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Legislative Services & Communications
2021 Business Plan

EXPERTISE AND WHAT LEGISLATIVE SERVICES 
DOES

The Legislative Services department provides 
legislative, policy and administrative expertise 
and services to Council, committees, task forces 
and City departments to ensure the City conducts 
its business in a manner that is consistent with 
provincial legislation and City bylaws.  

The department also manages all requests 
received under the Freedom of Information and 
Protection of Privacy Act, oversees records 
management functions, liability insurance and 
claims and municipal elections. 
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Legislative Services & Communications
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Overview: Legislative Services

Legislative Services & Communications
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January 22, 1875

Legislative Services & Communications
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EXPERTISE AND WHAT COMMUNICATIONS DOES

The Communications department works with all City 
departments to develop, advise and support internal 
and external communications plans and initiatives. 

Communications also oversees the City’s website, public 
engagement platform and four active social media 
channels. 
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DEPARTMENT OVERVIEW: COMMUNICATIONS

Legislative Services & Communications

Legislative Services & Communications
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Department’s Share of City Budget

Legislative and Communication Services 1.7%

Remaining City Budget 98.3%

Legislative Services & Communications

Services & 
Supply Contracts 

8.1%

Materials & 
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Internal 
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2020 Achievements: Communications

Content Development and Issues Management/Support

Legislative Services & Communications
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REIMAGINE NANAIMO Communications and Social Media Support

Legislative Services & Communications

2020 Achievements: Communications

Increased Social Media Reach

Legislative Services & Communications

2020 Achievements: Communications
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Implemented FOIPPA-friendly eNewsletter platform

2020 Achievements: Communications

Legislative Services & Communications

Launched Public Engagement Platform Get Involved Nanaimo

2020 Achievements: Communications

Legislative Services & Communications
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2020 Achievements
Strategic Plan Renewal Support

Legislative Services & Communications

2020 Achievements

Legislative Services & Communications

New committee/task  force development 
and support:

• Advisory Committee on 
Accessibility and Inclusiveness

• Mayor’s Task Force on Recovery 
and Resilience

COVID-19 response:
• Council, Committee and Task Force 

Meetings
• Public Hearings
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2020 Achievements

Legislative Services & Communications

• Registered 64 delegations

• Processed 117 meeting 
notices

• Coordinated or assisted over 
115 meetings in 2020

• Averaged 16 meetings per 
month

2020 Achievements

Legislative Services & Communications
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2020 Achievements

Legislative Services & Communications

Electronic Document Records Management System 
Project (EDRMS) – Project Vision

It is our vision that 
Nanaimo public 
records, the 
cornerstone of 
government 
transparency and a 
knowledgeable and 
informed public, 
are recognized and 
managed as public 
assets.

2020 Achievements

Legislative Services & Communications

Electronic Document Records Management System 
Project (EDRMS)  - Project Goals

• City staff have the tools and resources necessary to manage their records and 
information in an effective and efficient manner

• The public have access to authentic and reliable records for as long as needed to 
protect interests and to assure government accountability

• Records of continuing value are preserved and accessible to current and future  
generations
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2020 Achievements

Legislative Services & Communications

Records Management Policy Suite
• Finalized 12 policies that apply to all physical and electronic 

records owned by the City and under the City’s control

Records Classification and Retention Schedule (RCRS) 
• Finalized the RCRS, a tool for classifying, retaining and 

destroying records.

Electronic Document Records Management System 
Project (EDRMS) - Framework

2020 Achievements

Legislative Services & Communications

June/July 
2020

• Evaluation scores were 
compiled and the City 
entered into the Discovery 
Phase with the successful 
proponent.

March/April 
2020

• Project was paused while 
staff shifted focus to 
accommodate changes in 
the work environment 
brought on by COVID-19

February 
2020

• 6 staff reviewed and 
evaluated 10 submissions 
narrowing down to the top 
5  

January 
2020

• RFP 2466 was issued in 
November 2019

• RFP generated 71 
questions which were 
answered over 2 
addendums

• RFP closed January 2020

Electronic Document Records Management System 
Project (EDRMS) – Request for Proposals
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2020 Achievements

Legislative Services & Communications

Electronic Document Records Management System 
Project (EDRMS) – Pilot Project

Legislative
Services

Information
Technology

Human
Resources

Administration

2020 Achievements

Legislative Services & Communications

Electronic Document Records Management System 
Project (EDRMS) – Resources

Records Management SharePoint Site
• Provided ongoing communication to staff via project updates and Corporate Comms

newsletter
• Developed guidance documentation for staff to educate in records management 

topics
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2020 Achievements

Legislative Services & Communications

FOI/Claims 
& Records 
Fun Facts

244 boxes of 
paper 

records 
destroyed

At least 570 
hours spent 
processing 

FOI requests

52 claims 
received

66 
claims 
closed

9468 pages 
released 

under FOI

2020 Achievements

Legislative Services & Communications
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2020 Achievements

Legislative Services & Communications
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Meeting Cycle
3 weeks prior to 

meeting Legislative 
Services Staff start 
preparing meeting.

