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Glossary of Terms

An inconsistent use occurs whenever an institution under the 
Municipal Freedom of Information and Protection of Privacy 
Act (the Act) uses or discloses personal information from its 
personal information banks differently from the way this 
information is used or disclosed on a regular basis.

See Section 2.1 of the Guide.

A personal information bank is any collection of personal 
information your institution retains that is:

•	organized, and

•	allows personal information about an identifiable 
individual to be retrieved by that individual’s name 
or some other personal identifier.

Personal information banks can be:

•	about members of the public or employees of the 
reporting institution,

•	recorded on computer disks, paper, fiche or other 
media.

January to December.

An exemption is a specific provision in the Act that may 
be invoked by a head as justification for denying access to 
information, in whole or in part. Certain requests for access 
may be denied due to provisions of other Acts, and in these 
special cases, for purposes of the year-end statistical report, 
Section 53(2) (Other Acts) is the relevant exemption.

A exemption is frivolous or vexatious when the head 
considers the request:

•	as abusing the right of access or interferring with the 
operation of the institution, or

•	to be made in bad faith or for ulterior motives.

Inconsistent Use 
(of personal information)

Personal Information

Personal Information Banks

Examples of 
Personal Information Banks

Death Register 
Dog Owners Records 
Employee Training Records 
Family Counselling Client Records 
General Welfare Assistance Client Files 
Grievance Files 
Hunting/Fishing Licence Application 
Line Fence Viewing Files 
Litigation Files (Legal Departments) 
Marriage Licence Applications 
Municipal 
Seasonal Boaters Index 
Tax Bill Records 
Job Competition Files Applications 
Workplace Safety Insurance Board Files

Reporting Year

Exemption (Exempt, Exempted)

Exemption, Frivolous or Vexatious
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Head (of institution)

Fee, Additional

Fee, Application

Fee, Waived

Notice of Extension

The head is the individual or body selected to be the head 
of the institution for the purposes of the Act by:

•	the council of a municipal corporation, or by

•	the members of a board, commission or other 
institution that is not a municipal corporation.

The head is responsible for decisions made under the 
legislation on behalf of the institution and for overseeing the 
administration of the legislation within the institution. The 
head may delegate some or all of its powers and duties to an 
officer or officers of the institution, or another institution. In 
this case the head is still accountable for all decisions made 
and actions taken under the Act.

See Municipal Freedom of Information and Protection of 
Privacy Act, s.45 (1).

See Municipal Freedom of Information and Protection of 
Privacy Act, s.17 (1)(c).

A head may waive all or part of a fee that was estimated for 
releasing general records information, taking into account 
factors including: the requester’s ability to pay; whether 
release of the information will benefit public health or safety; 
how much difference there is between the fee being charged 
and the actual cost of processing the request; and whether 
the requester is ultimately given access to the information 
requested.

A notice sent to a requester by the head that a time extension 
is needed in order to complete the request. The notice must 
inform the requester of:

•	the length of the extension,

•	the reason for the extension, and

•	the fact that the requester can ask the Information 
and Privacy Commissioner/Ontario to review the 
decision to extend the time period.

The extension may be made only if numerous records 
must be searched or consultation with a person outside the 
institution is required.
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Notice to Affected Person

Request, Abandoned

Request, Carried Forward From 
Previous Year (requests for access to 
information and correction)

Request, Carried Over to Next Year 
(requests for access to information 
and correction)

Request, Completed (requests for 
access to information and correction) 
(Complete)

Request, Correction

Request, Disposition of

Request, General Records

A notice sent by the head to a third party to whom the 
information relates before releasing the information. The 
notice must inform the third party of:

•	the head’s intention to disclose information that has 
something to do with the third party,

•	a description of what’s in the record or the part of 
the record that relates to the third party, and

•	the fact that the third party has twenty days after the 
notice is given to advise the head why part or the 
whole record should not be disclosed.

A request that an institution has been unable to proceed with 
because the requester has not responded to commu-nications 
necessary to process the request (for example, a notice of 
fee estimate). This does not include requests returned to the 
requester due to insufficient detail.

A request received in, or carried over from the previous 
reporting year that had to be carried forward to the current 
year for completion.

A request received in the current reporting year that had to 
be carried forward to the next year for completion.

A request for which the head’s decision (to grant/deny access, 
or to make/refuse corrections) has been communicated to 
the requester, or a request that has been formally withdrawn 
or abandoned by the requester.

A request to have one’s own personal information corrected 
following access to the information.

The outcome of a completed request: information disclosed/
denied, request abandoned/withdrawn.

A request for access to general records information or to 
another person’s personal information (where permission 
has been given).
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Request, Personal Information

Request, Transferred

Request, Withdrawn

A request for access to personal information, made by the 
person to whom the information relates or their authorized 
representative.

A request for access to general records or personal 
information that has been sent from one institution to 
another; the second institution having custody, control or a 
greater interest in the information. If Institution A receives 
a request that is transferred (in whole) to Institution B, 
Institution A would count this as a “Request Transferred Out 
to Another Institution”, while Institution B would count it 
as a “Request Transferred In From Another Institution”.

A request for which the head has been informed by the 
requester that he/she no longer wishes to continue with the 
request (prior to its completion).
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