier with prompt written notice of any such claim, suit or demand,
and consents and authorizes Supplier’s sole controf of the defense of any resulting litigation or settlement thereof. Supplier shall have no liability
or obligation to CBC with respect to any claim of infringement or misappropriation in the event and to the extent based upon (i) use of or access
to the Services in or from an application or environment, or on a platform, or with devices not authorized in this Agreement: (ii) any
modifications, alterations, combinations or enhancements of the Services not created by Supplier or (iii) any patent, copyright, or {rade secret in
which CBC or any Affiliate of CBC has an interest. The foregoing indemnification obligations shall not apply in the event and to the extent that
the claim or demand arises as a result of CBC’s negligence, intentional misconduct, or failure fo use the Services in accordance with applicable
documentation or CBC's breach of this Agreement. If any Services are held or, in Supplier’s reasonable opinion could be held, to constitute an
infringement or misappropriation of any third party’s intellectual property rights, Supplier may at its option: (a) procure the right for CBC to
continue using or accessing the Services; (b) replace the Services with a non-infringing equivalent service; or (¢) modify the Services to make
them non-infringing and without substantially compromising their functionality. This paragraph states Supplier’s entire obligation to CBC and
CBC’s sole and exclusive remedy with respect to any claims of infringement or misappropriation.

3.4. Supplier Intellectual Property. CBC hereby agrees that any patents, trademarks, copyrights, discoveries, ideas, inventions,
improvements, technologies, formulae, presentations, illustrations and musical works and any procedurces, processes, devices, know-how,
diagrams, reports, computer programs, software designs, documents and other intellectual property of any nature whatsoever developed,
designed, created, prepared or owned by or otherwise proprictary to Supplier prior to the commencement of this Agreement that is embedded,
included in, or provided with the Works and/or Goods (“Supplier Intellectual Property™) shall remain Supplier’s sole and absolute property.
The Supplier grants to CBC a non-exclusive, royalty-free ticense in perpetuity, to use the Supplier Inteifectual Property.

3.5.  Return of Material. Upon termination of this Agreement, and after payment by CBC of all applicable fees for retrieving or permanently
withdrawing Deposits and any other amounts due to Supplier under this Agreement, Supplier shali promptly return or make available for pickup
by CBC, all Deposits and any other copies of material belonging to CBC. When the Supplier returns the Deposits or CBC picks them up, the
Supplier will provide a certificate of destruction that all of the CBC’s shredded material have been destroyed and no CBC Deposits are currently
in the Supplier’s custody, power, or possession. “Deposits™ are defined in this Agreement to include any materials that have been stored by the
Supplier on behalf of CBC pursuant to this Agreement.

4. INSPECTION AND WARRANTY

4.1,  Warranty. Supplier warrants that the services provided under this Agreement will be performed in accordance with industry standards
and will be provided in substantial conformance with the Supplier’s response to the RFP. This warranty is limited and shali not apply to any of
the services where the failure to satisfy this warranty resulted solely from CBC’s improper use of the services.

CBC/Radio-Canada - Part B — Standard Terms /5
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5.  OTHER REPRESENTATIONS AND WARRANTIES

Supplier represents and warrants to CBC:

a) that where Supplier is cither a corporation, partnership or sole proprictorship, it is duly constituted and validly existing under the laws of its
jurisdiction of incorporation/registration, is qualified to carry on business in the jurisdiction where the Goods/Services are provided, and has the
authority to enter into this Agreement;

b) that it has the sufficient skill, knowledge, expertisc and resources, including qualified and competent personnel, 1o provide the Goods/Services in
accordance with this Agreement;

¢) thatitand its Representatives will comply with all applicable laws and regulations in connection with the Goods/Services;

d) that it is duly registered with the relevant boards in accordance with provincial workers compensation fcgislation, and that it has paid and
continues to pay all premiums and fees related thereto;

¢) thatitis not involved in and is not aware of any actual or potential lawsuit or circumstance which would or could materially affect its ability to
provide the Goods/Services hercunder and, upon becoming aware of such, it shall immediately notify CBC and provide CBC with details of the
nature of the lawsuit or circumstance; and

f}  that entering into this Agreement shall not cause Supplier to be in breach of any obligation of confidentiality which Supplier may owe to any
third party or otherwise cause Supplicr to be in breach of any agreement or undertaking with any third party.

6.  SUPPLIER’S INSURANCE.

Supplier agrees to provide, pay for and maintain during the Term, insurance coverages including applicable deductibles, in accordance with the
following:

a)  commercial general liability insurance coverage of 2 million dollars, and such insurance shall: (i) include CBC as an additional insured; (ii)
provide for cross liability so that each insured is protected separately by the insurer; (iil) contain 30 days prior written notice of material change or
canceliation to CBC; and (iv) waive all rights of subrogation against CBC; s.20(1)(b)
b)  commercial automobile liability insurance coverage of 2 million dollars, or other amount as indicated in Part A of this Agreement; and g 20(1)(c)
©)  professiondal liability insurance of 2 million dotlars, or other amount as indicated in Part A of this Agreement.

Certificates of insurance evidencing proof of coverage may be required by CBC either prior to or following execution of this Agreement.  s.20(1)(d)
7.  INDEMNITY, LIMITATION OF LIABILITY AND DAMAGES

8. TERMINATION

8.1.  Termination for Cause. This Agreement may be terminated by either Party (the “Non-Defauiting Party”) if the other Party (the
“Defaulting Party™) commits a material breach of any of its obligations hereunder. In the event of such a breach, the Non-Defaulting Party will
notify the Defaulting Party in writing. The Defaulting Party will have (en days following receipt of the default notice to cure such breach or, if it

CBC/Radio-Canada — Part B — Standard Terms 2/5
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cannol reasonably be cured or remedied in ten days. a longer period of time as may be agreed in writing by the Non-Defaufting Party. If the
breach remains uncured, the Non-Defaulting Party may terminate this Agreement effective immediately with writlen notice.

8.2. Termination because of Budget Cut. This Agreement may be terminated by CBC on thirty (30) days written notice without liability to
Supplier, other than its obligations set forth in Scction 8.4, if CBC’s government appropriation is reduced by the Government of Canada and CBC
is no Jonger able to contract for the Services.

8.3. Insoivency Event. This Agreement may be terminated by written notice in case of insolvency of the other Party, filing of a petition in
bankruptcy by or against such Parly, appointment of a receiver for such Party or assignment for the benefit of such Party’s creditors.

8.4. Termination Obligations. In the event of termination of this Agreement pursuant to this Section 8, Supplier will be paid for the
Goods/Services rendered and/or delivered to CBC’s satisfaction up to the termination date as set forth in the termination notice, including all
applicable fees for retrieving or permanently withdrawing Deposits as set forth in the pricing schedule. I Supplier continues to hold Deposits
after the expiration or termination of this Agreement, the terms of this Agreement shali continue to apply until all Deposits have been removed
from Supplicr’s facility, except that Supplicr may adjust rates upon thirty (30} days’ written notice. In addition, at CBC’s request, Supplier shall
collaborate with CBC to assist with the orderly termination process oy transfer of the Goods/Services or the Agreement 10 another supplier or to
CBC, without disrupting CBC’s operations and business. CBC may, if necessary in CBC’s sole opinion 10 achieve such transition, extend the
Term of this Agreement up to a maximum of three months on the same terms and conditions.

9. CONFIDENTIALITY

9.1.  “Confidential Information™ means any and all information, whether commercial, technical or personal, relating to the business of CBC
whether or not marked “Confidential”, but excluding information that:

a)  isor comes into the public domain otherwise than by disclosure or default by Supplier;

b) was or is lawfully obtained or available on a non-confidential basis {from a third party who was lawfully in possession of the same and frec to
disclose it;

¢) was already known to Supplier as evidenced by written record pre-dating such disclosure; or

d)  Supplier can demonstrate is independently developed by Supplier with no use or access to the Confidential Information.

9.2.  Treatment of Confidential Information. Confidential Information provided by CBC pursuant to this Agreement shall remain the
exclusive property of CBC. CBC may not be held liable for any error or omission with respect to the Confidential Information provided, nor for
any consequence resufting from the use of such Confidential Information. Supplier shall not apply for or obtain any inteflectual property
protection in respect of the Confidential Information. Supplier agrees that any Confidential Information provided pursuvant to this Agreement
shall be used solcly for the purposes provided hereunder and be kept confidential by it and ils Representatives. Supplier agrees that the
Confidential Information will be neither disclosed by it or its Representatives in any manner whatsoever, in whole or in part, nor be used thereby
directly or indirectly for Supplier’s or its Representative’s own purpases or benefit.

9.3.  Transmission of Confidential Information. Supplict may transmit Confidential Information only to those of its Representatives who
need to know such Confidential Information, who are informed of the confidential nature of the Confidential Information and who agree to be
bound by the terms of confidentiality in this Agreement.

9.4.  Breach of Confidence. Supplier will notify CBC promptly upon becoming aware of any breach of confidence by anybody to whom
Supplier has disclosed the Confidential Information and give all reasonably necessary assistance in connection with any steps which CBC may
wish to take to prevent, stop or limit the harmful effects of such breach or threatened breach. Subject to the limitations set forth in Section 7.6
above, Supplier shall be tiable for all direct damages caused by acts or omissions of its own or its Representatives® breach of this Section 9 and
agrees that CBC may seek equitable relief in the event of any breach hereof and that it shall pay CBC’s reasonable litigation costs and legal
expenses in the event of such breach. Supplier’s liability under this Section 9.4 is in addition to, and not limited by. Supplier’s limitations of liability
sel out in Sections 7.4 and 7.5.

9.5.  Notice of Disclosure. In the event that Supplier becomes legally compelled to disclose Confidential Information provided in connection
with this Agreement, Supplier shall provide CBC with prompt written notice so that CBC may seek a protective order or other appropriate
remedy and/or waive compliance with the confidentiality provisions of this Agreement.

9.6.  Return/Destruction of Confidential Information. On termination of this Agrcement or upon written notice by CBC, Supplier shall
promptly destroy or deliver to CBC ail material in any form containing or representing the Confidential Information and any derivation or
compilation thereof in its possession including copics and archives, Delivery of the Confidential Information or of a certificate of destruction of
the Confidential Information signed by a senior officer of Suppticr shall be made promptly after written notice by CBC.

10. PERSONAL INFORMATION

Supplier undertakes to treat all personal information it acquires in connection with this Agreement in accordance with the CBC privacy policy
available at hip://cbe.ca/aboutebe/discover/privacy. il as amended from time to time as applicable to the Services. Supplier shall implement and
maintain appropriate administrative, physical and technical safeguards designed to protect any personal information it acquires from CBC in
connection with this Agreement. Upon not less than ten (10) days' advance written notice by CBC and no more frequently than once per year, CBC
shail have the right, at its expense, to conduct an audit of the privacy practices of Supplier in connection with personal information provided to it by
CBC. Nothing contained herein will allow CBC to review data pertaining to other Supplier customers or proprietary information related to Supplier's
security programs. Supplier agrees that upon termination of this Agreement, it will return to CBC all persenal information provided to it by CBC or
destroy copics of the same, and provide to CBC a certificate of destruction signed by a senior officer of Supplier promptly following written notice by
CBC.

11. MISCELLANEOUS

11.1.  Subcontractors. Supplicr shall not subcontract in whole or in part the obligations under this Agreement without the prior written consent
of CBC. In all circumstances, Supplier’s engagement of a subcontractor to perform any of the Services shall not relieve Supplier of any of its
liabilities or obligations to CBC under this Agreement, and Supplier shall remain responsible and liable for the performance or non-performance
of all subcontracted parties including payments due to subcontractors. Notwithstanding the foregoing, CBC hereby consents that subcontracting
shall be permitted for rush and/or fong distance deliveries, and to provide disaster recovery services if necessary. Subcontractors are limited to
accessing the CBC’s loading dock only and may not access any other part of CBC facilities. Subcontracted parties have the same clearances as
Supplicr staff, shall maintain commercially reasonabie and adequate insurance and shall be covered by Supplier’s insurance in Section 6.
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11.2. CBC Premises. While on CBC premises, Supplier and its Representatives shall abide by all laws and regulations, instructions, directions
and policies, which may be in effect from time to time at CBC, including but not Jimited to those related Lo health, safety and access 1o CBC
premises.

11.3.  Permits. Supplier, including its subcontractors, must obtain and maintain required consents, authorizations and permits for its operations
at its own costs,

11.4. Force Majeure. Neither Party shall be held responsible for damages caused by delay or failure to perform or observe any covenant,
undertaking, obligation or condition hereunder when such delay or faifure is due to act of God, inevitable accident, fire, flood, lockout or strike,
riot or civil unrest, wars, acts of public authorities (including law enactment, regulation, rufe, order, etc.), or other cause of similar or different
nature beyond the control of the Parties (“Force Majeure”). Should cither Party be unable to comply with its obligations hercunder for more
than 14 consecutive days due to a Force Majeure, the other Party may terminate this Agreement effective immediately with written notice.

11.5. No Agency and Independent Contractor Status. The Partics arc not partners nor joint venturers; neither Parly is the agent,
representative or employee of the other Party and nothing in this Agreement shall be construed to create any relationship between them other than
an independent contractor relationship. As an independent contractor, Supplier declares and warrants that it is responsible for making all
deductions, contributions and payments prescribed by faw, including those relating to its employees and any person acting on behalf of Supplier.
Supplier also warrants it will not hold CBC responsible for deductions or payments of any nature whatsoever concerning Suppliet or its
Representatives.

11.6. Notices. Any notice required under this Agreement must be given in writing to the persons at their respective address indicated at the
signature lines in Part A of this Agreement. Naotices shall be delivered by registered mail, hand, facsimile or e-mail. Such address may be
changed at any time upon notice. Notice shall be deemed effective two business days after it is sent, except that notice by e-mail is received by
the addressce when it enters the addressee's information system and becomes capable of being retrieved and processed.

11.7. Publicity and Corporate Identification. Supplicy shall not use CBC's name, logos, trademarks or official marks without CBC’s prior
written congent. Supplier shall submit to CBC for prior approval in writing, all press releases, advertising, sales promotions and other publicity
matters related directly or indirectly to this Agreement.

11.8. No Assignment. Supplier may not assign or otherwise transfer any of its rights, duties or obligations under this Agreement without the
prior written consent of CBC, which consent shall not be unreasonably withheld. Any assignment or transfer in contravention of this Section will
be void and of no force and cffect. This Agreement shall be binding upon and inure to the benefit of the Parties hereto and their respective
suceessors and permitted assignees.

11.9. Access to Information. CBC is subject 10 The Access (o Information Act, R.S. 1985, ¢. A-1 as amended from time to time. As a
consequence, records held by CBC may be subject to a request for access and may be disclosed if no exclusion or exemption provided for in the
Act applies. This paragraph shall not be interpreted as a waiver 1o the obligation of confidentiality in this Agreement.

11.10. Severability. If any provision of this Agreement is held 1o be invalid or uncrforceable, the remaining provisions apply to the full extent
permitted by law.

11.11. No Waiver. The Parties recognize that failure or delay on the part of the other Party to exercise a right, power or privilege under this
Agreement shall not operate as a waiver thereof, and that any excreise of a right, power or privilege in whole or in part, shall not preclude any
other future exercise thereof.

11.12. Survival. Any provision of this Agreement (including without limitation those regarding confidentiality, indemnity and liability) that
expressly extends beyond the Term, or that is necessary for the Parties to fully exercisc their rights and obligations under this Agreement, shall
survive the Term.

