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1.1  Introduction

The corporate administrative policies and procedures of the Government of Nova
Scotia, as approved by Treasury and Policy Board, are contained in four Management
Manuals.

100 MANAGEMENT GUIDE
Documents the organizational structure of government and the delegation of
responsibility to departments.  This manual also outlines the Executive Council
decision-making process and the planning, budgeting, and accountability framework.

200  BUDGETING AND FINANCIAL MANAGEMENT
Documents the budgeting and budgetary control processes as well as accounting
policies and procedures applicable across government.

300  COMMON SERVICES
Documents common operational services provided within government for the
benefit of other government entities.

500  HUMAN RESOURCES MANAGEMENT
Documents the human resources policies and procedures that apply to all
employees, except where superseded by collective agreements.

These manuals are posted in PDF format on Treasury and Policy Board office’s
Internet site (http://www.gov.ns.ca/tpb/manuals).  Hyper-links to the Management
Manuals are also located on the government Internet and Intranet home pages.  All
departments, offices, Crown corporations and other government entities are
encouraged to access the manuals electronically, as it provides improved functionality
over the hard copy and is a cost-savings to government.

The web site has been designed to assist users in the easy retrieval of relevant
information.  Web site features include the Record of Revisions identifying recent
changes to the manuals and the option of joining a listserv for automated notification
of revisions.  An online order form is available for those requiring a hard copy (a cost-
recovery service).

The Management Manuals are living documents, with the ongoing updating, adding and
deleting of policies and procedures.  Treasury and Policy Board office is responsible for
maintaining the currency of the information on the web site.  Employees are to check
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the web site regularly to ensure they are using the current version of a policy/
procedure.  The master version of each manual is retained at the Treasury and Policy
Board office.

References
Management Manuals Policy, Management Guide
Q&As, Management Manuals web site

Enquiries
Executive Council Operations, Treasury and Policy Board
(902) 424-6614 or (902) 424-5463
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POPULATION HEALTH ASSESSMENT AND SURVEILLANCE
Population Health Assessment and Surveillance focuses on the collection, analysis and
interpretation of data to inform departmental and public health system decision-
making.  Strategic areas include:

• epidemiological analysis
• population based health surveillance and assessment
• research and program evaluation
• knowledge synthesis and transfer
• information management
• public health informatics
• provincial standards development and monitoring
• tools and method development.

VOLUNTEERISM
Volunteerism focuses on growth and support of volunteerism in Nova Scotia by:

• creating the right environment and building capacity to support volunteerism in
Nova Scotia

• encouraging Nova Scotians to participate in voluntary organizations
• building a collaborative partnership between government and the voluntary and

nonprofit sector.

Legislation
Acts Administered:

Boxing Authority Act
Gaming Control Act (Nova Scotia Gaming Foundation)
Health Protection Act
Mandatory Testing and Disclosure Act
Provincial Finance Act (Nova Scotia Gaming Foundation)
Smoke-free Places Act
Tobacco Access Act
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Department of Intergovernmental Affairs

Mission Statement
To provide leadership in the development of corporate strategies for Nova Scotia’s
relations with governments and organizations.

Core Businesses
1. Coordinate and develop the overall intergovernmental strategy of the Nova Scotia

government, to ensure a corporate approach to other governments and to ensure
that the results of negotiations with the government of Canada and other
governments address Nova Scotia’s needs and priorities.

2. Build on regional alliances to promote issues of fairness for Nova Scotians and
Atlantic Canadians, and to promote regional programs and services which benefit
citizens.

3. Enhance Nova Scotia’s image and diplomatic, cultural, and economic ties abroad
with direct responsibilities for managing Protocol and trade policy within and
outside Canada.

MINISTER OF 
INTERGOVERNMENTAL 

AFFAIRS
Premier

DEPUTY
MINISTER

GENERAL
COUNSEL

CHIEF OF
PROTOCOL

OTTAWA OFFICE
Senior Representative

OFFICE
MANAGER

ASSISTANT
 DEPUTY MINISTER

ECONOMIC POLICY 
AND ANALYSIS

Director

TRADE POLICY
Provincial Trade 

Representative/Director 

SOCIAL AND 
ENVIRONMENTAL 

AFFAIRS
Director

STRATEGIC 
POLICY
Director

REGIONAL 
RELATIONS

Director

DEPUTY CHIEF 
OF PROTOCOL

Federal-Provincial
Research Officer

Senior Trade 
Policy Analyst

MILITARY 
RELATIONS

Advisor
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4. Increase awareness and understanding, both within the Nova Scotia government
and in other governments, of this Province’s position relative to key
intergovernmental issues.

Sectoral Responsibilities
Intergovernmental Affairs works closely with line departments to preserve and
promote the province’s interests in various sectors where relations with other
governments are concerned. The department’s key role is to identify the province’s
corporate intergovernmental priorities and to ensure that they are factored into the
intergovernmental relations of line departments.

REGIONAL RELATIONS
Research, analysis, development, coordination, and promotion from a central agency
perspective of the province’s intergovernmental relations with Atlantic Canada and
New England.

SOCIAL AND ENVIRONMENTAL AFFAIRS
Research, analysis, development, coordination, and promotion from a central agency
perspective of the province’s intergovernmental relations in the environmental and
social policy sectors.

ECONOMIC POLICY AND ANALYSIS
Research, analysis, development, coordination, and promotion from a central agency
perspective of the province’s intergovernmental economic and fiscal initiatives.

STRATEGIC POLICY
Research, analysis, development, and promotion of Nova Scotia’s intergovernmental
policies, and in particular for strategic advice to departments on the government’s
Federal-Provincial Strategy and the definition of position statements.

TRADE POLICY
The Provincial Trade Representative acts as Nova Scotia’s spokesperson and primary
contact point for international and interprovincial trade negotiations, agreements, and
disputes.  The representative advises ministers and agencies on current trade relations,
consults with stakeholders, and coordinates intergovernmental activity in the trade
policy field.
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GENERAL COUNSEL
Research, analysis, and strategic advice to departments and agencies regarding the
constitutional and international law aspects of their relations with other governments.

MILITARY RELATIONS
Strategic advice and administrative and communications support to the Minister of
Military Relations and advice to departments and agencies in their relations with the
military.

OTTAWA OFFICE
Promotes Nova Scotia’s Federal-Provincial priorities and a better awareness and
understanding of Nova Scotia’s issues in Ottawa.

PROTOCOL OFFICE
Responsible for the organization of official visits of members of the Royal Family and
special events on behalf of the government; provision of  congratulatory messages for
special events as well as consulting services to government agencies, non-government
organizations, and the general public; administration of the Order of Nova Scotia
Program.
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Department of Justice

The department consists of approximately 1,500 employees with five operational
divisions.

The Department of Justice is committed to the fair and effective administration of
justice and to excellence in service to the people of Nova Scotia.

