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EXHIBITION PLAC

May 17, 2006
To: The Board of Governors of Exhibition Place
From: Dianne Young
General Manager & CEO
Subject: Records Retention Schedule & Disposition of Traﬁsitory

and Duplicate Records - Exhibition Place

Purpose:
This report is being submitted for the consideration of the Board of Governors.

Financial Implications and Impact Statement;

There are no financial implications resulting from the adoption of this report.
Recommendations:
It is recommended that the Board:

(1) approve the records retention schedule set out in Appendix B to this report, and the
special records retention schedule for transitory and duplicate records in Appendix
Aj

2) submit this report to City Council and request that Council pass any necessary by-law
to establish the records retention schedules in Appendices “A” and “B”, in order to
schedule the retention of Exhibition Place records and to destroy records that have no
administrative, financial, legal or archival value and have completed their scheduled
retention; and

3 authorize and direct the appropriate Exhibition Place and City officials to take the
necessary action to give effect thereto.

Background:
Under section 255 of the Municipal Act, 2001, except as otherwise provided, a record of a

municipality or local board (other than a copy of the original record) may only be destroyed if
the retention period for the record, as established in a municipal records retention by-law under
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section 255 has expired. The section also provides that the schedule must be approved by the
municipal auditor (the external auditor in the case of the City.)

The City has adopted a retention schedule for various types of City records as set out in City of
Toronto Municipal Code Chapter 217, Records, Corporate (City). Exhibition Place’s retention
schedule for transitory and duplicate records and general records retention schedules in
Appendices A and B of this report, are based on the City's retention schedules in Chapter 217. In
some cases, the scope notes and retention periods for specific series have been altered to serve
the needs of Exhibition Place.

Comments:
Retention Schedules:

Retention scheduling is the process of identifying and describing record series (for example,
employee files and accounts payable would all be separate record series) and then using a timetable
to specify the length of time that each record series must be kept prior to destruction or permanent
archival storage. The length of time that record series are kept is determined on the basis of their
value in supporting administrative, legal, financial or archival functions. Analysis is also
undertaken of all legislation governing the records to determine how long they need to be kept
legally (for example, financial audit requirements). Without a records retention schedule,
municipal bodies would be legally obligated to retain all records indefinitely.

~ The City's method of establishing retention periods also includes consultation with senior staff and
analysis by Internal Audit, City Manager's Office and Legal Services and the City's external
auditor. Exhibition Place's retention schedule has received similar scrutiny, having been reviewed
by the General Manager & CEO, Corporate Secretary and Director of Finance, Exhibition Place
and the Director of Finance, National Trade Centre. It has also been reviewed by the City's Internal
Audit, City Archivist, Legal Services and the external auditor.

The City of Toronto's retention schedule in Municipal Code Chapter 217, and Exhibition Place's
retention schedule, as attached as Appendix B, set retention periods for many but not all existing
records series. Later reports will address records series not included here.

Transitory and Duplicate records: .

Section 255 of the Municipal Act also provides that a copy of an original record may be
destroyed at any time if a retention period for the record has been established under the section.
Exhibition Place employees routinely distribute and maintain duplicate copies of original records
for immediate reference purposes. Duplicate records are usually extra photocopies or printed
copies of letters, memoranda, and reports.

Along with duplicate copies, Exhibition Place employees also create and subsequently retain a
large quantity of transitory records. Transitory records possess limited or no operational value.
Included here are records, in any media,



(a) retained solely for convenience of reference; :
(b)  required solely for the completion of a routine action, or the preparation of
- another record, : '
(c) of insignificant or no value in documenting Exhibition Place business
transactions; -
(d)  notan integral part of an Exhibition Place record;
(¢)  not filed regularly with records or filing systems; :
(® not required to meet statutory obligations or to sustain administrative or

operational functions;
()  about social events that are not special Exhibition Place events;
@) a voice mail message.

Not all records created by Exhibition Place must be retained on a long-term basis to document its
business functions. It is in the best interests of Exhibition Place to effectively manage its
records, regardless of media, through the timely and appropriate destruction of transitory or
duplicate records. This will minimize storage costs within offices and within the Record Centre.
The timely destruction of transitory or duplicate electronic messages (e-mail) and voice mail will
also alleviate stress on the telecommunication system.

E-mail has increased in importance as an accepted means for communicating recommendations,
business decisions and information. Significant numbers of messages are sent and received by
employees while performing their responsibilities, which has resulted in the creation of a large
quantity of electronic and paper-based working files for reference purposes. Back-up tapes for
electronic records are also maintained for emergency situations or to restore deleted files, and the
voice messaging system accumulates recordings that are not intended to be maintained as
corporate records.

The draft by-law in Appendix “A” to this report sets out the definitions and procedures that apply
to the records retention schedule in Appendix “B”. Section 219-12 of the by-law provides for
the destruction of transitory and duplicate records as defined in the by-law.