11.13. Execution. This Agreement may be executed in counterparts, and whether delivered by hand, mail, e-mail or facsimile, cach will be
deemed an original, and all of which taken together wili constitute one and the same instrument.

11.14. Entire Agreement and Amendments. This Agreement and any schedule(s) hereto represent the entire agrecment between the Parlies
and supersede all prior negotiations, representations, proposals or agreements whether written or oral. Notwithstanding the above, if this
Agreement is signed as a result of a competitive bidding process, request for proposals, price quotation or others as indicated in Part A of this
Agreement, the document(s) issued by CBC to initiate such process (the “Request”) and the response(s) received from Supplier (the “Response”™)
are deemed to be integral parts of this Agreement. In the event of a conflict between the terms of the documents listed below, the following order
of priority shall apply to resolve the conflict: (i) Part A of this Agreement including schedules (but excluding Response and Request); (ii) Part B
of this Agreement; (iii) Response; and (iv) Request. Any amendment to this Agreement shall be in writing and signed by both Parties. The
United Nations Convention on Contracts for the International Sale of Goods {The Vienna Convention) does not apply to this Agreement.

11.15. Operational Procedures. CBC shall comply with Supplier’s reasonable operational requirements, as modified from time to time,
regarding containers, delivery/pick-up volumes, sccurity, access and similar matters. CBC acknowledges that volume requests that exceed one
hundred twenty-five percent (125%) of normal volume may require Supplier to incur additional costs, which CBC will pay at Supplier’s overtime
rates, provided that Supplier shall have advised CBC and obtained its written consent thereof in advance.

11.16. Destruction of Deposits. CBC releases Supplier from all Hability by reason of the destruction of Deposits pursuant to the written
direction of CBC’s National Manager of Records and Information Management or other individuals identified by CBC’s National Manager of
Records and Information Management in writing as expressly permitted {0 authorize destruction of Deposits.  Deposits will be destroyed by
secure type I cross-cut shredding, except for media that may be destroyed by pulverizing or incineration. Each such destruction shail be at the
rates set forth in a Schedule.

11.17. Ownership Warranty. CBC warrants that it is the owner or legal custodian of the Deposits and has full authority to store the Deposits
and direct their disposition in accordance with the terms of this Agreement. CBC shall reimburse Supplier for any expenses reasonably incurred
by Supplier (including reasonablc legal fees) by reason of Supplier’s compliance with the instructions of CBC in the event of a dispute
concerning the ownership, custody or disposition of Deposits stored by CBC with Supplier.

11.18. Restrictions on Stored Material; CBC Premises. CBC shall not store with Supplier nor deliver to Supplier for secure shredding any
material that is highly flammable, explosive, toxic, radioactive, medical waste, organic material which may attracl vermin or insects, or otherwise
dangerous or unsafe to store or handle, or any material which is regulated under any federal or provincial law or regulation relating to the
environment or hazardous materials. CBC shall not store negotiable insttuments, jewelry, check stock or other items that have intrinsic value.
Al CBC’s premiscs where Supplier’s employees perform services or make deliveries hereunder shalt be safe.

CBC/Radio-Canada — Part B — Standard Terms 4/
Law Department 2008-12-11 V0!

000013



11.19. Right to Rely on Instructions. Supplicr may act in reliance upon any instruction, instrument or signature of the designated CBC
contacts, which may be updated periodicatly by CBC and which Supplier will use to update its records upon receipt.

Approved as to Form and Legal Content:

[ron Mountain Legal Department

Name: Robert Liljedah}
Customer: Canadian Broadcast Company
Date: October 24, 2011
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Library and Archives  Bibliothéque et Archives
Canada Canada

The Recordkeeping Regime:
Information resources of business value

What is Recordkeeping?

Recordkeeping is defined in the Directive on Recordkeeping as a “framework of accountability and stewardship in which
information resources are created or acquired, captured, and managed as a vital business asset and knowledge resource to
support effective decision-making and achieve results for Canadians.” The objective of the Directive is to establish
recordkeeping requirements for departments that will enable them to ensure that its employees are creating, acquiring,
capturing, managing and protecting the integrity of information resources of business value in the delivery of Government
of Canada programs and services.

Why is it Important?

As a core resource management function within the Government of Canada, effective recordkeeping enables departments
to manage their ongoing operations, deliver programs and services to Canadians, and ensure key departmental capacities
for accountability, stewardship, evaluation, audit, access to information, privacy, security and policy compliance. It also
rests at the very core of ministerial and managerial accountability within Canada’s democratic process. It provides
ministers and deputies with the capacity to render an account of decisions and actions through the presentation of
evidence in the form of records and documentation, and affords citizens through Parliament and its officers or committees
the documentary means to assess organizational results or measure performance, to understand decision-making, or to
evaluate the soundness and propriety of policy and actions.

What are the Current Challenges?

The Canadian federal public administration faces challenges associated with governance and recordkeeping in the digital
era. The growth and use of computer-based communications technologies has increased the amount of information created
and used by individual public servants at the desktop, in an environment where employee capacity and awareness of the
benefits of recordkeeping have diminished. The accumulation of unmanaged information resources has undermined the
ability of GC departments to protect citizens’ rights, and deliver effective programs and services.

In effect, one of the key challenges for government is the development of organizational capacity to administer programs
and services effectively within the current and ongoing information revolution, “which has dramatically enhanced public
expectations for speedy decisions, for immediate responses from government, for transparency in government operations,
and for public engagement in decision-making” (Kevin G. Lynch, Clerk of the Privy Council and Secretary to the Cabinet,
Fourteenth Annual Report to the Prime Minister on the Public Service of Canada, 31 March 2007).

How Government Has Responded

The Librarian and Archivist of Canada recognized the need to raise the collective challenges of recordkeeping across
government to the executive level following the Auditor General’s Report of 2003 which identified shortcomings in
government’s records disposition program. Information Management Capacity Checks self-administered within a number
of departments and agencies also revealed significant organizational gaps and shortfalls in recordkeeping capacity and
infrastructure. Compounded by the particular public administration challenges associated with governance in the digital
era, and computer-based communications technology, these issues were of sufficient profile and importance to attract the
attention of the Clerk of the Privy Council and the Secretary of the Treasury Board, who supported the Librarian and
Archivist in the creation of a series of Deputy Minister Roundtables on Information Management and Recordkeeping in
the Fall of 2006. Participating Deputy Heads approved the creation of an ADM-Level Task Force on Recordkeeping (RK)
and undertook a series of projects to examine the central role of recordkeeping in mitigating business and accountability
risks in the Canadian federal public administration, and to assess the costs and feasibility of implementing sound
recordkeeping within the GC. The ADM Task Force on RK concluded that standardized, yet customizable, recordkeeping
policy instruments, tools and best practices were required, and recommended increasing DM and program managers’
accountabilities through the creation of a Recordkeeping (RK) Directive, issued under the authority of the Policy on
Information Management, 2007.
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Focus of Attention: Information Resources of Business Value

The Canadian federal public administration creates, acquires, captures, and manages vast amounts of information
resources in paper and electronic format. However, not all information resources can, or need to be, managed and retained
indefinitely. To do so incurs huge financial burdens for the federal public administration in terms of inappropriate
expenditure of time and effort, duplication of work, loss of productivity, and increased risks.

Through the implementation of recordkeeping requirements, the Directive on Recordkeeping will enable government
departments to differentiate between the vast amounts of information they create and use on a daily basis, and focus
resources on managing only information resources of business value, which include published and unpublished materials
regardless of medium or form, and are required to meet the department’s business needs, performance requirements, and
legislated mandate. The proposed high-level steps to determine business value are depicted in the graphic below.

e Conduct review of business context (at the institution
level, sector, branch, etc.)

e Analyze business needs and purpose (generic and
specific business processes)

e Identify and document information resources of

business value Business
Processes

Information Resources
of business value
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MESSAGE D’HUBERT T. LACROIX,
PRESIDENT-DIRECTEUR GENERAL, CBC/RADIO-CANADA

Alors que notre plan précédant mettait I'accent sur les principes fondamentaux de
notre engagement et jetait les bases permettant d’en assurer le succes futur, cette nouvelle
version démontre toute la mesure des efforts que nous entendons déployer pour passer a
I’étape suivante, soit du respect des regles d’équité en matiere d’emploi aux efforts strate-
giques et proactifs. Pour nous aider a y arriver, nous continuerons a collaborer de pres avec
les syndicats au sein du Comité mixte de I’équité en matiére d’emploi (CMEME). En 2009,
nous avons mis en place un nouveau modele de gouvernance comportant des comités pour
I'inclusion et la diversité dans nos Services francais, anglais et institutionnels. Ce nouveau
modele de gouvernance nous a aidés a faire des progrés dans plusieurs domaines, assurant
une représentation de la diversité a I'antenne et augmentant celle des femmes au sein de la
Société. Nous excellons aussi dans la collecte et dans I'analyse de données sur nos effectifs,
ainsi qu’en matiére de consultation et de collaboration avec les parties intéressées. Toutes
ces nouvelles sont des plus stimulantes.

Mais il reste encore beaucoup a faire. En comparant la représentativité de notre
main-d'ceuvre avec la population canadienne, nous constatons certains écarts sur le plan du
recrutement et du maintien des effectifs d’origine autochtone, des personnes handicapées et
des personnes faisant partie des minorités visibles. Ce dossier requiert encore notre atten-
tion.

C’est un enjeu auquel nous nous attaquons déja. Nous venons tout juste d’effectuer
un examen a 360 degrés de nos systemes de gestion, de nos politiques et de nos pratiques
et procédures des RH qui affectent le recrutement et le maintien de ces quatre groupes
désignés.

Les trois prochaines années s’annoncent riches en défis, mais j’ai confiance que le
Plan national pour l'inclusion et la diversité 2012-2015 contient les mesures qui nous
permetiront de combler tout écart quant a la représentativité de notre main-d’ceuvre et qui
nous rendront encore davantage a I’écoute et représentatif de la population canadienne.

Hubert T. Lacroix

Apfacand

gromm——
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INTRODUCTION

PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE 2012-2015

A T'échelle nationale, 'équipe de gestion des talents et de la diversité, qui reléve du groupe
Personnes et Culture, a comme mandat de s’assurer que la Société concentre ses efforts pour attirer, recruter
et développer une main-d’ceuvre diversifiée. L’équipe a été un moteur dans I'émergence d’une culture
d’entreprise favorisant la diversité grace au développement et a la mise en ceuvre du Plan national sur la
diversité et I'équité en matiere d’emploi 2009-2012. Cet exercice a permis d’obtenir les principaux résultats
suivants :

° Modeéle de gouvernance permettant de s’assurer que la diversité demeure au rang des priorités

® Mécanismes de contrble et de responsabilisation faisant en sorte que les mesures sont mises
en ceuvre correctement.

® Outils de recrutement pour aider les gestionnaires a trouver des candidats issus de la diversité.

° Modules de formation sur la diversité et Péquité sur le lieu de travail.

Le nouveau Plan, dont la description débute a la page 15, cerne les six domaines sur lesquels nous
concentrerons nos efforts au cours des trois prochaines années : le leadership; le suivi et la responsabilisation,
le recrutement et la sélection, la formation et le perfectionnement, la gestion des talents, les communications,
I'image de marque et les activités extérieures. Les objectifs et les activités de chacun de ces domaines sont
basés sur les recommandations clés provenant de 'Examen des systemes d’emploi, ainsi que des résultats de
la plus récente analyse des effectifs. Le Plan inclut aussi des initiatives issues du plan précédent, qui n’ont pas
éte réalisées. Pour chaque activité, on indique I'unité/la fonction responsable du développement et de la mise
en ceuvre de 'approche préconisée.

En développant le Plan national pour I'inclusion et la diversité, nous avons tenu compte des principes
de la Loi canadienne sur les droits de la personne et de la Loi sur I'équité en matiere d'emploi. Toutefois, nous
avons aussi prévu des mesures destinées a favoriser 'inclusion afin d’assurer une diversification accrue de
Peffectif a tous les échelons de la Société pour que celle-ci reflete véritablement le visage démographique
changeant du Canada. Au moment de finaliser le Plan, nous avons aussi pris en compte les consultations
menées aupres des membres du CMEME, des différents comités pour l'inclusion et la diversité, et des générali-
stes de Personnes et Culture, avant d’obtenir 'approbation finale de la vice-présidente, Personnes et Culture.

i
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MISE EN (EUVRE ET SUIVI DU PLAN

Le Plan sera examiné et adapté chaque année par un groupe de travail national sur la
diversité et par le CMEME lequel est composé de représentants de la direction et des syndi-
cats de CBC/Radio-Canada. La Société décidera en fin de compte des modifications a
apporter au Plan.

Les progres seront évalués par le Bureau national de la conformité RH, qui comparera
les résultats obtenus avec les objectifs fixés. Les progres seront mesurés en fonction des
données sur la représentation des employés, qui sont présentées dans le Rapport annuel sur
I’équité en matiere d’emploi et dans les analyses annuelles sur I'effectif, et dont les résultats
indiguent si I’écart dans la représentativité de la main-d’ceuvre se réduit. En plus des données
numériques, on conservera des dossiers sur les activités touchant les communications, la
consultation, le suivi et la révision du Plan, ainsi que sur leurs résultats et toute mesure prise
subséquemment. De plus, une nouvelle analyse de I'effectif sera préparée en 2013 et 2014,
afin de mettre a jour les objectifs quantitatifs en fonction des plus récentes données du recen-
sement.

La mise en ceuvre des initiatives prévues dans le Plan devrait permettre d’engager un
effectif plus solide et plus représentatif de la population a CBC/Radio-Canada. Toutefois,
compte tenu des contraintes financiéeres resultant du Plan d’action pour la réduction du déficit
(PARD) et du réaménagement des effectifs auxquels nous sommes soumis actuellement, le
Plan devra peut-étre étre modifié de fagon continue en fonction de I’évolution des exigences
et des résultats atteints.
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NOTRE MAIN-D’CEUVRE ACTUELLE

Observations

Le tableau 1 de la page 8 présente I'ensemble des effectifs de la Société et la représenta-
tion des quatre groupes désignés par catégorie professionnelle en septembre 2009. Les données
sur la population active disponible sont fondees sur les résultats du recensement de 2006.

Le tableau 2 de la page 9 présente I'ensemble des effectifs de la Société et la représenta-
tion des quatre groupes désignés par catégorie professionnelle en avril 2012. Les données sur la
population active disponible sont fondées sur les résultats du recensement de 2006.

Une comparaison entre les tableaux 1 et 2 indique qu’il y a eu une augmentation de
'ensemble des effectifs de la Société. Toutefois, seulement deux des quatre groupes désignes —
les minorités visibles et les femmes — ont vu leur représentation augmenter de maniére marginale,
tandis que la représentation des personnes handicapées et celles des Autochtones a diminué. En
général, il n'y a pas eu de progrés important vers I'atteinte d’'une main-d’ceuvre totalement
représentative des groupes désignés, sauf dans le cas des femmes dont la représentation dépasse
maintenant la disponibilité dans I'industrie. A moins d’un effort concerté de recrutement et
d’embauche, les écarts actuels dans les trois autres groupes désignés continueront de grandir.

Objectifs et mesures

OBJECTIFS DE RECRUTEMENT A COURT TERME

Le Plan établit les objectifs de recrutement™ pour les groupes désignés sous-représentés,
le cas échéant, en fonction de la plus récente analyse de la main-d’ceuvre (avril 2012). L’atteinte de
ces objectifs de recrutement a court terme dépend du nombre d’occasions d’embauche qui se
présenteront, de la disponibilité de candidats qualifiés pour les pourvoir et de notre capacité de les
recruter. Nos efforts seront donc axés sur des initiatives stratégiques a fort impact.