Mandate
The Department of Justice is responsible for

• the administration and operation of correctional facilities for adult and young
offenders

• the provision of community corrections services for adult and young offenders

MINISTER

DEPUTY MINISTERCOMMUNICATIONS
Director

CORRECTIONAL 
SERVICES

Executive Director

POLICY & INFORMATION 
MANAGEMENT

Executive Director

PUBLIC SAFETY
Executive Director

COURT SERVICES
Executive Director

LEGAL SERVICES
Executive Director

HUMAN RESOURCES
Director

Corporate Services Unit

FINANCE & 
ADMINISTRATION
Executive Director
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• the provision of legal advice and representation to all government departments and
agencies

• all civil proceedings by or against the Crown
• the provision of legal advice and opinions on the development of legislation and

regulations
• the form, cataloguing, and publication of regulations
• the promotion of the rights of victims of crime
• the development and implementation of policies and programs for vicitims of crime
• the provision of administrative support to the Nova Scotia Court of Appeal, the

Supreme Court of Nova Scotia, the Provincial and Family Courts, THE Small Claims
and Probate Courts, and the Justice of the Peace Centre

• the administration of the Maintenance Enforcement Program
• the promotion of the preservation of peace and the prevention of crime
• the promotion of the efficiency of policing services and the improvement of police

relationships in communities in the province
• the effective and efficient administration of the firearms control program and the

licensing of private investigators and guards
• the coordination of the Framework for Action Against Family Violence, through

implementation and evaluation

Strategic Goals
• improve public safety and security
• provide effective dispute resolution mechanisms
• offer a coordinated response to victims of crime
• maintain safe and secure custody of offenders
• ensure the lawful administration of public affairs

Responsibilities
CORRECTIONAL SERVICES DIVISION
Correctional Services is responsible for

• the maintentance of a just, peaceful, and safe society by providing custodial and
community-based services for adult and young offenders

• assisting the courts in the remanding and sentencing processes
• providing safe custody, direction, and control for the accused or convicted offender
• encouraging the offenders’ participation, whether in the community or in a

correctional facility, in programs to aid in a successful reintegration into the
community.
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LEGAL SERVICES DIVISION
The Legal Services Division is the Crown’s law office responsible for the provision,
quality, reliability and usefulness of all legal services, except for prosecutions, to the
Government of Nova Scotia.

Using our expertise in a broad range of areas, together with our corporate memory,
we help our clients avoid problems and respond to those that cannot be avoided.

We are organized into five groups of lawyers and support staff, plus the Registry of
Regulations.  Three of the practice groups provide solicitor services and two provide
litigation services.

Solicitor Services Section
The Solicitor Services section provides legal advice and representation to all
government departments and agencies.  They give legal opinions, draft legal
documents, and interpret legal texts.

Bringing Solicitor Services in on a matter as early as possible can help the
government avoid potential legal complications further down the road.

Civil Litigation Section
The Litigation section represents the Crown in all Civil proceedings involving any
element of government before courts, boards and tribunals, aribtrators,
adjudicators and mediators, and give advice pertaining to judicial and quasi-judicial
proceedings.

Their negotiating and litigation skills allow them to assist the government in
achieving the desired and appropriate results.

Registry of Regulations
The Registry of Regulations files, consolidates and publishes Nova Scotia
regulations (in hard copy and online).

They are responsible for the publication of the Royal Gazette Part 1 and Part II.

They review all draft regulations to ensure the regulations meet the required plain
language standards, and to ensure that the regulations are consistent in form, style
and content with current legislation and regulations.
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COURT SERVICES DIVISION
Court Services is responsible for

• providing administrative support to the Nova Scotia Court of Appeal, the Supreme
Court of Nova Scotia, the Supreme Court (Family Division), the Provincial Court,
the Family Court, the Small Claims Court, and the Justice of the Peace Centre.  In
addition, Maintenance Enforcement, Sheriffs and Registries of Probate are the
responsibility of this division

• promoting the rights of victims of crime and providing an avenue to address their
needs

• providing information and services to victims of crime and to raise community
awareness on victims’ issues

• working within government, the criminal justice system, and the community to
develop and implement policies and programs for victims of crime.

PUBLIC SAFETY DIVISION
The Public Safety Division is responsible for

• setting policing standards and ensuring that policing services are delivered efficiently
and effectively

• providing regular audits for municipal police departments to ensure that improved
policing standards are being met

• coordinating police training for municipal police departments
• providing routine consultation on police and public safety issues to police agencies,

boards, commissions, municipal councils, and other police professionals
• managing contracts for the Royal Canadian Mounted Police and First Nations

Policing
• licensing companies and individuals engaged in the private security/private

investigation industries
• issuing Firearms Acquisition Certificates and inspecting premises approved to sell

firearms.

POLICY AND INFORMATION MANAGEMENT DIVISION
The Policy and Information Management Division is responsible for

• managing the department’s information management resources including the library
and central registry (records management program)

• coordinating the departmental strategic planning process
• enhancing the departmental research partnership with the academic community
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• establishing the departmental policy-making process
• coordinating FPT activities
• providing business intelligence and process improvement services
• implementing the departmental program evaluation strategy
• providing statistical and research information regarding the justice system
• providing information technology support to the department

Freedom of Information and Protection of Privacy (FOIPOP) and Personal
Information International Disclosure Protection Act (PIIDPA)

This office is responsible for

• ensuring the consistent application of the acts through government departments

• providing training, education, and information for Nova Scotia government
FOIPOP administrators

• developing statistical reports and summaries of the usage of the acts province-
wide

• processing FOIPOP applications for the Department of Justice

The Freedom of Information and Protection of Privacy Act provides access to most
records under the control of the provincial government while protecting the
privacy of individuals who do not want their personal information made public.
The act strives for balance between the public’s right to know and an individual’s
right to privacy.

The Personal Information International Disclosure Protection Act protects the personal
information of Nova Scotians by placing limits on storage and access outside of Canada,
including obligations for justification and transparency when authorized by the head of
a public body.

CORPORATE SERVICES UNIT
This unit are contained in three divisions:  Finance and Administration, Human
Resources, and Information Technology.

Finance and Administration
This section provides services related to budget management and control, revenue
and financial service, and support for strategic planning.  This section is also
responsible for inventory management and control and facilities management.
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Human Resources
This section is responsible for providing human resources planning, recruitment
and selection, human resource development and training, counselling, attendance
management, labour relations, occupational health and safety, compensation and
salary administration, and personnel and payroll records.

Information Technology
This section provides information technology support for the department.
Automation initiatives, systems, and projects are developed and implemented by IT.

