BRANT HALDIMAND NORFOLK
Catholic District School Board Agenda

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

Committee of the Whole
Tuesday, September 21, 2021 ¢ 7:00 pm
Boardroom/Microsoft Teams

Trustees:
Members: Rick Petrella (Chair), Carol Luciani (Vice-Chair), Cliff Casey, Bill Chopp, Dan Dignard,
Mark Watson, Aidan O’Brien (Student Trustee)

Senior Administration:
Mike McDonald (Director of Education & Secretary), Scott Keys (Superintendent of Business &
Treasurer), Rob De Rubeis, Kevin Greco, Lorrie Temple (Superintendents of Education)

1. Opening Business

1.1 Opening Prayer
Almighty God, bless us as we gather today for this meeting. Guide our minds and hearts so that we will
work for the good of our community and be a help to all people. Teach us to be generous in our outlook,
courageous in the face of difficulty, and wise in our decisions. We give you praise and glory, Lord our God,
for ever and ever. Amen

1.2 Attendance

1.3  Approval of the Agenda Pages 1-2
1.4 Declaration of Interest

1.5 Approval of Committee of the Whole Meeting Minutes — June 15, 2021 Pages 3-7
1.6 Business Arising from the Minutes

Presentations

Delegations

Consent Agenda

4.1 Regional Catholic Parent Involvement Committee Minutes — June 9, 2021 Pages 8-9
-June 9, 2021
4.2 Accommodations Committee Minutes — July 16, 2021 Pages 10-11
5. Committee and Staff Reports
5.1 Unapproved Minutes and Recommendations from the Policy Committee Pages 12-14

- September 9, 2021

Presenter: Dan Dignard, Chair of the Policy Committee

e Distribution of Materials Policy 400.08 (pgs. 15-18)

¢ Information and Communications Technology Use Policy 600.02 (pgs. 19-34)
e Records and Information Management Policy 400.13 (pgs. 35-178)

5.2  Summary of 2020-21 Reports to Board Pages 179-180
Presenter: Mike McDonald, Director of Education & Secretary

5.3  Summer Programs Update Pages 181-184
Presenter: Lorrie Temple, Superintendent of Education
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BRANT HALDIMAND NORFOLK
Catholic District School Board

Agenda

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

10.
11.

12.

5.4  Student Support Services Update
Presenter: Kevin Greco, Superintendent of Education

5.5  Contract Awards (Q4 2021)
Presenter: Scott Keys, Superintendent of Business & Treasurer

Information and Correspondence
6.1 Start-up Enrolment and School Organizations Update
6.2 COVID Update

Trustee Inquiries

Business In-Camera

Pages 185-187

Pages 188-189

207. (2) Closing of certain committee meetings. A meeting of a committee of a board, including a committee of the whole board, may be

closed to the public when the subject-matter under consideration involves,
a. The security of the property of the board;

b. The disclosure of intimate, personal or financial information in respect of a member of the board or committee, an employee or

prospective employee of the board or a pupil or his or her parent or guardian;
c. The acquisition or disposal of a school site;
d. Decisions in respect of negotiations with employees of the board; or
e. Litigation affecting the board.
Report on the In-Camera Session
Future Meetings and Events

Closing Prayer

Pages 190-191

Heavenly Father, we thank you for your gifts to us: for making us, for saving us in Christ, for calling us to be your
people. As we come to the end of this meeting, we give you thanks for all the good things you have done in us. We
thank you for all who have shared in the work of this Board, and ask you to bless us all in your love. We offer this

prayer, Father, through Christ our Lord. Amen
Adjournment
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

Members:

Regrets:

Committee of the Whole
Tuesday, June 15, 2021 ¢ 7:00 pm
Microsoft Teams

Trustees:
Rick Petrella (Chair), Carol Luciani (Vice Chair), Cliff Casey, Bill Chopp, Dan Dignard,
Mark Watson, Alex Medeiros (Student Trustee)

Senior Administration:
Mike McDonald (Director of Education & Secretary), Scott Keys (Superintendent of Business &
Treasurer), Rob De Rubeis, Kevin Greco, Lorrie Temple (Superintendents of Education)

1. Opening Business

1.1

1.2

1.3

1.4

1.5

1.6

Opening Prayer

The meeting was opened with prayer led by Vice Chair Luciani.

Attendance

Attendance was as noted above.

Approval of the Agenda

Moved by: Dan Dignard

Seconded by: Carol Luciani

THAT the Committee of the Whole of the Brant Haldimand Norfolk Catholic District School Board
approves the agenda of the June 15, 2021 meeting.

Carried

Declaration of Interest — Nil

Approval of Committee of the Whole Meeting Minutes — May 18, 2021

Moved by: Dan Dignard

Seconded by: Mark Watson

THAT the Committee of the Whole of the Brant Haldimand Norfolk Catholic District School Board
approves the minutes of the May 18, 2021 meeting.

Carried

Business Arising from the Minutes — Nil

Presentations - Nil

3. Delegations — Nil
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

4.

Consent Agenda

4.1

4.2

Unapproved Minutes from the Special Education Advisory Committee Meeting
— May 18, 2021

Moved by: Mark Watson

Seconded by: Carol Luciani

THAT the Brant Haldimand Norfolk Catholic District School Board received the unapproved
minutes of the Special Education Advisory Committee Meeting of May 18, 2021.

Carried

Unapproved Minutes from the Student Transportation Services Brant Haldimand Norfolk
Board of Directors Meeting — May 25, 2021

Moved by: Mark Watson

Seconded by: Carol Luciani

THAT the Brant Haldimand Norfolk Catholic District School Board received the unapproved
minutes of the Regional Catholic Parent Involvement Committee Meeting of May 25, 2021.
Carried

Committee and Staff Reports

5.1

Bank Operating Credit

Superintendent Keys reviewed requirements under the Education Act regarding borrowing by
way of bank notes. He outlined the operating requirements and how the operating credit enables
the Board to meet its financial obligations during timing issues surrounding payment and receipt
of grants.

Moved by: Cliff Casey
Seconded by: Bill Chopp
THAT the Brant Haldimand Norfolk Catholic District School Board approves:

A RESOLUTION AUTHORIZING THE BORROWING OF MONEY TO MEET CURRENT
EXPENDITURES OF THE BRANT HALDIMAND NORFOLK CATHOLIC DISTRICT SCHOOL
BOARD (THE “Board”)

A. In accordance with Subsection 243(1) of the Education Act (R.S.0. 1990) (the “Act”), the
Board considers it necessary to borrow the amount of up to Seven Million, Three
Hundred Thousand Dollars ($7,300,000) to meet, until current revenue is received, the
current expenditures of the Board for the period commencing on January 1, 2021 and
ending on August 31, 2022 (the “Period”).

B. Pursuant to Subsection 243(3) of the Act, the total amount borrowed pursuant to this
Resolution together with the total of any similar borrowings and any accrued interest on
those borrowings is not to exceed the unreceived balance of the estimated revenues of
the Board for the Period.

C. The total amount previously borrowed by the Board pursuant to Section 243 that has not
been repaid is $0.
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

5.2

D. The amount borrowed for current expenditures is within the Board’s Debt and Financial
Obligation Limit as established by the Ministry of Education and Training from time to
time.

RESOLVED THAT:

1. The Chair or Vice Chair and the Treasurer are authorized on behalf of the Board to borrow
from time to time by way of promissory note, or overdraft, or bankers’ acceptance from
Canadian Imperial Bank of Commerce (“CIBC”) authorized for borrowing purposes in
accordance with Section 243 of the Act] a sum or sums not exceeding in the aggregate
Seven Million, Three Hundred Thousand Dollars ($7,300,000) to meet, until current revenue
is collected, the current expenditures of the Board for the Period (including the amounts
required for the purposes mentioned in Subsection 243(1) and 243(2) of the Act), and to give
to CIBC promissory notes or bankers’ acceptances, as the case may be, sealed with the
corporate seal of the Board and signed by any two of the Chair or Vice Chair and the
Treasurer for the sums borrowed plus interest at a rate to be agreed upon from time to time
with CIBC;

2. The interest charged on all sums borrowed pursuant to this Resolution plus any related
charges, is not to exceed the interest that would be payable at the prime lending rate of the
chartered banks listed in Schedule 1 of the Bank Act (Canada) on the date of borrowing;

3. The Treasurer is authorized and directed to apply in payment of all sums borrowed plus
interest, all the moneys collected or received in respect of the current revenues of the Board;

4. The Treasurer is authorized and directed to deliver to CIBC from time to time upon request a
statement showing (a) the total amount of unpaid previous borrowings of the Board for
current expenditures together with debt charges, if any, and (b) the uncollected balance of
the estimated revenues for the current year or, where the estimates have not been adopted,
the estimated revenues of the previous year less any current revenue already collected.

Carried

Proposed Changes to CEAC

Trustee Dignard, Chair of the Catholic Education Advisory Committee, provided a summary of
the terms of reference. Superintendent Temple provided an outline of proposed changes
including a change of name to Faith Advisory Committee, changes to membership and invitations
and included community partners. The proposal also includes including updates from the
committee as a standing item at Board meetings and establishing regular communications
regarding faith events.

Moved by: Dan Dignard

Seconded by: Carol Luciani

THAT the Committee of the Whole recommends that the Brant Haldimand Norfolk Catholic
District School Board approves the proposed changes to the Catholic Education Advisory
Committee.

Carried
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

6. Information and Correspondence

6.1

6.2

6.3

6.4

COVID Update

Director McDonald provided an update regarding vaccinations for education workers. The
government is anticipating having all education workers fully vaccinated by September 2021.
Staff continue to plan for re-opening schools in September and await direction from the Ministry
of Education. Chair Petrella requested updates be provided on the FAQ page of the board
website.

Virtual School Update

Superintendent De Rubeis provided an update regarding virtual elementary school. Registration
opened May 26 and closed June 4. The registration process included guidelines for families to
assist them in determining if remote learning is the best choice for them. There are approximately
175 students currently registered. There will be one crossover date for students to change
modes of learning. A secondary virtual school survey was conducted to gather feedback which
will be used to establish the school. Discussion was held regarding course selection.

Literacy Plan and Math Update

Superintendent Temple shared the literacy plan. The plan was created with input from Special
Education. It was noted that over years that there has been focus on math and numeracy and
there is a need to focus efforts on literacy plan. Staff are currently in the process of obtaining
phonological software and the Student Achievement Team is developing a balanced literacy
course in Brightspace.

Superintendent Temple advised the new math curriculum arrived last week from the Ministry of
Education. The new curriculum builds onto the new Grades 1-8 program which was released last
year. Coding has not been mandated but is being offered through our board. It was noted that
the new curriculum allows for equitable outcomes in math, harnesses diversity and is integrativ

Summer Programming Update

Superintendent Temple provided an update on Camp Blast. The camp is free and runs for three
weeks in summer. The goal of the camp is to close gaps in reading achievement. Campers will
participate in whole group and small group exercises. She also provided an outline of a new
program called “Roots to Success” which will target students going into the new Destreaming
math program.

Superintendent De Rubeis provided an overview of e-learning at summer school and the Ready
Set Go program. There will be 1242 credits offered.

Superintendent Greco provided outline of funding available to support students which will be
used to hire staff to implement a number of supports and programs for students such as Closing
Gaps, transition programs, special education and mental health support, re-engagement and
early reading intervention.
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

Moved by: Dan Dignard

Seconded by: CIiff Casey

THAT the Committee of the Whole of the Brant Haldimand Norfolk Catholic District School Board
receives the information and correspondence since the last meeting.

Carried

7. Trustee Inquiries
Trustee Casey recognized Father Dufraimont’s retirement announcement.
8. Business In-Camera

Moved by: Dan Dignard

Seconded by: Mark Watson

THAT the Committee of the Whole of the Brant Haldimand Norfolk Catholic District School Board moves
to an In-Camera session.

Carried

9. Report on the In-Camera Session

Moved by: Cliff Casey

Seconded by: Mark Watson

THAT the Committee of the Whole of the Brant Haldimand Norfolk Catholic District School Board
approves the business of the In-Camera session.

Carried

10. Future Meetings and Events

Chair Petrella drew attention to the upcoming meetings and events.
11. Closing Prayer

The closing prayer was led by Chair Petrella.
12. Adjournment

Moved by: Carol Luciani

Seconded by: Dan Dignard

THAT the Committee of the Whole of the Brant Haldimand Norfolk Catholic District School Board
adjourns the June 15, 2021 meeting.