OBJECTIFS DE REPRESENTATION A LONG TERME

L’objectif a long terme de la Société est toujours la représentation équitable des quatre
groupes désignés. Cela signifie qu’il faut atteindre un niveau de représentation au moins égal a la
disponibilité de la population active canadienne dans toutes les catégories professionnelles et a
tous les niveaux (sauf pour les femmes dont la sous-représentation concerne seulement deux
catégories professionnelles — travail de bureau, métiers techniques) au cours des trois prochaines
années. Les mesures décrites dans le Plan ont pour but de faire en sorte que nous atteignons ces
objectifs de représentation.

** Les objectifs de recrutement sont quantifiés aux pages 10-12 de ce document.
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PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE
2012/2015

LEADERSHIP

OBJECTIF

S’assurer que I’équipe de la
haute direction (EHD), les
gestionnaires de premiére
ligne et intermédiaires, et
les syndicats s’engagent

et participent pleinement
dans Patteinte des objectifs
du Plan.

ACTIVITE

Continuer a utiliser le CMEME
comme forum de discussion sur

les questions liées a la diversité,

y compris les facons de créer des
postes et des occasions de
promotion pour les membres des
groupes désignés (tirer parti des
sujets abordés dans les conventions
collectives; p. ex., développement
des talents communautaires, etc.).

RESPONSABILITE ANNEE

Personnes et Culture 2012-2015

(P.etC)

Revoir le modéle de gouvernance

pour accroitre 'engagement, 'efficacité
et 'impact de chaque comité sur
linclusion et la diversité.

P. et C. — Gestion des 2012
talents et développement
organisationnel (GTDO)

Intégrer la diversité comme critére
dans les prix actuels.

Equipe de haute direction 2013
(EHD)

Mettre en ceuvre un programme
annuel de champions de la diversité
pour reconnaitre et souligner

le leadership

P.etC. 2014

SUIVI ET RESPONSABILISATION

OBJECTIF

Mettre en ceuvre des
indicateurs de rendement,
des indicateurs clés et de
meilleurs moyens
d’auto-identification

pour assurer la réussite
du Plan.

ACTIVITE

Obtenir le soutien de 'EHD concernant
I'obligation d’assigner la responsabilité
aux gestionnaires recruteurs (y compris
le président-directeur général et 'EHD),
la responsabilité d’établir et d’atteindre
des objectifs de recrutement précis et
des stratégies de sensibilisation pour les
postes ou il y a sous-représentation d’un
ou plusieurs groupes désignés.

RESPONSABILITE ANNEE

V.-P.-P.etC. 2012

Fournir aux gestionnaires et aux RH des

rapports sur le personnel et des indicateurs

clés pour assurer le suivi des taux de
représentation permettant de mesurer
I'efficacité des stratégies de recrutement.

GTDO 2012

Metire en ceuvre et a jour les systémes de

suivi des candidats tout au long du processus
de recrutement et de promotion, y compris

un recensement culturel.

GTDO 2012-2013

Fournir des comptes rendus sur la mise
en ceuvre du Plan par les comités sur
Pinclusion et la diversité, dont le CMEME.

GTDO 2012-2015
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PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE

2012/2015

RECRUTEMENT ET SELECTION

OBJECTIF

Réduire les écarts de
représentation des divers
candidats en s’assurant
que les objectifs de
Pexercice d’embauche
axé sur la diversité sont
communiqués
efficacement aux
responsables du
recrutement et de
Pembauche.

ACTIVITE RESPONSABILITE

Metire en ceuvre un processus national de P.etC.
recrutement centralisé et en tirer parti pour

accroitre P'efficacité du recrutement axé sur

la diversité.

ANNEE

2013

Mettre a jour la politique de dotation en GTDO
personnel et le portail RH @ ma portée

pour les gestionnaires afin qu’ils incluent

I'obligation pour ces derniers de fixer

des objectifs annuels de diversité dans

'embauche pour les groupes désignés

qui sont sous-représentés dans des

catégories professionnelles précises

(conformément & la Loi sur I'équité en

matiére d’emploi).

2013

Soutenir les gestionnaires dans I'exercice P. et C. - Services
annuel visant a établir les objectifs d’embauche anglais (SA), Services
et de promotion, vérifier les résultats a I'aide francais (SF), groupes
des rapports appropriés et les sensibiliser a institutionnels (Gl)

cet enjeu, le cas échéant.

2012-2015

Développer des bassins de talents internes SA, SF, Gl
issus de la diversité : p. ex., employés
occasionnels/temporaires, ou candidats

vedettes qui n'ont pas été embauchés,

mais avec qui nous désirons rester en contact.

2012-2015

Créer et maintenir des partenariats avec des SA, SF, GI
organismes d’employabilité sans but lucratif en

leur donnant des accés au module d’agents

recruteurs dans Taleo pour nous référer

directement leurs candidats.

2012-2015

Organiser des activités de recrutement et y SA, SF, Gl
participer : p. ex., portes ouvertes, foire d’emplois

ciblant les candidats issus de la diversité, foires

d’emplois des universités, etc.

2012-2015

Dans le cadre de la mise en ceuvre du centre V.-P.-P.etC.
national de recrutement, établir des cibles

quantitatives de diversité dans la GRD afin que

les objectifs d’embauche du personnel du

recrutement viennent soutenir les activités.

2013

Mettre en ceuvre un modéle d’entrevue GTDO
automatisé qui comprendra des directives sur

la maniére de tenir 'entrevue, des questions

diment formulées portant sur des compétences
précises ainsi que des conseils et des outils

pour I'évaluation des candidats.

2013

Développer une présence reflétant la diversité ~ GTDO
et une stratégie de sensibilisation sur les médias
sociaux pour attirer et atteindre des candidats

issus de la diversité.

2013
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PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE
2012/2015

RECRUTEMENT ET SELECTION (suite)

OBJECTIF ACTIVITE RESPONSABILITE ANNEE
Mesurer l'efficacité des stratégies SF - Centre de 2012-2015
d’affichages ciblées (dans Taleo) graces recrutement, Gi

aux rapports disponibles, les sources
d’affichages dans Taleo et les
renseignements fournis par les
candidats dans la présélection

et s’ajuster en conséquence.

Organiser des activités a I'interne visantles ~ SF - Centre de Lorsque
groupes cibles (p. ex : Présentation et visite ~ recrutement demandeé par
de la Maison de Radio-Canada, ou les partenaires
programme de candidatures recommandées d’affaires

issues des groupes cibles) selon le besoin
des secteurs et clients.

Maintenir une solide présence sur le web SF 2012-2015
axée sur la diversité (p. ex., ajout de liens

sur les médias sociaux vers des activités

de la Société en matiére de diversité,

affichage systématique de postes a pourvoir

sur des sites de diversité, etc.).

Devenir un mentor pour les candidats SF - Centre de 2013
d’Alliés Montréal afin de positionner recrutement

CBC/Radio-Canada comme employeur

de choix, principalement pour les

nouveaux arrivants.

Développer des outils et des programmes SA 2012-2015
axés sur notre image de marque en matiére

de diversité et faciliter I'inclusion de candidats

issus de la diversité (p. ex., vidéo, stage,

mentorat a l'interne et de I'extérieur,

orientation, etc.).

S’assurer que les comités de sélectionsont  P.etC. 2013
représentatifs en ce gu’ils comptent au moins

un membre issu de la diversité et qu'il soit

présent en personne ou par téléconférence,

lorsque cela est possible.

Développer une stratégie de communication P.etC. 2013
pour rappeler aux gestionnaires que,
conformément a la politique sur I'équité en
matiere d’emploi, les gestionnaires recruteurs
doivent conserver un dossier contenant de
I'information sur les entrevues avec les membres
des groupes désignés et les raisons pour
lesquelles ils n’ont pas été sélectionnés.

De plus, la stratégie de communication peut
inclure des informations spécifiques liées ala
diversité et a Fembauche contenues dans des
conventions collectives spécifiques.

Modifier la section portant sur la diversité du P.etC.-GTDO 2012
Guide des entrevues axées sur le comportement

eny intégrant des éléments du document de la

Commiission canadienne des droits de la personne

(CCDP) intitulé Guide de présélection et de

sélection des employés et, le cas échéant, des

pratiques exemplaires d’autres institutions

fédérales
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PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE
2012/2015

FORMATION ET PERFECTIONNEMENT

OBJECTIF

Premier objectif :

Accroitre la sensibilité et Ia
connaissance de tous les
employés en matiére
d’information, de politiques
et de procédures concernant
Pinclusion et la diversité.

Deuxieme objectif :

Fournir la formation et
Pinformation nécessaires
aux personnes qui mettront
en ceuvre les initiatives

du Plan.

ACTIVITE

Développer et mettre a jour des programmes

de formation destinés aux employés, aux
gestionnaires recruteurs et au personnel des

RH (p. ex., formation en ligne sur la sensibilisation
aladiversité, a la politique sur la non-discrimination
et l'obligation de prendre des mesures d'adaptation,
aux outils du systéme de suivi des candidatures,
etc).

RESPONSABILITE ANNEE

P.etC.-GTDO 2012-2015

Intégrer de l'information dans la GRD afin
d’encourager les gestionnaires a tenir des
entretiens de rétroaction continue afin de
cemer les employés qui pourraient profiter

de cours de formation pour assurer leur
développement et les encourager a les suivre,
et discuter de leur perfectionnement
professionnel.

P.etC.-GTDO 2013

Mettre en ceuvre des activités d’encadrement
et de perfectionnement :

- Encadrer les gestionnaires de
premiére ligne sur les meilleures
pratiques de sélection
et recrutement.

- Encadrer et sensibiliser les
gestionnaires de premiére ligne
a limportance et a la valeur
ajoutée d’une équipe diversifiée.

- Codévelopper des recruteurs sur la
recherche de candidats diversifiés,
partage des meilleures pratiques de
recrutement des personnes issues
des groupes cibles.

SF — Centre de
recrutement

2012-2013

Former des groupes de discussion avec les

employés de Radio-Canada issus de la diversité

pour bonifier nos stratégies d’attraction et de
recrutement.

SF - Centre de 2013
recrutement

Mettre en ceuvre une planification de la releve
qui tient compte des objectifs liés a la diversité,
ainsi qu’une formation sur les sensibilités
culturelles pour les entrevues d’embauche.

SA 2013-2014
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PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE
2012/2015

FORMATION ET PERFECTIONNEMENT (suite)

OBJECTIF ACTIVITE RESPONSABILITE ANNEE
Mener une campagne de sensibilisation SA - Comité sur I'inclusion 2012-2015
auprés des employés, du personnel RH et et la diversité, Gl

des gestionnaires (p. ex., module sur la
diversité dans Prét a gérer, réunion annuelle
des RH, conférences, meilleures pratiques
d’entrevue, diners-causerie etc.).

Obtenir de I'aide pour créer une liste de Gl - Directeur RH 2012-2015
références pratique, rapide et conviviale

recensant les outils, les renseignements

et les ressources disponibles immédiatement

(aide-mémoire pour savoir ol les trouver).

Créer un dossier électronique qui deviendra Gl - Adjoint administratif 2012-2015
un lieu de référence contenant les articles sur du directeur RH

la diversité jugés pertinents par I'équipe des

RH nationales. Fournir un résumé général,

verbal et écrit, des ajouts a la liste des articles

de référence aux conseillers des RH.

GESTION DES TALENTS

OBJECTIF ACTIVITE RESPONSABILITE ANNEE
S’assurer que la diversité Développer un module/une composante P.et C. GTDO 2014

fait partie de toutes les sur la diversité pour le programme

activités et de tous les d’intégration et développer une stratégie

programmes de la gestion de communication afin de s’assurer qu’il

des talents, de Pacquisition est offert & tous les nouveaux employés,

des talents aux stratégies partout au Canada.

de maintien des effectifs.

Inclure des questions plus spécifiques P.et C. GTDO 2013
liées a la diversité dans les questionnaires

des entrevues de départ et ajouter au moins

une question sur I’obligation de prendre des

mesures d’adaptation pour aider les experts

en diversité et en équité a cerner les obstacles

possibles en matiere de diversité a

CBC/Radio-Canada
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PLAN NATIONAL POUR L’INCLUSION ET LA DIVERSITE
2012/2015

COMMUNICATIONS, IMAGE DE MARQUE ET ACTIVITES EXTERIEURES

OBJECTIF ACTIVITE RESPONSABILITE ANNEE
Premier objectif : Ajouter dans les affichages de postes ou P.etC.-GTDO 2012
Augmenter la sensibilité dans les réponses automatiques transmises
des employés face aux aux candidats et dans toutes les lettres d’offre
initiatives de la Société d’emploi une déclaration faisant état de la
en matiére d’inclusion volonté de CBC/Radio-Canada de prendre
et de diversité. des mesures d’adaptation.
Deuxiéme objectif : Continuer & souligner et & promouvoir cing P.etC.-GTDO 2012-2015
Positionner a sept événements soutenant la diversité
CBC/Radio-Canada tout au long de I'année.
comme un leader et un
employeur de choix pour Donner aux employés des comptes rendus P. et C. - GTDO 2012-2015
la diversité en milieu sur les progrés du Plan au moyen des
de travail. plateformes de communication interne.
Revoir et développer tout le matériel P. et C. - GTDO 2013

concernant le recrutement et les activités
extérieures (communications, kiosques,
brochures, affiches, feuillets d’information,
vidéos, site Internet, portail 10! calendrier
des activités extérieures, etc.) pour tenir
compte de la diversité dans les effectifs.

Elaborer une proposition de valeurs P.etC.-SA 2012-2015
d’employés (PVE) pour la diversité et
I'intégrer a I'image de marque d’employeur.
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ANNEXE 1 - PLAN D’ACTION EN MATIERE D’ACCESSIBILITE

P i

INTRODUCTION

Les Services immobiliers de CBC/Radio-Canada reconnaissent I'importance d’offrir des installa-
tions bien adaptées et poursuivront leurs efforts dans les années a venir pour mettre en ceuvre les meilleures
pratiques d’aménagement intérieur en matiére d’accessibilité, selon les fonds mis a leur disposition, les
risques a gérer et les occasions qui se présentent. De plus, conformément a la législation, CBC/Radio-
Canada continuera a étre proactive pour ce qui est de 'accessibilité & ses immeubles.

Le présent document fait état du progres réalisé en matiere d’accessibilité dans les immeubles de
CBC/Radio-Canada pour la période 2009-2012 et la projection pour 2012-2015.

CONTEXTE

CBC/Radio-Canada occupe 76 édifices au Canada. Nous sommes propriétaires de 27 d’entre eux
et locataires de 49. Cela représente un total 4 120 000 pieds carrés. Divers codes, normes et lois s’appliquent
lorsqu’on procede a la construction, a la rénovation ou au réaménagement de bureaux, notamment ceux-ci :

- le Code national du batiment;

- les codes du batiment provinciaux;

- la Loi canadienne sur les droits de la personne;

- la Politique sur la gestion des biens immobiliers du Secrétariat du Conseil du Trésor du Canada;

- la norme relative a la Conception accessible pour 'environnement bati de ’Association canadienne
de normalisation (CSA-B651);

- le Code national de prévention des incendies.

