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Overview

Today we will discuss:

• Applying for a Time Extension.

• New Application Form.

• Supporting Evidence.

• What to do After a Request.
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Applying for a Time Extension
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Time Extensions

• Public bodies must respond to Access Requests without 

delay and not more than 20 business days after receipt, 

unless the time limit for responding is extended by the 

Commissioner under section 23. 

• A business day is a day that is not a Saturday, Sunday or a 

holiday as defined in the Interpretation Act.

– Keep in mind new definition of holiday.
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Time Extensions

• Applications must be made not later than 15 business

days after receiving an Access Request.

• The Commissioner must respond to the application

without delay and not later than 3 business days after

receipt.

• Public bodies may request any length of time that they

deem necessary; however, the Commissioner will only

approve extensions that are necessary and reasonable

and only for the number of business days the

Commissioner considers appropriate.
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When Should I Apply? 

• As soon as you think you may require additional time 

beyond the 20 business day deadline for a final response. 

– Do not wait to see if you can make the deadline if it is 

reasonably possible you will not. 

– Approved applications do not prohibit you from replying 

within the initial 20 business day timeframe. 

– No penalty for a rejected application. 
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When Should I Apply? 

• The earlier you apply the more time that will be left to 

respond if your application is rejected. 

• Public bodies may contact the Commissioner’s Office by 

telephone prior to making an application to discuss the 

matter briefly.
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What To Do After Submitting a 

Request?

• Keep working on your response to the Access Request. 

– Timeframe for responding is not suspended. If your 

application is rejected, you will only have what is left of 

the 20 business day timeframe to finalize your 

response or you will end up in a deemed refusal 

situation. 

• You will get your response within 3 business days.

– No acknowledgement of receipt. If you have concerns, 

contact our Office. 
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New Application Form
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How Do I Apply? 

• Request for Time Extension form. 

– Guidance Document has been revised as well. 

• Can be completed electronically. 

– Email preferred due to strict timelines -

(commissioner@oipc.nl.ca).

10



Completing the Request Form

• Six sections:

– Public Body Information;

– Summary and Background;

– Extensions Previously Requested from the OIPC 

Related to this Access Request;

– Status of Access Request;

– Reason for Extension Request; 

– Other Information. 
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Completing the Request Form

• Request as much time as you think is reasonable and 

necessary. 

• Each request will be examined on its own merits and facts.

– No magic formula. 

– We will consider:

1. nature of request;

2. necessary steps to respond; 

3. resources available; and 

4. evidence presented. 

• Clear and convincing evidence demonstrating the need for 

a time extension is required. 
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Section 1 – Public Body Information

• Basic Information:

– Public Body Name.

– Public Body File Number (if not yet assigned, advise)

– Contact Person.

• Usually ATIPP Coordinator.

– Contact Phone Number.

– Contact Email.
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Section 2 – Summary and 

Background

• Date Access Request received by public body.

• Original due date.

• Length of time extension being requested.

– Business days.

• Proposed due date.

– You must calculate this based on your proposed 

extension period. 

• Wording of request or copy of Access Request.

– Anonymized.

– Including any modifications or changes. 
14



Section 3 – Extensions Previously Requested 

from OIPC Related to this Access Request

• If a previous time extension request was made in relation 

to the Access Request for which you are currently seeking 

an extension, you will need to provide information about 

that previous application(s).

• If not, then you can proceed to Section 4.
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Section 3 – Extensions Previously Requested 

from OIPC Related to this Access Request

• For each previous related time extension request, you will 

need to indicate:

– the date on which the application was made;

– the number of days requested;

– the number of days approved, if any; and 

– the revised due date. 
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Section 4 – Status of Access 

Request

• You must advise whether:

– the search for records is complete or when the search 

is expected to be complete;

– third parties have been notified;

– other public body(ies) have been consulted; and 

– a partial response has been provided to the applicant.
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Section 4 – Status of Access 

Request

• Please make note of the following in the open text field for 

this section:

- if third parties are to be notified, but have not yet been 

notified;

- if consultations are to occur which have not yet taken 

place; 

- include who is to be notified or consulted, when the 

notification or consultation will occur, and, how long 

any consultations will take. 
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Section 4 – Status of Access 

Request

• If the search for responsive records has not commenced 

or is on-going, you must provide:

– the approximate number of pages of records to be 

searched, if known. This is an estimate only – consider:

– the type of records involved; 

– the timeframe of the request, if any; and 

– the number of areas to be searched. 