Carried

Next meeting: Tuesday, September 21, 2021, 7:00 p.m. — Boardroom
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Brant Haldimand Norfolk

Catholic District School Board Minutes
Catholic Education Centre

322 Fairview Drive

Brantford, ON N3T 5M8

REGIONAL CATHOLIC PARENT INVOLVEMENT COMMITTEE MEETING
Wednesday, June 9, 2021+ 7:00 pm
Virtual Microsoft Teams Meeting

Present: Carol Luciani (Trustee), Robert De Rubeis (Superintendent of Education), Marcia DeDominicis
(Principal Lead), Lorrie Temple (Superintendent of Education), Stéphane Rouleau (Co-Chair),
Various Administrators with the BHNCDSB, Various Parent Council members.

Guest(s): Paul Davis (Presenter on Social Networking Safety)
Regrets:

1. Opening Prayer / Land Acknowledgement

Marcia DeDominicis, Principal Lead for and Vice-Principal for St Basil School in Brantford, led the
group in the opening prayer and provided the land acknowledgement by recognizing the Indigenous
land on which we gather.

2. Welcome and Opening Comments
Superintendent De Rubeis welcomed all guests and participants to the meeting.
3. Approval of Agenda — June 9, 2021

Moved by: Stephane Rouleau

Seconded by: Rebecca Gabriel

THAT the RCPIC approves the agenda of the June 9, 2021, meeting.
Carried

4. Declaration of Interest — Nil
5. Approval of Minutes - April 21, 2021

Moved by: Kerri Chartrand

Seconded by: Danielle Becks

THAT the RCPIC approves the minutes of the April 21, 2021, meeting.
Carried

6. Tentative 2021-22 Dates
Superintendent De Rubeis- evening sessions- mid-October, mid-February, mid-April, mid-June.
7. Presentation by Paul Davis

Marcia DeDominicis / Superintendent De Rubeis welcomed Paul Davis to present to the group on
Social Networking Safety.

Paul Davis updated guests on the following key points for his presentation:

e Start the handheld check in now!
e Protect your device with a password no one could guess.
e Common sense 101 no devices in your child’s bedroom.

1
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Brant Haldimand Norfolk

Catholic District School Board Minutes
Catholic Education Centre

322 Fairview Drive

Brantford, ON N3T 5M8

Too much too Soon, Info in their hands is a problem.

You own the phone; you can change the rules and take it back.

Should be gaming every day to max of about 40 mins.

Follow my Facebook page for up-to-date information.

BYOD - study 75% of students said it was a distraction (need cellphone hotels).

Model positive behaviour for our children in and out of classroom to follow.

Password Protect your mobile device.

Remove/Backup once a month.

5500 texts, snaps your child sends a month.

NetLingo.com, Emojipedia good sites to go to learn student lingo.

The internet never forgets.

Cyberbullying — Print/Report to someone you trust, do not contact other parent, show respect, and
have no fear of speaking out.

e Discord — facial expression your child will tell you exactly what you need to know.

e Privacy Policies you should always read them.

e Snapchat — Images do not delete, images can be saved without knowledge, privatize your account.

Participants were invited to ask questions.

8. Closing Remarks/Adjournment
Superintendent De Rubeis thanked all participants and presenter for joining the meeting.
The meeting was adjourned.

Next Meeting: TBA — Microsoft Teams
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

Accommodations Committee
Friday, July 16, 2021 — 1:00 p.m.
Boardroom / Microsoft Teams

Trustees:
Present: Dan Dignard (Chair), Bill Chopp, Cliff Casey, Carol Luciani, Rick Petrella, Mark Watson

Senior Administration and Staff:
Mike McDonald (Director of Education & Secretary), Scott Keys (Superintendent of Business &
Treasurer), Lou Citino, Manager of Facilities & Construction

1. Opening Business

1.1 Opening Prayer
The meeting was opened with prayer led by Committee Chair Dignard.

1.2 Attendance
Attendance was noted as above.

1.3  Approval of the Agenda
Moved by: Rick Petrella
Seconded by: Carol Luciani
THAT the Accommodations Committee approves the Agenda of July 16, 2021.
Carried

1.4 Declaration of Interest: Nil.

1.5 Approval of the Minutes: Nil.

1.6 Business Arising from the Minutes: Nil.
2. Staff Reports & Information Iltems: Nil.

3. Business of the In-Camera Session
Moved by: Bill Chopp
Seconded by: Carol Luciani
THAT the Accommodations Committee moves to an in-camera session.
Carried

4. Report on the In-Camera Session
Moved by: Bill Chopp
Seconded by: Mark Watson
THAT the Accommodations Committee approves the business of the In-Camera session.
Carried
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Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

5. Future Meetings
Chair Dignard noted that the next Accommodations Committee Meeting will be scheduled in Fall 2021.

6. Adjournment
Moved by: Mark Watson
Seconded by: Carol Luciani
THAT the Accommodations Committee adjourns the meeting of July 16, 2021.
Carried

Next Meeting: Call of the Chair.
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RECOMMENDATIONS FOR THE COMMITTEE OF THE WHOLE

FROM THE POLICY COMMITTEE
September 9, 2021

AGENDA
ITEM MOTION
2.1 THAT the Committee of the Whole refers the Distribution of Materials Policy 400.08 to
the Brant Haldimand Norfolk Catholic District School Board for approval.
29 THAT the Committee of the Whole refers the Information and Communications
' Technology Use Policy 600.02 to the Brant Haldimand Norfolk Catholic District School
Board for approval.
23 THAT the Committee of the Whole refers the revised Records and Information
' Management Policy 400.13 to the Brant Haldimand Norfolk Catholic District School
Board for approval.
RECOMMENDATIONS:

THAT the Committee of the Whole refers the unapproved minutes of the Policy Committee Meeting
of September 9, 2021 to the Brant Haldimand Norfolk Catholic District School Board for receipt.

THAT the Committee of the Whole refers the recommendations of the Policy Committee Meeting of
September 9, 2021 to the Brant Haldimand Norfolk Catholic District School Board for approval.
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BRANT HALDIMAND NORFOLK

Catholic District School Board Minutes

Catholic Education Centre
322 Fairview Drive
Brantford, ON N3T 5M8

Members:

Policy Committee Meeting
Thursday, September 9, 2021 ¢ 3:00 p.m.
Microsoft Teams
Trustees:
Dan Dignard (Chair), Cliff Casey, Bill Chopp, Carol Luciani, Rick Petrella, Mark Watson

Senior Administration:
Mike McDonald (Director of Education & Secretary), Scott Keys (Superintendent of Business
& Treasurer), Rob De Rubeis, Kevin Greco, Lorrie Temple (Superintendents of Education)

1.1

1.2

1.3

1.4

1.5

21

Opening Business

Opening Prayer

The meeting was opened with prayer led by Chair Dignard.
Attendance

Attendance was noted as above.

Approval of the Agenda

Moved by: Carol Luciani

Seconded by: Cliff Casey

THAT the Policy Committee of the Brant Haldimand Norfolk Catholic District School Board
approves the agenda of September 9, 2021 meeting.

Carried

Approval of Minutes from the Policy Committee Meeting — March 19, 2021

Moved by: Bill Chopp

Seconded by: Carol Luciani

THAT the Policy Committee of the Brant Haldimand Norfolk Catholic District School Board
approves the minutes of the March 19, 2021 meeting.

Carried

Business Arising from the Minutes — Nil

Committee and Staff Reports

Distribution of Materials Policy 400.08

Superintendent Temple provided an overview of updates to the policy to include reasonable
timelines for requests to schools and social medial requests. It was noted the term school
administrators referred to Principals and Vice Principals.

Moved by: Rick Petrella

Seconded by: Bill Chopp

THAT the Policy Committee recommends that the Committee of the Whole refers the
Distribution of Materials Policy 400.08 to the Brant Haldimand Norfolk Catholic District School
Board for approval.

Carried
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2.2 Information and Communications Technology Use Policy 600.02

Superintendent Temple provided an outline of revisions to the policy including updated
definitions and Technology Use Agreement. The policy has also been linked to the Digital
Citizenship lessons which were launched last year.

Moved by: Cliff Casey

Seconded: Bill Chopp

THAT the Policy Committee recommends that the Committee of the Whole refers the
Information and Communications Technology Use Policy 600.02 to the Brant Haldimand Norfolk
Catholic District School Board for approval.

Carried

23 Records and Information Management Policy 400.13

Superintendent Keys presented the new Records and Information Management Policy. An
outline of the process for the management of records and information including the collection or
creation, use, retention, storage, and disposition of records. The policy applies to all records and
information within the custody or control of the Board and all business applications and
information technology systems used by the Board.

Moved by: Mark Watson

Seconded by: Cliff Casey

THAT the Policy Committee recommends that the Committee of the Whole refers the revised
Records and Information Management Policy 400.13 to the Brant Haldimand Norfolk Catholic
District School Board for approval.

Carried

3. Discussion Items - Nil

Trustee Policy Inquiries - Nil

5. Adjournment

Moved by: Bill Chopp

Seconded by: Carol Luciani

THAT the Policy Committee of the Brant Haldimand Norfolk Catholic District School Board adjourns the
March 19, 2021 meeting.

Carried

Next meeting: Thursday, October 14, 2021, 3:00 p.m. — Boardroom
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD POLICY COMMITTEE

Prepared by: Lorrie Temple, Superintendent of Education
Presented to: Policy Committee

Submitted on: September 9, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

DISTRIBUTION OF MATERIALS #400.08

Public Session

BACKGROUND INFORMATION:

The Brant Haldimand Norfolk Catholic District School Board is committed to excellence in
learning and living in Christ. Our schools endeavour to develop relationships with the community
we serve. Open communication and sharing information will help to build strong, lasting
relationships.

DEVELOPMENTS:

The Distribution of Learning Materials Policy and Administrative Procedure was reviewed and
updated to include reasonable timelines for requests, the use of the term “school administrators”
instead of Principals, as well as to include email and social media requests. There were few
changes recommended or needed in this 2021 review.

INFORMATION:

The Distribution of Learning Materials Policy and Administrative Procedure ensures that all
administrators know what is allowed to be distributed, how and when, in keeping with the
mission and values of the Board and the Catholic Church.

RECOMMENDATION:

THAT the Policy Committee recommends that the Committee of the Whole refers the revised
Distribution of Materials Policy and Administrative Procedure 400.08 to the Brant Haldimand
Norfolk Catholic District School Board for approval.
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BRANT HALDIMAND NORFOLK o Boa_rd Policy and
Catholic District School Board Administrative Procedure

Distribution of Materials

#400.08
Adopted: April 23, 2013
Last Reviewed/Revised: N/A
Responsibility: Superintendent of Education
Next Scheduled Review: TBA.

Policy Statement:

The Brant Haldimand Norfolk Catholic District School Board is committed to excellence in learning and living in
Christ. Our schools endeavour to develop relationships with the community we serve. Open communication
and sharing information will help to build strong lasting relationships.

It is the policy of the Brant Haldimand Norfolk Catholic District School Board to:

1. Allow advertising and distribution of materials in schools provided that it is in keeping with the mission
and values of the Board and the Catholic Church.

2. Provide consistent direction and guidelines to Supervisory Officers, school administrators and
Managers/Supervisors for the approval of requests for, but not limited to, the following: post, display
and/or distribute information, literature, advertising, announcements, coupons, admission passes,
fundraising information, and other similar requests to its students, staff, and trustees.

Application and Scope:

The purpose of this policy and administrative procedures is to provide direction to Principals;-Vice-principals
school administrators and staff regarding expectations and best practices related to receiving and distributing
information in schools.

References:
e Education Act, Requlation 298, Section 24, Advertisements and Announcements

Forms: N/A
Appendices: N/A

Definitions:
Administrators: Principals and Vice-Principals in a school.

Material: Materials mean all printed and non-printed materials intended for distribution in an elementary or
secondary school. Examples include, but are not limited to pamphlets, stickers, brochures, buttons, flyers,
petitions, posters, questionnaires, surveys, contests, DVDs, videos, website urls and CD ROMs.

Partisan: To show support for a person, principle, or political party.

Administrative Procedures:
Prior to distributing any information, all content must be carefully reviewed. Schools will deny permission to
distribute if the content does not support our Catholic values and beliefs or is not in agreement with the

statements in this procedure. This procedure clarifieds the criteria for approving or denying the distribution of
materials.

400.08 — Distribution of Materials Policy and AP Page 1 of 3
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Board Policy and

Principals-and-vice-prineipals School administrators shall follow the direction in this policy and administrative

procedure.

1.0 Permission to Distribute:

Organizations shall contact the individual schools for permission to distribute material within a reasonable and
manageable timeline. The school administrators prireipalivice—principal is are responsible for reviewing a copy
of the material an organization wishes to distribute. The material must be appropriate for our Catholic school

community.

