The Corporation of the City of Kawartha Lakes

Council Report

Report Number CLK2017-005

Date: April 18, 2017
Time: 2:00 p.m.

¥Wara Lommunity igaenurner.

Subject: Records Retention By-law and Records Management Program
Policy

AuthoriTitle: Ann Rooth, Deputy Clerk Signatu/_;- %:-

Recommendation(s):

RESOLVED THAT Report CLK2017-005, Records Retention By-law and
Records Management Program Policy, be received,;

THAT the Records Retention Schedule, attached as Appendix A to Report
CLK2017-005, be approved;

THAT all records classified under former by-laws of the City or its predecessor
municipalities assume the retentions established in the approved Records
Retention Schedule attached to this Report;

THAT the policy entitled, Records Management Program Policy, attached as
Appendix B to Report CLK2017-005, be approved;

THAT the necessary by-law be brought forward for adoption;

THAT Policy Number 039 CAO 008, Records Management Program and
Responsibilities, and Policy Number 132 CAO 024, Electronic Corporate Records
Management Program, Policies be rescinded and removed from the Policy
Manual; and

THAT a by-law to repeal all previous records retention by-laws, be brought
forward for adoption.
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Chief Administrative Officer:
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Background:

The Municipal Act, Sections 254 and 255, sets out the parameters for the
establishment and maintenance of a municipal records system.

The City currently has a by-law that establishes a records classification scheme
and retention periods. The current records classification scheme is based on
The Ontario Municipal Records Management System (TOMRMS). Records
created in the past, are governed by various Records Retention By-laws that are
still in place with various retention periods. This creates inconsistencies in
retention periods for some classifications of records based on their date of
creation.

The City currently has both a Records Management Program and
Responsibilities Policy and an Electronic Corporate Records Management
Program Policy. As the City moves toward Electronic Document Records
Management, a consolidated approach to both paper and electronic records
management is needed. Current records management policies also need to be
updated to reflect our current corporate Policy Structure.

This report addresses the following needs:

s Alignment of record retention periods for all records under the care and
control of the City to adhere to one records classification scheme with
consistent, established retention periods;

e Consolidation of the Electronic Corporate Records Management Program
Policy into the corporate Records Management Program Policy; and

+ Alignment of the Records Management Program Policy to our current
corporate Policy Structure.

Rationale:

The City currently manages records under multiple Records Retention By-laws
for various "eras” of Record creation. Staff recommends that the Records
Retention Schedule, attached as Appendix A to this Report, be approved and
that all records classified under former by-laws of the City or its predecessor
municipalities assume the retentions established within. The retention periods
established in the new Records Retention Schedule continue to be based on
TOMRMS. This will provide for the consistent application of retention periods to
all Records under the care and control of the City. In addition, there have been
some minor revisions proposed to retention periods based on updated TOMRMS
recommendations, departmental needs and to ensure legislative compliance.
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The proposed Records Management Program Policy provides a high level
Council Policy that aligns with our current corporate Policy Structure and
consolidates the governance of physical and electronic Records Management.
The proposed Council Policy, if approved, will be supported by a corporate
Standard Operating Procedure (SOP) that will describe related operational
guidelines and procedures for implementation of the Records Management
Program and further define the responsibilities of City staff regarding its
administration. This corporate SOP is currently being developed and, once
approved, will replace the operating procedures contained in current Records
Management Program and Responsibilities and Electronic Corporate Records
Management Program Policies.

Proper records management assures that important records are preserved and
made available to the organization that creates or acquires them while records
that are no longer needed are disposed of in a timely fashion. A current,
consistent and relevant Records Retention By-law and Records Management
Program Policy are vital to maintain an effective and efficient Records
Management Program.

Other Alternatives Considered:

Council could leave the by-law and policies as they currently stand, however, this
is not recommended. The proposed changes to the records classification
scheme and records retention by-law will enhance corporate consistency and
allow for a more timely destruction of certain records when their useful life has
passed, therefore freeing up storage space for other records. The proposed
Records Management Program Policy will provide a high level governance
framework within which the Records Management Program SOP can be
established.

Financial Considerations:

There are no financial considerations relating to the recommendation in this
report.

Relationship of Recommendation(s} To The 2016-2019 Strategic
Plan:

The recommendation within this Report aligns with the Council Adopted Strategic
Plan as it supports the Strategic Enabler of Asset Management. The Records of
the City of Kawartha Lakes are valuable corporate assets needed to support
effective decision making, meet operational requirements, protect legal, fiscal,
and other interests of the City and adhere to legislative requirements.
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Retention of records is a provinciaily legislated requirement and the passage of a
current, consistent and relevant records classification scheme, records retention
periods, and Records Management Program Policy promotes good government
by supporting good records management practices.

Review of Accessibility Implications of Any Development or
Policy:

N/A
Servicing Comments:

N/A
Consultations:

City Clerk
Records Clerks

Attachments:

Appendix ‘A’ — Draft Records Retention Schedule

Draft Records
Classification Scheme

Appendix ‘B' — Draft Records Management Program Policy

RecordsManagement
CounciPolicy.docx

Phone: 705|-324-9411 Ext. 1266

E-Mail: arooth@city.kawarthalakes.on.ca
Department Head: Ron Taylor, CAO
Department File:



Schedule A’ to By-law 2017-

Records Classification Scheme

Primary Codes

Administration

Council

Development and Planning

Environment

Finance and Accounting

Human Resources

Information Management and Technology
Legal Affairs

Media, Public Relations and Communications
Operations

Protection and Enforcement Services
Recreation, Culture and Libraries

Social and Health Care Services
Transportation and Public Works
Vehicles and Equipment

Water, Wastewater and Solid Waste
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