La politique du Conseil du Trésor s’applique aux sociétés d’Etat comme CBC/Radio-Canada. Conformément
a cette politique, nous devons porter attention aux éléments suivants :

- les entrées d’'immeuble;

- les ascenseurs;

- les espaces publics;

- les aires de travail et les salles de conférence;

- les portes et les couloirs intérieurs;

- les toilettes;

- les téléphones publics;

- les refroidisseurs d’eau et les fontaines;

- les sorties de secours de tous les secteurs accessibles;
- la signalisation spéciale;

- le nombre de places de stationnements accessibles.
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LE POINT SUR LES REALISATIONS DEPUIS 2009

Depuis 2009, la Société a investi environ un million de dollars afin d’améliorer I'accessibilité pour les
personnes a mobilité restreinte. Cet investissement était basé principalement sur les évaluations fournies par
Les Entreprises Betty Dion ltée, reconnu dans le domaine de 'accessibilité et du design universel pour les
édifices de Montréal et Toronto. On a également tenu compte des travaux effectués dans d’autres
immeubles, comme ceux de St. John’s et de Sudbury, ou nous avons rénové avec succes les toilettes du
rez-de-chaussée et du premier étage, et modifié les portes d’entrée, et ce, malgreé un certain nombre de défis
en matiere d’accessibilite. Nous avons également fait des investissements additionnels — pour plus d’un
million de dollars — afin de reconfigurer entierement les immeubles de Sherbrooke, Trois-Rivieres, Saguenay
et Rimouski. Nous avons pris en considération la norme CAN/CSA-B651 pour tous ces travaux.

Un montant d’environ 100 000 dollars a aussi été investi dans les évaluations d'autres immeubles,
notamment a Calgary, Edmonton, Yellowknife, Ottawa, Fredericton, Moncton et Charlottetown. Les rapports
de ces évaluations nous ont été utiles pour déterminer 'ordre des priorités suivantes :

Catégorie 1: Conditions liées a la santé et sécurité

Catégorie 2:  Situations a court et a moyen termes, lorsque des corrections rapides et & moindre colt
seraient possibles

Catégorie 3: Situations a long terme

Nous avons aussi incorpore des considérations ayant trait a I'accessibilité dans une évaluation de la
signalisation bilingue. La signalisation & Sherbrooke, Trois-Rivieres, Saguenay et Rimouski a été entierement
revue en raison de la nouvelle configuration de ces immeubles. A Montréal, lors du projet de revitalisation du
corridor au Niveau A, la signalisation a été revue pour la nomenclature des locaux donnant sur le corridor ainsi
que pour les aspects directionnels. La signalisation dans les immeubles suivants a également été revue :
Saskatoon, Régina, Edmonton, Winnipeg, St. Boniface, Charlottetown, Fredericton et St. John’s.
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OBJECTIFS ET PLANS D’ACTION POUR LES TROIS PROCHAINES ANNEES

Les budgets annuels ont été établis, mais ils sont sujets au financement disponible. Une
somme de 250 000 dollars a été reportée pour 2012-2013, en plus de 125 000 dollars prévus pour
I’installation, a une hauteur accessible, d’une signalisation bilingue en frangais, en anglais et en braille.
La disponibilité de ces sommes est sujette a I'approbation finale du budget.

Comme nous 'avons mentionné précédemment, Les Entreprises Betty Dion Itée ont procédé
a une inspection approfondie des établissements de Montréal, de Toronto, de Corner Brook, de Gander,
de Grand Falls, de St. John’s ainsi que plus récemment, des édifices de Calgary, Edmonton, Yellow-
knife, Ottawa, Fredericton, Moncton et Charlottetown, en fonction de la norme B651. Certains des
éléments mentionnés dans l'inspection étaient liés a I« exploitation » de I'immeuble : il s’agit d’éléments
de base qui devraient faire 'objet d’une intervention de la part de Péquipe de P'Exploitation des
immeubles des Services immobiliers. Méme si certains de ces projets en immobilisations et ponctuels
concernent le simple remplacement d’équipement, nous tenons compte de "accessibilité.

Les projets présentés en 2009-2010 et qui ne sont pas terminés feront partie des travaux a compléter a
partir de 2012.

Lors des déménagements d’Halifax, les nouveaux réaménagements tiendront également compte de
I’'accessibilité.

Vous trouverez ci-dessous nos objectifs et nos plans d’action :

1. Continuer d’intégrer a la liste de nos projets les éléments des rapports des Entreprises Betty
Dion ltée de Betty Dion, résoudre prioritairement les situations énumérées de la catégorie 1,
puis ensuite, selon une grille d’analyse de risques, procéder aux améliorations des catégo
ries 2 et 3.

2. Continuer d’étre vigilants et d’améliorer I'accessibilité dans tous nos aménagements et
rénovations en utilisant la norme CAN/CSA-B651.

3. Continuer de renforcer et d'utiliser le guide de cette norme pour le nouvel affichage.

4. Continuer d’informer et de former le personnel et les médias des principes techniques a
appliquer, notamment par I’entremise de formation en aménagement pour 'équipe de projet
interne et celle de SNC-Lavalin O&M).

5. Lorsque les fonds le permettent, résoudre les situations des catégories 2 et 3 énoncées
dans les rapports des Entreprises Betty Dion Itée.

6. Lorsque les fonds le permettent, continuer les évaluations des autres batiments appartenant
a CBC/Radio-Canada ainsi que des espaces loués, pour ensuite procéder aux travaux
requis par ordre de priorité et selon une approche fondée sur 'analyse de risques.

7. Elaborer un plan de communication relatif aux réalisations des Services immobiliers nation
aux de CBC/Radio-Canada.

ICLUBION
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ANNEXE I S
LISTE DES TRAVAUX REALISES DEPUIS 2009

VILLE AMELIORATIONS DATE D’ACHEVEMENT

Calgary Accessibilité de I'entrée nord 2011
Remplacement du monte-escalier intérieur 2011
Ajout d’une rampe en bordure du trottoir a 'entrée principale 2011

Iqaluit Agrandissement du stationnement pour les personnes handicapées 2011

Montréal Toilettes B74 (Radio) En cours
Marquage de couleur contrastante des marches et des rampes d’escalier 2011-2012
Modifications de la hauteur des stations manuelles En cours
Développement d’un plan d’évacuation En cours
Signalisation des voies d’évacuation En cours
Marches et rampes d’escalier 2009-2010

St. John’s Abaissement des poignées d’alarme-incendie 2009-2010
Plan de sécurité incendie pour les employés a mobilité réduite 2009-2010

Sudbury Toilettes accessibles au rez-de-chaussée et premier étage, porte et voies de 2011
circulation vers le premier étage, entrée principale du rez-de-chaussée
(rue MacKenzie).

Toronto Plan de sécurité incendie pour les employés a mobilité réduite En cours
Zones de refuge (signalisation, etc.) En cours
L4 Washroom operators pour les personnes handicapées 2011-2012
Remplacement de I'ascenseur Simcoe avec Cadillac Fairview En cours
Ascenseur Glenn-Gould pour personnes handicapées 2011
Remplacement des portes extérieures 2011
Déplacement de la sortie d’urgence de 'entrée de la rue Front 2009-2010
L1 (Musée et théatre Graham-Spry) : peinture de la colonne/du 2009-2010
rebord de la vitre

Vancouver Toilettes, entrées, ascenseurs, salle des nouvelles, etc. 2009

Other Installation d’une signalisation directionnelle bilingue & Sherbrooke 2009
Installation d’une signalisation directionnelle bilingue a Saskatoon et Regina 2009-2010
Installation d’une signalisation directionnelle bilingue a Trois-Riviéres 2010
Installation d’une signalisation directionnelle bilingue & Edmonton, Winnipeg, 2010-2011
St.Boniface et Charlottetown
Installation d’une signalisation directionnelle bilingue a Saguenay 2011
et a Montréal (corridor nord, niveau A)
Installation d’une signalisation directionnelie bilingue a Fredericton et St.John’s 2011-2012
Installation d’une signalisation directionnelle bilingue & Rimouski En cours
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MOVING BUSINESS RECORDS TO LIVELINK
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2014/2015 Comms for E-Archive/RIM

(From August 2014 Good to Know):

Spotlight this month:

Save your older emails to Livelink before Jan. 1, 2016™ or they'll be deleted

Your business records are a critical corporate asset and source of information. The E-Archive project team is setting
up a folder structure in Livelink where electronic business records for each department can be preserved. As of
January 1, 2016™* any emails older than one year (365 days) will be automatically deleted from your Gmail account
and pre-Google (GroupWise) archives. If you have older emails that are business records, you must transfer them to
Livelink before this date.

Visit the E-Archive page to find out how to safeguard your business records and for further details about this project,
including Q&As, contacts for support, an e-learning module on records management, and more.

** Deadline revised as of November 2014.

(From December 2014 Good to Know):

Did you know?
The E-Archive deadline has been extended in response to organizational changes.

As of January 1, 2016 (new deadline), emails older than one year (365 days) will automatically be deleted from
both your Gmail account and your pre-Google (GroupWise) archives.

If you have older emails that are business records, you must transfer them to Livelink before this date to save them.
The mandatory e-learning module on records information management will help clarify which records are important
to preserve.

if you have 500 or more email business records that must be saved, you may be eligible for help with bulk
migration. Please contact your information Steward or the ITSC (1-866-999-7888) to learn more.

Visit the new E-Archive page on 0! for further information including Q&As, training and quick tips for using Livelink,
the project roll-out plan, and contact info for the E-Archive team.

January

From Good to Know:

Mandatory training for records and information management
2015 is the year of records and information management at CBC/Radio-Canada. As of January 1, 2016, emails

older than one year (365 days) will be automatically deleted from your Google account each day. Your pre-
Google (GroupWise) archives will also be deleted. To preserve important emails, you must transfer them to
Livelink before this date.

Visit the e-archive page on i0! to find out more, and take the quick (15-minute) online training module on
records and information management to learn how to handie confidential documents and make sure you
save important files. This training is mandatory for all employees.

Getting your records straight (iO!)
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hitp:/fio.cbere.ca/Pages/En/news/employvee/2015/records-information-management. aspx

February

From Good to Know:

Who's your Information Steward?
2015 is the year of Records and Information Management at CBC/Radio-Canada. Each department has one or more
designated information stewards. These individuals will work with the E-Archive team to set up a customized folder

structure in Livelink for their department’s electronic business records.

Not sure who your information steward is? You can check this list to find out, and visit the E-Archive page on iO! to
learn how to preserve your business records by moving them to Livelink.

March

From March Good to Know:

Questions about archiving your email? Check out our Q&A page
2015 is the year of records and information management at CBC/Radio-Canada. As of January 1, 2016, emails older
than one year (365 days) will be automatically deleted from your Google account each day. Your pre-Google
(GroupWise) archives will also be deleted. To preserve important emails, you must transfer them to Livelink before
this date.
If you have questions about archiving your emails in Livelink, consult the E-Archive page on iO! It's packed with
useful information, training and tips, including a Q&A page that deals with questions such as:

e Can | keep emails in my account without archiving or filing/labelling them?

e How do | transfer an email to Livelink?

e  What will happen to the emails | archived in GroupWise?

e What should | do with emails that contain important documents?

e What can | do to better manage my inbox?

e Who should | contact if | have other questions about archiving my emails?

Is your Gmail inbox out of control? (iO!, written by M. Miles)
hitp:/fio.cbere.ca/Pages/En/news/emplovee/2015/earchive-gmail-control. aspx

Preserving our electronic business records (iO!, written by M. Miles)
hitp:/fio.cberc.ca/Pages/En/news/employvee/2015/preserving-electronic-business-records.aspx
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2.9.1: Records and Information Management

References:

o Corporate Records and Information Management Procedures
o Corporate Classification and Retention Schedules
e CBC/National Archives Agreement

Definitions:

The term record includes any correspondence, memorandum, book, plan, map, drawing, diagram,
pictorial or graphic work, photograph, film, microform, sound recording, videotape, machine readable
record, and any other documentary material, regardless of physical form or characteristics, and any
copy thereof.

The term authorized persons refers to individuals granted access to specific records by the President,
Vice-Presidents or their delegates.

1. Scope

e The scope of the policy includes the maintenance of records from their creation to their
disposal or permanent retention.

2. Statement of Policy

o liis the policy of the CBC to identify, maintain, protect and make accessible to authorized
persons CBC records for legal, operational and historical purposes.

o All records are the responsibility of the CBC and should only be made accessible to authorized
persons.

o Records should not be removed from CBC premises or destroyed without proper authorization.

o The CBC shall comply with all applicable legislation with respect to its records.

o Provided that the CBC complies with applicable legal requirements the CBC may dispose of
paper records.

e Archival records identified in the CBC/National Archives Selection Criteria document will be
considered for transfer to the National Archives of Canada.

2.1 Strategic Fit
e This policy promotes a management framework that supports
efficiency, transparency, communication and

accountability.

2.2 Responsibility
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7

e The Vice President of the originating department is
responsible for guaranteeing the identification,
classification, arrangement, retention and disposal of
their departmental records according to official CBC
records management procedures and schedules

e The Corporate Secretariat is responsible for overseeing and
assisting in the implementation and monitoring of this
policy within the corporation.

e The Corporate Secretariat is responsible for monitoring and
coordinating agreements with outside archival
institutions.

e The President, or his or her delegate, must approve all
archival agreements.

3. Operating Principles

o Procedures, guidelines and schedules will be developed by the Corporate Secretariat to effect
this policy.

o All guestions related to the interpretation and application of this policy should be directed to the
Corporate Secretariat.
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8477

9.1
LABOUR UPDATE 9 !

George Smith gave highlights of labour negotiations which resulted in 3 settlements — 1
each for English and French and 1 national settlement. The CEP agreement was
reached before Chrisimas on Dec. 21. He reported that even though a strike had a one
time cost the Corporation managed to negotiate significant savings. There will be a
5.5% wage increase over the next 24 months (3% as of June 30, 2001 and 2.5% on
June 30, 2002).

The French producer’s agreement had been expired for 3 years when the offer and
demands were made in November 2001. The union went to Canada Labour Relations
Board and challenged the legality of these demands. The Board ruled that several of
the demands were illegal and required CBC to re-draft the offer without these demands,
which was accepted by the union. This decision has been challenged on the basis the
Board exceeded its jurisdiction by negotiating on our behalf. itis a five-year agreement
with an 8.5% increase over 5 years.

APS unit — 564 employees — 5 year agreement in place until June 30,2005 with no
substantial changes. Settled within the mandate established.

Mr. Smith noted that the most contentious agreement at the moment is the SCRC.
Congiliation is ongoing with a right to strike on March 20, 2002.

He reported that journalists on the English side are expected to be less contentious with
a hope to achieve something on an informal basis. Administrative and technical unions
are not up for negotiation until next year.

Mr. Smith concluded his remarks by noting that the majority of the talent agreements
are expired. The negotiating team will continue to work around issues of rights and how
to negotiate and administer rights agreements. The main issue is use on Internet and
rights associated therewith.

The Chair expressed appreciation to Mr. Smith and his team for their hard work.

CONSENT ITEMS

On a motion moved by Richard O’Hagan, seconded by Robert Lantos
IT IS RESOLVED THAT Corporate Policy #15 — Preservation of CBC
Programming and Records be repealed and replaced by the Corporate Policy
“Records and Information Management”.

MOTION CARRIED

ADJOURNMENT

Having no further business to discuss, the meeting adjourned at 3:05pm.

