BYI.AW #535-21
VlLI.AGE OF HUSSAR

BEING A BYLAW OF THE VILI.AGE OF HUSSAR IN THE PROVINCE OF AI.BERTA TO ESTABL!SH
REGULATIONS AND' PRQCEDURES FOR TI-IE MANAGEMENT RETENTION AND DlSPOSAL QF WI.LAGE

L ,_Rsconos

e .WHEREAS :t is the desrre of the Vliiage of Hussar to prowde for reguiations and procedures WIth respect' :‘ S '
o the: retentlon and dvsposal of Mumcrpai documents mcludmg but hot limited to: correspondence L

- records, vouchers, recerpts, mstruments and aii other records m the custodv or controi of the Vlllage of
‘ 'Hussar : - - S e : . R

- "'AND WHEREAS, pursuant to the Mumcrpal GovernmentAct R. 5. A, 2000 . M 26 "as amended the
= ‘Councﬂ ofa munlmpahty may pass a Bylaw to reguiate and control the management and destructlcn of
records and dccuments of the mumc1pelsty, R o

o AND WHEREAS pursuant to Section 38 of the Freedom of !nformatton and Protectfon of Prtvacy Act RSA o

- 2000, ¢ F-25, the Chief Admmlstratwe Dfﬁcer of the V:ilage of Hussar must protect personal informatron ;'_ ‘
by makmg reasonab(e securrty arrangements agamst such risks as: unauthonzed access coliectuon use, Ve
- disciosure or destruetlon : : ‘ L S SR

o NOW THEREFORE the Councn of the Vi{!age of Hussar m the provmce of Atberta duiy assembled enacts o
. as foliows SR S IR s _ _

1. : -"SECT ION 1 SHORT TITLE L , :
" -1 1 Thus Byiaw may be mted as the V:iiage of Hussar “Records Retentton Bylaw

o f sscrrom 2~ Darmmoms _ SRR AN
S j2 1 ”Act” means the Freedom of mfarmatlon and Protectron of anacy Act RSA 2000 € F 25,

2.2 “CAO” means the person appomted bv V{lfage Councﬂ as the Chnef Admlmstratwe Offlcer for:'j N

- the purpose of the Act

2. 3 "Conﬂdentral" 'rneans any record which contams personai mformat:on about mdtwduals

- thsrd party, commercral flnanc:al smentlﬁc ortechmca!anformatmn supplled elther exphcrt!y_. '
oor. n‘nphcctiy in confldence or other sens:tlve mformat:on as descrrbed in- Secﬂons 15- 23 of '

" _the Freedom of Informat:on and Protect:on af anacy Act RSA 2000 c F-25 -
o 2 4 "Councd” means the Counc;l of the Vlilage of Hussar _f - o

: 2 5 “Department" means any mternai dwrsron under the Vﬂfage Admmlstratlon chr the purposes
- of Records Management mc!udes S A « - ‘
- 2.3.1 " any board, commlttee commtssuon panel agency, or corporatfon mc{uded wrthm o
¥ department i S , , _ Do N

'. 'j2 6 “Disposmon” means: R
‘2 6 1 the destruction of records or, '
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2'.-‘6.2 : t_he.,tran'sfer of 'reco'rfds of-_endu'ring 'va!ue-for oer-rnane'n.t r‘etention.. T
:_ 2 7 "General Records” rneans those records WhiCh are used in day«to«day operatlons and are B
' requrred to formulate recommendatlons are used for schedulmg and- has mformatlon to., o

assrst in the eﬁ‘tcrent operation of the Vtilage

| 2 8 ”Official" rneans the Chief Administrative Offi'c'er ‘as defiried in the ‘Municipal Government ..

Act or de!egate duiy appolnted bv the Chlef Admmfstratwe Offlcer of the Vrilage of Hussar S .‘

o 72 9 "’Outs:de Agency” rneans an orgamzatlon under a contract wrth the Vlﬂage of Hussar

B 2 10 ”Record" means a record of mformatlon m any form mcludmg books documents, rnaps, -
o drawmgs photographs, ietters vouchers and papers,. sound recordmgs video tapes _
. .. electronic files, electronic mad transm|ssmns databases and, spreadsheets, and any. other