2.0 Determining Appropriateness of Material:

To help determine what type of material (paper or electronic) is appropriate for distribution, please review the

following lists:

2.1 Statements to Consider. Is the information in agreement with the following statements?

The material is consistent with the beliefs of our Catholic learning community from non-profit
organizations.

The material is related to the Catholic elementary or secondary curriculum or academic
pursuits.

Distributing the material helps to build positive community relationships.

The material supports the curriculum, faith and/or the academic goals of the Brant
Haldimand Norfolk Catholic District School Board.

The requesting organization is not-for-profit.

The material contains information stating who the sponsor is and includes contact
information.

The material is age appropriate.

2.2 Distribution of the following material is not permitted.

Materials that are not in the best interest of our Catholic learning community.

Material from commercial enterprises, for-profit organizations, or private individuals.
Materials that are of a partisan political nature.

Material that interferes with school or Board educational objectives.

Materials of a discriminatory nature pertaining to race, colour, religion, national origin,
ancestry, place of origin, age, physical disability, mental disability, marital status, sexual
orientation, or sex.

Materials that would be objectively considered sexually inappropriate, libelous, harmful to a
person’s reputation, indecent, violent, insulting, harassing.

Materials which advertise any product, inappropriate service or service that does not
support the beliefs of our Catholic learning community.

Materials that promote non-Catholic worship services or events (particularly youth groups),
unless they are of an ecumenical nature and approved by the Pastor of the Parish.

2.3 Examples of appropriate material an school administrator may choose to distribute.

Not-for-profit organizations involving youth, i.e., Boy Scouts, Cubs, Guides, Brownies, 4-H
Clubs.

Catholic Parent/Teacher Association and/or School Advisory Council.

Catholic Church-associated groups, i.e., Parish Councils, Catholic Women’s League,
Catholic Youth Organizations. Where appropriate, materials from these organizations
should be approved by the Pastor of the Parish.

400.08 — Distribution of Materials Policy and AP Page 2 of 3
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e Community Partner information and/or events (including approved information from
Haldimand County, Norfolk County, City of Brantford, County of Brant, Best Start, Strong
Start).

e Social media posts that comply with the above appropriate material guidelines.
3.0 Distributing Paper/Electronic Material

If approved by the school principat-ervice-principal-administrator, the distributing agency/organization will be
responsible for printing/copying, bundling, and dropping off the publication to the school.

The school is permitted to share classroom and total school population numbers with the distributing
agency/organization.

Parent/student emails or other personal contact information is not permitted to be shared with the distributing
agency/organization.

4.0 Distributing Electronic Material

The Brant Haldimand Norfolk Catholic District School Board will not forward information to schools or
employees using our electronic mail system. Staff may, however, place appropriate materials in the employee
portal. Please refer to the portal’s ‘Terms of Use’ for posting details.

400.08 — Distribution of Materials Policy and AP Page 3 of 3
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD POLICY COMMITTEE

Prepared by: Lorrie Temple, Superintendent of Education
Presented to: Policy Committee

Submitted on: September 9, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

INFORMATION AND COMMUNICATIONS TECHNOLOGY USE
#600.02

Public Session

BACKGROUND INFORMATION:

The Brant Haldimand Norfolk Catholic District School Board is committed to excellence in
learning and living in Christ. Our schools endeavour to develop relationships with the community
we serve. Open communication and sharing information will help to build strong, lasting
relationships.

DEVELOPMENTS:

The Information and Communications Technology Use Policy and Administrative Procedure
was reviewed and updated to include reasonable timelines for requests, the use of the term
“school administrators” instead of Principals, as well as to include:
e Updated Technology Use Agreement age/grade appropriate for parents/guardians to
sign, supporting our policy for the proper use of technology at school
¢ A commitment by the students to the guidelines and conduct outlined linked to the Digital
Citizenship lessons launched last year
¢ Updated definitions
o Clear responsibilities for administrators, educators, parents, students, and all board
users
¢ Rights, confidentiality, privileges, accounts, copyright, and violations

INFORMATION:

The Board network and computer systems are provided for the use of the students, teachers,
staff, and administrators in support of the programs of the Board.

A signed acknowledgement form (600.02.01F — Information and Communications Technology
Use and Electronic Communications and Social Media Use Acknowledgement Form) must be
submitted by all staff, Board members and community members who will use technology
resources.

The Board retains ownership, control and copyright over all items created, composed, or
otherwise developed using board technology resources. The Board assumes no liability for any
direct or indirect damages arising from the user’s connection to the internet. The Board's role in
managing the network and computer systems is only as an information carrier.

The Board's network provides users access to outside networks, both public and private, which
furnish electronic mail, information services, conferences, social media sites, etc. Users are
advised that the Board does not assume responsibility for the content of any of these outside
networks.

The user agrees to comply with the Acceptable Use Guidelines for all outside networks or
services they may access through Board systems.
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RECOMMENDATION:

THAT the Policy Committee recommends that the Committee of the Whole refers the revised
Information and Communications Technology Use Policy and AP #600.02 to the Brant
Haldimand Norfolk Catholic District School Board for approval.
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BRANT HALDIMAND NORFOLK o Boa_rd Policy and
Catholic District School Board Administrative Procedure

Information and Communications Technology Use

#600.02
Adopted: September 9, 2003
Last Reviewed/Revised: October 23, 2012, May 2021
Responsibility: Superintendent of Education, Information/Technology
Next Scheduled Review: May 2025
POLICY STATEMENT:

The Brant Haldimand Norfolk Catholic District School Board (the ‘Board’) believes that the network, computer
systems and associated resources provided by the Board are integral to the education environment and must
be made available to students and staff for the purpose of student learning and the business of the Board.
Further, the Board believes in the benefits that technology can bring to support its daily operating activities and
student achievement. As a Catholic learning community, we commit to use these and all technologies in a
manner, which is consistent with the Mission and Vision of Catholic education and the teachings of the Catholic
faith.

The Brant Haldimand Norfolk Catholic District School Board will ensure that:

¢ Information and Communication Technology tools and resources are integral to driving improvement in
staff and student learning and efficiency.

e Board owned classroom and staff computers and devices will be used solely for education or work-
related purposes during-the-work-and-school-day-

¢ Information and Communication Technology tools and resources enable the Board to broaden its
communication networks and provide the Board with the ability to connect with all geographic areas
under the Board’s jurisdiction.

o Staff and students must be given and be prepared to use Information and Communication Technology
tools and resources to ensure they become collaborators in learning, seekers of knowledge and
acquirers of new skKills.

o All Board assets and equipment are to be protected.

e The use of technology must be appropriate.

¢ Information and Communication Technology tools and resources must be used such that they provide a
safe and nurturing environment for learning and working.

APPLICATION AND SCOPE:

The purpose of this Policy and Administrative Procedure is to protect both the Board and its users from risks
associated with using these resources, including but not limited to; virus attacks, spam, loss of data, invasion
of privacy, loss of service and an array of legal issues and to promote effective use and efficient business
practices as well as to promote student achievement through activities initiated by the District-Student
AchievementFeam+(BSAT) IT Governance Council (ITGC). Through this administrative procedure, the Board
endeavors to educate staff and students with the intent to maximize the value that its information and
communlcatlons technology (ICT) mvestment brlngs to support student achlevement A—statemeﬂt—ef—the

REFERENCES:
e Copyright. Act (R.S.C., 1985, c. C-42)

e Education Act, R.S.0., 1990, c. E.2
e Municipal Freedom of Information and Protection of Privacy Act (MFIPPA), R.S.0. 1990, c. M.56

e Human Rights Code, R.S.0. 1990, c. H.19
ITS 600.02.P — Information and Communications Technology Use Page 1 of 8
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e Criminal Code (R.S.C., 1985, c. C-46)
e Highway Traffic Act, R.S.0. 1990, c. H.8

e Occupational Health and Safety Amendment Act (Violence and Harassment in the Workplace), 2009,
S.0. 2009, c. 23 — Bill 168

e 300.01P — Workplace Harassment Policy

e 300.20P — Workplace Violence Prevention Policy

e 600.03P — Electronic Web Sites Policy

o 600.31 Laptop/Netbook/Portable Device Usage for Staff Procedures Board Policy
e 600.32 Laptop/Netbook/Portable Device Support for Staff Procedures Board Policy
e 600.33 Laptop/Netbook/Portable Device Security for Staff Procedures Board Policy

FORMS:

¢ 600.02.01F — Information and Communications Technology Use Acknowledgement Form.
o 600.02.02F — Technology Use Agreement — Primary Students.

e 600.02.03F — Technology Use Agreement — Junior Students.

e 600.02.04F — Technology Use Agreement — Intermediate and Senior Students.

APPENDICES: N/A
DEFINITIONS:

Administrators: Principals and Vice-Principals in a school.

Appropriate Use: Relevant federal and provincial laws and regulations govern the use of the computer and
information technology systems of the Board. In addition, use must be always consistent with Board policies
and procedures. Users are expected to use the Board's information technology systems and resources, as well
as internet and email services in a lawful, responsible, and ethical manner consistent with the educational,
informational, and recreational purposes for which they are provided. Users will be subject to disciplinary action
for misuse. Misuse of these systems may also, in some instances, subject the Board to lawsuits.

Computer Operations Personnel: Personnel employed to provide software and hardware support for
computer systems such as the Manager of Information Technology, Network and Systems Administrator,
Computer Technicians, and staff within the Data Services Department.

Electronic Communication: E-mail, electronic conferencing, personal and group electronic chat sessions,
video conferencing, text messaging and any other means of electronic communication.

Information and Communications Technology: Usually called ICT, is often used as an extended synonym
for information technology (IT) but is usually a more general term that stresses the role of unified
communications and the integration of telecommunications (telephone lines and wireless signals), intelligent
building management systems and audio-visual systems in modern information technology. ICT consists of all
technical means used to handle information and aid communication, including computer and network
hardware, communication middleware as well as necessary software. In other words, ICT consists of IT as well
as telephony, broadcast media, all types of audio and video processing and transmission and network-based
control and monitoring functions.

System Administrator: Personnel responsible for maintenance of server software, global conferences, and
other related duties.

User: All employees, students, trustees, members of Board committees, school council chairs,
parents/guardians, and all other persons given authorized access to the Brant-Haldimand-Neorfolk-Catholic
Distriet-School Board’'s computing and information technology facilities and resources are considered users.

ITS 600.02.P — Information and Communications Technology Use Page 2 of 8

22 of 191


https://laws-lois.justice.gc.ca/PDF/C-46.pdf
https://www.ontario.ca/laws/statute/90h08
https://www.ontario.ca/laws/statute/s09023
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Users may access these tools from locations other than their work locations. Using Board-provided technology
from the office, home or other location is using a corporate asset. Therefore, the Board, its employees and
students are responsible for any misuse of its technology. If an employee sends personal views, they must
provide appropriate disclaimers so that the remarks are not taken as representative of the Board.

ADMINISTRATIVE PROCEDURES:
Superintendents, Prinecipals Administrators and Managers

Ensure that staff, upon hiring and annually thereafter, are made aware of Board Information and
Communications Technology Policies and Procedures.

Ensure that staff and students are aware of the expectations regarding the use of any Board-supplied
technology or personal device that is connecting to the Board’s network and/or Board-provisioned
technology services.

Determine appropriate action, corrective, and disciplinary measures to address staff and student
violations of this procedure in consultation with senior management as necessary on a case-by-case
basis for situations where staff and students are not in compliance with Board Information Technology
Policies and Procedures.

Principals-Administrators

Coordinate and manage technologies within their school in accordance with the directives from the
DSAT IT Governance Council (ITGC) to promote student achievement.

Develop an understanding for, as well as monitor and supervise the acceptable use of electronic
communication and social media technologies when used in any Board facility.

Teachers

Manage the collection of Student Information and Communications Technology Use Agreement forms
pertaining to the Board’s Information Technology Policies, Procedures and Acceptable Use.

Manage student use of computing and information technology facilities and resources within their
assigned teaching areas in accordance with the directives from the BSAT-IT Governance Council
(ITGC)to promote student achievement.

Instruct and model for students, the appropriate use of technology.

Instruct all students to comprehend and as well as supervise students in their adherence to all Board
Information Technology Policies and Procedures.

Consult with the school prineipal-and-orvice-principal administrators, as necessary, and use the Board
Information Technology Policies and Procedures and/or the School's Code of Conduct when applying
sanctions for misuse and/or illegal use of the Board’s computing and information technology facilities
and resources.

standards for Iearnlng coIIaboratlon and creating ewdence of learning using digital tools and resources
with an emphasis on privacy, copyright infringement, online etiquette, and cyber bullying.