Chair

Secretary

Lot

T A W
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325th MEETING OF THE BOARD OF DIRECTORS
CANADIAN BROADCASTING CORPORATION
MONTREAL, QUEBEC
January 22, 2002

PRESENT:

Ms. Carole Taylor Chair
Mr. Robert Rabinovitch President and CEO

Mr. Val Conway

Ms. Marie Giguére

Mr. Roy Heenan (by phone)
Mrs. Jane Heffelfinger

Mr. Robert Lantos

Mr. Clarence LeBreton

Mr. Richard O'Hagan

Mr. James Palmer

Mr. Thomas Wilson

REGRETS:

Mr. John Kim Bell

ALSO ATTENDING:

Mr. Harold Redekopp, Executive Vice-President, English Television

Mrs. Michéle Fortin, Executive Vice-President, French Television

Mr. George C B Smith, Senior Vice-President, Human Resources

Mr. Sylvain Lafrance, Vice-President, French Radio

Mr. Alex Frame, Vice-President, English Radio

Ms. Johanne Charbonneau, Vice-President and CFO

Mr. Pierre Nollet, Vice President, General Counsel and Corporate Secretary

Mr. Michel Tremblay, Vice President, Strategy and Business Development

Ms. Nancy Carrell, Assistant General Counsel and Assistant Corporate Secretary

Other participants as identified in the minutes.
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Board of Directors

Subject matter

Policy to be repealed: Corporate Policy #15

Background

Corporate Policy #15 “Preservation of CBC Programming and Records " will be repealed
and replaced with the “Corporate Policy Records and Information Management”.

H
i

Information on the matter

’ All elements of the former policy have been addressed by the new policy that is the
| responsibility of the Corporate Secretariat.

For decision

Prepared by:

Name: Edith Cody-Rice
Date: January 8, 2002

Management Recommendation

That Corporate Policy #15 be repealed and Corporate Policy Records and Information
Management be adopted.

Last Discussed at the Board

Date: N/A
Decision made:

Next Steps

000064



|
|
|
|
|
|
.
|
|
|
|

RESOLUTION OF THE BOARD OF DIRECTORS

date:

On motion moved by , seconded by

IT IS RESOLVED THAT Corporate Policy #15 entitled Preservation of CBC

Programming and Records is hereby repealed and replaced by the Corporate Policy
Records and Information Management.

CARRIED

MOTION DU CONSEIL D'ADMINISTRATION

1l est proposé par . appuy¢ par

IL EST RESOLU QUE 1a politique générale #15 intitulée "Conservation des

émissions et des documents de la SRC" est par la présente abrogée et remplacée par la
"Politique de la gestion des documents et de l'information”.

MOTION ADOPTEE
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C vorate Policy

Politique générale

Number: CP no. 15

Effective:  December 28, 1992

PRESERVATION OF CBC PROGRAMMING AND
RECORDS

Preamble

The radio and television programs and program
material of the Canadian Broadcasting Corporation, as
well as its administrative, operational and production
records, constitute a significant component of
Canadian history and culture. The programs record
important events, express the hopes and fears of
Canadians, and reflect the perceptions Canadians have
of their own society and of the world. The records
document the preparation of programming, and
decision-making about electronic communications,
affecting all aspects of Canadian life in the 20th
century.

CBC programming and records constitute a heritage
which must be preserved and accessible as archives.

Policy

it is the policy of the Corporation to ensure the
systematic retention of programming and records. The
appropriate retention and disposal of CBC
programming and records will ensure access to CBC's
heritaga for broadcasters and researchers, will protec
the Corporation’s interests, and will facilitate efficient
administration.

All pregramming, related materials, data and records
are the property of the Corporation, subject to the
rights of third parties, and must not be made
accessible to unauthorized persons, removed from CBC
premises, or destroyed without proper authorization.

Tre Corporation will retain programming, related
materials, data and records as required for operational
and archival purposes. Schedules will be developed,
and regularly updated, governing retention of
programming and records required for cperational
purposes: interim storage and disposal of dormant
programming and records; and archival preservation of
selected programming and records.

Numéro: P.G.no 15

Prise dreffet: le 28 décembre 1392

CONSERVATION DES EMISSIONS ET DES
DOCUMENTS DE LA SRC ,

préambule

Les &missions de radio et de télévision, le matériel
d'émissions, ains! que les documents administratifs,
drexploitation et de preduction de la Société Radic-
canada constituent des témoignages importants de
Ihistoire et de la culture canadiennes. Les émissions
relatent les grands événements, expriment les
aspirations et précccupations des Canadiens et des
Canadiennes et refistent {a perception qu'lls ont de
jeur propre société et du reste du monde. lLes
documents, qui témoignent eux de la préparation des
smissions et des décisions prises en matidre de
communications électroniques, touchent a tous les
aspects de la vie contemporaine au pays.

Les émissions et les documents de la SRC constituent
un patrimoine qui doit &tre préservé et rendu
accessible en tant qu’archives.

Politigue

La SRC se doit d'assurer la conservation systématique
de ses émissions et documents. Par un cholix judicieux
des éléments a conserver, elle veille & rendre'son
patrimoine accessible aux radiodiffuseurs et aux
chercheurs, & protéger ses propres intéréts et & assurer
une administration efficace de ces biens.

/

Toutes les émissions, alnsi que le matériel, les données
et les documents connexes sont la propriété de la
Société, sous réserve des droits des tierces parties. lis
ne sont confiés qu’'a des personnes autorisées et ne
peuvent &tre sortis des locaux de la SRC ou détruits
sans autorisation officlelle.

La Société départage la conservation des émissions, du
matériel, des données et des documents connexes
selon les besoins d'exploitation et d’archivage. Des
calendriers sont établis et réguliérement mis a jour
pour la conservation des émissions et documents requis
3 des fins d’exploltation, pour {"entreposage provisoire
et I'élimination des émissions et documents inactifs,
ainsi que pour |‘archivage d’émissions et de documents
choisis.
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Corporate Policy

'Polit'ique générale

To ensure that the public interest In the programming,
related materials, data and recards of the CBC s
safeguarded, the Corporation has entered into archival
agreements, including an agreement with the National
Archives of Canada.

All archive agreements will require that Archives take
on the permanent conservation responsibilities and
provide public research access for CBC materials
deposited with them. Archival agreements must

reserve for the CBC rights of control over research

access and copying or re-yse as well as the protection
of the rights of creators, performers or other third
parties.

Responsibility

All departments of the CBC have the responsibility for
the application of this policy in their own areas and
the retention of records and Information for their
operational requirements.

Media Vice-Presidents have the responsibility for the
application of this policy with respect to the
permanent archival preservation of programming and
related audio-visual material.

Finance and Administration Is responsible to ensure
the proper application of this policy with respect to
the records management and storage of
administrative, operational, production records and
data beyond the operational requirements of
departments.

The Corporate Archivist is responsible for developing

corporate archival policies and corporate selection
criteria, monitoring and coordinating archival activity
within the Corporation, and approving records
schedules for programming and records throughout
the Corporation. The Corporate Archivist is
responsible for interpreting this policy.

All archive agreements have to be approved by the
President.

{(Proposed revision for Corporate Policy # 15 -
effective 27 June, 1980}

Corporate Secretariat
Ottawa, January 15, 1993

Afin de donner acceds aux émisslons de la SRC, ainsi
qu’au matériel, aux données et aux documents
connexes pouvant présenter un Intérét public, la
Société a conclu des ententes archivistiques,
notamment avec les Archives nationales du Canada.

1 Incombe aux Instances archivistiques avec lesquelles
les ententes ont été condues d’assurer la conservation
permanente du matériel que leur confie {a SRC et d'en
donner l"accds au public & des fins de recherche.
Conformément aux ententes archivistiques, la SRC est
habilitée 3 contréler cet accés, 3 limiter la cople ou la
réutilisation du matériel, de’ méme qu’a protéger les
droits des créateurs, artistes et autres tiers.

Responsabilités

il revient 3 tous les services de {a SRC d’appliquer cette
politique dans leurs secteurs respectifs, ainsl que de
conserver. 'information et les documents relatifs 3
leurs besoins d’exploitation.

Les vice-présidents des médias sont chargés d"appliquer
cette politique en ce qui a trait & la conservation
archivistique permanente des émissions et du matériel
audiovisuel s’y rapportant. -

# incombe au service des Finances et administration
d’assurer "application appropriée de cette politique en
ce qui concerne la gestion des documents et
I‘entreposage des données et dossiers administratifs,
d'exploitation et de production, -au-dela des besoins
d’exploitation des autres services.

{’archiviste de la Société est chargé d’élaborer des
politiques archivistiques et des critéres de sélection &
{*échelle institutionnelle, de surveiller et de
coordonner les activités archivistiques au sein de la
Société, et d'approuver les calendriers d'archivage des
émissions et des documents dans toute la Société. i lui
appartient également d'interpréter ia présente
politique.

Toutes les ententes archivistiques doivent étre

approuvées par le président-directeur général.

(Révision proposée pour la politique générale
n® 15, en vigueur depuis le 27 juin 1980)

Secrétariat général
Ottawa, le 15 janvier 1993
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CORPORATE POLICY
RECORDS AND INFORMATION MANAGEMENT

References: Corporate Records and Information Management Procedures

Corporate Classification and Retention Schedules
CBC/National Archives Agreement

Definitions:

The term record includes any correspondence, memorandum, book, plan, map, drawing,
diagram, pictorial or graphic work, photograph, film, microform, sound recording,
videotape, machine readable record, and any other documentary material, regardless of
physical form or characteristics, and any copy thereof.

The term authorized persons refers to individuals granted access to specific records by
the President, Vice-Presidents or their delegates.

1. Scope

*

The scope of the policy includes the maintenance of records from their creation to
their disposal or permanent retention.

2. Statement of Policy

It is the policy of the CBC to identify, maintain, protect and make accessible to
authorized persons CBC records for legal, operational and historical purposes.
All records are the responsibility of the CBC and should only be made accessible
to authorized persons.

Records should not be removed from CBC premises or destroyed without proper
authorization.

The CBC shall comply with all applicable legislation with respect to its records.
Provided that the CBC complies with applicable legal requirements the CBC may
dispose of paper records.

Archival records identified in the CBC/National Archives Selection Criteria
document will be considered for transfer to the National Archives of Canada.
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2.1 Strategic Fit

«  This policy promotes a management framework that supports efficiency,
transparency, communication and accountability.

2.2 Responsibility

«  The Vice President of the originating department is responsible for
guaranteeing the identification, classification, arrangement, retention and
disposal of their departmental records according to official CBC records
management procedures and schedules.

« The Corporate Secretariat is responsible for overseeing and assisting in the
implementation and monitoring of this policy within the corporation.

»  The Corporate Secretariat is responsible for monitoring and coordinating
agreements with outside archival institutions.

« The President, or his or her delegate, must approve all archival agreements.

3. Operating Principles

«  Procedures, guidelines and schedules will be developed by the Corporate
Secretanat to effect this policy.

«  All questions related to the interpretation and application of this policy should
be directed to the Corporate Secretariat.
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LESSON PLAN OUTLINE
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TOTAL LENGTH - 90 MIN
PART | : SUPPORT RIM - 40 min

Time Objective Content covered Learning Documentation
(min) activity
5 Dutv: D ibe whatis | duction: Explain IS Instructor Training Manual (p. 6)
uty.. escribe w a.t s Introduction: Q&A IS Participant Training Manual (p.3)
EArchive and EArchives . .
What is EArchives?
Deployment
What is an EArchives
Deployment?
10 1. Explain IS Instructor Training Manual (p. 7-
Duty or Ask: Apply Classification of records in 2 Der:nonstrate 10) & (p
:Iass:ication ?Od;: eArchives. 3. Observe IS Participant Training Manual (p.4-
ound or received from
- List classification codes 4. Assess and 6)
RIM Release
Appendix p. 20
Apply Learning
Styles during
demonstration
{Appendix p. 21)
10 1. Explain IS Instructor Training Manual (p.
Duty or Ask: Access Groups in E-Archives 2 De‘:nonstrate 11-13) € (P
Livelink through web - -
browser and agdd or - Access Livelink through web 3. Observe IS Participant Training Manual (p.7-
browser and add or remove a 4. Assess and 9)
remove a user from a Release
user from a group .
group (Appendix p. 20)
Apply Learning
Styles during
demonstration
(Appendix p. 21)
15 Duty or Ask: o Explain IS Instructor Training Manual (p.
Manage access permissions Q&A 14-18)
Explain what are -What are persmissions in IS Participant Training Manual
permissions in EArchives [EArchives? 1. Explain (p.10-14)
R L 2. Demonstrate
-How do | edits permissions on 3.0b
Grant access permissions £ chives? - Ubserve
! 4. Assess and
Release
Duty or Ask: Edit access (Appendix p. 20)
permissions
Apply Learning
Styles during
demonstration
{Appendix p. 21}

Page 3 of 27
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Information Stewards Instructor Training Manual

Separate Duty or Ask: Run Cognos Reports Manual (Link to
training reports or Followup on Cognos E-Archives manual)
session on request from RM

Cognos Officers on review audit

system if reports

needed by

Steward, no

need to detail

here

Instructions Duty: Email RM officer Instructions will be received on call

will be given  or IT Apps when
ad-hock when  |technical problem arise
technical asking for help and
prpblem answering any follow up
arise, noneed |4 e5tions from RM
to.tram on Officer or IT Apps to
this. help solve the problem.

Once fixed the Steward

needs to test to make

sure system is working.

PART Il : SUPPORT USER — 20 Minutes

Time Objectives Content covered Learning activity Documentation
(min)
20 eArchive micro-site

Duty: Act as a point |What is the eArchives micro-site?

Explanation
of contact (on above QgA
duties) between
between RM Explain what it means to “ Act as
Officer/IT Apps and [liaison between RM Officer/IT Apps
users and users”
Duty: Demonstrate . . .
application of job o o 1. Explain eArchive micro-site
aids on Google, Demonstratg ap.pllcatlon of !ob aids ). Demonstrate
Livelink, Groupwise, on Google, leel.lnk, Groupwise, web |3 qpcorve
web browser, and browser, webdrive 4. Assess and Release
webdrive {Appendix p. 20)

Apply Learning Styles during

demonstration (Appendix p. 21)

Page 4 of 27
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PART Il : SCENARIO - 15 minutes

Time Content covered Learning activity Documentation
(min)
15 Guided facilitation: Provide a print out of the scenario from Evaluation Scenario (Appendix p. 22)

them questions to get the solution.

important...

TO EXPERIENCE CONTROLLING IT.

the instructor training manual and have the learner read it
and answer the questions in front of you on the computer.

Allow the Steward to make mistakes as this will help them
learn. If they get stuck or ask for help guide them by asking

For example: When you create a group, what is most

DO NOT SHOW THEM. LET THEM FIGURE IT OUT BY USING
QUESTIONS. IF THEY ARE REALLY STUCK TELL THEM WHAT TO
DO. NEVER TAKE OVER CONTROL OF THE MOUSE. THEY NEED

PART IV : CONCLUSION -5 Minutes

Time Content covered Learning activity Documentation
(min)
5 Review all the topics covered in the training Explain Evaluation form (print

Identify who to contact in case of questions

any more questions
Tips for success:

people.

a positive.

Ask them to fill in the evaluation form

Ask them how they thought the training went and if they have

Always expect the best from the Stewards

The very best trainers are “high expectations”

Encourage and empower the Steward by giving
feedback using the sandwich technique. 1. Start
with a positive. 2. Then constructive. 3. End with

of Appendix page 25)

Page 5 of 27
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ELECTRONIC DOCUMENT AND RECORDS MANAGEMENT SYSTEM

WHAT IS AN INFORMATION STEWARD?