It will be the responsibility of individual employees to determine if a record is transitory in
nature, or if it needs to be retained to support business operations in accordance with the
Exhibition Place records retention schedule. The Records and Archives Unit and the Information
Technology Unit will prepare and distribute information to assist staff in making this
determination. '

Conclusions:

This report recommends the approval of the attached records retention schedule (Appendix “B”) to
ensure the timely destruction of Exhibition Place records that do not possess any long-term
administrative, legal, fiscal or archival value. This report also recommends the approval of the
special record retention schedules for transitory and duplicate records (as in the draft by-law in
Appendix “A”). '




4

1t is recommended that the Board of Governors of Exhibition Place approve this report and that
the Board submit this report to City Council for the purpose of obtaining the necessary by-laws to
establish these record retention schedules under the Municipal Act, 2001.

Contact:

Linda Cobon, Manager/Records & Archives
Tel:  416-263-3658

Fax: 416-263-3681

Email: LCobon@explace.on.ca

bmitted by:

anné Young
General Manager & CEO

List of Attachments:

Appendix “A” - Draft By-law
Appendix “B” - Records Retention Schedule
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APPENDIX “A”
" CITY OF TORONTO
DRAFT BY-LAW No.

To amend City of Toronto Mumclpal Code Chapter 219, Records, Corporate (Local
Boards), to establish retention periods during which the records of The Board of
Governors of Exhibition Place, including transitory and duplicate records, must be
retained and preserved.

WHEREAS under section 255 of the Municipal Act, 2001 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 pres erved; and

WHEREAS as the result of the establishment of the Auditor Generai position and Internal Audit
division, the City’s external auditor is now the *“municipal auditor” for the purposes of
subsection 255(3) of the Municipal Act, 2001,

WHEREAS the City's external auditor has approved the retention périods set out in‘Schedule A; and
The Council of the City of Toronto HEREBY ENACTS as follows:

1. Chapter 219, Corporate Records (Local Boards) of The City of Toronto Mumc1pal Code
is amended as follows:

A, By adding the following:

ARTICLE IV
_— The Board of Governors of Exhibition Place
§ 219-9. Definitions.

A. As used in this Art1cle and in Schedule F to thls article, at the end of this chapter the
followmg terms shall have the meanings indicated:

ARCHIVBS — The Board of Governors of Exhibition Place’s Archives.

ARCHIVAL REVIEW PERIOD — The period of time during which a qualified archivist
working under the direction of the Manager, Records and Archives, Exhibition Place
conducts a systematic appraisal of records having potential archival value.

ARCHIVAL VALUE — The evidential and informational value of records, which is
- determined during appraisal and justifies the records preservation as archives. -

BOARD — The Board of Governors of Exhibition Place.

DISPOSE — To destroy arecord or to transfer a record to the Archives.
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RECORD — The same meaning as in subsection 1(1) of the Municipal Act, 2001.
[This meaning is noted as follows for reference purposes only:

“record” means information however recorded or stored, whether in printed form,
on film; by electronic means or otherwise, and includes documents, financial

statements, minutes, accounts, correspondence, memoranda, plans, maps,
drawings, photographs and films;]

RECORDS SERIES — A group of records that support a particular Board program or
operation, that are filed together, and need to be retained for the same period of time.

RETENTION PERIOD — The period of time during which a specific records series must
be kept by the Board before records in that records series may be disposed of.

RETENTION SCHEDULE — The schedule prescribing how long a specific records series
~ must be retained before they may be disposed of.

TRANSITORY RECORD —A record that is:
(1) Retained solely for convenience of reference;

(2) Required solely for the completion of a routine action, or the preparation of
another record; : -

(3) - Ofinsignificant or no value in documenting Board business transaétions;
(4) ‘Not an integral part of a Board record; '
(5) Not filed regularly with records or filing éystems;

(6)  Not required to meet statutory obligations or to sustain administrative or
operational functions; '

(7) About social events that are not special Board events;
(8 * Not related to Board business; or
(9) A voice mail message.

As used in the retention schedule in Schedule F to this article, at the end of this chapter,
the following abbreviations and terms shall have the meanings indicated:

ACTIVE — The period of time in years, unless otherwise stated, that the records must be
kept in the active records office area. . :

C or CURRENT YEAR — The calendar year in which the records were created.
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CNE — Canadian National Exhibition.

CODE — The reference number for each records series, based on the corporate records
classification system (CRCS).

DISPOSTION — The destruction of a record or transfer of a record to the Archives, as
indicated in a retention schedule by one of the following designations which have the
meanings indicated:

(1) AR or ARCHIVAL REVIEW — Destroy the records after review by an
archivist, except for selected records that are transferred for permanent
retention in the Archives, based on appraisal criteria.

(2) D) or DESTROY — The records are destroyed once the total refention
period has expired. ‘

(3) P or PERMANENT — As defined below in the definition of “P or
Permanent”, the records are never destroyed, and for purposes of the .
definition of “disposition” only, are stored in the Archives for preservation

purposes.

(4)  P/AR or PERMANENT/ARCHIVAL REVIEW — The records will be
held indefinitely in the Archives for preservation purposes or, if Council
changes the retention period total from “permanent” in the future, the
records will only be destroyed after archival review.

EXP — Exhibition Place.

