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Administrative Penalties – Opportunity to be Heard  
Instructions for Written Submissions 

 
You have received a Notice Prior to Determination of Administrative Penalty (“Notice”) from the Ministry 
of Environment and Parks (“Ministry”). In accordance with the Administrative Penalties 
(Environmental Management Act) Regulation (B.C. Reg 133/2014), you now have an “opportunity to 
make representations”, more commonly referred to as an opportunity to be heard (“OTBH”). This is your 
opportunity to respond to the information contained in the documents provided by the Ministry before 
a final determination is made. 
 
You have indicated your wish to take advantage of this opportunity, and the Director has provided 
you with a deadline for receiving your written submission. To ensure your submission is complete and 
will be considered by the Director, please follow these instructions.  
 
Information for parties preparing a written submission 
 
The Ministry’s reasons for imposing an administrative penalty are provided in the Notice and Penalty 
Assessment Form you received. 
 
Your submission should identify any information you perceive to be inaccurate and any additional 
information you feel is relevant to the decision. This may include actions taken by you before, during or 
after the incident(s). 
 
Please make your submission succinct and specific. You should clearly explain what information you 
disagree with and why, and/ or provide additional information and explain how it is relevant. The 
Director will disregard information that is not pertinent to the Notice and will not review material where 
relevance is not clearly articulated. 
 
Information shared in your submission may be disclosed in the final determination if it is pertinent and 
relied upon by the Director to make a determination. Should your submission contain any information 
that you consider sensitive business information, such as trade secrets, financial information, or other 
business information of a sensitive nature, clearly mark this information as such so the Director can 
avoid disclosing it in the final determination. 
 
After reviewing your submission, the Director may issue a final determination imposing an administrative 
penalty or notify you that you that a penalty will not be imposed. 
 
If we do not receive your submission by the deadline provided to you, the Director will assume you do 
not wish to take advantage of this opportunity and will proceed to make a final determination. 
 
You will be notified accordingly. 
 