An Information Steward is a CBC/Radio-Canada employee who has been delegated to act as a liaison
between their department/group and National Records and Information Management. An Information
Steward will also be responsible within their group for granting access-permissions to electronic folders
and documents in E-Archives, classifying electronic records, and answering questions from their group
members regarding E-Archives and records and information management.

Activities:

e Ensure access to E-Archive for new user accounts as needed.

e Request the creation of new Livelink groups when necessary.

e Manage Livelink group memberships.

e Manage permissions to content.

e Functional support base (How do | do that).

e Assist in the evaluation of the Records Management in the department by RIM (via Cognos
reports - such as a list of group members, permissions list, list of contents, etc).

e Participate in any user acceptance testing for configuration changes, upgrades, enhancements
and new features.

e Continuous user training.

WHAT IS E-ARCHIVES?

The Electronic Document and Records Management System, or E-Archives, is the tool that is used at
CBC/Radio-Canada to provide integrated management of electronic records (Word documents, Excel
spreadsheets, email and images). E-Archives is a central, online storage area that allows employees to
create, classify, share and maintain electronic records. Employees are granted permissions to see,
modify, create or delete certain files depending on the job they hold within the corporation. E-Archives
works in conjunction with the Records Classification and Retention Schedule so that electronic records
are managed appropriately.

E-Archive assets:

e Consolidated view of information for business activities.
e Master record inventory to simplify Access to Information (ATI) searches.
e Faster access to specific documents (electronic and paper).

Page 6 of 27
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e Document retention scheduling will allow Records Managers to identify records that need to be
reviewed with a view to destruction or archiving.

e Efficient and cost effective compliance with Government policies.

e Full audit capabilities to demonstrate compliance and accountability.

e The ability to share and link information between departments.

Page 7 of 27
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WHAT IS AN E-ARCHIVES DEPLOYMENT?

e The goal of the E-Archive project is to set up a folder structure in Livelink where electronic
business records for each department can be preserved.

e |n each department, a designated representative (“information steward”) will work with the E-
Archive project team to set up an appropriate folder structure and permissions for these
records.

e Training and support will be provided for all employees.

e The project team can respond to questions from users about saving business records (pre-
Google email, Google email, or other documents) in Livelink.

WHAT IS LIVELINK?

Livelink is an application that runs from CBC / Radio-Canada internal servers. This application allows
document storage, workflow management (recording of leave, contracts, projects, etc.) and the
integrated management of business records. Livelink is the practical application of the E-Archive
program that allows us to meet our mandate in terms of managing our information with business value.

USING OTHER SYSTEMS?

Other systems contain operational information in a very specific format and their applications are
known to their users. Popular examples are iNew, Avid, Dalet Plus, MAM, SAP and Remedy. The
information contained in these systems does not have to be transferred to Livelink as it is already
managed properly.

Other platforms used by most employees to handle information daily produce a large amount of
information of different form and value. However, information of business value that comes from
Google applications (Gmail and Drive), network drives or My Documents shall remain temporarily and
be transferred to Livelink to be managed in compliance with laws and policies that apply.

The notion of temporary before transferring business records to Livelink vary with the nature of the
affected projects, but keep in mind that the automatic destruction of emails on a yearly basis is applied
every day. It is therefore recommended to follow good email management practices daily.

Page 8 of 27
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MANAGE GROUPS IN E-ARCHIVES

To manage user groups, you must have been appointed Group Leader therein. The group leader is
the only one, apart from the system administrators who can add and remove members of a given
group.

1. To manage a group, go to the top left corner of the page and select the link Users & Groups.

Tools 7 Search Livelink for

| Enterprise

Workspace

o
it
i
i
&

Users & Groups @

Download Clients

Onen Teyt Evnlorer

laccifiratinne

2. Onthe next page, click on the down arrow next to Find and select the option Group Name.

'CBC @8 Radio-Canada

Enterprise Personal Tools © Search Livelink for .

% Users and Groups

. Add tem v

Find: Grcupuame Ty i that starts with Find
User Last Name
User First Name

Tofindu User Log-+ Hly values and click the "Find” bution...

3. Inthe field that starts with type in a group name and click the Find button. Only the first letters
should suffice.

Enterprise Personal Tools ) Search Livelink for

Users and Groups

Find: GroupMame ¥ thatstarts with r-rm | Find | | Addttem |~

3

To find users or groups, specfy values and cick the "Find"” button...

Page 9 of 27
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4. Take necessary precautions to select the correct group name by clicking the link Edit in the
column Actions next t

Enterprise Personal Tools o Search Livelnk for
Users and Groups
Find: Group Mame v thatstarts with r-m . Find Add Tem -
Type HName Actions
L5 r-RM(Nato Edi
i ’\J
i -CSES-EL =4

5. Type in the user name in the that starts with text field and click on the button Find. Click on the
box next to the Add to group action for the appropriate user you want to add and click the
button Submit. You can add other users by repeating the same steps.

'CBC 4 Radio-Canada

Enterprise Parsonal Tools @

Search Livelnk for

ol

Edit Group: r-RM (National RIM Team)

Modify Group To add members to this group, first find the users or groups you wish o add...
Find:  User Last Name 7

that starts with rainvi Find

Then mark their checkboxes and click the "Submit” button below...
Type Name Last Name Department

Actions

Add to group

Add to group

6. If you need to remove a user from a group, click on the username you need to remove from the

Current Group Members box and click on the button Remove From Group.

search Livelnk for

tog-in Name: R
Mamet E
Current Group Members - i

%1 Departments | CBC_MGTC_Users4

E-mall F

Set as Group Laader i Ra
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7. When you are finished, click Done.

Modify Group

Find & Add

Edit Group Name
Current Group Members

iy
g

-RM-EL (Liaksons)

r-RBM-2M (BIM Records Manager

4k

%

L #r  [-RM-RP (RIM Std Publishing]

Modify Hotification
Interests
settings

Set Available Functions

Group Funciional Access

pefault RM dlassification

Defaul RMIChssiication

- Delete Group | Done F
i

g ﬁ',

5 Basisats
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Within E-ARCHIVES, the information stewards will be responsible for granting access permissions to
employees within their department or group. The position you hold in your group/department will
determine which records you have access to. Access control governs what you see in E-ARCHIVES.

For example:

e [f you do not have permission to see an item, the item is hidden from you when you
open a folder or view a Search Results page.

e If you do not have permission to add items to a folder, the “Add Item” menu does not
appear when you open that location.

e Only the functions that you have permission to perform appear on the “Functions”

menu.

The following chart describes the permissions that may be applied to electronic records.

Permission

What the Permission Allows

See

You can see the folder but not the items inside.

See Contents

You can open the item and see its contents (i.e. view, open and download).

Modify You can rename the item and modify some of its properties.
Edit Attributes You can apply categories to the item or modify the item's categories or the
attributes they contain.
Add Items You can add items (folders, documents, etc.). This permission is only
available for folder items.
Reserve You can reserve (check-out) the document to prevent other users from

modifying it while you modify its content.

Delete Versions

You can delete versions of the item. The Delete Versions permission is only
available for items that have versions, such as Documents.

Delete

You can delete the item.

Edit Permissions

You can edit the permissions that other users or groups have on the item.

Page 12 of 27
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“'How DO | EDIT PERMISSIONS IN LIVELINK?

Information Stewards and members of the RIM Group are the only ones who have approval to grant or
change access permissions for E-Archives. When a group or department is deployed to E-Archives, the

RIM team will help to arrange your folder structure and your group permissions. Setting individual

permissions for each folder added to Livelink can be a tedious and time-consuming process. That is why,
in most cases, an item's permissions are inherited (based on the folder to which it is added). This means
that if a record is added to a folder, the permissions granted to the records within that particular folder
will be attributed to the record that is being added. However, if the inherited permissions are not what
you require, you can still edit the permissions. You need to have the ‘Edit Permissions’ permission to be

able to do this.

HOW TO EDIT PERMISSIONS:

1. Navigate to the folder or document.

2. Click the Functions icon (.*)) and select Permissions.
The Permissions page is displayed.

3. Onthe Permissions page, the Access Control List is
displayed. The Access lists have already been defined.

Owner (. _+), is the user who has full permissions on
the item. By default, the Owner is the user who created
the item.

Owner Group ( © i), a group to which the item

i budget-notice 3
Default Access
 Trn BL MH-Law 7
% L r-RM-RM (RIM Records Manager) T4
+ Mo Public Access > &
Assigned Access &

L -RMAEL-Law

L TRMO-LS-LAW {Law Department’

Done i

"belongs" and to which you want to assign extra permissions on the item.
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4. Select a group by clicking on a name in the Assigned Access list.
The Edit Group Permissions chart is displayed to the right.
5. Change the permissions in the Edit Group Permissions chart:

Edit Group Permissions

tiser: L& TRMo-LS-LAW {Law Department)
Access: W Ses

W see Contents
- Modify
1™ Edit Attributes
I add Trems
T Reserve
T Delete versions
™ Delete

" Edit Permissians

Apply To: This Item -

This Item
Sub-Items ate Hemova% Fleset;

a. Click on the box beside the permission to select it or deselect it (e.g. Modify, Edit

attributes, Reserve, Delete). A checkmark indicates that the permission is selected ( v )
and needed for the group.

b. From the Apply To drop-down list, select This Item & Sub-Items.
When you change the permissions on a folder, its sub-folders keep their original
permissions unless you specify otherwise. Sub-ltem Options are displayed upon making
the selection. It is not necessary to select these options.
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6. On the Permissions page, click Update to change the permissions.

* . ARCHIVEL
" e-ARCHIVE

s S Boasns

) coprespondence + @
Default Access
T Tn BL MLew &
L p-RM-RM (RIM Records 2|
Manager)
+ «Mo Public Access> o
Assigned Access L

L TRMo-LS-LAY {Law Department)

Done §

Edit Group Permissions

User:

Access:

Apply To:

Sub-ltem Options:

L TRMo-LS-LAW (Law Department)
¥ See
W sSee Contents
™ Modify
W Edit Attributes
W add Trems
™ Reserve
W Delete Versions
¥ Delete

™ Edit Permissions

| This Item & Sub-Ttems ~

I Include Task List
™ Include Channel

I Indude Discussion

} Remave Reset
e B

The permissions have now been applied to the item.
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CLASSIFY RECORDS IN E-ARCHIVES

* . ARCHIVEL
" e-ARCHIVE

s S Boasns

When a parent folder is created in E-Archives, you will be prompted to classify the folder while
you are creating it. To create a parent folder: Click on “Add Folder” button (top right)

CBC 48k Radio-Canada

love 5% Deiete 13! Zip & Downioad

xa

Records and Information Management

Search Livelink for

3

s 0%

smoement Programs

a. Ifyou created a parent folder from WebDrive, you will need to use your Web browser to
access the folder’s properties and select Records Details, and then skip to the following

Make Shortcut

step 4.
ag Copy 2,3 Move
Type HName
Complance &

i‘:{ﬁ Copy

Records and Inforn

Program Maintenar

Records and Inforn

Toronto Activities
Records & Informa

s
{/;1 o

41 Move

wnioad
Move General
E-Mail Disable Aude
E-Mai Enable Categories
Make MNews Classfications
Permissicns Columns
Explore from Here . elink
Finalize Record Holds
Versicn Control Presentation
Zip & Download Records Detal
Delete Referenc%s

WebDAY

Properties 5

Fora &

Modified fast Ve

& Items /1172013 10:40 AM
seneral Documents Unciassfied

10 Hems 02/10/2014 12:05 PM
is and Information Management Programs

26 ems 07/02/2014 44:41 BM
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2. Fillin the “Name” and “Description” fields when prompted.

Ex. Name: Board of Directors Meetings

ARCHIVEL

e-ARCHIVE

56 3 Sednats

3. Description: Minutes from CBC Board of Directors MeetingsSelect “Browse Classifications” from
the drop down menu under “Classification”

Enterprise Personal

Add: Folder

Hame:

Description:

Tools

CBC 8¢ Radio-Canada

e Search Livelink for

Board of Directors Meetings

Minutes from CBC Board of Directors
Meetlings

Inherited Classifications:

Classifications:

Management Program

- 8

Dificiak

=

Lategories:

{reate Im

iUser Pick List

Group Pick List

‘Search RM Classifications
Search RM Classification terms

S RECORDS AND INFORMATION MANAGEMENT ... ds & Information

ck on "Browse Classificats

Browse Content Server.
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4, Choose a classification code to apply to the folder.

B Classific e

= O Selected Items

Action

Choose a
classification code

For example: If the folder will contain Minutes from the Board of Directors Meetings, use code 101.108
(Board of Directors Meetings: Documents relating to meetings of the Committee. Includes notices of
meetings, agendas, meeting records, minutes and annexes, resolutions, meeting follow-ups.) Choose the
appropriate code for the folder.

8 bt CANRING AN COORTINAVION - TECHMICAT BPEODTICTION CEER ATIONS Hitems -
02 %; PROCUICTINN EQUIPMENT MANAGEMENT 7 items
03 B ECUISMENTLOGEDORS 3 Ttems

106 &, LEGAL ATFAIRS . . . 432 Ttems

- = scroll down {o appropriate activity code and =

o =, e = - = 55 Ttems

o @ click on underlined title {o select it -
114 ﬁa ACCESS T INFORMATION (AT 3 1tems
117 B OMRLUDTMAN -

If there are sub-activity codes for you to choose from, the system will prompt you to choose once you
have chosen the activity code.

1 Selected Item

i Size
B Actvity and Statistical Reoorts O ftems
101,107 &5, Advisory Committee to the Chair on relations with Stakeholders 2 Items
101,153 = 0 Ttems
101,175 S O Items
104,180 = 0 Htems
& writise 4 Items
&, Board of Directors - - 10 Items

e scroll down to appropriate sub-activity
; ¥ 101,108 B Bosrd of Dirsctors Meetinns 1 . - 29 ltems

code and check off box to select it

101201 A5 Branch andfor departments! reorganizations 0 Items

5. Once you have selected your classification code, scroll down to the bottom of the window and
click on “Submit”.

{ Havigate Zearch i

Click Submit

OPENTEXT Cortant Server

raie Internet Develo.., | v gl 0 Selected Items

Action:
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Back in the “Add:Folder” window, click on the “Add” button at the bottom to create this folder with its
assigned classification.

 CBC @8 Radio-Canada

Enterprise Personal Tools ¥ Search Livelink for

_® Add: Folder

Hame: Board of Directors Meetings
Bescription: Minutes from CBC Board of Directors -
Mestings

Inherited Classifications: &, nECORDS AND INFORMATION MANAGEMENT ... ds & Information

Management Program
Classifications: proai g & - %
,{6?% CORFPCRATE ENTITY :Board of Directors Meetings
ofhpst =
click on "Add" to
Categories: create this folder
Create D Toronto Activities i Browse Content Server. !