COMMUNICATIONS DIVISION
This section is responsible for

• designing and implementing communication plans
• providing strategic communications advice to senior management and the Minister

of Justice
• preparing news releases, speeches, and briefing materials for legislative sittings and

for media
• handling media relations
• maintaining the departmental website

Acts Administered
• Alternative Penalty Act
• Chartered Accountants of Nova Scotia Act
• Corrections Act
• Costs and Fees Act
• Court and Administrative Reform Act
• Court Houses and Lockup Houses Act
• Divorce Act (Canada)
• Engineering Profession Act
• Family Court Act
• Family Orders Information Release Act
• Flea Markets Regulation Act
• Freedom of Information and Protection of Privacy Act
• Interprovincial Subpoena Act
• Intestate Succession Act
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• Judicature Act
• Juries Act
• Justices of the Peace Act
• Legal Aid Act
• Maintenance and Custody Act
• Maintenance Enforcement Act
• Maintenance Orders Enforcement Act
• Members and Public Employees Disclosure Act
• Motor Carrier Act
• Personal Information International Disclosure Protection Act
• Police Act
• Police Services Act
• Prisons and Reformatories Act (Canada)
• Private Investigators and Private Guards Act
• Probate Act
• Provincial Court Act
• Public Trustee Act
• Reciprocal Enforcement of Custody Orders Act
• Reciprocal Enforcement of Judgments Act
• Regulations Act
• Retail Business Uniform Closing Day Act
• Small Claims Court Act
• Summary Proceedings Act
• Victims’ Rights and Services Act
• Volunteer Services Act
• Workers’ Compensation Act (regulations respecting Appeals Tribunal only)
• Young Offenders Act
• Young Persons Summary Proceedings Act
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Department of Labour and Workforce
Development

Vision
Fairness, safety and prosperity for all Nova Scotians by living, learning and working to
our highest potential.

MINISTER
 

DEPUTY MINISTER
 

HR/IT/FINANCE/
COMMUNICATIONS
LEGAL SERVICES

SAFETY BRANCH
Executive Director

POLICY, PLANNING 
AND PROFESSIONAL 
SERVICES BRANCH

Executive Director

LABOUR SERVICES 
BRANCH

Executive Director

SKILLS AND 
LEARNING BRANCH

Executive Director

LABOUR STANDARDS
Director

WORKERS’ ADVISERS 
PROGRAM

Chief Worker Adviser

PENSIONS REGULATION
Superintendent of 
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CONCILIATION AND 
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ALCOHOL AND 
GAMING

Executive Director

OCCUPATIONAL 
HEALTH AND 

SAFETY
Director

BUILDING, FIRE 
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Director

POLICY AND 
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Director

EMPLOYMENT NOVA 
SCOTIA
Director

PROFESSIONAL 
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Director

ADULT EDUCATION
Director
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Director

LABOUR MARKET 
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Director
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Mission
Labour and Workforce Development will create winning conditions by fostering the
social and economic well-being of Nova Scotians by:

• protecting Nova Scotia’s people and property;
• anticipating and responding to workforce needs;
• promoting safety at work, home and play;
• ensuring fairness at work;
• supporting life-long learning; and,
• building capacity to seize opportunities.

Responsibilities
SAFETY BRANCH

Alcohol and Gaming Division
The Alcohol and Gaming Division is the regulatory body charged with
administering Part II of the Gaming Control Act, parts of the Liquor Control Act, and
the Theatres and Amusements Act as well as enforcing parts of the Smoke Free Places
Act.  In broad terms, the division has the regulatory responsibility for liquor
licensing and compliance with the regulations; regulating the conduct of the casinos,
bingos, lotteries and other licensed gaming; ensuring the public interest is
protected; regulating the safety and control of places of amusement; and ensuring
that liquor licensed premises are in compliance with non-smoking legislation.

Building, Fire and Technical Safety Division/ Office of the Fire Marshal
The Building, Fire and Technical Safety Division works with industry, municipalities,
stakeholders and the general public to provide safety programs for the
construction, repair and occupancy of buildings and facilities.  Through the adoption
and administration of national and international codes and standards; the division
provides approvals and conducts inspections and investigations for: boilers and
pressure vessels, elevators, amusement devices, fuels for heating and production,
electrical equipment, and government licenced, owned or operated buildings and
premises.  The division certifies and licences individuals and companies to perform
regulated work.  The division is responsible for the adoption of regulations which
are administered and enforced by municipalities and electrical utilities.  The division
advises the municipalities on fire department services, administers the national and
provincial medals programs, and assumes command and control of the fire services
during a state of emergency.
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Occupational Health and Safety Division
The Occupational Health and Safety (OHS) Division concentrates its efforts on
promoting safe and healthy workplaces, safe work practices, and safe standards that
protect people at work.  It does this relying on the internal responsibility system,
which acknowledges the shared responsibility of employers and employees for
workplace health and safety.

SKILLS AND LEARNING BRANCH
Apprenticeship Training and Skills Development
The Apprenticeship Training and Skill Development Division leads the development
and delivery of planning, educational and training programs for the future and
current Nova Scotia workforce.  It supports strategic human resource planning
within industry, employer engagement in training and response initiatives for
employees who are negatively affected by re-organization or by their workplace
closing down.  It is responsible for administering the Apprenticeship and Trades
Qualifications Act and promoting compliance with the act through enforcement
measures.  The division carries out its work in partnership with industry
associations, labour organizations, employers, education/training institutions, and
other government groups.  The division formally supports industry engagement
through the Provincial Apprenticeship Board and the Nova Scotia Partners for
Workplace Education.

Employment Nova Scotia
Employment Nova Scotia is responsible for the delivery of programs funded under
the Labour Market Development Agreement (LMDA) and the Labour Market
Agreement (LMA) with the government of Canada.  These two agreements provide
over $100 million annually which is used to address labour market program needs
of Nova Scotians experiencing transitions and challenges in their work life.  LMDA
programs provide employment benefits such as skills training, self-employment, and
the development of transferable skills through work experience to people who are,
or have recently been, in receipt of federal Employment Insurance benefits.
Employment Nova Scotia will take over responsibility for LMDA programs as of July
1, 2009.  LMA programming can be used to provide similar services to Nova
Scotians not associated with the federal employment insurance program.  In
addition, LMA programming has additional program flexibility that allows it to be
tailored to address the needs of clients who have not traditionally accessed
existing labour market supports.
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Adult Education
The Adult Education Division coordinates educational programs and services for
Nova Scotians 19 years of age and older.  It contributes to social and economic
development by enhancing the employability of adult Nova Scotians and by
ensuring that adults have the necessary foundational skills, knowledge, and
education credentials to make successful labour market transitions, and to
participate actively in the home, the community, and the workplace.  Its primary
initiative is the Nova Scotia School for Adult Learning (NSSAL), which was
established in September 2001.  NSSAL is an administrative body within the
division that works with colleges, school boards, and community learning
organizations to deliver educational programs ranging from basic literacy to high-
school completion (High School Graduation Diploma for Adults) as well as
administering the GED test for the province of Nova Scotia.