Students

Abide by the Board’s Information Technology Policies, Procedures and Acceptable Use Agreement.
Student users of the Brant-Haldimand-Norfolk-Catholic District School Board’s technology resources
must complete, with applicable signatures, a Brant Haldimand Norfolk Catholic District School Board
Student Information and Communications Technology Use Agreement. Access to Board technology
resources will be denied to students that do not have this form signed and on file. Without a signed
form, an active student network account will not be generated.

ITS 600.02.P — Information and Communications Technology Use Page 3 of 8
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Students that violate the Student Information and Communications Technology Use Agreement will be
reported to the Prineipal administrator of their respective school and their computing privileges will be
suspended or revoked depending on the severity of the violation. All illegal activities will be reported to
the Superintendent or histher-designee designate and fully prosecuted of the law.

Computer use by students is a privilege, not a right.

All Users

Ensure that technology resources are used in an effective, efficient, moral, and ethical, equitable and
lawful manner in-accordance-with-Board-policies-and-procedures.

All users (e.g., staff, students, parents/guardians, outside agencies, volunteers, etc.) of Board
software/systems (e.g., Brightspace, Office 365, Teams, Outlook email, the BHNHub, etc.) are required
to sign in using their personal board-provided username and password and participate with
transparency in a manner consistent with this policy.

Users must not impersonate other users (e.g., another staff member, another student, another
parent/guardian’s, etc.) to gain access to information (e.g., Brightspace class page, Student Portfolios,
Teams resources, emails, files, etc.) or activities (e.g., Brightspace discussions, Teams meetings,
Teams chat conversations, etc.).

All users are responsible for creating and maintaining a strong password for each board
software/system they have been provided access to.

All users are responsible for safeguarding board software/systems and the information contained in
them by following appropriate behaviours (e.g., ensuring that they lock or sign out before leaving their
device unattended, keeping passwords private, not forwarding links, messages, emails, or files, etc.).
Users who use personal devices (e.g., cell phones, tablets, laptops, desktop computers) when
accessing board software/systems must take every reasonable effort to ensure their device is free of
malware and protected by appropriate means (e.g., anti-virus software, password, lock screen, etc.).
Users who use shared personal devices (e.g., the home computer, shared iPad, etc.) must sign out of
all board software/systems (e.g., Brightspace, Office 365, Teams, Outlook email, the BHNHub, etc.)
before leaving the device for others to use.

While discouraged with board-provided devices, staff may choose to install and run VPN software (e.g.,
Nord, Express, CyberGhost, Private, Surfshark, IPvanish, etc.,). Staff and students who use VPN
software on their device may experience disruptions or be unable to use board-provided online
resources (e.g., Teams, Office 365, Brightspace, the BHNHub, etc.).

Ensure that all users authenticate to networks, devices, and applications as themselves and not
assume another person’s identification during the authentication process.

Use the Board's network, technology, and technology services in a lawful, responsible, and moral and
ethical manner consistent with the educational, informational, and recreational purposes for which they
are provided.

Agree never to use a system to perform an illegal or malicious act. Any attempt to increase the level of
access to which (s)he is authorized, or any attempt to deprive other authorized users of resources or
access to any Board computer system shall be regarded as malicious and may be treated as an illegal
act.

Upon finding a possible security lapse of any kind on any system, all users are obliged to report the
security lapse to the system administrator who will investigate the problem.

ITS 600.02.P — Information and Communications Technology Use Page 4 of 8
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Information

The Board network and computer systems are provided for the use of the students, teachers, staff, and
administrators in support of the programs of the Board and are to be used for education, research, academic
development and Board related business only.

Communlcatlons Technology Use and Electronlc Communlcatlons and Social Medla Use Acknowledgement
Form) must be submitted by all staff, board members and community members who will use technology
resources. (Do we want to make this an electronic process?)

The Brant-Haldimand-Nerfolk-Cathelic District-Sehoel Board retains ownership, control and copyright over all
items created, composed, or otherwise developed using board technology resources unless specifically waived
or transferred in writing. All requests for waivers or transfer of ownership should be made through an
employee’s immediate supervisor who will then forward the request to the Superintendent for approval.

The Board assumes no liability for any direct or indirect damages arising from the user’s connection to the
internet. The Board is not responsible for the accuracy of information found on the internet and only facilitates
access and dissemination of information through its systems. The Board's role in managing the network and
computer systems is only as an information carrier. Transmission through these systems is not an
endorsement of said transmission by the Board.

The Board's network provides users access to outside networks, both public and private, which furnish
electronic mail, information services, conferences, social media sites, etc. Users are advised that they may
encounter material which may be considered offensive or objectionable in nature or content. Users are further
advised that the Board does not assume responsibility for the content of any of these outside networks.

The user agrees to comply with the Acceptable Use Guidelines for all outside networks or services they may
access through Board systems.

Procedures
1. Rights

Computer systems, networks, facilities, and accounts are owned and operated by the Board. The Board
reserves all rights, including termination of service without notice, to the computing resources which it
owns and operates. These procedures shall not be construed as a waiver of any rights of the Board, nor
shall they conflict with applicable acts of law. Users have rights that may be protected by Federal,
Provincial, and local laws.

2. Privileges

Access and privileges on the Board’s network and computing systems are assigned and managed by the
administrators of specific individual systems. Eligible individuals may become authorized users of a
system and be granted appropriate access and privileges by following the approval steps prescribed for
that system.

Users may not, under any circumstances, transfer or confer these privileges to other individuals. Any
account assigned to an individual shall not be used by others without written permission from the system
administrator. The authorized user is responsible for the proper use of the system, including password
protection.

3. Accounts

Users do not own accounts on Board devices and technology eemputers but are granted the privilege of
exclusive use.

4. Confidentiality
ITS 600.02.P — Information and Communications Technology Use Page 5 of 8
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No Expectation of Privacy

Users should not expect privacy with respect to any of their activities when using the Board’s computer
and/or telecommunication property, systems, or services. Use of passwords or account numbers by users
does not create a reasonable expectation of privacy and confidentiality of information being maintained or
transmitted. The Board reserves the right to review, retrieve, read, and disclose any files, messages or
communications which have been created, sent, received, or stored on the Board’s computer systems
and/or equipment. The Board’s right to review, also called monitoring, is for the purpose of ensuring the
security and protection of business records, preventing unlawful and/or inappropriate conduct and creating
and maintaining a productive work environment.

If policy violations are suspected or discovered, they will be reported immediately to the appropriate
system administrator. The administrator is not permitted to see or read the contents intentionally; unless
authorized a Senior Administrator of the Board, to read document information where not germane to the
foregoing purpose; or disclose or otherwise use what they have seen. One exception, however, is that of
systems personnel who may need to inspect a damaged document to restore its contents. This exception
is limited to the least invasive level of inspection required to perform such duties. Furthermore, this
exception does not exempt technicians/system administrators from the prohibition against disclosure of
personal and confidential information, except insofar as such disclosure equates with good faith attempts
to restore the otherwise unusable document.

If policy violations are discovered or suspected, access to trustee accounts must be approved by the
Director of Education and the Chair of the Board in writing.

5. Copyright

Software is protected by copyright laws. Therefore, the Board network and computing facilities are not to
be used to copy software except as permitted by law or by contract with the owner of the copyright
software. This means that software may only be copied to make back-up copies, if permitted by the
copyright owner. The number of copies and distribution of copies may not be done in such a way that the
number of simultaneous users in a division, department or in the district exceeds the number of original
copies purchased by that division, department, or the district.

Content is also protected by copyright laws. Therefore, the Board network and computing facilities are not
to be used to copy or distribute copyrighted content except as permitted by law or by contract with the
owner of the copyrighted material. Users are to become familiar with the laws related to copyright to
educate themselves and to avoid possible infringement. See https://www.accesscopyright.ca/ for more
information.

6. Violations

An individual’s computer use privileges may be suspended immediately upon the discovery of a possible
violation of Board Policies or Administrative Procedures. Such suspected violations will be confidentially
reported to the appropriate Manager in the case of staff and to the School Prireipal Administrator in the
case of students. The Manager or School Principal Administrator will consult with the appropriate
Superintendent to determine appropriate action. The violations of these policies or procedures will be dealt
with in the same manner as violations of other Board policies or procedures and may result in disciplinary
review. In such a review, the full range of disciplinary sanctions is available, including the loss of computer
use privileges, suspension, dismissal from the Board and legal action. Violations of some of the above
policies may constitute a criminal offense.

Minor infractions of this Policy and Administrative Procedure, when accidental, such as consuming
excessive resources or overloading computer systems, are generally resolved informally by the person
administering the accounts or network. This may be done through electronic mail or in-person discussion
and education.

ITS 600.02.P — Information and Communications Technology Use Page 6 of 8
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Repeated minor infractions or misconduct, which are of a more serious nature, may result in the temporary
or permanent loss of computer access privileges or the modification of those privileges. More serious
violations include, but are not limited to, unauthorized use of computer resources, attempts to steal
passwords or data, unauthorized use or copying of licensed software or content, repeated harassment, or
threatening behavior. In addition, offenders may be referred to their department supervisor or supervisory
officer for further action.

Any offense which violates local, provincial, or federal laws will be referred to appropriate supervisory
officers and/or law enforcement authorities and may result in immediate loss of all Board computer
privileges.

This Policy and Administrative Procedure provides general conduct guidelines and examples of prohibited
uses for illustrative purposes but does not attempt to state all required or prohibited activities by users.
Staff and students who have questions regarding whether a particular activity or use is acceptable should
seek further guidance from the system administrator or site administrator. Failure to comply with Board
policies or other established procedures or rules governing information technology use may result in
disciplinary action, up to and including discharge. lllegal uses of the Board’s Information Technology will
also result in referral to law enforcement authorities.

Conduct which violates this Policy and Administrative Procedure includes, but is not limited to, the activities in
the following list:

¢ Unauthorized use of a computer account.

e Using the Board network to gain unauthorized access to any computer systems.

e Connecting unauthorized equipment to the Board network.

e Unauthorized attempts to circumvent data protection schemes or uncover security loopholes. This
includes creating and/or running programs that are designed to identify security loopholes and/or
decrypt intentionally secure data.

¢ Unauthorized attempts to run software not deemed to be appropriate for the purpose of student
learning and the business of the Board. This includes, but is not limited to, creating and/or running
applications from thumb drives such as video games, security hack tools, torrents, etc.

¢ Unauthorized attempts to circumvent internet content filters. This includes, but is not limited to, creating
and/or running programs that are designed to use external proxies to bypass local filters.

e Knowingly or carelessly performing an act that will interfere with the normal operation of computers,
terminals, peripherals, or networks.

e Knowingly or carelessly running or installing on any computer system or network, or giving to another
user, a program intended to damage or to place excessive load on a computer system or network.

¢ Deliberately wasting/overloading computing resources, such as printing too many copies of a
document.

e Accessing, uploading, downloading, transmitting, displaying, or distributing obscene or sexually explicit
material; transmitting obscene, abusive, or sexually explicit language.

o Damaging computers, computer systems or computer networks; vandalizing, damaging, or disabling
the property of another person or organization; debilitating or disabling computers, systems or networks
through the intentional misuse or overuse of electronic distribution or the spreading of computer viruses
through the inappropriate use of files, software, or portable media.

¢ Violating terms of applicable software licensing agreements or copyright laws.

o Violating copyright laws and their fair use provisions through inappropriate reproduction or
dissemination of copyrighted text, images, etc.

ITS 600.02.P — Information and Communications Technology Use Page 7 of 8
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e Using Board resources for commercial activity such as creating products or services for personal or
financial gain.

e Using electronic mail to harass or threaten others. This includes sending repeated, unwanted e-mail to
another user.

e Initiating or propagating electronic chain letters.

e Inappropriate mass mailing. This includes multiple mailings to newsgroups, mailing lists or individuals,
i.e., spamming, flooding, or bombing.

e Forging the identity of a user or machine in an electronic communication.

¢ Transmitting or reproducing materials that are slanderous or defamatory in nature or that otherwise
violate existing laws or Board regulations.

e Attempting to monitor or tamper with another user's electronic communications, or reading, copying,
changing, or deleting another user's files or software without the explicit agreement of the owner of the
files or software.

e Participating in gambling activities, including games of chance and wagering.

e Misrepresenting oneself or the Board.

e Lobbying elected officials.

e Use of the internet for personal use during regularly scheduled working hours.

e Taking part in other activities that could cause congestion and disruption of networks and systems.