– the approximate number of pages of records already 

searched. 
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Section 4 – Status of Access 

Request

• If the search for responsive records is complete, you must:

– Advise of the number of responsive records which were 

located (number of pages of responsive records not the 

number of documents contained in the responsive 

records); and 

– Advise whether the review of the responsive records 

has started and the date on which the review started. 
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Section 4 – Status of Access 

Request

• In the open text field you must provide a breakdown of all 

work remaining to be done in order to respond to the 

Access Request.

• Categorize the work into tasks such as:  

– searching for records; 

– locating responsive records; 

– reviewing records;

– notifying third parties; 

– consultations with specified public body, etc.

• Provide an estimate of the time, in hours, which it will take 

to complete each task.
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Section 4 – Status of Access 

Request – Sample Task List
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Task Estimated Time to Complete

Searching 16 email accounts for 

records

8 hours

Searching 2 physical locations for 

records, including an offsite 

location

2 hours

Locating responsive records 10 hours

Reviewing records for exceptions 20 hours

Drafting notifications to 2 Third 

Parties and discussing issues with 

Third Parties

5 hours



Section 5 – Reason for Extension 

Request

• Select the reason(s) which have resulted in the need for a 

time extension.

– More than one reason can be selected but clear and 

convincing evidence supporting each reason must be 

provided.

• It is important to provide sufficient information and 

evidence to support your application for extension. The 

more information and detail you can provide, the greater 

the likelihood of receiving an extension. It is insufficient for 

public bodies to simply reiterate the reasons they have 

selected. 
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Section 5 – Reason for Extension 

Request

• All information and evidence should be provided at the 

time the application is submitted. Public bodies should not 

wait for follow-up from the OIPC to provide evidence. 

• For all reasons, a variety of information is requested; 

however, the lists are not exhaustive. If you have 

additional relevant information, please provide it in the 

free text boxes on the form. 
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Supporting Evidence
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Section 5 – Large Volume of Records

• Select this reason if the Access Request is for a large 

number of records or necessitates searching a large 

number of records such that it would be unreasonable to 

respond within 20 business days from receiving the 

Access Request.
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Section 5 – Large Volume of Records

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– the approximate number of pages in the responsive 

records; 

– the approximate number of records that need to be 

searched;

– the format in which the responsive records stored;

– when the search for records began;

(List continues…) 27



Section 5 – Large Volume of Records

– who was responsible for conducting the search;

– the approximate time taken to search for the records

– the date on which all responsive records were provided 

to the ATIPP Coordinator;

– the current status of the Access Request.
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Section 5 –Unreasonable Interference 

with Operations of Public Body 

• Select this reason if the nature of the Access Request is 

such that responding within 20 business days from 

receiving the Access Request would interfere 

unreasonably with the operations of the public body.

• The Commissioner may need to confirm the identity of the 

requester(s) in order to assess this particular category of 

time extension.
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Section 5 –Unreasonable Interference 

with Operations of Public Body 

• This is broader in scope than just an interference with the 

operations of the public body’s ATIPP Coordinator. For 

example,

– The operations of other business areas of the public 

body may also be affected if staff from these areas are 

involved in processing the request. 