Labour Market Partnerships
The Labour Market Partnerships Division (LMP) acts as a catalyst for the strategic
development of labour market information, partnerships, strategies, investments,
and initiatives that address changing labour market realities in an effort to
encourage labour market attachment.  Reporting to the Director of Labour Market
Partnerships, the division is comprised of two sections: Partnership Development
& Coordination and Labour Market Information & Analysis.  The Partnership
Development & Coordination section coordinates, facilitates, supports, and
develops initiatives, strategies, projects, and events to support and increase labour
market attachment across province through partnership.  The Labour Market
Information & Analysis section works with partners and stakeholders to provide
quality labour market information and career planning resources through research
and analysis to support informed labour market decisions and sustainable labour
market attachment

LABOUR SERVICES BRANCH
Pension Regulation Division
The Pension Regulation Division administers and enforces the Pension Benefits Act.
The act applies to private sector and municipal government pension plans that
have members in Nova Scotia.  To ensure that these plans are administered in
accordance with the act, the division performs a number of functions, including the
following: registers plans and their amendments, reviews annual filings from plan
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administrators, investigates complaints of plan members, provides information and
support to people on pensions, and approves unlocking of pension funds for
reasons of financial hardship.

Conciliation and Labour Tribunals Division
The Conciliation and Labour Tribunals Division is comprised of two core business
areas: Conciliation Services and Tribunal Services.  Conciliation Services staff
provide conciliation/mediation services to the public and private sector unionized
work places throughout the Province.  Tribunal Services staff provide operational,
case management and administrative support to various adjudicative agencies,
boards, commissions and tribunals (ABC&Ts) that report to the Legislature
through the Minister of Labour and Workforce Development (including Labour
Relations Board/Construction Industry Panel, Occupational Health and Safety
Appeal Panel and Labour Standards Tribunal).In addition, the division provides
operational and administrative support for other programs such as the Non-
Binding Arbitration Program and the Dispute Resolution Program, and the
appointment of arbitrators on behalf of the Minister.

Labour Standards
The Labour Standards Division administers the Labour Standards Code, which sets
out minimum employment rights, primarily for non-unionized employees.  The
division investigates and resolves complaints and orders; collects payment of wages
found owing; and promotes compliance with the minimum standards by providing
information to employees and employers and auditing workplaces.  It also
administers the retail closing rules in the Retail Business Designated Day Closing Act.

Workers’ Advisers Program
The Workers’ Advisers Program develops, implements and maintains a process to
advise, assist and represent injured workers and their families who are seeking
benefits under the Workers’ Compensation Act.  Most of the program’s work involves
representing injured workers and their families in appeals of workers’
compensation decisions of the Workers’ Compensation Board, the Workers’
Compensation Appeals Tribunal and, occasionally, at the Nova Scotia Court of
Appeal.  The Workers’ Advisers Program is similar to a legal aid program for
workers’ compensation matters.
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POLICY, PLANNING AND PROFESSIONAL SERVICES BRANCH
Policy and Planning Division
The Policy and Planning Division provides policy and planning support for the
Deputy Minister and the department.  The division leads strategic planning,
business planning and accountability reporting; coordinates Cabinet submissions;
prepares legislative proposals and coordinates legislative processes; works with
other jurisdictions and other departments to ensure harmonized policy and
regulatory requirements; coordinates all appointments to the agencies, boards,
commissions and tribunals for the department; and ensures the work of the
department and its divisions are aligned with government priorities.

Professional Services
The Professional Services Division provides many of the central supports for the
department.  These include: Information Access and Privacy, including administering
various privacy and access to information laws; central filing system and STAR/STOR
administration; web site maintenance and enhancements; library services for
internal and external clients, including several externally available Decisions
databases; coordinating office space requirements and managing facilities issues for
all department locations; managing the internal Occupational Health and Safety
Program; and staff training.
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Department of Natural Resources
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Responsibilities
The Department of Natural Resources has broad responsibilities for the development,
management, conservation, and protection of forest, mineral, parks, and wildlife
resources and the administration of the province’s Crown land.  Nova Scotians look to
Natural Resources for leadership on policy, programs, and services in these sectors.
The resources of the department are organized into four branches and a Planning
Secretariat, as well as hosting the Resources Corporate Services Unit.

RENEWABLE RESOURCES BRANCH
The Renewable Resources Branch is responsible for the integrated development,
management, and conservation of the province’s forests, parks, and wildlife resources.
To meet these responsibilities it provides coordination and leadership on policy,
planning, and program development including industry development and resource
promotion, marketing, resource inventories and research, and the preparation of
strategies and plans.   The branch comprises the following divisions:

• Forestry Division
• Parks and Recreation Division
• Program Development Division
• Wildlife Division

MINERAL RESOURCES BRANCH
The Mineral Resources Branch is responsible for implementing policies and programs
dealing with the exploration, development, management, and efficient use of mineral
resources.  The branch promotes scientific understanding of the geology of Nova
Scotia for use by government, industry, and the public and provides a mineral rights
tenure system that establishes legal rights to minerals for exploration and
development.  The branch also promotes the concepts of environmental responsibility
and sustainable development, stewardship of the minerals resource sector, and
integrated resource planning.  The branch consists of two divisions:

• Geological Services Division
• Mineral Management Division

REGIONAL SERVICES BRANCH
The Regional Services Branch delivers department programs and services through an
extensive network of field offices.  These programs and services include forest
management programs, Crown land surveys, regional geological services, extension
and education, hunter safety, forest fire prevention, detection, and suppression,
monitoring of forest insects and diseases, operation and maintenance of Provincial
Parks, and resource conservation enforcement.  The branch is responsible for
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departmental vehicle fleet maintenance, and the air fleet.  Enforcement services are
also provided to several other provincial government departments.  In addition, the
branch provides general field services for the Department of Environment and
Labour’s protected areas program.  The branch comprises the following divisions:

• Resource Management Division
• Enforcement Division
• Operations Division
• Fleet Management Division
• Eastern Region
• Central Region
• Western Region

LAND SERVICES BRANCH
The land mass of the Province of Nova Scotia comprises approximately 12 million
acres of which 3.5 million acres are administered and controlled by the Department of
Natural Resources as provincial Crown land.  In addition, the department administers
inland submerged lands and submerged lands along the province’s 9000 kilometres of
coastline.  The Land Services Branch administers approximately 20 statues and
provides service, advice, and leadership on all land-related matters concerning the
department, as well as providing advice and service to other departments.

The branch consists of the following divisions:

• Land Administration Division
• Surveys Division

PLANNING SECRETARIAT
The secretariat provides planning and policy coordination support to the Deputy
Minister and the department by ensuring that policies and plans developed within and
across the department are coordinated, support the integrated management of our
natural resources, and are compatible with and support the strategic direction of
government.  The Planning Secretariat also provides administrative, planning, research,
information management, information distribution, graphics, mapping, and
communication services.