¢ Intentionally deleting email with informational value to the detriment of legal and statutory Board
operations.

o  Willfully collecting, maintaining, or disclosing personal information in contravention of the Municipal
Freedom of Information and Protection of Privacy Act.

¢ Contravening Board policies and procedures.
Additional Guidelines

Information Technology Services staff inthe-tnformationTechnology-Department, Information-and

Student Achievement Team Members as well as other Board expert
staff will establish more detailed procedures and guidelines, as needed, for specific computer systems,
networks, and applications. These procedures and guidelines will cover such issues as allowable connect time
and disk space, handling of irretrievable mail, responsibility for building accounts and other items related to
administering the system.

ITS 600.02.P — Information and Communications Technology Use Page 8 of 8
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Information and Communications Technology Use and Electronic
Communications and Social Media Use
Acknowledgement Form

I, , acknowledge receipt of and understand the Brant Haldimand Norfolk Catholic District
School Board (the “Board”) Policy and Administrative Procedure #600.02 Information and Communications Technology
Use and #600.01 Electronic Communications and Social Media Use Policies and Procedures.

| understand it is my responsibility to review the policies and procedures in detail and request any clarification needed
from my supervisor, Human Resource Services Department, or the Manager of Information Technology Services.

| agree to comply with the Brant-Haldimand-Nerfolk-Cathelic District- Schoel Board Policies and Administrative Procedures
as listed below.

+—300.01P —Workplace Harassment Policy

o 20000 leseslnen M elonon Sorsiontion Jolioy

e 600.03P — Electronic Web Sites Policy

e 600.31 Laptop/Netbook/Portable Device Usage for Staff Procedures Board Policy

e 600.32 Laptop/Netbook/Portable Device Support for Staff Procedures Board Policy

e 600.33 Laptop/Netbook/Portable Device Security for Staff Procedures Board Policy

o Board Code of Conduct
| understand that violation of any policies, procedures and standards may be grounds for disciplinary proceedings. |
understand the policies, procedures and standards established herein are to be applied in both a progressive and
cumulative manner. | also understand this signed acknowledgment will become a permanent part of my personnel file. |
acknowledge that | can download and save or print a copy of the Brant-Haldimand-Norfolk-Cathelic District School Board’s

Information Technology Policies and Procedures from the Brant-Haldimand-Norfolk-Catholic District-Sehoel Board’s portal
and website.

| understand that failure to comply with the Board’s Information Technology Policies and Administrative Procedures from
the Brant Haldimand-Norfolk-Cathelic District- SchoolBeard may result in my Information and Communications
Technology and Electronic Communications privileges being suspended. Further, violations of these policies or
procedures will be dealt with in the same manner as violations of other Board policies or procedures and may result in
disciplinary review. In such a review, the full range of disciplinary sanctions is available, including the loss of computer use
privileges, suspension, dismissal from the Board and legal action. Violations of some of the above policies may constitute
a criminal offense.

Print Name Employee ID

Position Title and School/Department

Employee’s Signature Date

Disclaime

The personal information you have provided on this form and any other correspondence relating to your involvement in our programs is collected by
the Brant Haldimand Norfolk Catholic District School Board under the authority of the Education Act (R.S.0. 1990 c.E.2) ss. 58.5, 265 and 266 as
amended and in accordance with Section 29(2) of the Municipal Freedom of Information and Protection of Privacy Act, (R.S.0. 1990 c.M.56) The
information will be used to register and place the student in a school, or for a consistent purpose such as the allocation of staff and resources and to
give information to employees to carry out their job duties. In addition, the information may be used to deal with matters of health and safety or
discipline and is required to be disclosed in compelling circumstances or for law enforcement matters or in accordance with any other Act. The
information will be used in accordance with the Education Act, the regulations, and guidelines issued by the Minister of Education governing the
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establishment, maintenance, use, retention, transfer, and disposal of pupil records. If you have any questions, please contact the school principal
and/or the Freedom of Information Officer, Brant Haldimand Norfolk Catholic District School Board, 322 Fairview Drive, Brantford, ON, N3T 5M8
(Telephone 519-756-6505, Ext. 234).
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TECHNOLOGY USE AGREEMENT
Primary Students

BRANT HALDIMAND NORFOLK
Catholic District School Board

Student Information and Communications
Technology Use Agreement
Primary Students - Junior Kindergarten to Grade 3

Student users of the Brant Haldimand Norfolk Catholic District School Board’s (the “Board”) technology resources must
complete this form with applicable signatures. Students without this signed form on file will not be permitted denied access
to BHNCDSB Board technology devices or resources. Students that violate this Agreement will be reported to the school
administrator Principal-oftheirschool and their access to the Board’s network may be suspended blecked or removed
entirely, depending on the severity of the violation. All illegal activities will be reported to the Superintendent or histher
designee designate and prosecuted to the fullest extent of the law. Computer use by students is a privilege, not a right.

As a primary student of the Brant Haldimand Norfolk Catholic District School Board, | promise to:

Always take proper care of the computer.

Keep food and drinks away from the computer.

Keep any object away from the computer that may cause damage to the computer.

Use the computer to help me learn as approved by my teacher(s).

Ask my teacher(s) before | use the computer at school.

Ask my teacher before | post anything to the internet from a school computer.

Keep my password secret from other students.

Use email properly.

Use only my username and password on the computer and not another student’'s name and password.

As a primary student of the Brant Haldimand Norfolk Catholic District School Board, | promise not to:

Use bad language on the computer.

Use the computer to make fun of another person.
Use the computers to hurt someone’s feelings.
Use the computer to break the law.

Use email to bully another student(s).

I understand that failure to comply W|th the Board’s Information Technology Policies and Administrative Procedures from
d may result in my child’s Information and Communications
Technology and Electromc Communrcahons privileges being suspended or revoked entirely. Further, violations of these
policies or procedures will be dealt with in the same manner as violations of other Board policies or procedures and may
result in disciplinary review. In such a review, the full range of d|SC|pI|nary sanctlons is avallable mcludmg the Ioss of
computer use privileges, suspension, and legal action. My

and-have-helped-me-to-understand-myresponsibilities—| have reviewed th|s Agreement W|th my child to help understand

their responsibilities.

Date:

Student First and Last Name:

Parent/Guardian Signature:

The personal information you have provided on this form and any other correspondence relating to your involvement in our programs is collected by
the Brant Haldimand Norfolk Catholic District School Board under the authority of the Education Act (R.S.0. 1990 c.E.2) ss. 58.5, 265 and 266 as
amended and in accordance with Section 29(2) of the Municipal Freedom of Information and Protection of Privacy Act, (R.S.0. 1990 c.M.56) The
information will be used to register and place the student in a school, or for a consistent purpose such as the allocation of staff and resources and to
give information to employees to carry out their job duties. In addition, the information may be used to deal with matters of health and safety or
discipline and is required to be disclosed in compelling circumstances or for law enforcement matters or in accordance with any other Act. The
information will be used in accordance with the Education Act, the regulations, and guidelines issued by the Minister of Education governing the
establishment, maintenance, use, retention, transfer, and disposal of pupil records. If you have any questions, please contact the school principal
and/or the Freedom of Information Officer, Brant Haldimand Norfolk Catholic District School Board, 322 Fairview Drive, Brantford, ON, N3T 5M8
(Telephone 519-756-6505, Ext. 234).
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TECHNOLOGY USE AGREEMENT

BRANT HALDIMAND NORFOLK .
ORTO Junior Students

Catholic District School Board

Student Information and Communications
Technology Use Agreement
Junior Students - Grades 4 to Grade 6

Student users of the Brant Haldimand Norfolk Catholic District School Board’s (the “Board”) technology resources must
complete this form with applicable signatures. Students without this signed form on file will not be permitted denied access
to BHNCDBSB Board technology devices or resources. Students that violate this Agreement will be reported to the school
administrator Principal-oftheirschool and their access to the Board’s network may be suspended blecked or removed
entirely, depending on the severity of the violation. All illegal activities will be reported to the Superintendent or designate
histher desighee and prosecuted to the fullest extent of the law. Computer use by students is a privilege, not a right.

As a junior student of the Brant Haldimand Norfolk Catholic District School Board, | promise to:

Properly care for hardware and software at all times.

Keep food and drinks away from the computer.

Keep any object away from the computer that may cause damage to the computer.

Respect the privacy of other students and users on the local area network.

To use the computer for instructional purposes only as approved by my teacher or adult helper.

Be mindful to the issues of plagiarism and copyright and | will ask my teacher for direction when | am unsure.

As a junior student of the Brant Haldimand Norfolk Catholic District School Board, | promise not to:

Attempt to log- in using another student’s user I.D.
Knowingly enter into the operating system of the computer or fileserver to alter system setting or
configurations.

e Subscribe to chat rooms or newsgroups when on the internet or use it for inappropriate activity.

e Transmit, by electronic means including email, any information or correspondence, which will compromise the
reputation of the school or other persons.

o Release my password to anyone other than my teacher, adult helpers, or the technical site supervisor.

e Use bad language on the computer.

I understand that failure to comply W|th the Board’s Information Technology Policies and Administrative Procedures from
d may result in my child’s Information and Communications
Technology and Electronlc Commumcahons privileges being suspended or revoked entirely. Further, violations of these
policies or procedures will be dealt with in the same manner as violations of other Board policies or procedures and may
result in disciplinary review. In such a review, the full range of d|SC|pI|nary sanctlons is avallable mcludlng the Ioss of
computer use privileges, suspension, and legal action. My

and-have-helped-me-to-understand-my-responsibilities- | have reviewed th|s Agreement W|th my child to help understand

their responsibilities.

Date:

Student First and Last Name:

Parent/Guardian Signature:

The personal information you have provided on this form and any other correspondence relating to your involvement in our programs is collected by
the Brant Haldimand Norfolk Catholic District School Board under the authority of the Education Act (R.S.0. 1990 c.E.2) ss. 58.5, 265 and 266 as
amended and in accordance with Section 29(2) of the Municipal Freedom of Information and Protection of Privacy Act, (R.S.0. 1990 c.M.56) The
information will be used to register and place the student in a school, or for a consistent purpose such as the allocation of staff and resources and to
give information to employees to carry out their job duties. In addition, the information may be used to deal with matters of health and safety or
discipline and is required to be disclosed in compelling circumstances or for law enforcement matters or in accordance with any other Act. The
information will be used in accordance with the Education Act, the regulations, and guidelines issued by the Minister of Education governing the
establishment, maintenance, use, retention, transfer, and disposal of pupil records. If you have any questions, please contact the school principal
and/or the Freedom of Information Officer, Brant Haldimand Norfolk Catholic District School Board, 322 Fairview Drive, Brantford, ON, N3T 5M8
(Telephone 519-756-6505, Ext. 234).
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TECHNOLOGY USE AGREEMENT

BRANTHALDIMAND NORFOLK Intermediate/Senior Students

Catholic District School Board

Student Information and Communications
Technology Use Agreement
Intermediate/Senior Students - Grade 7 to Grade 12

Student users of the Brant Haldimand Norfolk Catholic District School Board’s (the “Board”) technology resources must
complete this form with applicable signatures. Students without this signed form on file will not be permitted denied access
to BHNCDBSB Board technology devices or resources. Students that violate this Agreement will be reported to the
Principal-oftheirsehool school administrator and their access to the Board’s network may be suspended blocked or
removed entirely, depending on the severity of the violation. All illegal activities will be reported to the Superintendent or
designate histher-designee and prosecuted to the fullest extent of the law. Computer use by students is a privilege, not a
right.

As an intermediate/senior student of the Brant Haldimand Norfolk Catholic District School Board, | understand
that:

» Ask permission before using a school computer or device and or accessing the internet at school.

+ Ateacher must review all information that | will be posting to the internet, and | must ask permission before
doing so.

« Ensure my personal information remains confidential, i.e., password, home address, telephone numbers or
those of other students.

+ Use school computers for school purposes only.

+ Be courteous and respectful in messages to others.

* Use appropriate language on school computers.

» Abide by generally accepted rules of etiquette and conduct myself in a moral and ethical and polite manner
while using any school computer.

* Abide by all patent, trademark, trade name and copyright laws.

* Notify a staff member immediately if | can identify a security problem.

As an intermediate/senior student of the Brant Haldimand Norfolk Catholic District School Board, | also
understand that | must not:

* Use social media in a way that may be harmful to another person.

« Transmit, receive, submit, or publish any defamatory, inaccurate, abusive, obscene, profane, sexually
oriented, threatening, offensive, or illegal material.

* Use the computer in a way that can harm people or the system (physically, spiritually, or emotionally).

