HOW TO MAKE AN
ACCESS TO
INFORMATION
REQUEST

Follow these directions to make an access
to information request with a public body
or municipality in Nova Scotia.

-I Ask yourself: Who has the
records | want?

That's who you'll send your access request to. Find their

contact information here:

Tip: Contact them first to ask if the records you want are already publicly available.

2 Is payment required?

If you are asking for information that is not your own personal
information, a mandatory $5.00 application fee is required.

If you have any questions about the fee, contact
the public body or municipality to ask.

3 /  Complete and submit

w9

4 the form

Fill out the Form 1. Provide as many details as you can
about the records you want. Send it to the public body or
municipality with payment if required. The form is

available here:

4 G Wait for the response

Public bodies and municipalities must respond to access
requests within 30 calendar days. In some cases, they can
take additional time, but they must notify you of that
within the first 30 days.

5 h Contact us (maybe)

If you do not receive a response within 30 days, were denied
access or disagree with a redaction, you may request a review.
If records are missing or you object to a fee or time extension,
tell the public body or municipality first. If you still have
concerns, you can request a review.

Office of the Information and Privacy Commissioner for Nova Scotia

P.O. Box 181/ 509-5670 Spring Garden Road, Halifax, NS B3J 2M4
Tel: 902-424-4684 / Toll Free (NS): 1-866-243-1564
Fax: 902-424-8303
Email: oipcns@novascotia.ca
Web: https://oipc.novascotia.ca
Twitter: @NSInfoPrivacy


https://oipc.novascotia.ca/PB_Contact#overlay-context=publictools
https://oipc.novascotia.ca/forms
https://oipc.novascotia.ca/contact-us