RESOURCES CORPORATE SERVICES UNIT
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Corporate Services Units (CSU) were created in March 1996.  The Resources
Corporate Services Units (RCSU) provide financial, human resources, and information
technology-related services to the Department of Natural Resources, as well as to the
Department of Agriculture and Fisheries, the Department of Environment and Labour,
the Department of Energy, the Utility and Review Board, the Nova Scotia Securities
Commission, and the Emergency Measures Organization.  Information Technology-
related services are also provided to the Department of Finance, the Public Service
Commission, Communications Nova Scotia, and a number of other offices and
agencies including:  Protocol Office, Executive Council, Premier’s Office, Treasury and
Policy Board, Office of the Speaker, Legislative Library, Caucus Offices, Office of the
Ombudsman, Aboriginal Affairs, Intergovernmental Affairs, Lieutenant Governor,
Hansard Reporting Services, Office of the Auditor General, Legislative Counsel,
Legislative Television, Legislative Committee’s Office, and the Elections Office.

Acts Administered
• An Act to Confer Certain Powers Upon the Lieutenant Governor in Council and to

Amend the Mines Act
• Beaches Act
• Beaches and Foreshores Act
• Blueberry Associations Act
• Bowaters Mersey Agreement Act
• Conservation Easements Act
• Crown Lands Act
• Endangered Species Act
• Forest Enhancement Act
• Forests Act
• Gypsum Mining Income Tax Act
• Halifax Power and Pulp Company Limited Agreement Act
• Indian Lands Act
• Kedgemakooge National Park Act
• Land Holdings Disclosure Act
• Land Surveyors Act
• Land Titles Clarification Act
• Mineral Resources Act
• Parks Development Act
• Primary Forest Products Marketing Act
• Provincial Parks Act
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• Scalers Act
• Scott Maritimes Limited Agreement (1965) Act
• Special Places Protection Act (DNR has responsibility for ecological sites only–the act

is in the process of being transferred to DEL)
• Stora Forest Industries Limited Agreement Act
• Trails Act
• Treasure Trove Act
• Wildlife Act

OTHER ACTS
• Angling Act
• Private Ways Act
• Woodsmen’s Lien Act
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Appendix 3-K Briefing Note [Advice to Executive Council]

NOTES:

The Briefing Note must be prepared on 8 ½ X 14 paper using Arial 10-12.

All aspects of this document may be subject to public access through the Freedom of
Information and Protection of Privacy Act.

                     CONFIDENTIAL

BRIEFING NOTE
{Department Which Prepared}

Event Name or Issue Name:
_____________________________________________________________________

KEY MESSAGE:

• {One to three talking points, primary message first.  Prepared with or by Communications
staff}

CURRENT SITUATION:

• {Short intro to describe the issue or situation - should also indicate action underway}

BACKGROUND:

• {History of the issue including any related issues}

RECOMMENDATION/ADVICE (if appropriate):

• {Includes what staff would suggest needs to be done in response to the issue/situation -
could include options for Executive Council if appropriate}

PREPARED BY: (name/title/phone number)
DATE: (date)
CONTACT: (name/title/phone number)



Appendix 3-L Intent of the Freedom of Information and Protection of
Privacy Act

The overall intent of the Nova Scotia Freedom of Information and Protection of Privacy Act is
the following:

1. ensure that public bodies are fully accountable to the public by

(i) giving the public a right of access to records
(ii) giving individuals a right of access to, and a right to correction of, personal

information about themselves
(iii) specifying limited exceptions to the rights of access
(iv) preventing the unauthorized collection, use, or disclosure of personal information

by public bodies, and
(v) providing for an independent review of decisions made pursuant to this Act

2. provide for the disclosure of all government information (with limited exemptions) to

(i) facilitate informed public participation in policy formulation
(ii) ensure fairness in government decision-making
(iii) permit the airing and reconciliation of divergent views

3. protect the privacy of individuals with respect to personal information about themselves
as well as providing access by individuals to their own personal information, and
preventing unauthorized collection, use, and disclosure of personal information.

The FOIPOP Act provides for the disclosure of all government information.  There are limited
and specified exceptions to the rights of access:

1. PUBLIC PRIVATE PARTNERSHIPS (Section 5(2A))

Under Section 5(2A) “public private partnership” contracts are required to be disclosed with
some exceptions.  These are executive contracts and must involve a substantial transfer of risk
to a person, including a risk related to the operation or financing or both of government
activities and the contract must be designated through the appropriate procedures of the public
body within particular time limits.  However, the disclosure requirement does not include trade
secrets, financial and business information of the contracting party, or any records that would
endanger the health or safety of persons or groups of persons.

2. INTERGOVERNMENTAL AFFAIRS (Section 12)

If the head of the public body believes that information has been received in confidence from
another government in Canada or that disclosure of the information could reasonably be
expected to harm intergovernmental relations, then the information may be withheld.  Records
more than fifteen years old are not covered.  Consent of the Governor-in-Council is required to
release records to which the exemption applies.

3. DELIBERATIONS OF EXECUTIVE COUNCIL (Section 13)

The department head may refuse to disclose information revealing the substance of Executive
Council deliberations including advice, recommendations, policy considerations, draft legislation
or regulations.  Information in records over ten years old are not covered, nor is background
information whose purpose is to present explanations or analysis and used to make a decision,
if that decision has been made public, implemented, or it has been more than five years since
the decision was made or considered.  A definition of background information is contained in
Section 3.

4. ADVICE TO PUBLIC BODY OF MINISTER (Section 14)

The head has the option of refusing to release information that would reveal advice,
recommendations, or draft regulations.  This does not apply to background information or
information more than five years old.  However, background information does not include a
program proposal or a proposal to change a program, if the proposal has not yet been
approved or rejected.
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5. LAW ENFORCEMENT (Section 15)

This discretionary exemption applies to a broad range of information which has a connection to
law enforcement activities, trials, law suits, adjudications, and security arrangements.  For
specific law enforcement information that may be exempt, please refer to Section 15 of the Act. 
The exception may not be used to withhold from an applicant the reasons for a decision not to
prosecute if the applicant is aware of a police investigation.  See the sample letter on page 59
for special procedures to be used under clause 7(2)(c) where appropriate in responding to an
application for information which may be exempted under Section 15.  This involved information
to which the exemption applies, but under Section 7(2)(c), its existence can be neither
confirmed nor denied.

6. SOLICITOR-CLIENT PRIVILEGE (Section 16)

The head may choose to withhold information covered by solicitor-client privilege, which is the
same privilege as that available at common law.

All direct communications between a solicitor and client or their agents/employees made for the
purpose of obtaining professional legal advice or in contemplation of litigation is subject to
solicitor-client privilege.  Factors that have been considered by the Review Officer are noted in
Review Reports 97-75 and 97-76.

Solicitor-client privilege can be waived only by the client.  The advice and opinion of the solicitor
should be obtained before any waiver of privilege is contemplated.

