THE CORPORATION OF THE MUNICIPALITY OF POWASSAN
BYLAW 2025-19

Being a Byiaw to Establish Schedules of Retention and Disposition for all Records
Maintained by the Municipality of Powassan.

WHEREAS Section 254 of the Municipal Act, S.0. 2001, as amended, provides that a
municipality shall retain and preserve the records of the municipality and its local boards
in a secure and accessible manner and, if a local board is a local board of more than one
municipality, the affected municipalities are jointly responsible for complying with this
subsection;

AND WHEREAS Section 255 (2) of the Municipal Act, S.0. 2001, as amended, provides
that a record of a municipality or local board may be destroyed in a retention period has
been established and the retention period has expired, or the record is a copy of the original
record;

AND WHEREAS Section 255 (3) of the Municipal Act, S.0. 2001, as amended, provides
that a municipality may, subject to the approval of the municipal auditor, establish retention
periods during which the records of the municipality and local boards of the municipality
must be retained and preserved in accordance with Section 254;

NOW THEREFORE the Council of the Corporation of the Municipality of Powassan
enacts as follows:

1. DEFINITIONS

“Clerk” means the person appointed by Council, or their delegate, to perform the duties of
the Clerk.

“Destroy” means the process of eliminating or deleting data, documents and records so
that the recorded information no longer exists.

“Disposition” means the stage where records and information have been identified as
having reached the end of their retention period and may be transferred to archival storage,
destroyed, or returned to the control of the originating third party in an authorized manner.

“Files” has the same meaning as “records” and may be used interchangeably.

“FOI Designation” means the designation of a record in accordance with the Municipal
Freedom of Information and Protection of Privacy Act.

“Official Records” means recorded information in any format or medium that documents
the Municipality’s business activities, rights, obligations or responsibilities or recorded
information that was created, received, distributed, or maintained by the company in

compliance with a legal obligation.




“Open Access” means records for which there are no restrictions on access as imposed
under the Municipal Freedom of Information and Protection of Privacy Act.

“Records” means any recorded information, however recorded, whether in printed form,
on film, by electronic means or otherwise, including correspondence, memoranda, plans,
maps, architectural drawings, photographs, film, email, machine readable records, and any
other documentary material regardless of physical form or characteristics, and including
“official records” and “transitory records”.

“Retention Period” means the period of time during which records must be kept by the
Municipality before they may be disposed of.

“Retention Schedule” means a control document that describes the Municipality’s records
at a series level and indicates the length of time that each series shall be retained before its
final disposition. It specifies those records to be preserved for their archival or legal values
and authorizes on a continuing basis the destruction of the remaining records after the lapse
of a specified retention period or the occurrence of specified actions or events. Records
retention schedules serve as the legal authorization for the disposal of the Municipality’s
records.

“Review Access” means records for which there may be restrictions on access as imposed
under the Municipal Freedom of Information and Protection of Privacy Act. Additional
review is required before access can be granted.

“Superseded” means a record that is kept for an indefinite period until it is replaced by an
updated record.

“Transitory Records” means records kept solely for convenience of reference and of
limited value in documenting the planning or implementation of Municipal policy or
programs, such as:

a) Copies of miscellaneous notices or memoranda concerning routine
administrative matters or other minor issues;

b) Information copies of widely distributed materials, such as minutes, agendas and
newsletters, unless the information copy has been annotated to reflect significant
input or for other program purposes;

¢) Preliminary drafts of letters, memoranda or reports and other informal notes
which do not represent significant steps in the preparation of a final document and
which do not record decisions;

d) Duplicate copies of documents in the same medium which are retained only for
convenience or future distribution;

e) Voicemail messages;

f) Records that do not relate to Municipal business;




g) Copies of publications, such as, published reports, administration manuals,
telephone directories, catalogues, pamphlets or periodicals;

h) Duplicate stocks of obsolete publications, pamphlets or blank forms; and

i) Unsolicited advertising materials, including brochures, company profiles and
price lists.

2. INTERPRETATION RULES

a. For the purposes of this Bylaw and Schedule “A” attached hereto, “year” shall
mean a full calendar year commencing January 1st and terminating December 3 1st,
and the retention period commences on the later of the date the document has been
created or authorized.

b. That the Clerk of the Municipality shall have the authority to approve destruction
of all records, provided they have been retained until the expiration of the retention
period of this bylaw.

3. RETENTION SCHEDULE

a. The records retention schedule attached hereto as Schedule “A”, forms part of
this Bylaw.

b. The Clerk shall administer this bylaw and shall ensure that the retention periods
set out in Schedule “A” attached hereto comply with all relevant legal requirements
for records retention.

4. EMPLOYEE RESPONSIBILITIES
a. All Municipal employees who create, work with or manage records, shall:

a) Comply with the retention periods as specified in Schedule “A” attached
hereto;

b) Ensure that official records in their custody or control are protected from
inadvertent destruction or damage;

¢) Ensure the transitory records in their custody or control are destroyed
when they are no longer needed for short-term reference; and

d) Ensure that Schedule “A” attached hereto is followed.
5. CLERK RESPONSIBILITIES

a. To develop and administer policies and establish and administer procedures for
managing records;

b. Delegated authority to establish Classes of Records and retention periods for the
Classes of Records, and to amend any Classes of Records and retention periods set
out in Schedule “A”;




c. Periodically review and make recommendations with respect to this Bylaw;

d. Ensure that records are preserved and disposed of in accordance with the
retention schedule; and,

e. To ensure that a record is kept of all records that are destroyed, with the exception
of transitory records.

6.DISPOSITION OF RECORDS
The following principles shall govern the destruction of records:

a. When there are no further business or legal reasons for retaining records, they
shali be destroyed or expunged as appropriate;

b. Records pertaining to pending or actual investigation or litigation shall not be
destroyed;

c. Records disposed of at the end of a retention period, as well as drafts and copies
of records disposed of on a regular basis, shall be destroyed in a way that preserves
the confidentiality of any information they contain; and,

d. Copies of records may be destroyed at any time if the original records are being
retained in accordance with Schedule “A”, attached hereto and forming part of this
bylaw.

7IMPLEMENTATION
a. This Bylaw rescinds Bylaw 2001-41.

b. This Bylaw shall come into force and effect on the date of passing.

READ a FIRST and SECOND time and considered READ a THIRD and FINAL time
and passed as such in open Council this 7th day of October 2025 for the immediate

ipg of the municipality.
L A

MAYOR /CLERK

= e ———
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