- mformatson that'is wntten photographed recorded or stored in any manner but does not )
_ “include’ software ‘or. ‘any mechamsm that produces ‘records. (as per the Freedom of '
; lnformanon and Protectmn of PrivacyAct RSA 2000 cF 25, de‘fmituon) '

o 2 ‘11 ”Records Management" means the apphcatton of systematrc controi over recordsr
i throughout thelr fife cycle, lncludmg but not - fimited to. forms management ‘manuals

management records cataloguing, ﬁimg system deveiopment and |mplementatron andw R

' ;‘- records schedulmg and d;sposrtlon )

o _"2..12'- "Records Retentlon Schedule means a document approved by Vrliage Councrl wh:ch st '

C authonzes the length of trme VilEage Documents and records are to be retamed and the .
L method of dlsposrt:on : L . . i :

: '-2 13 R ranSItorv Records” means records that have short—term |mmed|ate or no value and wﬂi e

not ’oe requ;red for future reference
. 7 2 14 "V!Iiage means the Vrilage of Hussar -
3. sr.cnon 3~ RECORDS poucv

3.1 The leage Councri wdl approve the Records Management Po!rcy mciudmg procedures '
- standards or guideilnes relatmg to. Records Management : '

4 SECTION4- SYMBOLS R e S ,
SR 4 1 When used in thls Byiaw and the Scheduies attached hereto as weii as |n the operatlon of- .
S any. Records Management Systems estabhshed consrstent with - this: Bylaw, the followrng_
- svmbols shali be used to desrgnate the form of retention or disposal requrred B
. D_ iDes'tro\'_r' :
P E‘Perrnane_nt Retention o
A Permanently Heid—inAlh_erta.or 'ano_t‘h'erAro_hival.pentre- e

" T Transfer to approoriate au_thor_ity'_ o



| 3/ 0 -"S-Upél' 59déd"(répla'ced- 0_!"' take place of) or Obsolete (no longer in use)
g -,:'5; & D:sposrtmn Storage and Use

L '5 1 Dlsposntron, storage and use of all Vsllage d0cuments and records must bei in eccordance wrth-ii;r B
B the Records Management Polrcy S R T S

L 5. 2 The thlage documents and records descnbed in "Schedule A" to thls Byiaw shali be retamed--' S -

B '. as per "Schedufe A" of thts Bylaw

: -_5 3 Every document or record requrred by thrs By!aw to be retamed elther permanentty or.for a |
-~ specified’ ‘period of time shall be kept safely in the custody of such emptoyee of employees -
of the VlHage as may be de5|gnated from tlme to trme by the Vlﬂage Cotmcli or. the CAG

- 5. 4 No document or records descrlbed in approved records schedule sha!l be destroyed unless,
- inthe presence of the Ofﬂcral. S S AR -

o ) _5 5 Where records are in the possess:on of an Outsrde Agency, suoh records will be under the- e '
L Vsllage s control when ' T . : SR . :

E Vi(a) The record is. spec:fred in the contract as bemg under ’the control of the Vtilage
~{b} The content of the record relates to.the Vc!lage s mandate and funct!ons,
{c) . The Viliage has the authonty to regulate the record’s use and dlSpOSltlon

B {d) The Outsrde Agency is & consu!tent andthe record was created for the publrc body, or JO

e (2 The contract permits the Vrllage to mspect revrew or copy the records produced <
A recelved or acquu‘ed : - : .

e -;sa-:flon 6- Retention and:'Destrucrjdn: |

T ‘6 1 Ali Transttory Records whsch do. not contam confrdentla! 1nformat|on shail be drsposed of at S

R Coany trme when they no {onger serve any valld purpose BER

: '6 2 AI! Transrtory Records contammg potentrally conftdent;al mformatton shalE be d;sposed of in, o

a‘manner 50 that'the mformatlon contamed therem is completely obhterated at: anytime L
when they no }onger serve any vahd purpose L T '

T 6. 3 AH General Records of the Vlllage of Hussar shall be destroyed after fl\re (5) years, except as', o
: otherwlse provrded for n Schedule A : . A L

6 4 Should an mdrwdua]‘s personal mformat:on be used by the Vi!lage of Hussar to make a

decrsron that drrectiy affects the mdwndua} the Vr]lage of Hussar shall retam the personali'
mformatmn for at least. one: (1) year from the date it was used to make the determrnatron S
-so that the mdw:duai has a reasonab!e opportumtyto obtam access to it ' '

' 6 5 Where in this Bylaw and Schedute A attached hereto itis pro\nded that partlcuiar records: FRI

rn the custody or controf of the V]i!age of Husser shall be

Cosmove P
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5 Such records shalt be destroved 50 that the lnforrnatron contalned therem IS completelv
s obliterated wrthout any copy thereof bemg retamed and . Lo :