™

i A

Once a folder is classified, it will automatically have a retention period and disposition applied to it
based on the classification code. Any records placed in the folder will inherit the classification code that
has been applied to the folder; this is why it is important to make sure that you file electronic records in
the appropriate folders.
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E-ARCHIVE COMMUNITY

E-ARCHIVE GOOGLE+ COMMUNITY FOR INFORMATION STEWARDS

1. Start by activating your Google+ profile, you can learn more about it here:
https://sites.google.com/a/cbc.ca/google-toolbox/home-2/google (You can skip this step if you
already activated your profile)

CBC 48F Radio-Canada

(&
2. Once your profile is active, place your cursor over the Home icon and click on
Communities
ﬁ 1A
£ Communities
T o
a
3. Go to Search for communities and type in E-Archive /
Archivel
@ E-Archive / Archivel

a9k
LR

4, Select it and ask to join the community, you will receive a
reply shortly welcoming you éi"ﬁ?*c’ﬁ%e

Boimimte
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SUPPORT AND INFORMATION

ARCHIVEL
2-ARCHIVE

5 S asats

General Issues
Open a ticket with ITSC or your support group

Functional Questions
Contact the RIM Teams (see below for details)

Access related issues
Contact the Information Steward responsible for your team

RIM Team

National
Benoit Rainville
Head of National Records and Information Management Program / Corporate Secretariat

Montreal
Nathalie Lemay
Analyst, Document Management and Information / Media Libraries and Archives

Toronto
Cesar Cameirao
Coordinator / Records and Information Management

E-Archive Proiect Team

National
Benoit Rainville
Project Lead, Analyst and Configurator

Montreal
Dahlia Beristain Gil
Project Lead and Analyst

Michel Assante
Configurator

Toronto
Mark Grysiuk
Project Lead, Analyst and Configurator
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APPENDIX

DEMONSTRATION: BEST PRACTICES

Explain: The mentor will explain the position and the procedure(s) in which to properly execute the task,
in detail. The mentor will highlight the importance of key procedures. Mentors should be open to two
way communication about the task. The mentors should not rush the explanation and encourage
questions.

Demonstrate: The mentor will then demonstrate the procedure they have just explained. The mentor
will continue to describe the procedure as they demonstrate.

Observe: At this point, the mentor will let the Steward perform the task while standing nearby and
observing. If the Steward gets stuck, resist the urge to fix the problem for them. Instead, ask the
Steward clarifying questions so that they come to the answer themselves. If Steward is really stuck
mentor can tell them what to do but to allow the Steward to complete the task. NEVER TAKE OVER
CONTROL OF THE MOUSE.

Assess and Release: After assessing that the Steward can competently perform the task, the Steward
will be ready to perform the task solo. The mentor will complete the “Steward Training Record” form
and evaluate the Stewards level of motivation and competency in the training to indicate that the
Steward has successfully completed the OJT program and is competent in the position. If evaluation is a
3 or lower, then

Source: http://www.wtb.wa.gov/Documents/OJTBestPracticesManual_emailversion.pdf
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LEARNING STYLES

Visual Major Learning Style Preference: This person learns best by seeing words in books, on the
chalkboard, and in workbooks. They remember and understand information and instructions better if
they read them. They don't need as much oral explanation as an auditory learner, and they can often

learn alone, with a book. They should be encouraged to take notes of lectures and oral directions in
order to better remember the information.
Application: Show training manual to Steward so they can read along with you

Auditory Major Learning Style Preference: This person learns best from hearing words spoken and from
oral explanations. They may remember information by reading aloud, especially when they are learning
new material. They benefit from hearing audio tapes, lectures, and class discussions. They benefit from

making tapes to listen to, by teaching other students, and by conversing with their teacher.
Application: Have Steward read parts of the manual outloud and then discuss.

Hands-On Major Learning Style Preference: This person learns best through experience, by being
involved physically in instruction. They remember information well when they actively participate in
activities. A combination of stimuli--for example, an audiotape combined with an activity--will help them
understand new material. Writing notes or instructions can help them remember information.
Application: Have the Steward practice each step on their own computer

Source: http://www.wtb.wa.gov/Documents/OJTBestPracticesManual_emailversion.pdf
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SCENARIO

After a while using E-Archives, Mary receives these requests from users:

1. I need to access so and so files for X project, can you help me? (user is not part of the group who has
normally access to that information, but will need access to it for the duration of a project)

2.1 deleted X document by mistake, can you help me retrieve it?
3. | need to make updates to this document but it’s reserved by someone else, can you unlock it for me?
4. Help! My archived emails only show a blank page when | open them.

5. Cognos help

How should you deal with these requests?

Typical interventions: ( with use of Web Browser or Cognos )

1. An employee is moving laterally in the corporation and his present access rights must be removed.
(Link to Cognos E-Archives manual)

2. A new employee has been hired in your team and will start in two weeks, what are the steps you need
to follow to ensure he will be able to access the right information. (think of all possible groups involved)
(Link to Cognos E-Archives manual)

3. A recent strategic change is forcing you to review the way you conduct business and how your
information is organized. You need to have a good picture of the situation in E-Archives before you can
rearrange the structure. How can you get a hand on that bigger picture? (Link to Cognos E-Archives

manual)
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DEFINITIONS

RECORDS AND INFORMATION MANAGEMENT: resource management function through which
information resources of business value are created, acquired, captured, managed in departmental
repositories and used as a strategic asset to support effective decision making and facilitate ongoing
operations and the delivery of programs and services. Effective recordkeeping enables departments to
manage their ongoing operations, deliver programs and services, and ensure key departmental
capacities for accountability, stewardship, evaluation, audit, access to information, privacy, security and
policy compliance. (Treasury Board of Canada Secretariat, 2011)

RECORDS CLASSIFICATION AND RETENTION SCHEDULE: list of classes of records arranged by function
that describe the length of time a corporate record will be retained as an active record, as well as the
final disposition of the record (retain, destroy, or transfer to archives). The classification and retention
schedule used by CBC/Radio-Canada has been developed by National Records and Information
Management in accordance with the guidelines set out in the Library and Archives Act (2004). The
classifications and dispositions are to be applied to all corporate records, regardless of format, at
CBC/Radio-Canada.

DISPOSITION: the action that will be taken on a record at the end of its retention period (retain,
destroy, transfer to archives) and has met all of the institution's operational, administrative, and legal
requirements. A record may have to be kept longer than its initial retention period because of a change
in the business need, a legal requirement, i.e. a court case, or a pending ATIP request. The purpose of a
disposition authority is to ensure that records are disposed of according to legal/legislative, policy,
business and archival requirements. (Canada L. a., Government, 2007)

RETENTION PERIOD: the period of time that a corporate record must be retained in order to comply
with legislation. Retention is set based on the Classification and Retention Schedule developed by RIM in
accordance with the Library and Archives Act (2004).

PHYSICAL RECORDS/OBJECTS: a paper-based record produced or received in the initiation, conduct, or
completion of an institutional or individual activity and that comprises content, context, and structure
sufficient to provide evidence of the activity. (Canada L. a., Government, 2010)

E-ARCHIVES: (ELECTRONIC DOCUMENTS AND RECORDS MANAGEMENT SYSTEM): tool that provides
integrated management of electronic records (Word documents, Excel spreadsheets, email and images).
E-ARCHIVES is a central, online storage area that allows employees to create, classify, share and
maintain electronic records. Employees are granted permissions to see, modify, create or delete certain
files depending on the job they hold within the corporation. E-Archives works in conjunction with the
Records Classification and Retention Schedule so that electronic records are managed appropriately.

INFORMATION STEWARDS: a CBC/Radio-Canada employee who has been delegated to locally support
and coordinate RIM services within their department or group and to act as a liaison between their
department/group and National Records and Information Management. An Information Steward will
also be responsible within their group for granting access-permissions to electronic folders and
documents in E-Archives, classifying electronic records, and answering questions from their group
members regarding E-Archives and records and information management.

Page 25 of 27

000094



Information Stewards Instructor Training Manual

EVALUATION
Make a copy and provide to Steward directly after training

Please respond to the following questions.

1. I have a clear understanding of my responsibilities as a Steward

Strongly Disagree Agree Strongly
Disagree Agree
1 2 3 4

1. What were the most valuable parts of your training session?

2. What changes could be made to make the training more effective?

4, Additional comments:

ARCHIVEL
2-ARCHIVE

5 3 Bt s
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Generic Valuation Tool (GVT)
ACQUISITION SERVICES

e This tool is designed for Information Management (IM) specialists to use with
relevant business areas when identifying information resources of business
value (IRBV) and retention specifications.

o The IRBV and retention specifications contained in this document are
recommendations only and should be customized to apply in each institutional
context. The complete document should be read before using any
recommendations.

o This GVT does not provide Government of Canada institutions with the
authority to dispose of information. GVTs are not Records Disposition
Authorities (RDA) and do not replace the Multi-Institutional Disposition
Authorities (MIDA).

1.0 Defining the Activity

1.1 Acquisition Services are identified at the sub-sub-activity level of the
Treasury Board Secretariat’'s (TBS) Profile of Government of Canada (GC)
Internal Services (Profile') and are common across the Government of
Canada. It is one of the three sub-sub-activities comprising the Asset
Management sub-activity, the other two being Materiel Services and Real
Property Services.

“Acquisition Services (formerly Procurement Services) involve activities
undertaken to acquire a good or service to fulfill a properly completed
request (including a complete and accurate definition of requirements and
certification that funds are available) until entering into or amending a

contract™.

1.2 ltis intended that this tool will form part of an Asset Management suite of
GVTs as the activities to procure a good, service or real property are an
integral part of the asset management life cycle.

1.3  Procurement activities are somewhat unique in the GC as it is one of the
few situations where the initiating department might not be in control of the
process; procurements over a certain monetary value, complexity, or of a
certain type (e.g. public opinion research) require the involvement of
Public Works and Government Services Canada (PWGSC) procurement

! http://publiservice.tbs-sct.gc.ca/mrrs-sgrr/about-apropos/instructions-consignes/profil-eng.asp
% http://publiservice.tbs-sct.gc.ca/mrrs-sgrr/about-apropos/instructions-consignes/profil-eng.asp
Acquisitions Generic Valuation Tool (GVT)
Library and Archives Canada, 2012
1

000097



officers / specialists from the outset of the activity. In many of the
activities, the PWGSC procurement officer is the lead on the file and is
also responsible for the creation of the procurement file; however there
are also situations where the department is responsible for the creation of
certain information resources. This GVT assumes that the department will
be creating “shadow” files to document the process and to allow for the re-
creation of all actions undertaken during the procurement activities for
purposes of accountability. These files may contain a mix of original
information resources or working copies.

The recommendations in this tool are designed to address the business
value and retention for these shadow files.

1.4  “The Profile of Government of Canada (GC) Internal Services outlines a
common vocabulary and taxonomy of the GC's internal services for
supporting a common government-wide approach to planning, designing,
budgeting, reporting and communicating GC internal services.> It is LAC’s
intention that the GVTs for the internal services can be used by all
departments regardless of their mandated activities. This tool is intended
to be a starting point for those institutions mandated to acquire as they
proceed with the identification of their IRBVs (Information Resources of
Business Value) and can be used with close evaluation of the processes
and IRBV to ensure that they are accurate for the activities of that
institution.

As defined by the Profile, the service groupings for Acquisition Services are: Goods
Acquisitions, Services Acquisitions, Construction Acquisitions and Other Acquisitions.
The PWGSC website buyandsell.gc.ca details what items are covered in these service
groupings.

1.5 Goods Acquisition
The Goods Acquisitions activity involves the definition of goods
requirements, the selection of the sourcing method, the implementation of
the sourcing method, the awarding of the contract, the administration of
the contract and closure of the file. Goods acquisitions covers items in the
following areas: Audiovisual, Projection, and Videoconferencing
Equipment, Computers, Desktop and Network Printers, Fire Fighting,
Safety and Rescue Equipment, Fuel, Furniture, Hand Tools, Passenger

® http://publiservice.tbs-sct.gc.ca/mrrs-sgrr/about-apropos/instructions-consignes/profil-eng.asp

Acquisitions Generic Valuation Tool (GVT)
Library and Archives Canada, 2012
2
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2.0

1.6

1.7

1.8

1.9

Vehicles and Trucks, Photocopiers and Multifunction Devices, Security
Equipment, Software, Tires and Tubes.

Services Acquisition

The Services Acquisitions activity involves the definition of the service
requirements, the selection of the sourcing method, the implementation of
the sourcing method, the awarding of the contract, the administration of
the contract and closure of the file. Service Acquisitions covers services in
the following areas: Central Removal Service, Centralized Professional
Services, Learning Services, Professional Audit Support Services Supply
Arrangement (PASS-SA), Solutions-Based Information Informatics,
Professional Services (SBIPS), Task and Solutions Professional Services
(TSPS), Clothing Advisory Service (CAS), Commissionaire Services,
Communications and Printing, Cyber Protection Supply Arrangement -
(CPSA), Freight and Courier Services (CFS), Professional Services:
Professional Services Online (PS Online), SELECT (Construction,
Engineering, Architecture Services), Task Based Informatics Professional
Services (TBIPS), Temporary Help Services (THS), Technical,
Engineering, and Maintenance Services (TEMS).

Construction Acquisitions

The Construction Acquisitions activity involves the definition of the service
requirements, the selection of the sourcing method, the implementation of
the sourcing method and the awarding of the contract. It may or it may not
involve the administration of the contract or closure of the file.

Other Acquisitions
Other acquisitions include those which fall outside the definitions of goods
and services above.

The acquisition services business processes defined in Section 3 are laid
out in PWGSC's Supply Manual*, and do not map directly to the service
groupings above as these are not groupings of activities but rather
groupings of service types.

Relationship to Other GVTs

* Public Works and Government Services Canada — Policy and Process Directorate, Supply Manual, Version
11-1, May 16‘“, 2011, 622p. http://www.tpsgc-pwasc.gc.ca/app-aca/ga-sm/index-eng.html

Acquisitions Generic Valuation Tool (GVT)
Library and Archives Canada, 2012
3
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2.1

2.2

2.3

2.4

2.5

2.6

Business processes and activities often overlap. When the IRBV for an
activity is identified in another GVT, there is a note in the table to direct the
user to the proper tool.

Real Property and Materiel Services: Acquisition Services complements
the other internal services described in the Asset Management Services
suite. Acquisition Services deals with the acquisition/procurement process
component of asset management, while Real Property and Materiel
Services deal with the management of assets after they are acquired.
Each of these asset management services is addressed in separate
GVTs.

Financial Management Services: Acquiring assets may involve
functions, tasks, or activities related to the financial management or the
Comptrollership of financial transactions as documented by contracts,
purchase orders, or other financial records. These business processes
and IRBVs are addressed in the Financial Management Services GVT.

Management and Oversight: All policy related to asset management are
addressed in the Management and Oversight GVT.

Human Resources Management: Acquiring assets may involve
functions, tasks, or activities related to human resources management.
These business processes and IRBVs are addressed in the Human
Resources Management GVT.

Legal Services: Acquiring assets may involve functions, tasks, or
activities related to legal services. These business processes and IRBVs
are addressed in the Legal Services GVT.

3.0 Business Processes

The acquisition services business processes are laid out in PWGSC’s Supply Manual’®,
with the exception of assessing and planning, Acquisitions activities are comprised of 7
sub-activities:

3.1

Assess and Plan

® Public Works and Government Services Canada — Policy and Process Directorate, Supply Manual, Version
11-1, May 16‘“, 2011, 622p. http://www.tpsgc-pwasc.gc.ca/app-aca/ga-sm/index-eng.html

Acquisitions Generic Valuation Tool (GVT)
Library and Archives Canada, 2012
4

000100



While assessing and planning the acquisition of goods or services is not expressly
stated as a process in the PWGSC Supply Manual, it is necessary to perform an
evaluation of existing assets and resources on an ongoing basis as well as conducting
assessments of current and future organizational needs.

3.2 Requirements Definition
Requirements Definition involves identifying the needs of the requestor to ensure the
goods or services being acquired is the best possible for the situation while adhering to
a variety of legal frameworks. Developing the business case, the statement of work or
the goods specifications, determining the security requirements and seeking approvals
for expenditures are the main activities under Requirements Definition.