Tuesdays
Senior Management 

Meeting.

Wednesday, 12 days 
prior to meeting. City 

Clerk reviews the draft 
agenda with CAO and 

General 
Managers/Directors.

Legislative Services 
Staff begin attaching 
approved reports to 

the agenda.
Wednesday, 5 days 
prior to meeting. 
Agenda Review 

Meeting for approval.

Thursday, 4 days prior 
to the meeting.  

Agenda is 
printed/published.

Monday, meeting day. 
Delegations are 

received until 11:00 
a.m. 

Monday, meeting day. 
City Clerk, CAO, 

Mayor, Acting Mayor 
review the Agenda.
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Staff begin 
researching and 
preparing draft 

reports in escribe. 

3 weeks prior to 
meeting.  Legislative 
Services Department 

sends out a report 
reminder.

Staff notify the 
Legislative Services 
Department reports 
are ready for review.

Legislative Services 
Department review 

draft reports, 
attachments and 

bylaws.
Reports are due 2 
weeks prior to the 

meeting.  

Workflow approval 
process is started in 

escribe.

Reports are 
reviewed by 

Directors and CAO.

Legislative Services 
attach approved 

reports to the 
meeting agenda. 

Council Report Cycle

2020 Achievements

Legislative Services & Communications

• Social Media Followers
– 15,800 Facebook
– 15,400 Twitter
– 2,800 Instagram

• Media Relations:
– 198 media requests
– 137 news releases
– 4 virtual press conferences

• eNews
– 39 My Nanaimo This Week

• Videos
– 26 Corporate Initiative-related 
– 15 COVID-19 updates from the Mayor
– 4 COVID-19 updates from CAO, Jake Rudolph



11/18/2020

15

2021 Opportunities

• Continuation of the Bylaw and Council 
policies renewal project

• Continuation of advancing 
technologies for meeting processes 
due to COVID-19

• Finding efficiencies with supporting 
Council with Council and 
Committees/Task Forces while 
continuing and advancing project work

Legislative Services & Communications

2021 Opportunities
• Completion of the pilot for the 

EDRMS implementation and 
commencing corporate wide 
implementation

• Virtual FOIPPA training 
opportunities to reach more 
employees

• Further utilization of the public 
engagement software

• Emergency Coordination Centre 
(ECC) training updates and 
opportunities for advancement

Legislative Services & Communications
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2021 Key Initiatives: Communications

Legislative Services & Communications

• Provide strategic advice to senior management and Council
• Continue with pandemic communications
• Emergency Coordination Centre (ECC) training

Connect with public through digital and social media platforms 

Provide Get Involved Nanaimo and eNewsletter training 

Provide communications support/advice  for BC Housing’s and the 
City’s MOU housing initiatives, REIMAGINE NANAIMO, 2020 
Annual Report, and other City initiatives

Support and enhance Council-related communications

2021 Key Initiatives

• Modernization of bylaws 
and policies

• Repeal bylaws no longer 
relevant

• Analyze active bylaws to 
ensure alignment with 
current objectives

Legislative Services & Communications

Continuation of Council Bylaw & Policies Renewal Project
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2021 Key Initiatives:  Legislative 
Support

• Ongoing Council, committee 
and task force meeting 
coordination and support

• Providing strategic advice to 
senior management and 
Council

• Ongoing Staff eScribe training

Legislative Services & Communications

2021 Key Initiatives

Legislative Services & Communications

Electronic Document Records Management System 
Project (EDRMS) – Pilot Project

• Continue to work through pilot project implementation

• Review lessons learned and apply to corporate-wide
rollout

• Ongoing staff training and communication
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2021 Key Initiatives

Legislative Services & Communications

Privacy Management Program 

Education & 
Training

Personal 
Information 

Banks

Freedom of 
Information

Privacy 
Impact 

Assessments

Draft Operating Budget

Legislative Services & Communications
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