7. FINANCIAL OR ECONOMIC INTERESTS (Section 17)

Information which could harm the financial or economic interests of the “public body” need not
be disclosed.  The exemption provides a list of examples of types of information that may be
withheld.  Included are negotiations of the public body and the possible premature disclosure of
projects or proposals.  However, for the exemption to be legitimately invoked, there must be
damage to the financial or economic interests of the province.  If the information is in the form
of product or environmental testing carried out by or for the public body, the information must
(with two rare exceptions) be released.

8. HEALTH AND SAFETY (Section 18)

If the department head feels disclosure would hurt anyone (including the applicant) physically or
mentally, or interfere with public safety, then the information may be withheld.

9. CONSERVATION (Section 19)

The department head can choose to refuse the release of information that might damage
various heritage or natural sites, or endangered species or resources.

10. CLOSED MEETINGS OF LOCAL PUBLIC BODIES (Section 19A)

Where an “enactment” authorizes a meeting of a local public body (i.e., university, school
board, or hospital) to be held in camera, the public body may refuse to disclose information that
would reveal the “substance of deliberations” of the meeting.  It may also refuse to disclose
draft resolutions, by-laws, or other “legal instruments.”  The exemption does not apply if the
material has been considered later in an open meeting or 15 years have passed.

11. ACADEMIC RESEARCH (Section 19B)

Details of “academic research” conducted by an “employee” of the “public body” in the course of
their employment may also be exempted.  However, the exemption does not extend to the title
of the research project and the amount of funding.
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12. CERTAIN UNIVERSITY PERSONAL INFORMATION (Section 19C)

Evaluative or opinion material “in the custody or under the control” of a university and compiled
solely for the purpose of determining an applicant’s suitability for appointment, promotion,
tenure, academic program admission, or an honour or award, may also be exempted.

13. CERTAIN HOSPITAL RECORDS (Section 19D)

Hospital records, except patient records, used for or arising from any study, research, or
program for the purpose of education or improvement in medical care or practice may also be
exempted.  This provision is similar to Section 60(1) of the Nova Scotia Evidence Act, but
applies to records rather than the compellability of an individual to testify in any legal
proceeding.

14. LABOUR CONCILIATION RECORDS (Section 19E)

Records relating to information of any kind obtained by a conciliation board, conciliation officer
or mediator, or certain specified officers appointed under certain statutes may also be
exempted.  Also, reports, testimony, or proceedings may also be exempted if they meet certain
conditions under the section.

15. PERSONAL INFORMATION (Section 20)

Personal information must not be released to an applicant if it would be an “unreasonable
invasion of a third party’s personal privacy.”  Section 20 goes into great detail about what
factors are to be considered, as well as what presumptions and deeming provisions relative to
an “unreasonable invasion of a third party’s personal privacy.”  If you refuse to disclose
personal information supplied in confidence about an application by a third party, under
subsection 20(5) you are required to give a summary of the information unless it identifies the
third party.  The third party may also be allowed to prepare that summary.

16. CONFIDENTIAL BUSINESS INFORMATION (Section 21)

This is also a mandatory exemption it applies to the records subject to the application.  For this
exemption to apply, the records must meet a three-part test.  The records must meet the
definition of Section 21(1)(a),(b) and (c).  Confidential business information is also treated in the
same way as personal information for purposes of third party notice.  See page 18 for the
procedure.  Routine inspections are not considered confidential information.  It should be noted,
as well, that information prepared or obtained for a tax return must not be disclosed.

November 28, 2007



Appendix 3-M ADVICE TO EXECUTIVE COUNCIL

Ministerial Appointment Form

Number:

Dept.:

Date:

Subject: Include a short description of the appointment proposed

Submitted By: State the name and portfolio of the Minister concerned

Prepared By: Insert the name and title of the person who prepared the request so he/she

can be consulted for further information, if necessary.

Reviewed By: Indicate the name and title of the Director of Finance or senior financial staff

who has reviewed the proposal so he/she can be consulted on the financial

implications and funding source.

Deputy Minister: Name the deputy minister/deputy head of the department that prepared the

document to ensure that the he/she is aware of the submission.  The deputy

minister/deputy head must sign beside his/her signature indicating that he/she

supports the submission.  In the absence of such signature, the Clerk will

confirm the submission of the Ministerial Appointment with the appropriate

official or Minister.

APPROVALS

______________________

Attorney General

Approved as to Form and 

Authority

NAME OF BOARD:

The Clerk of the 

Executive Council Office

Date Rec’d. ______________

Received for information

by Executive Council

______________________

Date _________________



Appendix 3-N
Form “A” Recommended Appointment to Agency, Board or Commission

Name of Agency, Board or Commission     

Title of Position for Appointment    

Authority for Appointment   
(P lease cite statute, regulation, etc. by title and refer to relevant section.)

Particulars of Recommended Appointee

Name       

Address   

  

Telephone: Bus.  Res.  Other 
(P lease specify - fax, cottage, car)

Is this a reappointment?      Yes    No Number of previous terms served:  Number of previous years served: 

Nature of Duties     
(Brief description)

Qualifications   
(Refer to expertise and representation (i.e. culture, gender, ethnic, regional) required for position, and specific qualifications of recommended appointee.  Attach résumé, if available.)

Current Composition of Agency/Board/Commission    
(W here relevant identify gender, regional representation, etc., experts or persons with experience sim ilar to the applicant.)

If candidate for appointment has been nominated by an organization 
(P lease indicate details.)

If request is for Governor in Council approval of appointment made by another organization
(P lease indicate details.)

Term of Appointment             
Date (beginning) Duration (length)

Time commitment expected 
(Num ber and duration of meetings, etc.)

Remuneration       
(Specify whether already set or new recom m endation.)

This Appointment is recommended subject to approval by the Human Resources Committee of the House of Assembly.

Date Minister

This Appointment is recommended subject to approval by the Human Resources Committee of the House of Assembly.

Date Executive Council

This Appointment is         approved by the Human Resources Committee of the House of Assembly.

Date Chair



Appendix 3-O  STANDING COMMITTEE ON HUMAN RESOURCES GUIDELINES

1. Name of candidate.

2. Name of Agency, Board, or Commission (ABC) and the function of the ABC.

3. What qualifications are necessary to be a member of this ABC?

4. In what respect does this candidate satisfy the qualifications described in
question #3?

5. Does the ABC currently meet the affirmative action and gender equality policies of
the government?

6. What is the current remuneration for this position on the ABC?

7. If the current remuneration is under review, what was the last known
remuneration for this position?

8. If the answer to question #6 is $100 or more per day, a current resume or CV of
the applicant must be attached to this form!

** Please note that the information reviewed on any resume or CV will be
completed by the Committee “in-camera” and not released to the media
excepting that should the applicant be the successful candidate to the position
on the ABC.  If successful, the resume will be open to public scrutiny.
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9. Was this vacant position advertised within the last 12 months?  Please describe
in detail when the ad was published and where these advertisements occurred.