3.3 Procurement Planning
Procurement Planning (Procurement Strategy) defines in general terms how goods, a
service or construction will be procured, and will include, at the highest level, the
decision to proceed competitively or non-competitively and provide applicable details in
support of industrial and regional benefits or other national objectives. The strategy
could be quite basic, such as the decision to use a standing offer, or could be more
detailed, which would be used for major projects. The planning phase involves
reviewing the statement of work and determining the method of supply or the sourcing
method, and it may also include seeking a variety of approvals or legal advice.

3.4  Solicitation Activities
Solicitation Activities involves defining the evaluation criteria of the bidders, preparing
the selection methodology, soliciting bids from suppliers, responding to inquiries,
evaluating submitted bids / proposals and determining the successful bidder in
accordance with the evaluation and selection methodology.

3.5 Contract Award
Contract Award involves obtaining the various levels of approval for the project,
awarding the project to the selected contractor, making the awarding of the contract
public through official notices (i.e. MERX), debriefing the unsuccessful bidders and
responding to challenges.

3.6  Contract Administration
Contract Administration, an important part of contract management, includes those
activities performed after a contract award, to ensure files are properly maintained, that
the contractor has met the requirements of the contract, and that payment is initiated.

3.7 Contract Close-out
Contract Close-out involves the completion of the acquisition activities, the financial
aspects of the file and the evaluation of the contractor.

Acquisitions Generic Valuation Tool (GVT)
Library and Archives Canada, 2012
5
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4.0 Validation

This GVT has been validated in consultation with:

5.0 Retention Specifications

The Acquisition of goods and services can fall under the North American Free Trade
Agreement (NAFTA) or World Trade Organization (WTQO) agreement. However, the only
explicit retention recommendations in these agreements are for 3 and 5 years which is a
shorter time than the recommendations made within this GVT.

It is our recommendation that all acquisition files be treated as a case file: all IRBV
related to the procurement of an item should be retained in one repository so that
disposition actions can be taken on all components of the file.

Note to users:

This GVT is in need of review and validation.There are areas which still need to be
described or expanded.

Acquisitions Generic Valuation Tool (GVT)
Library and Archives Canada, 2012
6
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ADD TO QUICKLINKS

¥ Emergency Forms Policies FAQ ContactUs FRANCAIS
@

Welcome to your iO! portal.
i Hi, Benoit Rainville Staff Directory Enter Name... 2 Team Spaces QuickLinks Search this site...

IO!NEWS PRODUCTION & TECHNOLOGY RESOURCES ADMINISTRATIVERESOURCES EMPLOYEERESOURCES SERVICES AND DEPARTMENTS

>> Records and Information M g Q ions and Answers >>

Archiving your emails in Livelink

Available In:  ## i Print

Livelink is the Corporation's electronic document and records management system (E-Archiwe).

Based on the corporate policy on email management, you are responsible for safeguarding emails that are “business records”
by transferring them into Livelink. This will ensure that they are permanently stored, and will not be deleted as part of the
automatic purge of older mail in your Gmail account, and your old GroupWise archives, that will begin in January 2016.**

* About the email management policy

« Email management questions and answers

« Announcement of Livelink banner

* Saung and managing emails in Livelink (cheat sheet)

1l
b
i

** Deadline revised in November 2014.

© Copyright CBC/Radio-Canada

iO'News Production & Technology Administrative Employee Services and Departments Bulletin Board Jobs Language Guide EAP Corporate Website Ombudsman
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ADD TO QUICKLINKS

Emergency Forms Policies FAQ ContactUs FRANCAIS

Welcome to your iO! portal.

L
| Hi, Benoit Rainville Staff Directory Enter Name... B Team Spaces QuickLinks Search this site...

IO!NEWS PRODUCTION & TECHNOLOGY RESOURCES ADMINISTRATIVERESOURCES EMPLOYEERESOURCES SERVICES AND DEPARTMENTS

>> Records and Information M

g Q ions and Answers >>

Archiving your emails - Questions and Answers MySource

) . Your source for information.
Avalilable In:  ## 3 Print
Access MySource

. . HR @ my fingertips
1. What should | do when | receive a new email?

K . . . For Employees
You should determine whether it is a business record or a transitory message. ploy

For Managers

2. What exactly is a business record? What should | do with these?
An email that is material to a business decision or action is considered a “business record”. Business records enable and CEO's Corner
document decision-making in support of programs, senices and ongoing operations, and support departmental reporting,

performance and accountability requirements. For a full description and examples of business records, see the new email ]
management policy. =

Latest notes from Hubert

If the content of an email is important, if it provides you with an authorization, gives you a strategic direction to take, or will be e ider

- . . - . president’s
needed for future reference, then you need to label it with a reminder that it needs to be transferred later to Livelink, for A §ww§s
permanent storage.

3. What exactly is a transitory message? What should | do with these?

A transitory message is a record of a temporary nature, or one that is required for a short time only to ensure the completion
of a routine action. It doesn't have any documentary, archival or evdential value. For a full description and examples of
transitory records, see the new email management policy.

If you have determined that a single email or a whole email trail will not be needed for further consultation (e.g., a simple
thank you, an external publication or confirmation of a meeting date), please discard it as soon as you are done with it.

By contrast, if you think it could be useful to keep an email for a short period of time, you can use the “Archiwe” feature in
Google to mow it from your inbox to the All Mail label (and any other label you hawe assigned it to), from where it will
ewentually be deleted (see following question).

4. How long will emails be stored in my Gmail account?

As of January 1, 2016,** our email system (Gmail) will permanently delete on a daily basis any email in your account that is
more than one year (365 days) old, regardless of whether it is in your inbox, stored within a label that you created, or
“archived™ in Gmail.

NOTE: The “Archive” feature in Gmail moves an email from your inbox to the All Mail label (and any other
label you have assigned it to). Email that is archived in Gmail will ultimately be deleted.

Email that is transferred to Livelink using the new Livelink button (see below) will not be deleted.

5. Can | keep emails in my account without archiving or filing/labelling them?
Yes, you may keep emails in your email account for a period not exceeding one year (365 days) after their receipt or
creation. As of January 1, 2016,** any emails older than one year will be deleted from your account on a daily basis.

For this reason, it's especially important that you transfer business records to Livelink (both sent and received emails) in a
timely manner, to ensure that they are not deleted after 365 days.

6. Access to information
If you are advised by CBC/Radio-Canada’s Access to Information Office that a certain topic is the subject of an Access to
Information Request, you must retain all emails relating to that topic until you are advised otherwise by them.

7. Litigation
If you are advised by CBC/Radio-Canada’s Legal Senices that a certain topic is relevant to an existing litigation or anticipated
litigation, you must retain all emails relating to that topic until you are advised otherwise by them.
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8. What is Livelink?

Livelink is a bilingual, web-based content management system that's used by CBC/Radio-Canada for time capture, contract
management, document & records management, and collaboration. You can access it directly at
http://livelink/livelinke/livelink.exe.

9. How do | transfer an email to Livelink?
When you open an email in Gmail, you will see a button just like this one at the bottom of your email, which will allow you to
sawe it in Livelink for permanent storage.

Livelink - B

CBC 4k Radio-Canada v

A browser window will open, showing you a list of folders in Livelink where you can save your emails.

As noted abow, if you “archive” an email in Gmail using the “Archive” button at the top of your Google screen, it will not be
permanently saved. As of January 1, 2016,** any emails older than 365 days will automatically be deleted from your Gmail
account on a daily basis.

10. What will happen to the emails | archived in GroupWise?

Your GroupWise archives will be accessible until December 31, 2015,** at https://archive.cbcrc.ca/ . If you had archived
important business records (in the form of emails and/or attached documents) in GroupWise, or any emails that are the
subject of an Access to Information request or litigation, it's important to transfer these to Livelink prior to January 1, 2016**
in accordance with the corporate policy on email management.

As of January 1, 2016,** any emails previously archived in GroupWise that have not been transferred to Livelink will be
deleted.

11. What should | do with emails that contain important documents?
If you receive an email with an attachment, and the email message itself is also of a business nature, you should sawe both
the email and its attachment(s) in Livelink.

Howe\er, if you receive an email with an important attachment, but the email message itself is of transitory nature, you should
sawe the attachment(s) separately in Livelink. After the attachment has been sawed in Livelink, you may delete the email
message.

12. What can | do to better manage my inbox?

« There is only one way to manage your inbox effectively. Follow these four easy steps: Read it, Action it,
File it, Delete it.

« If you were copied on an email, delete it when you are finished reading it and it is no longer needed.

« Consider doing a little bit of email management before you start your work day.

* Please remember that there are more than 9,000 employees using CBC/Radio-Canada/Google’s seners for our
emails. Keeping your mailbox clean is the easiest way to keep our email system manageable.

13. Who should I contact if | have other questions about email management?
You can contact the IT Senice Centre, at 1-866-999-7888 or itsc@cbc.ca .

** Deadline revised in November 2014.

© Copyright CBC/Radio-Canada
iO!News Production & Technology Administrative Employee Services and Departments Bulletin Board Jobs Language Guide EAP Corporate Website Ombudsman
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Batch emails transfer eligibility & criteria

This is a one time offer to help you migrate in batch your emails from Pre Google Emails Archives and Gmail to
Livelink. The RIM team and IT applications are joining their resources to help you meet the deadline of January
2016 and archive your business emails to Livelink. Once the bulk migration is complete, you will need to keep
on saving your new business emails on a daily basis.

Criteria

The following criteria details the minimum conditions a user must meet to be eligible to the bulk migration
process. Criteria are incremental and meant to restrict the migration process only to business
records,absolutely needed to pursue your work. You may ask your Information Steward or manager to get
support from the RIM team at this stage.

1. Emails must be organized by tags (folders), an unorganized Inbox will not be migrated.
2. Business emails to be migrated are to be tagged to be clearly identified.
3. The list of tags to be migrated must be provided to the IT team.

Possible tags: Projects (assuming your projects have a lifespan longer than a year), Contracts,
Authorisations, Claim, 2 Years (or more), To Archive, Livelink...

Users should complete the following preliminary/preparatory tasks when applicable:

Apply tags to the emails in your inbox on matters you are responsible for to organize them.

Remove all emails you were copied on that you don’t need anymore.

Use codes or specific names on tags for emails you need to keep longer than a year for clarity during
the support phase.

Eligibility
The procedure is offered to those users/teams who have already a E-Archives folder structure, and who meet
the following conditions :

1. Users who have access to folders in the E-Archive enterprise workspace.

2. Users with 500 or more business records to be migrated who will be leaving the Corporation.

3. Other users with 500 or more business records to be migrated will be contacted in turn based on the
management level and business factors.

Request

Make a request to your Information Steward or support team to benefit from the one time business emails bulk
transfer to E-Archives, providing the details for your business need.
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Google Drive:
hitos/ldocs.google. com/alche. caldocument/d/MZ3zzxZ-1M8i-h 2vi5rh28-BacdDWDIsrYxDLPavLl/edit?usp=sh

arng
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Bulk Email Migration

Gmail Transfer Agent

Gmail Gadget

Intent

One-time transfer of
historical Business
Records from Pre-Google
Email Archives and / or
Gmail.

Continuous transfer of
current Business Records
from Gmail - complements
a one-time transfer of
historical gmail messages
- and is an alternative to
the Gmail Gadget.

Ad Hoc transfer of
Business Records.

Source System(s) | Pre-Google Email Archives | Gmail Only Gmail Only

AND Gmail
Frequency Once / On Request Daily On Demand / Real-Time
Responsibility eArchive Project Team End-User End-User

based on instructions from
end-user.

Configuration

End-user describes which
emails to transfer along
with destination in Livelink.
Expectation is that email
has been organized at

End-user defines transfer
“jobs” via Livelink web
interface. Transfer “jobs”
specify source Gmail label
and destination Livelink

Operates from within the
Gmail interface -
operates on “current”
email ony - user selects
destination Livelink

source. folder. User may folder.
configure multiple “jobs”.
Transfer agent runs
nightly.
Audit Transfer requests are Transfer activities are N/A
reviewed and approved by | monitored by Corporate
the eArchive Project Team. | Secretariat.
Limitations Transfer requests may be 100 email messages per One email message at a
declined or revised due to | job per day. Future time.
volume of emails, size of limitations or restrictions
content (e.g. large may be imposed based on
attachments), type of usage patterns.
content (e.g. not Business
Records), etc.
Support Supported by the eArchive | Supported by METS Supported by METS

Project Team through
December 2015.
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hitps:/fio.chere.ca/Pages/En/services-depariments/Corporate-secretarial/Records-Information-

Management-Guidelines/records-retention. aspx

The Records Retention and Disposition sets out the periods of time for which corporate records must be
retained before they can be disposed of. Library and Archives Canada has sets of “Disposition
Authorities” specifying how and when a government institution may dispose of its records at the end of
their disposition periods.

A note on the destruction of records: Institutions should note that Section 4 of the Access fo Information
Act states that subject to the provisions of the Act every person has a right to and shall, on request, be
given access to any record under the control of a government institution. In Section 12(1) of the Library
and Archives of Canada Act it says “no record under the control of a government institution shall be
destroyed or disposed of without the consent of the Librarian and Archivist of Canada”. 1

A Records Disposition Authority (RDA), by which the Librarian and Archivist of Canada can require the
transfer of records deemed archival or historical to Library and Archives and by which the National
Archivist can grant consent to destroy other records or transfer them from the control of the Government
of Canada.

The following rules apply to records retention and final Disposition at CBC:

e CBC Records and Information Management will ensure the retention of all business records for
the period of time set out in the Records Retention Schedule regardiess of format or media.

e Records and Information Management is responsible for the ongoing process of identifying CBC
business records that have met the required retention period and recommending their disposition
or archiving.

e The retention periods referred to in the Records Retention Schedule relate to business records in
paper form and electronic form.

e Any document, due to age or status, not listed in the Records Retention Schedule shall be
retained for a period of six (8) years from the date on which it was created unless any one or
more of them should be retained for archival purposes.

e When records under the control of Records and Information Management have been identified as
those to be disposed of and permission to do so has been given, disposition shall be according to
the process detailed in this document.

e Where records are identified and deemed to be of historical value by Library and Archives
Canada, they are to be sent to them according to the Act.

Records and Information Management must retain a record of all destroyed files following this disposition
process.
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Information Resources of Business Value
Generic Valuation Tool (GVT)
Finance and Administration Services

v to use this tool:

This tool is designed for IM specialists to use with relevant business areas when identifying information resources of
business value (IRBV) and retention specifications.

The IRBV and retention specifications contained in this document are recommendations only and should be customized to
apply in each institutional context. The complete document should be read before using any recommendations.

This GVT does not provide GC institutions with the authority to dispose of information. GVTs are not Records
Disposition Authorities and do not replace the Multi-Institutional Disposition Authorities (MIDA).

Defining the Activity

1.1.  Governance Structure

1.2.  Users, Roles and Responsibilities

1.3. Norms, Rules and Procedures

1.4.  Technology and Infrastructures

1.5.  Operations and Ongoing Projects

1.6.  External Environment, Markets and Competitors
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Business Processes Specifications

2.1.

Overview and context

Within CBC, Finance and Administration’s mandate is to ensure that management is provided with timely,
relevant and sufficient information relating to all activities and decisions which have a financial impact on the
Corporation. Once decisions are made and implemented, Finance and Administration must provide the
necessary services and support to management to allow those decisions to be implemented. Specifically, this

means that Finance and Administration must:

e Provide cost effective professional fi<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>