»  Store files on school computers that are illegal (i.e., downloaded music or movies).

* Use email to bully, harass or embarrass others.

« Forward spam or jokes from Board accounts or to Board addresses.

* Access a computer using another person’s username and password.

+ Use school or Board logos without my teacher’s permission.

+ Use the Board’s network in such a way that would disrupt the use of the network by other users.

+ Attempt to navigate around the Board internet filter.

* Post personal messages on bulletin boards or list servers.

» Use school computer resources for commercial purposes or product advertising.

»  Tamper with, illegally access or hack any Board computer resources.
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TECHNOLOGY USE AGREEMENT

BRANTHALDIMAND NORFOLK Intermediate/Senior Students

Catholic District School Board

| understand that failure to comply with the Board’s Information Technology Policies and Administrative Procedures from
the Brant Haldimand-Norfolk-Cathelic District- School-Beard may result in my child’s Information and Communications
Technology and Electronic Communications privileges being suspended or revoked entirely. Further, violations of these
policies or procedures will be dealt with in the same manner as violations of other Board policies or procedures and may
result in disciplinary review. In such a review, the full range of disciplinary sanctions is available, including the loss of
computer use privileges, suspension, and legal action.

Date: Incoming Grade:

Student First and Last

Name: Student’s Signature:

As the parent or legal guardian of the student signing above, | have read the above Agreement and grant permission for
my child to access the Board’s Information and Communication Technology devices or resources ofthe-BrantHaldimand
Neorfolk-Catholic District- SchoolBoard. | understand that the Brant-Haldimand-Norfolk-Catholic District-School Board’s
Information and Communication Technology devices and resources are designated for educational purposes only. | also
understand that it is impossible for Board staff to restrict access to all controversial materials, and | will not hold them
responsible for materials acquired on the internet. | understand that individuals and families may be held liable for
violations.

Date: Parent’s Signature:
* If student is under 18 years of age.

| have read the above Agreement and understand that | will have access to the Board s Information and Communication
Technology devices and resources | understand that the
Brant—HaJdrmand—NeFFelk—Ga%helm—Drs%Het—Seheei Board S Informat|on and Commun|cat|on Technology devices and
resources are designated for educational purposes only. | also understand that it is impossible for Board staff to restrict
access to all controversial materials, and | will not hold them responsible for materials acquired on the internet. |
understand that | may be held liable for violations.

Date: Student’s Signature:
* If student is over 18 years of age.

The personal information you have provided on this form and any other correspondence relating to your involvement in our programs is collected by
the Brant Haldimand Norfolk Catholic District School Board under the authority of the Education Act (R.S.0. 1990 c.E.2) ss. 58.5, 265 and 266 as
amended and in accordance with Section 29(2) of the Municipal Freedom of Information and Protection of Privacy Act, (R.S.0. 1990 c.M.56) The
information will be used to register and place the student in a school, or for a consistent purpose such as the allocation of staff and resources and to
give information to employees to carry out their job duties. In addition, the information may be used to deal with matters of health and safety or
discipline and is required to be disclosed in compelling circumstances or for law enforcement matters or in accordance with any other Act. The
information will be used in accordance with the Education Act, the regulations, and guidelines issued by the Minister of Education governing the
establishment, maintenance, use, retention, transfer, and disposal of pupil records. If you have any questions, please contact the school principal
and/or the Freedom of Information Officer, Brant Haldimand Norfolk Catholic District School Board, 322 Fairview Drive, Brantford, ON, N3T 5M8
(Telephone 519-756-6505, Ext. 234).
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD POLICY COMMITTEE

Prepared by: Scott Keys, Superintendent of Business & Treasurer
Presented to: Policy Committee

Submitted on: September 9, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

RECORDS AND INFORMATION
MANAGEMENT POLICY 400.13

Public Session
BACKGROUND INFORMATION:

The Brant Haldimand Norfolk Catholic District School Board (the “Board”) is committed to
maintaining an authentic and reliable record of Board actions, transactions, and decisions

through a coordinated and integrated approach to records and information management. These
assets are valuable as evidence of Board function and activities.

The purpose of this Policy and Administrative Procedure is to outline the provisions for the
management of records and information at the Board including the collection or creation, use,
retention, storage, and disposition of records in accordance with regulation.

This Policy applies to:

o All records and information within the custody or control of the Board and addresses all
aspects of Board operations regardless of the medium in which those records are stored
and maintained. It ensures that records are available as evidence of Board functions and
activities and supports the delivery of Board programs and services.

¢ All business applications and information technology systems used to create, store, and
manage records and information, including email, database applications and websites.

e All records and information obtained, created, and maintained within all departments and
locations of the Board.

DEVELOPMENTS:

Throughout the creation of this new Policy and Administrative Procedure, content was reviewed
in consultation with Communication Services, Information and Technology Services, Senior
Administration, OASBO Privacy and Information Management, Managers / Supervisors, other
internal stakeholders, and other school board policies and procedures.

The policy and administrative procedure was circulated for stakeholder feedback from February
15" to April 16™, 2021, as per the Board’s policy renewal process. There were no changes
made to the policy and administrative procedures as a result of the feedback received from
stakeholders.

RECOMMENDATION:

THAT the Policy Committee recommends that the Brant Haldimand Norfolk Catholic District
School Board approves the Records and Information Management Policy 400.13.
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Records and Information Management

#400.13
Adopted: June 22, 2021
Last Reviewed/Revised: N/A
Responsibility: Director of Education
Next Scheduled Review: 2025-2026

Policy Statement

The Brant Haldimand Norfolk Catholic District School Board (the “Board” or “BHNCDSB”) is committed to
maintaining an authentic and reliable record of Board actions, transactions, and decisions through a
coordinated and integrated approach to records and information management. These assets are valuable as
evidence of Board function and activities.

Board information and records are the property of the Brant Haldimand Norfolk Catholic District School Board.
Staff members do not retain a personal or proprietary interest in them. The destruction, removal or private use
of Board records and information is against Board policy.

Application and Scope

The purpose of this Policy and Administrative Procedure is to outline the provisions for the management of
records and information at the BHNCDSB including the collection or creation, use, retention, storage, and
disposition of records in accordance with regulation.

This Policy applies to:

e All records and information within the custody or control of the Board and addresses all aspects of
Board operations regardless of the medium in which those records are stored and maintained. It
ensures that records are available as evidence of Board functions and activities and supports the
delivery of Board programs and services.

¢ All business applications and information technology systems used to create, store, and manage
records and information, including email, database applications and websites.

¢ All records and information obtained, created, and maintained within all departments and locations of
the Board.

References

e Archives and Recordkeeping Act, 2006
e Canada Evidence Act

¢ Education Act and Regulations

e Municipal Freedom of Information and Protection of Privacy Act (M.F.I.P.P.A.)
e Ontario Evidence Act

e Ontario Student Record Guideline, 2000 (revised 2020)

e Personal Health Information Protection Act (P.H.I.P.A.)

e Personal Information and Protection of Electronic Documents Act (P.l.P.E.D.A.)
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Forms
e OPS 400.13.F01 — Legal Hold Process (staff only)

Appendices
e OPS 400.13.XA — BHNCDSB Records Retention Schedule

Definitions

A list of any relevant definitions required for the Policy and associated Administrative Procedure. Definitions
must be formatted as follows:

Classification Scheme: a logical and systematic arrangement for classifying records into subject groups,
functions, or categories based on a scheme of natural relationships representing numbers, letters, and key
words for identification.

Legal Hold: is a process used to preserve all forms of relevant information when litigation is reasonably
anticipated. It overrules the prescribed period of retention until the concern passes.

Non-Record: has no bearing on the Board’s functions, operations, or mandate. Non-records are typically used,
if ever, only for a very limited period of time. They do not have to be collected and maintained. These
documents are not required to be retained and therefore do not appear on a records retention schedule.
Examples of non-records include reference books, published legislation from other boards, municipalities or
government agencies, extra copies/convenience copies.

Records: is preserved Board information that serves as evidence of plans, decisions, actions, and history.
Records can be in many formats: paper, video, audio, microfilm, or electronic. Examples of records include
email, text message, digital media, websites, electronic document management systems.

Records Disposition: the disposal/destruction or transfer of records that are eligible for disposition according
to the Retention Schedule.

Records and Information Management: the systematic management of all records created or received at
any site operated by the Board to their final disposition (destruction or archival retention).

Retention Schedule: the length of time a record must be kept meeting administrative, fiscal, legal or historical
requirements.

Transitory Record: any record of information that is useful for only a short period of time and does not relate
to school services and programs and school business transactions. When its use is over it should be deleted or
destroyed. Examples of transitory records include personal messages, general notices and announcements,
copies of documents and emails, cc, bcc, or FYI emails kept only for convenience, drafts and working
documents to prepare final records with a few exceptions such as agreements/contracts, drafts in developing
legislation.
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Administration Procedures

The Records Information Management (RIM) program facilitates accountability, transparency, privacy
protection, accessibility, and preservation and fosters informed decision making.

The RIM program also maintains and provides security, confidentiality and effective control over Board records
required for the administration of the Board’s business and for the continual preservation of records. The RIM
is guided by the Board’s Record Retention Schedule (OPS 400.13.XA).

Responsibility

Effective information management is critical to the operation of schools and the Board and is a part of every
employee’s responsibilities.

Director of Education
e ltis the responsibility of the Director of Education to administer this Policy.

Privacy and Records Management Officer

e |tis the responsibility of the Privacy and Records Management Officer to implement this Policy and
related procedures. This includes policy development and maintenance, training and awareness, as
well as configuration and administration of the electronic document management system.

Employees

e All Board employees (including third party contractors who collect or receive records and information on
behalf of the Board) are responsible for the records and information they create and maintain to support
the business operations of the Board and comply with the requirements of this Policy. If required,
employees will also assist in responding to information requests.

School Administrators

e School Administrators are responsible for the management of records and information under their
control including but not limited to office records, student records, teaching resources, and images
created on electronic devices. Each school must have a secure storage area for managing paper
records until the retention period has expired.

Departments and Supervisors

e The Board’'s administrative departments are responsible for the management of records and
information under their control in accordance with Board policy and procedures, and applicable federal
and Ontario legislation.

o Department supervisors or people managers, including School Administrators, must ensure their
employees are following BHNCDSB Records Retention Schedule (OPS 400.13.XA).

Guidelines

Each department within the Board must support the Records Information Management Schedule by ensuring
that policies and procedures are applied and must:

e manage all records and information regardless of format (paper, electronic, audio, videotape, etc.)
according to applicable Federal, Provincial, and Municipal legislation and Board policies and
procedures.

e manage and file records and information according to the Board’s Records Retention Schedule.
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e ensure that appropriate access and security procedures are in place to protect all records, as
appropriate.

o apply the records retention and disposal schedules to all records and information.

e ensure that all third-party contractors or agents who receive or collect personal information on behalf of
the Board are aware of and comply with this Policy.

Employees must not store official records on USB sticks, DVDs/CDs or other removable media.

Data on personal devices used for Board business must comply with the Records Information Management
Policy and Administrative Procedure.

All records and information must follow a retention schedule as defined in this Policy.

Information Technology Services is responsible for providing appropriate storage and retrieval (as requested)
of electronic records and overseeing the maintenance and capacity of electronic record-keeping systems and
services in compliance with the Board’s Records Retention Schedule.

All records will be efficiently and promptly disposed, when administrative, legal, and fiscal values have ceased
and all legislative requirements as they affect Board documents have been met, while preserving those records
of enduring value due to archival, historical, or vital reasons in compliance with the Board’s Records Retention
Schedule.

All records scheduled for disposal containing confidential information will be destroyed in a secure and
permanent manner, as determined by Procurement Services.

Legal requirements supersede any and all Board policies authorizing destruction of records, including the
authority granted in the Board’s Records Retention Schedule.
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Generic Records Retention Schedule - Disclaimer

These documents provide practical suggestions with respect to records maintenance and privacy issues
and make reference to portions of applicable legislation including the Municipal Freedom of
Information and Protection of Privacy Act, R.S.0. 1990, c.M.56; Personal Health Information Protection
Act, S.0. 2004, c.3, Sched. A; and the Education Act, R.S.0. 1990, c.E.2.

They are intended for use by Ontario School Boards for non-profit educational purposes only and may
be used in their entirety subject to the following conditions: (1) modifications are to support Ontario
school board privacy and information management practices; (2) duplication is for an educational or
implementation purpose in a not-for-profit institution; (3) copies are made available without charge
beyond the cost of reproduction; and (4) the PIM Committee is acknowledged.

