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EMS Records Filing and Tracking Process

Reference: EMS Manual Chapter 16 / EMS Records Matrix Table 016-1 / EOP: Filing & EMS Tracking System Staff Responsibilities

Filing

The EMS documents posted on the Internal and External Web Sites from the MOFR FTP site in the Business Area published folders.

· The External Web Site will have PDF and Power Point documents. 

· The Internal Web Site will have PDF, Power Point and ‘Read Only” Word documents. 

Original hard copy EMS documents with approval signatures, non specific documents and the KPMG Registrar’s file are located in the fire proof safe in the EMS Co-ordinator’s office.

The Business Area has two official file domains for all EMS Project Records:

1. Original hard copy on the Government ARCS & ORCS Operational Files.

2. A PDF or read only Word digital copy in project specific folders under the BCTS LAN Folder “EMS Records (date)” segregated by TSO or Field Team.

Government ARCS & ORCS Files (19620-20 for TSL’s, 19620-40 for TSL’s with CP’s, 10005-30 for Contracts and 11400-20 for Road Permits) can be located in both TSO and DSI or DSC District’s for the remote Field Teams.

· The District Records Clerk from DSI/Port Alberni FT or DSC/Powell River FT would advise the Records Clerk in TSO when a BCTS operations file is generated.

· On completion of a project and the file is moving to Semi-Active status, the entire file is sent to the Records Clerk in TSO for merging into one file.

Electronic Records stored on the LAN in project folders will be retained as active until: Total performance,   payment and return of any security on contracts; Completion of obligations, FS45D and return of deposit, expiry or cancellation of tenure with completed disposition of deposit. On an annual basis all completed tenure and contract record folders will be moved to a semi-active folder by calendar year on the LAN for the retention period set out by government policy for ARCS & ORCS record storage as a semi-active record.
The LAN Folders for storing the digital copies of EMS records will have read only access for BCTS staff. The EMS Committee will have change access. The EMS Co-ordinator will have ownership for filing and managing records and file folders. This security precaution is intended to insure digital records are not accidentally lost or changed.
LPC completed EMS Records that will be requested by BCTS staff and filed are:

· Emergency Response Plans.

· Checklist 007 Incident Report Forms.

· Note for BCTS Projects: In addition to EMS records, any record maintained by the Contractor to substantiate local conditions as a requirement for activities to occur must be sent to BCTS for file in the ARCS & ORCS Project File. Example a daily record from a local rain gauge for a project subject to a wet weather shut down.

LPC completed EMS records that are retained by the LPC and made available to BCTS on request are:

· Checklist 008 ERP Tests (on site with the Project Documents)

· Self Monitoring Inspection Records (on site with the Project Documents)

· Non-Reportable LPC Action Plans (on site with the Project Documents)

· LPC Staff Training Records (on site or off site in the LPC Business office)

If any of these records were required to be sent to BCTS, they will be filed on both the ARCS & ORCS File and PDF LAN File.
Timelines for Filing: EMS records delivered to the Records Clerk for filing on the ARCS & ORCS Project File within 2 days of the date the record was completed following any required reviewed. Records to be scanned and filed digitally will be within this same time frame.
Routing

EMS Records completed by BCTS.

· BCTS staff will e-mail digital copy to the EMS Co-ordinator for filing in the project folders on the LAN. If the record is hard copy, scan record into PDF format for forwarding.
· If an office doesn’t have a scanner, forward hard copy to the EMS Co-ordinator by house mail with note to scan and file the digital copy. 

· Send a  copy by mail/fax, or forward digital copy to the project LPC

· Staff should attach PDF in Genus as relevant to support an Action Plan or direct the conformance contractor to do so and complete Genus entry. (as set out in the Genus Business Guide)
· Place original hard copy in the BCTS Filing basket for ARCS & ORCS. If the original is in digital format, print a copy for file.
EMS Records completed by Conformance Contractor on behalf of BCTS.

· Forward digital copy to BCTS contact by e-mail. If the record is hard copy, scan record into PDF format for forwarding.
· If an inspection with findings, get BCTS acceptance prior to further routing.

· If acceptable to BCTS contact, forward copy to LPC and proceed with Genus entry for tracking. (as set out in the Genus Business Guide) 

· If no findings, forward copy to LPC at same time forwarding to BCTS and proceed with Genus entry. 

· If digital record is the original copy, note such for BCTS to print a hard copy for ARCS & ORCS file.

· Contractor would attach PDF in Genus as relevant to support an Action Plan. 

· BCTS staff will forward digital copy by e-mail to the EMS Co-ordinator for filing in the project folders on the LAN. 

Naming Convention for digital EMS Records:
· Pre-Work CHK–001, 002, 003 = PW 

· Risk Rating Form = RR
· Inspection CHK–004, 005, 006 = INS 

· Incident CHK–007 = INC 

· Emergency Response Plan = ERP 

· ERP Test CHK-008 (if copy requested from LPC) = TST 
· Training Record (if copy requested from LPC) = TRN 

· Conformance with EOP Form = EOP 

· Action Plan Form = APN
· Complex Project Roles & Responsibilities Form = R&R
· Contract & Licence number

· A12345 = TSL, note; any Road Permit EMS records will be designated to the Licence

· EN06117 = Engineering / year 2006 / Unique contract number 3 digits

· Project & Block = up to 10 digits to identify specific permits (CP1) blocks (12345) or local name (Frog, Evans, Elphen)  

· Examples: PWPL06180 = Pre-work 05/06 Planting Contract 180   
3INSA12345 = 3rd inspection of TSL A12345

RREN06007Evans = Risk Rating / 05/06 Engineering Contract 007 / Project Evans

2INCA12345CPA = 2nd Incident / TSL A54321 / Cutting Permit A 

Tracking

The Business Area has two EMS Tracking Systems:
1. XLS Active Tenure & Contract Tracking Spreadsheets. They track the Pre- Work Date, Risk Rating and Formal Inspection Count by project for management level checking for gaps and for EMP target measurements. 

· These spread sheets are based on format protected individual worker spreadsheets feeding project data into a Field Team level protected spreadsheet which in turn feeds into a protected BA master spreadsheet from which Management type reports can be generated.

· The xls spread sheets are located on the BA LAN under the TSO folder. All data entry and updating is done in individual worker spreadsheets.
· Tenures will remain on the active spreadsheets until: Total performance, payment and return of any security on contracts; Completion of obligations, FS45D and return of deposit, expiry or cancellation of tenure with completed disposition of deposit. Once completed, the contract or tenure will be moved to an archived spreadsheet and remain there for a minimum of two years as a semi-active tracking history prior to destruction.      

2. Genus Environment Modules: Project, Pre-Work, Inspection, Action Plan and Issue Tracking System is used for tracking all projects with formal inspection requirements and are entered in Genus (as set out in the Genus Business Guide) Genus process for inactive storage of records and tracking is under development and the BA will examine semi-active storage and destruction of records in a provincially consistent manner at a later date. 

Timelines for Completing Tracking Updates:
· Active Tenure & Contract Tracking Spreadsheets will normally be updated within 5 days of the date a status change or event occurrence.

· Genus tracking of pre-works and inspections will normally be entered within 5 days of the date of occurrence or reviewed as acceptable to form a record on behalf of government by a senior BCTS official.