_ .PERMANENT (P) - : .
e Such orlgmal records shall he preserved and never destroyed

.;PERMANENTLY HELD iN ARCH!VES (A} - : - -~
~Such records shall be released to either the Provincial ArchWes or other local archives upon .-

" decision” and discretion of the Offrctal A copy of the transferred record mdex sha!! be

- permanently retamed on frle, and

T ..TRANSFRRED TO AN APPROPR!ATE AUTHORITY (T)

i Such records sha!t be transferred to the authorrtv responsrbte for the records upon decision S

o and direction of the Offtaai when they are no longer under the authorltv or respons:bmty of‘ =
s the Vr!lage of Hussar A copy of the transferred record mdex shati be permanentiy retamed
. on ﬂle ' . T .

7 ssc.r’ron7-Pe'm'iéhént}eetént‘ibn andDeStruction_': o

Sora When records have been destroyed under thrs Bylaw wrth the exceptron of records._'-

i destroved under section 6.1 & 6.2, the Official shall 50 certlfy in. wrmng Such certification -

R shall refer o the reEevant schedule and ltem of thlS thaw and shall rdentlfy the records e

destroyed

-7 2 The Offlcrai shall keep an mdex of
| Records Destroved :
- Records Transferred to Archrves
Records Transferred to Another Authonty

‘"-7 3 Where records are destroved under thrs Bytaw the proper and complete destructron thereof _
IS the responsrb!htv of the Offmtal . : S

Y 4 When records are recorded etectromcallv, the Offacrai shalt ensure that such eIectromc files', '
' are propertv prepared 1den’ef|ed and mdexed : : - g

'7 5 Destructlon ‘of - aII records shaH be carned out in the presence of a wrtness The person
B destroymg the records shall, provrde a statement.in writing attestmg to the time and location -
- of the destructlon ‘of the records, together with a list of the records destroved and also the_ _

. -pames of the persons who W|tne55ed the destructlon The statement of d:sposrtton shalt he S .

R presented to Councri and permanent]y flled :n the Vrllage of Hussar offrce

' 7 6 Eiectron mater:e[ that has been Iocked in ballot boxes may be destroyed in accordance wrth" U

the prowsrons of the I.ocal Authontres E!ectron Act RSA 2000 cl:21.

8, SECTION S~ Dlscretson

8. 1 The Offrcral shalt always have a drscretron to retam records Eonger than the period prowded' i :'. .
forin this Bylaw and shall do so where. the Offlcna{ deems it appropnate and shall do so where

L the Ofﬁcrai has recerved an mdrcatron that there is or may be. any htlgatron mvolvmg any of..;‘ '

.,Vikll'egke_',of Hussar. .. - 4_ L ‘Bytaw 536-21 Recdrds.iRete_nti_onz' R - pagedofil .
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7 sa:d records Such decrsrons to retam the records longer than the penod provlded for herern. B |
‘ j shaﬂ be recorded in the record retention mdex ' . : : '

9 secnons Forp Requests S

: L 91 Where the Offlcral has recelved an mdrcatlon that there is or mav be 3 FORP request mvoiving 5

o any records schedu!ed for: destruction the Offlcral is, obhgated to retam said records fora

o peraod of one. (1) year after the FOIP request has been made Such- deusrons to retain the

 “records longer than the penod provrded for herem shali be recorded in the record retentlon o
'mdex c o S R o

) ;’L-__lO._“SECTION 10 RetentionAudlt

.10, 1 The Offlcral wril ensure that the retent;on scheduie attached shail be adhered toand that' o
- ‘annual audits of the records w:li be conducted to ensure comphance with this. Retentrorr andl SR

Drsposrtmn Bylaw
' 11 SECTION 11 RecordsRetention Schedules

.:11 1 The attached "SCHEDULE A” is. hereby adopted rt may be amended bv resoiution of"'
Councﬂ upon the recommendat:on of the foiuaf ' a5 . o o

R ,12; :SECTION 12 EFFECTIVE DATE
A '12 1 ThlS Bylaw shall rescmd Bviaw 446-99

12 2 Thrs Byiaw shall come mto effect upon thrrd and fmal readlng

- 'READ a first time this 12 day of August, 2021.
' READ eecond t_irrie'f'this-‘ls-:day _of'Sept_erhb_e:r,'20i1.-. S