– The resources available to the public body in terms of 

its size and number of employees are important 

contextual factors.
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Section 5 –Unreasonable Interference 

with Operations of Public Body 

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– an explanation of how meeting the time limit would 

unreasonably interfere with the operations of the public 

body;

– the number of active requests currently being 

processed by the public body;

– what other access and privacy activities the public body 

is currently managing and how these activities have 

been influenced by the time taken to respond to the 

Access Request; 

(list continues on next slide…)    
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Section 5 –Unreasonable Interference 

with Operations of Public Body 

– how this Access Request has affected the public body’s 

staffing resources and the current workloads of staff; 

– whether staff members were:

• required to work overtime to process the Access 

Request;

• reallocated from other activities to respond to the 

Access Request; and

• required from other business areas to assist in 

responding to the Access Request; 

(list continues on next slide…)
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Section 5 –Unreasonable Interference 

with Operations of Public Body 

– an explanation of how responding to the Access 

Request has affected the public body’s ability to 

respond in a timely manner to other Access Requests 

or other access and privacy related activities;

– does the public body have an alternate/back-up ATIPP 

coordinator who is able to assist in processing this 

Access Request?

– does the size of the public body (total number of 

employees) impact your ability to respond to this 

request?

(list continues on next slide)
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Section 5 –Unreasonable Interference 

with Operations of Public Body 

– whether the applicant or two or more applicants working in 

association with each other have submitted multiple 

concurrent requests. 

• what is the number of multiple concurrent requests 

submitted by the applicant(s)?

• when did the public body receive the applicant’s 

requests?

• when did the public body receive the requests from the 

persons with whom the applicant is working in 

association?

• what is the evidence that the applicant is working in 

association with others?

• what is the wording of the multiple concurrent requests?
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Section 5 – Worked with the Applicant 

to Clarify the Request/Insufficient Detail

• Select this reason if the applicant has not provided 

sufficient details about the information requested to allow 

an employee familiar with the public body’s records to 

identify and locate the records containing the information 

with reasonable efforts.

• Consultation with the applicant for the purpose of 

clarifying the details of the request is required, and 

• the necessary consultation with the applicant has 

delayed the process to such an extent that the public 

body’s response could not reasonably be completed 

within 20 business days from receiving the Access 

Request.
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Section 5 – Worked with the Applicant 

to Clarify the Request/Insufficient Detail

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– an explanation of the difficulty that was encountered 

with the wording of the original request, including what 

was unclear about the wording of the request;

– details of the attempts that were made to clarify the 

request with the applicant; 

 number of attempts;

 the dates of the attempts; and 

 redacted copies of any communications with the 

applicant, with personal information redacted.

(list continued on next slide…)
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Section 5 – Worked with the Applicant 

to Clarify the Request/Insufficient Detail

– the date on which the request was clarified such that 

responsive records could be identified;

– the wording of the clarified request; 

– an explanation of why the consultation created an 

unusual delay in responding to the request.

• Was the applicant uncooperative?

• Did the applicant not reply in a timely manner?
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Section 5 – Third Party Notification

• Select this reason if the public body has given notice or is 

considering giving notice to a third party under section 19 

of the ATIPPA, 2015 and the notification and related 

response could not reasonably be completed within 20 

business days from receiving the Access Request.

• An extension will not automatically be granted where the 

public body has sent a third party notification.

38



Section 5 – Third Party Notification

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– the number of third parties notified; 

– which third parties have been notified under section 39 

and which under section 40 (provide copies of the 

notification letters with personal information redacted);

– the dates on which the third parties were notified;

– the volume of records sent to the third parties;  

– an explanation of the efforts which were made to notify 

the third parties at an earlier date, if any.  
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Section 5 – Consultations with 

Another Public Body or Executive 

• Select this reason if it is necessary to conduct 

consultations in relation to the Access Request and such 

consultations could not reasonably be conducted within 

20 business days from receiving the Access Request or 

have resulted in unavoidable delay in processing the 

Access Request.

40



Section 5 – Consultations with 

Another Public Body or Executive 

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– what consultations were reasonably necessary in 

relation to the Access Request;

– an explanation of why the consultations are necessary; 

– the dates of the consultations or intended 

consultations;

– the duration of the consultations or, if the consultations 

are still on-going, how long are they likely to take; and,

– an explanation of why the consultations were not held 

at an earlier date.
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Section 5 – Difficulty Gathering 

Records

• Select this reason if the public body has experienced or 

anticipates experiencing difficulty in gathering the records 

to such an extent that the public body’s response could 

not reasonably be completed within 20 business days 

from receiving the Access Request. 