INACTIVE — The period of time in years, unless otherwise stated, that the records must
be kept in the Records Centre, following the active period.

MEDIA:

(1) The physical format of the records series, for example, paper, electronic,
microfilm. :

2) If the retention schedule indicates “a1l media”, records in any format are included.
NTC — National Trade Centre.

ORIGINATING OFFICE — A business unit (including a service area) of one of the
following three programs that make up Eexhibition Place, that is responsible for creating

and maintaining the records:

(1)  Exhibition Place (EXP),
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@

(3)

Canadian National Exhibition (CNE); and

N_ationai Trade Centre (NTC).

P or PERMANENT — A reéord that is never destroyed.

RECORDS SERIES TITLE — The title and detailed description of the types of records
included in each records series. :

S or SUPERSEDED: — A record that is féplaced by an updated record.

T or TERMINATED: — A retention period that is calculated from a specific type-of
event, as explained under each records series. o

TOTAL — The total retention period, including active and inactive retention periods.

'§ 219-10. Responsibility for records.

Responsibility for records that are not destroyed after the inactive retention period is based on
the disposition set out in the retention schedule as follows:

A, Archival review.

(1)

(2)

()

(4)
(5)

This disposition is used if preliminary archival analysis indicates that the records
have considerable historical and research significance and shouid be retained,
either in their entirety or subject to selection to preserve only those records that
possess enduring value.

After the inactive retention period, responsibility for the records is transferred
from the business unit to the custody and control of the Archives.

After the transfer, the Archives is solely responsible for providing access to the
records under any provingial or federal access and privacy legislation, including
the listing of personal information banks and general classes of records, and for
compliance with other legislation.

The records will be reviewed and processed to archival standards.

_ Records culled by the. archivists tay be destroyed, with the approval of the

Manager, Records and Archives, Exhibition Place without further notice to the
business unit that created these records.
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Permanent.

(1)  This disposition is used if there are operational or Iegﬁl requirements to retain the
records for an indefinite period.

(2)  Despite the storage of the records in the Archives for preservation purposes, the
records remain under the full custody and control of the business unit that created
them' : . .

(3) - 'The business unit, in conjunction with the Freedom of Information and Protection .
of Privacy Coordinator, is responsible for providing access to the records under
any provincial or federal access and privacy legislation, including the listing of
personal information banks and general classes of records, and for compliance
with other legislation.

Permanent/archival review,

(1)  This disposition is used if there are operational or legal requirements fo retain the
records for an indefinite period and if the records have also been identified as
records that should only be destroyed after archival review if Council changes the
retention period total from “permanent” in the future. ' :

(2) Despite the storage of the records in the Archives for preservation purposes, the
records remain under the full custody and control of the business unit that created
them. : : ‘ -

(3)  The business unit, in conjunction with the Freedom of Information and Protection
of Privacy Coordinator, is responsible for providing access to the records under
any provincial or federal access and privacy legislation, including the listing of
personal information banks and general classes of records, and for compliance
with other legislation. :

(4)  If, as a result of changes in operational needs or statutory requirements, the
inactive, “permanent” retention period is reduced by Council, then the records
will be transferred to the custody and control of the Archives at the end of the
retention period and Subsection A applies with necessary changes.

§ 219-11. Retention schedule.

The records of the Board shall be fetained and may lonly be destroyed as set out in the retention
schedule in Schedule F to this article, at the end of this chapter. -

§ 219-12. Transitory and duplicate records.

A..

Despite § 219-11, but subject to the Municipal Freedom of Information and Protection of
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Privacy Act and the Personal Health Information Protection Act, 2004, this section
applies to the retention of all records created or received by Board employees.

A transitory record may be deleted or otherwise destroyed on the same day that the
record was created or received.

A copy of a record may be déstroyed at any time if the original is subject to a reterition
period established by this article ' '

A micrographic copy of a record shall be deemed to be the original for the purposes of
this article and the records that have been microfilmed may be destroyed at any time,
subject to § 219-13. _ .

§ 217—13. Archival review period.

A

At the end of the archival review period, a record that has been microfilmed, other than a
copy of the record or a transitory record:

(1} Shall be transferred to the custody and control of the Archives if the original
record possesses archival value; or

(2) Shall be destroyed if it does not possess archival value, and if there is no further
business or legal requirement to retain the record.

For the purposes of this section, the archival review period shall be deemed to end on the
date the Manager, Records and Archives, Exhibition Place certifies that the archival
review is complete and the record has no archival value.

§ 217-13.1. Conflicting provisions.

In the case of a conflict between this article and the records retention provisions of any policy of

B.

the Boaxd or by-law of the former Municipality of Metropolitan Toronto, this article prevails.

By adding Schedule F to Chapter 219, Art.VL”, as set out in Schedule A at the end of this
by-law.
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3. This by-law comes into force upon approval by the City’s external auditor.

ENACTED AND PASSED this &ay of , A.D. 2006.

Mayor

- (Corporate Seal)

GMLEG\write\CCAMERON\803\410011.9%\Report Sept 04104-0989.1aw.doc

City Clerk