_ READ a_thi__r_d ti_me,th___i:s 16day of Seb;t'_emher, 2021, ¢ P -

saneatis o dwor_Segterlges am

ChrefAdrnmtstratwe Off!cer' R

e '-4-\\.\\. \.‘e" :

S Vrllage of Hussar T ._fl_"a"“ylaw_.s?)s;zi'hecorde- Retention ~ ~ - PageS of 11




SCHEDULE A

o Rscoaos RETENTION scueouu

- Descn_p_tsoo.- .. |

T Suggested Retention |

.. | Accountants - -

__-Workmg Papers i

‘Period in Years

,7‘

| Accounts .

o Pa:d (summary sheet)
" | Payable vouchers. =

L Receivab!e duphcate Invoices SN

. :fAdm'inisﬂtret'io_n'-

'f : Reports (not part of mmutes) o
s As Per I.egrslat:on o

- General

[ Advertising

' 'As Per Legislatlon R

[ Agendas

CF pa;; of—Mmute_s e

| General -

T 12s/0 .

| Agreements "

| Development. -

125i0 e

" | Major Legal

125/0

‘Minor Legal -'

Correspondernce

~ |

.. Annexations. |

, i‘-Anouai.Reports_ o

Localf Boé'rds

* 'Arjnual Rebo&s_ 1

'Slte Plan approval e

" '-_i‘.\bp'li'cotioos_ S

| Subdivision (after final approval)

" | Part-time Employees (after end of
1 employment) :

W

"~ [ 'Appointments__

Nl Other than those in mmutes e T

1 Rolls

| Assessment =

' ..Assessment Review Board (ARB) Minutes R

N ARB Work File )

T TAppeals

G

[y
(Y]

. | ARB. Records“"

| Duplicate roli. -

ot |

S '.Re\new Court Records

| Assessmient

_ Bbar_d_FiIe

Appeal

" Village QfHueéa_& S

'.gy]ew*536}_’2'1..ﬁe§ord's_Re_,tén‘t_io*h B
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| .Assets. -

050 —

i Rece_rds of S'uiplu‘_s;. S

_| Temporaryfiles” .~

" Deposit hook

o [Bamk T

"~ | Deposit sligs .-

- Memos (Credit/Debrt) '

Reconcihatmns TR

LY IETIEYICNI R

| Statements

b Mmutes

Authonty&'jtructure L

550

Correspondence

T -_-Brieﬁngs[ Reports

_ To"CDu‘nciI-‘

e _Operating (in mmutes)

i Budgets

| -Capital {in minutes)

| Working Pap_ers

T

Tan

Gsh

RS 'Receipts journal

- 'Disbursements joumal

e Duphcate Receipts

N ,(i:éfti_ﬂ'.ta't'_esy

E Of Title

e Census

BT

':'Cheques

Ik Cancelled (paid}

g

5 'Register

~

. :_Stu_bs

) ."'_,Notlce of

o [Claims

Statements of

s

" | Committee’ -

- M.inutes_ S

e Compensation =

. Réé’o‘rds it

o Compl.ite_r _Céffd_s

5

T125/0

‘{ Contracts.

L Fdes (comp!etion of)
.| Forms.. '

| Major l.egal |

Ta2sjo |

“* Village of Hussar

| Minor tegal |

. Bylaw 536-21 Records Retention .
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- Village of Hussar -~ - .

-Correspondence - - |

- [‘Councit

Minutes .~ -

fcbizrt.caSes*-x‘. i

'Destroyed Records

:.- --_‘ . Index

Not Part of Bylaws _

T 125/0

o Docu’ments‘_" L

_Agreements Major Legal -

125/0

= 'Agreements Minor Legal -

T 12s/0

| Contracts Legal

T12s/o. |

| Easements

-~ 128/0

" |'Leases (after eipiratlon)

12s/0

_| Notices of change of Iand

—_msjo |

' T|tles

T ;12 _5/0?7 -

L 'Nommation Papers

" [Elections -

T Sec28{@)LAEA |

e ‘Ballot Destruction
“ | Record - o

" | BallotBox' Contents

T _Official Ballot Count - 5 e

 Seci0LLAEA

} _ “Dra%miﬁgs"'-

i Engmeering N

‘- AHC Biue Cross, Dental etc

. Employee Beneﬂts

S 'WCB Cla:ms o

i.‘Job appl'icatid'né-(ﬁiréd)'

© | Employees - .