• The difficulty may be due to the location or nature of the 

records. 
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Section 5 – Difficulty Gathering 

Records

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– an explanation of the difficulty encountered with 

gathering the records; 

– where the records are located; 

– the format the records are in;

(list continues on next slide…)
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Section 5 – Difficulty Gathering 

Records

– an explanation of the attempts that have been made to 

gather the records:

• the number of attempts;

• the dates of the attempts; and

• copies of any communications with the applicant, 

with personal information redacted.

– an explanation of why gathering the records creates an 

unusual delay in responding to the request. 

• Are the records in a location inaccessible to the 

public body? 

• Are the records in a format not readable by the 

public body?
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Section 5 – Unforeseen 

Circumstances

• Select this reason if circumstances have arisen which 

were not foreseeable when the public body began work on 

the Access Request which have had an impact on the 

public body’s ability to respond within 20 business days 

from receiving the Access Request.
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Section 5 – Unforeseen 

Circumstances

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– an explanation of the circumstances that have arisen 

which are impacting the response to the Access 

Request; 

– an explanation of why these circumstances were not 

foreseeable when the Access Request was received; 

– an explanation of how the circumstances have 

impacted responding to the Access Request? 

• Explain the connection between the circumstances 

and the processing of the access request.
46



Section 5 – Sensitivity/Complexity 

of Material

• Select this reason if the subject matter of the Access 

Request is particularly sensitive or complex and, as a 

result, responding to the Access Request requires expert, 

legal or executive consultation impacting the public body’s 

ability to respond within 20 business days from receiving 

the Access Request.

• A complexly worded Access Request is not necessarily 

indicative of a complex subject matter. Public bodies will 

have to demonstrate that the subject or focus of the 

records is a sensitive or complex matter. 
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Section 5 – Sensitivity/Complexity 

of Material

• When requesting an extension on this basis, public bodies 

must provide the following information, if applicable:

– an explanation of why the subject matter of the Access 

Request is considered sensitive or particularly complex;

– who needs to be consulted in order to appropriately 

respond to the Access Request;

• subject matter experts, solicitors, executive, etc.?

(list continues on next slide…)
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Section 5 – Sensitivity/Complexity 

of Material

– the dates of the consultations or intended 

consultations; 

– the duration of the consultations or, if the consultations 

are still on-going, how long are they likely to take?

– an explanation of why the consultations were not held 

at an earlier date?

– whether the records are accessible only to a limited 

number of individuals due to the sensitive nature of the 

records. 
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Section 5 – Other Reasons

• The Commissioner may also grant an extension of time 

where it would be necessary and reasonable to do so. 

• If a public body feels it has a reasonable basis for needing 

a time extension, other than those listed on the Form it 

should provide detailed information relating to those 

reasons and evidence supporting those claims.
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Section 6 – Other Information

• If there is additional information related to the Access 

Request which you feel would support your application for 

a time extension, you must provide it with your Request 

form. 

• Any claims made in this Section must be supported by 

convincing evidence and should assist in justifying the 

extension you are seeking. 
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What to do After a Request
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Request Denied

• Where a request for a time extension is denied, you must 

reply to the Access Request in accordance with section 

16, within 20 business days from the receipt of the Access 

Request. 
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Request Approved or Partially 

Approved

• The Commissioner may approve the extension for the time 

sought or for any other amount of time. 

• Following an approved or partially approved request, you 

must notify the applicant without delay of:

– the reason for the extension;

– that the Commissioner has authorized the extension;  

and

– when the applicant can expect the response of the 

public body to the Access Request.

• A copy of the notification letter sent to the applicant 

should also be sent to the Commissioner with personal 

information redacted.
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Questions