Information contained in these documents is for general reference purposes and should not be
construed as legal advice. Boards should consult with their own legal counsel for the purposes of
interpretation, modification or implementation.

The Privacy and Information Management — OASBO committee accepts no responsibility for the
implementation, modification or proliferation of the documents.
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Records Retention Schedule Change Management

The following change management table lists all major modifications to the Generic Records Retention
Schedule guide. These changes have been initiated by events such as revised legislation or updated
retention best practices. The table displays in reverse chronological order.

Change Date
(yyyymmdd)

Table of Contents Title
(of area of change)

Description of Change

Author of
Edit
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This Generic Records Retention Schedule (GRRS) was created by the OASBO Privacy and Information
Management Committee (PIM), reviewed by a certified Records and Information Management
Professional, and legally vetted.

The goal of the committee was to provide a simplified Records Retention Schedule in order to make it
easy for anyone in a school district to implement a compliant records management practice. The guide
has been published in various formats enabling school districts to customize it to meet their needs.
While the document is editable, it is important to note that these guidelines identify the minimum
amount of time, based on legislation, that a record must be kept.

Board records are vital to the organization. They are the corporate memory of the school Board. The
records created in the course of your work:

e do not belong to you;

e are the property of the Board;

e are a corporate asset;

e are important sources of administrative, fiscal, legal, evidential and historical information;
e records must be accessible and available for current and future needs.

School boards are required to comply with information access and privacy legislation and must be able
to fulfill requests for information from individuals or organizations in an efficient, thorough and timely
manner. In order to accomplish these goals, a solid records management program must be in place.

Records management refers to the creation, maintenance, use and disposal of the records of an
organization throughout their entire lifecycle. Records management also ensures that vital information
is available to support the business of the organization.

Record Defined

A Record is any information however recorded whether in print form, on film, by electronic means, or
otherwise. Records can be in many formats: paper, video, audio, microfilm, or electronic. Examples of
records include the following:

e email;

e text message;

e digital media;

e websites;

e electronic document management systems.

A Transitory Record is useful for only a short time and has minor importance. When its use is over it
should be deleted or destroyed. Examples of transitory records include the following:

e personal messages;

e general notices and announcements;

e copies of documents and emails;

® cc, beg, or FYl emails kept only for convenience;

e drafts and working documents to prepare final records with a few exceptions such as
agreements/contracts, drafts in developing legislation.

A Non-Record has no bearing on the organization’s functions, operations, or mandate. Non-records are
typically used, if ever, only for a very limited period of time. They do not have to be collected and
maintained. These documents are not required to be retained and therefore do not appear on a
records retention schedule. Examples of non-records include the following:
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e reference books;
e published legislation from other boards, municipalities or government agencies;
e extra copies/convenience copies.

Legislation
Managing information is fundamental to organizational efficiency, effectiveness, and economy. School

boards manage records in accordance with statutory and organizational requirements in order to
maintain an authentic and reliable record of its actions, transactions and decisions.

Some of the important legislation related to school board records management are:

e Municipal Freedom of Information and Protection of Privacy Act (MFIPPA);
e Personal Health Information Protection Act (PHIPA);

e Education Act, R.S.0. 1990, Chapter E.2;

e Evidence Act, R.S.0. 1990, Chapter E.23;

e Personal Health Information Protection Act

however, there are many other pieces of legislation that contain records management requirements.

Why Records Management

Why do we need records management?
Records management ensures:

e the protection of records vital to the administration and governance of the Board;

e the protection of our valuable historical records;

e acommon expectation of available and accessible information;

e aframework for effective, efficient, and economical information management practices.
Can school boards deviate from the retention periods specified in this document?

Yes. This schedule provides the minimum retention requirements based on legislation, however; a
board may decide to keep records longer based on operational need. Any retention beyond legislated
minimums should be based on informed and justifiable records management decisions.

Do | have to follow a records retention schedule? Why?

Yes. To ensure accountability and transparency, school board employees have an obligation to manage
records in accordance with statutory and organizational requirements. Accurate and consistent
classification and retrieval procedures support good business practices.

Any record created in your professional capacity, is a record belonging to the Board.
Who is responsible for managing records?

All school board employees must ensure that records, for which they are responsible, are accurate,
complete, and are retained and disposed of in accordance with the approved records retention
schedule.

This records retention schedule identifies the Department of Responsibility for a record. The
department of responsibility is the creator or source of a record and therefore holds the official record.
The department of responsibility must follow the minimum retention as set out by the Board’s records
retention schedule. Copies and duplicates of records are transitory records and do not need to be
retained.
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How to Use this Records Retention Schedule

A records retention schedule is an essential component of any records management program. It
provides guidelines governing the minimum amount of time a record must be maintained and its
disposition based on legislation and operational need.

Records are categorized by their content regardless of their format (e.g. paper, video, audio, microfilm,
or electronic). As well, records are further organized by Business Function (function). The functions in
this guide are as follows:

BUSINESS FUNCTIONS
Administration (Function Title)

The function of overseeing the administration of the team and units within the board/authority and
schools. Records supporting this function relate to administrative committees’ decisions and meetings,
and internal administrative support or services. The functions of acquiring and managing equipment,
supplies, services and materials for schools.

Communications & Public Relations (Function Title)

The function of promoting and marketing boards/authorities/schools and programs and services.
Records in this function include board/authority/school communication and press releases, speeches,
websites, public relations activities, events and news releases; materials relating to marketing
research, publications and reports.

Facilities Management (Function Title)

The function of managing and maintaining board/ authority buildings and facilities and supporting
capital initiatives and building improvements. Records include maintenance and operations reports,
requests and logs, environmental testing of facilities, equipment maintenance and testing, facilities
planning and improvements, capital and non-capital projects, inspection reports, and records relating
to property acquisition and disposition, building and office renovations, security, and property
management relationships such as parking.

Financial Management (Function Title)

The function of managing board/authority/school financial and accounting resources. Includes
establishing and operating and maintaining accounting (payables, receivables, revenue) systems,
controls and procedures, financial planning, reporting, preparing budgets and budget submissions, and
the monitoring and analysis of capital assets. Records include but are not limited to accounts payable
and receivable, budgets, audits, benefits accounting, expense payments, financial reporting, fixed asset
management and all matters regarding the allocation and control of funds.

Governance & Legal (Function Title)

The function of governing boards/authorities/schools and exercising legal authority and control. The
corporate governance structure specifies the distribution of rights and responsibilities among different
participants in boards/authorities/schools, such as the board and staff, and spells out the rules and
procedures for making decisions on it affairs. Includes resolutions, bylaws, policies and procedures,
charters, board meeting administration, and strategic planning.

Also, the function of addressing legal issues relating to the operations of the board/ authority and
schools. Records include, but are not limited to, claims and litigation files, appeals and hearings,
contracts and agreements entered into on behalf of the board/ authority and schools, deeds and titles
relating to properties, harassments incidents, etc.
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Human Resources Management (Function Title)

The function of managing all employees within the organization in accordance with policies and
procedures. Records include but are not limited to personnel records, employee collective agreements,
employee information (including medical information), conditions of work, overtime, salary rates,
pensions, benefits, payroll records, grievances, performance evaluations and recruitment.

Planning & Research (Function Title)

The function of undertaking research and planning to support the ongoing operations of the school
and board. Records include but are not limited to research surveys, studies and reports which address
issues such as school boundaries, student demographics, municipal planning and statistics used to
support Ministry funding requests.

Program Design & Development (Function Title)

The function of applying curriculum guidelines and designing education programs for students. Records
include but are not limited to proposals, correspondence, lesson plans, and course outlines.

Student Services (Function Title)

The function of providing students with programs and services in accordance with the Education Act.
Records cover such areas as admissions, transfers and withdrawals, Ontario Student Records, guidance
and counselling, assessments, consent/ permission forms for special activities and programs, and
extra-curriculum programs and participation. Records include but are not limited to student marks,
program participation records, examination and testing records, and counselling records.
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Retention Schedule Explained

Generic Records Retention Schedule

Function: Records and information in this retention Description: This explains the Function and
schedule are classified into nine primary functional details the types of records that are
categories. included in the Function.

Facilities Management

Description: The function of managing and maintaining bog
supporting capital initiatives and building improvements. Recg organized by activity.
reports, requests and logs, environmental testing of facilities, .

facilities planning and improvements, capital and non-capital
relating to property acquisition and disposition, building and o
management relationships such as parking.

Record Series: Subsection of the Function

responsible for the record.

Record Series

Accountability

Accountability: The group/department/person is

Total Disposition |Citations/Comments
Retention

Assets & Property
Management & Maintenance

Building and Site Approvals

e Includes documentation such
as site plan approvals, building
permits, Life Safety Plan and
municipal reports pertaining to
the approval of building plans
by the municipality, Fire
Marshal’s Office, Ministry of
Education, Ministry of Health,
and other government bodies.

Facilities

e Building Code Act
e Education Act

E + 6, E= as |Destroy

long as

building * o )
remains Citations/Comments:
Board * | Legislation/legal authority
property guiding the retention.

Disposition: How you dispose of
the record.

Series.

Record Types: List of
records within the Record

I

Total Retention: Records and
information in this retention
schedule are classified into nine
primary functional categories.

Image of Retention Schedule with all areas defined.
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Retention Schedule Terms and Timeframes

The retention schedule includes a minimum retention period based on applicable legislation and
business need. The following explains the Codes used in the Total Retention column of the Records
Retention Schedule. The schedule also includes a minimum retention period based on applicable
legislation and business need.

Archival Review

Refers to reviewing the records series before destruction to see whether they have an historic
significance prior to destruction. This is different from archival because in the case of an archival
designation the entire records series is kept for posterity, whereas in archival selection before
destruction records are “selected” for potential historic significance.

CY (Current School Year)

Refers to September 1st to August 31st.
FY (Fiscal Year)

Refers to September 1st to August 31st.
Destroy

Requires that upon expiration of the retention period the document is destroyed — shredded, recycled,
deleted (expunged).
s/0

Refers to the replacement of a document once it has been updated or revised. The new document
supersedes the previous version.
E (Event)

Trigger for disposition. The trigger is the item that has to happen to start the retention period.
PIB (Personal Information Bank)

Refers to records in which individuals are identifiable. (e.g. home address, phone number, social
insurance number, image/photo, employee number). This information is protected under MFIPPA.
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Classification & Retention Schedule

Administration

Description: The function of overseeing the administration of the team and units within the
board/authority and schools. Records supporting this function relate to administrative committees’
decisions and meetings, and internal administrative support or services. The functions of acquiring and
managing equipment, supplies, services and materials for schools.

Record Series Accountability | Total Disposition | Citations/Comments
(Administration) Retention
ACCESS & PRIVACY
Access Requests for Freedom of E +2 years Destroy PIB
Information Information, E= appeal Ont.1, Ont.2, Ont. 4
Includes requests and School, HR period
tracking sheets for Freedom expires+2
of Information Requests years

made under the Municipal
Freedom of Information
Act.

Requests for access to

student/employee records
and information.

Information Breaches Freedom of E +2years Destroy PIB
Tracking sheets. Records Information, E = Final Ont.1, Ont.2, Ont. 4
relating to the resolution of | Privacy, resolution of
breach. Records the breach + 2
Information years
Management
INFORMATION
TECHNOLOGY
Computer & Information .T. Services S/O + 1 year Destroy
Systems

Records related to system
architecture and
maintenance.
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MEETINGS MANAGEMENT

External Meetings:
Associations/
Organizations/
Government

Includes reports,
newsletters, publications,
conference and workshop
information and
proceedings from meetings
between the school board
and external organizations.

Originating
site

CY + 3 years

Destroy

Internal Meetings:
Administrative and Staff

Includes records regarding
staff meetings, student
council and committees
such as principals’ council,
secretaries’ meetings, as
well as district and subject
head meetings. Records
include agendas, minutes,
reports and resolutions.

Excludes Board Minutes.

Originating
site or meeting
chair

CY + 3 years

Destroy

OFFICE SERVICES

Board Internal Services

Records relating to
translation, audio visual
services,
duplicating/printing
services, mail/courier and
delivery services.

Requisitions and memos for
services, confirmations and
service logs/reports,
correspondence, reports,
etc.

Board Services

CY + 3 years

Destroy
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RECORDS & ARCHIVES
MANAGEMENT
Archives Management Office of S/O + 1 year Archival
Policies and procedures Archives and Review
regarding archives Records
management. Management
Forms Management Originating S/0 +1 year Destroy
Includes forms history, Site
creation, revision, and
retirement date.
Records Disposition Freedom of Life of Board + | Life of Ont. 31
Lists of stored and Information, 5 years Board + 5
destroyed records, Privacy, years
retention schedules Records
Information
Management

Communications & Public Relations

Description: The function of promoting and marketing boards/authorities/schools and programs and
services. Records in this function include board/authority/school communication and press releases,
speeches, websites, public relations activities, events and news releases; materials relating to

marketing research, publications and reports.