.- | Job applications (not hired) T
'_.-Job descriptaons e

' 3‘(af_tér:pbs‘itién_, -

- . abolished)

T | CathsofOffice

“Ilafterposition” |~
vacated} . |

" | Personnel File.

_ ',:'1 (after cessation éf 1
| employmentoré - |
| 'years after dismissal.

_ mformat:on for 70

PV~ ~the GOA

keeps any pension b

contribution

years)

'.'gj!-'irpal_i_cfal--_
| Statements -

T Intersm

';10.”

o Wbrkang Papers

' Bylaw 536-21 Records Retention
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TEinal

| Franchises .~ -

‘| Deductions

Income Tax -

™1 -

= -:}1’4Su’r‘nrhafi§sf R

Ul g g | i

- inquities’

I§F€OM'fhe\Phblic- N

Clalms

. | Insurance . - ..

' .-_Records (af‘ter er(plratlon)

12 (after setﬂed}
. N 12 Ehd R

e Appraisals i

1 (aﬂ:er soid)

‘Leases - -

After Explratlon -?

7sio

L Opmlons

| '_Legalrr i

o Proceedings T

" 12s/0

.| begislation .- -

| ._Acts (after superseded}

|'Licenses =

g _.:'_ﬁ_Applucatrons -

| Business (after expired)

' .Literature

' ':_,Local

'Re_cgrds“-__."

Impro\rements

- I _.Base (origmai}

LF Cr.mtour

: Maintenance ¢

| Council -

o

' Min’ut’es‘ PR

Boards =

Cormrl'itte'es’:

- [ Municipal Affairs

Annual Reports

' 'Structure & Records

SS/O

= | Organization

Payroll = -

' ,'Garnish‘ees

3 (aﬁ:er garmsh s

removed)
B B -- 6 -' “, ks

" .indmdual Earning Records

Vil;!eg'e-'ef Hussar S L

T .'Journals
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Time Cards R

T 'V:Time Sheets Baiiy

Overtume i

wleje]

Weekly

o _Employment insurance Records

[ 5 (after cessation of

~_employment) -

| Permits

_{ Development - -

125/0

| Petitions |

| Official -~~~

P

| Plans

| Amendments -

v

_Suhdwision R T

_Policy

) -After Superseded

Reports

Pro;er:t F:Ies S

L Under Contract (ﬁnai payment)

7 {from- cbmb_l_etio'n)-

1" Unuisoid+10 |

o Prosecution.

AN e

12870 -

| Publications_ -

Local Reports -

3

| Purchase

T Untitsold+12 |

' _-Books B

o "ae.’_:eip.t“; - .

"Duphcate Caslt

~

ik Reglstratlon IR

| Receptions & -
.| Special Events -

o '-(ntjnehistoﬁc)'. L

Accident

125/0

" [Reports .~

o Acc;dent Statistu:s

12810 .

T Freld

12s/o |

] 'Copies~. e

| " | Requisitions _

o |-Duplicate. .

;..j

T TPad

S Resolutions

| minutes

| Safety Codes

_ | Inspections, Fji_le'sj,:Rého‘rtS- L

" Villagé of Hussar - -~ -

E ByIaW"SS.G—'Z-l;Bet;'ortis-heténtiénf X
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e "_,qu'l_:di__‘visioh_' e

- Afterfinal a'p'pi;ovéf" S

'St'_r{a_e; T

- i-Sign inventory register

Tax S

TRolls

2 Reco'i'ds L T

| Tax Ré_ép\_gefv. N

.. 1-Taxes: =

1 Arrears

i Final Blilmg' |

o _-Mumcipal Credlts

ok Receipts "

" Rolls

- SaleDeeds -~ .

| Termination - -

| Employees

: -Flles 3

“[Tenders

B Successful

-1_2'

Purchase Quotations

Unsuccessful

EE 10 (m- TheGOA

U keeps all

-un'successfulienders
" for 10 years in case
. ofcivil ‘htl‘gatl_o,n)

Trainingand |

| Development Files {

| Monthly. B

1 Trial Balances

.veair' End:.—‘

N Ackﬂow‘edgements to __ -

| Venders

- I'Comtracts

12

Su_pplgers F(Ies'_ o

{Vouchers

" TDuplicate .

12

[

I '.-'Weed Controi-"'

TUntilupdated

o _-Reports :

s Bylaws

Zoning o

-Bylaw Enforcement

) ] Vliilagé of Hussar- -
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