10. How many responses came from the advertisements?

11. Was this person solicited to apply for this position?

12. If applicable, list any special circumstances that the department feels the
committee should be aware of when considering this appointment.  (Letters from
the Minister or ABC can be attached)

13. It is my opinion as the Minister responsible for the ABC that from the candidates
that applied to the position that this is the best qualified person to carry out the
duties of this position.

_______________________________ ______________________________

Date Signature

Please note that “not applicable” (n/a) is not considered to be an answer to any of the
above questions.

Please note that these guidelines may have what some would view as similar
information to that contained on the Form “A,” however, if both the guidelines and the
Form “A” are not filled out in their entirety, the Standing Committee on Human
Resources will not approve the appointment.
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Transaction Department
Solicitor or

Department of
Justice

Executive
Council Office

Treasury &
Policy Board

Office

Documentation Required Comments Executive Council

Major Corporate Policy Not unless there is
a legal implication

No Yes Memorandum to Executive Council
Supporting documentation
Briefing Note
Communications Plan

Proposal may first be considered by TPB and subsequently
referred to Executive Council for final approval.

If referred by TPB

Appointments to
Agencies, Boards and
Commissions

Yes Yes Yes R&R/Ministerial Appointment Form
Resume
Form "A" (for each appointment)
Standing Committee on HR Guidelines (if
required).
Briefing Note
Communications Plan

Where required the recommendation of Executive Council will be
referred to the Standing Committee of the House on Human
Resources.

Yes

Regulations Yes Yes Yes R&R
Comparison of old and new Regulations with
explanation of changes, or explanation of new
Regulations
Regulations Analysis Form
Regulation (Red Tape Reduction) Criteria Check
List
Briefing Note
Communications Plan

All requests to establish, amend, or repeal regulations require
TPB office recommendation to the Governor in Council. 
Regulations approved by Executive Council will be directed to the
Registry Regulations.  

The Regulation( Red Tape Reduction) Criteria Check List is a tool
to assist departments as they are developing new regulations and
for the ongoing review of existing regulations that impact
business.  It should cause departments to conduct rigorous policy
assessment that includes the impacts and benefits of the
proposal.

Note:  Minor housekeeping amendments do not require the RTR
Check List.

Yes

Agreements with the
Government of Canada
or the government of a
province or agency. 

Yes Yes Yes Report and Recommendation (R&R) 
Supporting documentation including:
Project Proposal including terms and conditions
Briefing Note
Communications Plan

Under Section 6 of the Public Service Act,  a Member of Executive
Council requires Governor in Council approval to enter into an
agreement with the Government of Canada or the government of
a province or agency.  Before submitting a proposal to Executive
Council that has intergovernmental implications (federal or other
provincial and territorial governments—not municipal or Aboriginal
governments), departments are to consult with the Department of
Intergovernmental Affairs.  The outcome of the consultation must
be documented in the formal submission (R&R) to Executive
Council. 

Yes
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Transaction Department
Solicitor or

Department of
Justice

Executive
Council Office

Treasury &
Policy Board

Office

Documentation Required Comments Executive Council

Major Reorganization,
Restructuring

Not unless there is
a legal implication.

No Yes Memorandum to Executive Council,
Supporting documentation including:
Briefing Note
Communications Plan
Existing organizational charts,
Proposed organizational charts 

Major organizational and structural changes require Treasury &
Policy Board approval prior to implementation.  TPB may refer
proposed to Executive Council for final approval.

If referred by TPB

New Programs No No Yes Memorandum to Executive Council / TPB
supporting documentation
Briefing Note
Communications Plan

All proposals for new programs should be referred to TPB even if
approved in budget.

If referred by TPB

Business Process Re-
engineering

No No Yes Memorandum to Executive Council
Supporting documentation
Briefing Note
Communications Plan

All major business process re-engineering items should be
directed to TPB.

If referred by TPB

Personal Services
Contracts

Yes No Yes Memorandum to Executive Council
Supporting Documentation
Briefing Note
Communications Plan

The Personal Services Contract Regulations made pursuant to the
Public Service Act require approval of Treasury and Policy Board
or Executive Council for personal services contracts entered into
by departments, offices or government agencies that contain total
compensation over $120,000.

Personal services contracts entered into by a department, office or
government agency containing total compensation less than
$120,000 must follow a separate approval process.

Please see the Personal Services Contract Regulations and
Chapter 2.3 of Management Manual 500 for further information on
the approval of personal service contracts.

Yes

Transactions Requiring
Governor in Council
Approval

Yes Yes Yes R&R
Supporting documentation
Briefing Note
Communications Plan

Yes
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Transaction Department
Solicitor or

Department of
Justice

Executive
Council Office

Treasury &
Policy Board

Office

Documentation Required Comments Executive Council

Expropriation Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Section 37 Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Additional Highway
Appropriations

Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Agreements related to
Sidewalks/Highways

Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Land Sale Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Executive Council approval is not required when acquisitions and
disposals of real property or interests in real property under the
Crown Lands Act and the Wild Life Act and issuance of certificates
are undertaken pursuant to N.S. Reg 75/2005, Ministerial Land
Transactions Regulations.

Yes

Land Purchase Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes
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Transaction Department
Solicitor or

Department of
Justice

Executive
Council Office

Treasury &
Policy Board

Office

Documentation Required Comments Executive Council

Land Exchange
* Straight

* Value Added

Yes

Yes

Yes

Yes

Yes

Yes

R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Yes

Rights of Way Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Easement Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Rescind or Alter Land
OIC

Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Conveyances Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes
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Transaction Department
Solicitor or

Department of
Justice

Executive
Council Office

Treasury &
Policy Board

Office

Documentation Required Comments Executive Council

Extinguished Highway
Lands

Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Land Lease
* In

* Out

Yes

Yes

Yes

Yes

Yes

Yes

R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

R&R
Supporting Documentation
Briefing Note
Communications Plan
Map

Yes

Yes

Loan Guarantees Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan

Department of Finance should be consulted on financial
implications.  All loan guarantees require the signature of the
Minister of Finance.

Yes

Industrial Expansion
Fund

Yes Yes Yes R&R
Supporting Documentation
Briefing Note
Communications Plan

All loan guarantees require the signature of the Minister of
Finance.

Yes

N.S. Business Inc.
* <$3,000,000

* >$3,000,000

Yes

Yes

No

Yes

No

Yes

Established by regulation.

R&R
Supporting Documentation
Briefing Note
Communications Plan

No

Yes
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Transaction Department
Solicitor or

Department of
Justice

Executive
Council Office

Treasury &
Policy Board

Office

Documentation Required Comments Executive Council

N.S. Farm Loan Board
* <$2,000,000

* >$2,000,000

Yes

Yes

No

Yes

No

Yes

Established by regulation.

R&R
Supporting Documentation
Briefing Note
Communications Plan

No

Yes

N.S. Fisheries Loan
Board
* <$1,000,000

* >$1,000,000

Yes

Yes

No

Yes

No

Yes

Established by regulation.

R&R
Supporting Documentation
Briefing Note
Communications Plan

No

Yes

Corporate
Administrative Policies
and Procedures

Yes No Yes Memorandum to Executive Council
Supporting Documentation
Briefing Note
Communications Plan
Draft Corporate Administrative Policy

All new corporate administrative policies, as well as any material
revisions and repeal of corporate administrative policies, require
TPB/Executive Council approval. Departments must submit the
proposed corporate policy (following the Template for Corporate
Administrative Policy Submissions, Appendix 3-R) with the
Memorandum to Executive Council along with other required
supporting documentation. (See 1.2 Management Manual Policy
<http://www.gov.ns.ca/tpb/manuals/100ManagementGuide.htm>) 

Yes



Appendix 3-Q    TPB Staff Assessment [Advice to Executive Council]

Agenda Item #                        
Date:                           

Give the date this will be on the Cabinet or Cabinet Committee agenda

Department State the Department, Agency, Public Service Entity (PSE), etc.

Subject: Give the subject of the submission in a succinct manner, but so that
Ministers can glean the topic.  Often, the topic on the submission is
appropriate.

Background
1. Begin numbered paragraphs here and continue through the remainder of the document.

2. State the background information that brought about the submission.  Be
concise—usually a few paragraphs is plenty.

3. Do not include anything you wouldn’t want to be FOIPOPed—such things are not
background in most cases, so be sure to consider if it really is background.

Proposal
4. Describe the problem the proposal is intending to address and state what the

department is requesting.  This does not have to be as it is set out in the submission.  It
may not be clear in the submission.  State it so ministers can understand.  It is not
necessary to cite sections of acts if that is cumbersome—understanding is the key.

Government Agenda
5. State how this submission relates to the corporate path. 

Financial Considerations
6. State how this request will affect the financial state of the province and department. 

Give the details, in dollar amounts, for the current and future years.

7. The financial analyst should either complete this section or approve it.  Also, the
financial analyst should decide if Department of Finance advice is necessary.

Analysis
8. This section was formerly titled “Other Considerations.”  It should include all relevant

issues not covered above that led you to your assessment (e.g., social, economic,
stakeholders, consultations, alternatives, legal implications).

Assessment
9. Give your overall conclusion on the issue(s).

Explain if the proposal will
� achieve the desired results or not
� be easily implemented
� be affordable
� complement or conflict with other policies or priorities

Conclude with your recommendation
� recommended as submitted
� recommended with conditions
� not recommended

This should lead to your final statement of whether the item is recommended.  If you do
not specifically state “recommended,” give the reasons why, the changes you suggest,
or the conditions you suggest for approval.

Sign your name here
Type your name here

Notes:

- Don’t take sections out—just say N/A.

- Keep it to one page if at all possible.

- Both the Financial and Policy Analyst assigned must review each submission.
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Template for Corporate Administrative Policy Submissions

Policy Statement
A clear, concise statement of the government’s policy.  It may be formed around a
course of action the government wishes to take.  

Definitions
A statement of the meaning of words which are used in the policy which require
specificity.  (if required)

Policy Objectives
States the end result that the policy is trying to accomplish or achieve.  The objectives
are more specific in terms of what government wants to achieve through the
development of the policy.

Application
Indicates to whom the policy applies, including the legislation which governs
applicability.

Policy Directives
Binding policy requirements that must be followed.  Directives are detailed, remove
discretion, and are subject to audit.  

Policy Guidelines
Non-mandatory recommendations which facilitate discretion and suggest a preferred
course of action.  

Accountability
Responsibility for objectives which links policy to the resources / positions responsible.  

Monitoring
Designates who will monitor the policy’s implementation, performance, and
effectiveness.

References
A list of all related legislation and other policies which should be consulted or
implemented in conjunction with the policy.

Enquiries
Contact information for the staff position(s) to whom questions are to be directed.

Appendices
Mandatory technical details, specialized glossaries, sample forms, and other relevant
information.  

Policy History
Approval date
Approved by
Effective date



Appendix 3-S [Advice to Executive Council]

NUMBER:

DEPT:

DATE:

MEMORANDUM
TO EXECUTIVE COUNCIL

Request for Legislation

SUBJECT: Request for Legislation - Amendments to * Act or new * Act

SUBMITTED BY:

PREPARED BY:

REVIEWED BY: Director of Finance

Departmental Solicitor

(Must be initialled by both)

DEPUTY MINISTER:

SUMMARY:
The Executive Council is being asked to approve amendments to the * Act to *

or

The Executive Council is being asked to approved a new * Act *.

BACKGROUND
– include whether legislation has been previously requested and if so, why it did not go forward
– include whether the proposal has been previously considered, from a policy perspective, by Executive
Council or a Cabinet Committee
– include needs that give rise to the legislation (e.g., response to a court decision)
– include what is done in other provinces

CURRENT SITUATION

OBJECTIVE

EVALUATION
– include specifics of proposal
– include specific benefits of the proposal

KEY ISSUE
– address issues such as a need for a particular proclamation date or consequential amendments or issues
with key stakeholders, etc.

CONSULTATION
– identify stakeholders which have been or should be consulted
– detail consultation that has been done to date and plans for consultation

ASSESSMENT OF ALTERNATIVES
– identify and assess options—enact legislation/amendments, leave as status quo

PROPOSED ACTION AND TIMING
– identify in which sitting the department would like to have the proposal move forward

BENEFITS/LIABILITIES
– identify who will benefit from the proposal and why they will benefit

– identify who will not benefit from the proposal and why

IMPLICATIONS
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ECONOMIC IMPLICATIONS

RURAL NOVA SCOTIA IMPLICATIONS

SOCIAL IMPLICATIONS

TRADE IMPLICATIONS

LEGAL IMPLICATIONS
– identify whether there is an alternative to achieving objective other than legislation

(i.e., regulations or policy, etc.)

– should include a statement that there are no outstanding legal issues with respect to

the proposal.

ENVIRONMENTAL IMPLICATIONS

HUMAN RESOURCE IMPLICATIONS
– identify whether the proposal will result in an increase in FTEs

INFORMATION TECHNOLOGY IMPLICATIONS

FINANCIAL IMPACT
– identify whether the proposal is a result of a policy directive resulting from the budget process

– identify whether there will be an increase or decrease in capital or operating expenditures as a result

of the proposal

– identify whether the proposal will result in increased expenditures

GOVERNMENT-WIDE IMPLICATIONS

EFFICIENCY/PRODUCTIVITY

INTERGOVERNMENTAL IMPACT

MUNICIPAL IMPLICATIONS

OTHER ISSUES

COMMUNICATION ISSUES AND PLANS

RECOMMENDATION
It is recommended that Executive Council approve the request for amendments to * Act as set out in

drafting instructions attached hereto as Schedule “A”.

Respectfully submitted,

_____________________________________
Minister of ___________________________

Halifax, Nova Scotia
Date
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