Record Series

(Communications & Public
Relations)

Accountability

Total
Retention

Disposition

Citations/
Comments

EVENT MANAGEMENT

Events
Includes memos, notices,

correspondence with parents
and others, programs and all
related materials pertinent to

events sponsored by the
board or by schools (e.g.

parents’ night, school opening

ceremonies, reunions, etc.).

Communications
or Site Specific

CY + 1 year

Archival Review

MEDIA & PUBLIC RELATIONS

Commendations, Awards &
Recognition

Includes commendations

Communications
or Site Specific

CY + 1 year

Archival Review

PIB

Ont. 1, Ont. 2,
Ont. 4
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Record Series

(Communications & Public
Relations)

Total
Retention

Accountability

Disposition

Citations/
Comments

received from the general
public and parents regarding
various programs and the
treatment of students,
certificates of appreciation,
and awards a recognition of
staff.

Complaints

Includes records related to
general complaints about the
board/school and its activities.
Includes correspondence,
investigations, findings, and
related reports regarding
resolution. Complaints about a
specific project or program
may be contained within the
program.

Excludes complaints specific
to an individual student or
staff member.

Communications
or Site Specific

E+1vyear

E = date of
complaint

Destroy

PIB

Ont.1, Ont. 2,
Ont. 4

Contact and Mailing Lists

Includes all lists of individuals
or organizations to whom
Board and school
communications are sent for
information purposes.
Includes telephone
directories, principal’s visitor
book, emergency contact lists,
etc.

Site Specific S/0

S/0

PIB
Ont. 4

Media Relations and News
Releases
Includes records regarding

Board relations with the
various media.

Records include press releases
and information releases.

CY+3
years

Communications

Archival Review
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Record Series

(Communications & Public
Relations)

Accountability

Total
Retention

Disposition

Citations/
Comments

News Reports

Includes news reports from
newspapers, magazines,
websites and other
publications regarding the
board/authority, school, staff,
students and trustees.

Communications

CY + 1 year

Archival Review

Photographs

Includes class photos,
yearbook photos, and
officials/trustees group
photos.

Communications
or Site Specific

CY + 1 year

Archival Review

PIB
Ont. 4

Public Relations

Includes recorded information
regarding the Board’s
relations with the public as
well as recorded information
relating to the production and
distribution of information to
the public, outside agencies,
and schools.

Communications

CY + 1 year

Destroy

Publications

Includes all publications
produced for the Board by the
Communications Department

Communications

S/0+5
years

Archival Review

Speeches and Presentations

Includes speeches and
presentations prepared for
delivery by Board/school staff
and elected officials.

Communications
or Site Specific

CY+3
years

Archival Review

SCHOOL PERSONAL
COLLECTIONS

Memorabilia

Includes records regarding
school, program, department,
and/or board memorabilia,
collectibles and other
historical items which reflect
the individual nature of the

Communications
or Site Specific

CY + 1 year

Archival Review

PIB
Ont. 4
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Record Series

(Communications & Public
Relations)

Accountability

Total
Retention

Disposition

Citations/
Comments

schools, programs and
departments such as informal
school histories, school logos
and crests, songs, names,
colours, equipment, reference
material, etc.

For Photographs See: Media &
Public Relations - Photographs

Facilities Management

Description: The function of managing and maintaining board/ authority buildings and facilities and
supporting capital initiatives and building improvements. Records include maintenance and operations
reports, requests and logs, environmental testing of facilities, equipment maintenance and testing,
facilities planning and improvements, capital and non-capital projects, inspection reports, and records
relating to property acquisition and disposition, building and office renovations, security, and property

management relationships such

as parking.

R = Accountability | Total Disposition | Citations/Comments
(Facilities Management) Retention

ASSETS & PROPERTY

MANAGEMENT &

MAINTENANCE

Building and Site Approvals | Facilities E + 15 years Destroy P——

Includes documentation
such as site plan approvals,
building permits, Life Safety
Plan and municipal reports
pertaining to the approval of
building plans by the
municipality, Fire Marshal’s
Office, Ministry of
Education, Ministry of
Health, and other
government bodies.

E=aslongas
building
remains Board
property

Ont. 142, Ont. 143,
Ont. 145, Ont. 150,
Ont. 174, Ont. 184,
Ont. 190, Ont. 194
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Record Series

(Facilities Management)

Accountability

Total
Retention

Disposition

Citations/Comments

Drawings and Specifications

Includes technical
specifications for a project
or property, e.g.,
mechanical, electrical and
structural.

Includes building and fire
code requirements and
architect’s instructions.

Includes all drawings and
plans of schools and offices,
such as master drawings and
floor plans, site plans, aerial
plans, and plans for
additions and alterations.

Facilities

E + 15 years

E=aslongas
building
remains Board
property

Destroy

Vital
Ont. 15, Ont. 35

Environment Assessments
& Studies

Includes information relating
to soil, tree preservation and
mitigation, geotechnical
infrastructure expansion,
water, air, and other
environmental issues.

Facilities

Life of Board +
5 years

Life of
Board + 5
years

Ont. 221, Ont. 332

Facilities Construction
Projects

Includes budgets, estimates,
project plans and schedules,
progress reports, project
meeting minutes,
certificates of clearance,
project drawings and
correspondence regarding
the building of schools and
other properties.

For Capital Projects

Financing See: Capital
Projects Financing

For Final (As-Built) Drawings

See: Drawings &
Specifications

Facilities

E + 6 years
E = completion
of project

Destroy

Ont. 8, Ont. 10, Ont.
15, Ont. 124, Ont.
194
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Record Series Accountability | Total Disposition | Citations/Comments

(Facilities Management) e

Facilities Improvement Facilities E + 6 years Destroy Ont. 8, Ont. 9, Ont.
Projects E = completion 10, Ont.11, Ont. 15,

Includes project records of project Ont. 17. Ont. 19,

regarding the building Ont. 20, Ont. 55,

improvements program and Ont. 175, Ont. 184,

supporting documents Ont. 185, Ont. 190,

specific to additions, Ont. 194

renovations, and alterations

to schools and buildings.

Records include project

drawings, project plans,

meeting minutes, project

updates, budgets, etc.

For Final (As-Built) Drawings

See: Drawings &

Specifications

Facilities Planning Facilities CY + 3 years Destroy

Includes records regarding

the allocation of classroom

and workspace to staff and

students. Records include

correspondence, proposed

enrolment studies and

reports, facilities use plans,

facilities designs and layouts,

furniture layouts, etc.

Maintenance and Facilities E + 5 years Destroy Ont. 9, Ont. 10, Ont.
Operations: Buildings/ E = disposal of 11, Ont. 17, Ont. 18,
Physical Plant and facility or Ont. 20, Ont. 141,
Equipment equipment Ont. 142, Ont. 145,

Includes records related to Ont. 146, Ont. 147,

support the maintenance Ont. 148, Ont. 149,

and operations of buildings, Ont. 150, Ont. 151,

physical plant and Ont. 163, Ont. 164,

equipment. Ont. 165, Ont. 175,

Includes office equipment. Ont. 177, Ont. 178,

Ont. 179, Ont. 180,

Ont. 182, Ont. 183,

Ont. 184, Ont. 185,

Ont. 190, Fed. 15
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Record Series Accountability | Total Disposition | Citations/Comments

(Facilities Management) e

Maintenance and Facilities E +2years Destroy Ont. 34
Operations: Grounds E = completion

Maintenance requisitions, of inspection

work orders, logs and or completion

reports showing actions of

taken re grounds keeping, maintenance

snow clearance, and

cleaning.

Land Surveys Facilities S/0 Archival

Includes land survey Review

information such as legal

property surveys,

construction layout and

control surveys, and field

notes.

Parking Originating CY + 1 year Destroy Ont. 192, Ont. 193

Records related to parking at | Site

sites.

Permits/Facility Bookings Facilities E + 2 years Destroy PIB

Includes copies of permits E = when Ont. 1, Ont.2, Ont. 4,

issued by the board for the
use of school property for
purposes such as polling
stations and community
events.

Also includes applications
for permits, lists of permit
holders and inter-
jurisdictional permits.

permit expires

Ont. 34

HEALTH, SAFETY &
SECURITY
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Record Series

(Facilities Management)

Accountability

Total
Retention

Disposition

Citations/Comments

Accessibility of Services and
Information

Records relating to the
accessibility of services and
provision of information to
persons with disabilities.

Includes records that
identify, remove and
prevent barriers for persons
who work, learn or
volunteer in and/or use
services in Board facilities.

Human
Resources

CY + 6 years

Destroy

Ont. 5, Ont. 43, Ont.
137, Ont. 210, Ont.
211, Ont. 212, Ont.
214

Confined Spaces

Includes records relating to
the assessment of confined
spaces and the written plan
and procedures for the
control of hazards in
confined spaces.

For HR Training Records See:
Training & Skills

Development

Human
Resources

E + 3 years

3 years; as
long as 2 most
recent records
retained.

Destroy

Ont. 152, Ont. 153,
Ont. 154, Ont. 155,
Ont. 156

Emergency Plans and
Procedures

Includes records regarding
emergencies and related
plans to support the
board/school in case of fire
or other emergencies.
Records include emergency
plans and procedures
including for lock-downs and
business continuity plans.

Facilities

S/0 + 5 years

Destroy

Ont. 19, Ont. 32,
Ont. 103, Ont. 143,
Fed. 9, Fed. 10, Fed.
15, Fed. 42, Fed. 43,
Fed. 44
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Record Series Accountability | Total Disposition | Citations/Comments
(Facilities Management) e
Hazardous, Biological, Human E + 7 years Destroy Ont. 37, Ont. 38,
Chemical or Physical Resources E = End of Ont. 39, Ont. 40,
Agents reporting Ont. 158, Ont. 163,
Includes records regarding period to Ont. 164, Ont. 166,
the monitoring or hazardous which relates Ont. 167, Ont. 168,
chemical & physical agents, Ont. 169, Ont. 176,
and designated substances Ont. 177, Ont. 178,
in accordance with the Ont. 220, Fed. 42,
Occupational Health & Fed. 43, Fed. 44,
Safety Act. NB includes air Fed. 45, Fed. 46,
quality reports, and excludes Fed. 47, Fed. 48,
exposure records. Fed. 49
Designated Substances & Human E + 5 years Archival Ont. 181, Ont. 196,
Hazardous Materials — Resources Event = Report | Review Ont. 197, Ont. 215,
Waste Monitoring and made Ont. 216, Fed. 45
Management
Includes records related to
the management and
disposal of chemical,
biological or physical agents
or substances.
Health and Safety Incident Human E + 3 years Destroy PIB
Reports (Board Ofﬁ‘_:e) Resources E = No further Ont. 1, Ont. 2, Ont.
Health and Safety Incident appeal + 3 3, Ont. 4, Ont. 34,
Reports (kept at each years for Ont. 132
school)
adults
Includes general records Note: If
relating to incidents that .
student is

affect health and safety of
staff. For example
emergency response, school
iliness, infections,
guarantines, etc. Records
include reports,
correspondence and
summaries, information
related to actions taken by
staff.

For Serious Student
Incidents See: Student

Discipline

under the age
of 21, records
must be kept
until 21t
birthday
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Record Series

(Facilities Management)

Accountability

Total
Retention

Disposition

Citations/Comments

Occupational Health &
Safety

Includes general recorded
information regarding the
occupational health and
safety of staff and students.
Joint Health & Safety
Committee minutes,
inspections, WHMIS,
guarantines, infestations,
playground safety, Safety
Data Sheets (formerly
known as Material Safety
Data Sheets), health and
safety inspection reports,
etc.

For Accident Reports See:
Accident/Incident Claims
and Reports

For Claims/Litigation See:
Legal Claims/Litigation

Facilities

CY + 3 years

Destroy

Ont. 33, Ont. 34,
Ont. 37, Ont. 39,
Ont. 40

Site Security Administration

Includes records regarding
the security of office and
school facilities and
properties such as control of
keys, trespassing,
emergency telephone
numbers/contacts, and
police station locations.

Also includes school visitor
book and contractor logs,
etc.

Excludes video surveillance
system records.

Facilities

CY + 2 years

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4,0nt. 19

Video Surveillance Reports

Includes reports and footage
captured through the use of
video surveillance in schools
and buses.

Facilities

30 Days

CY + 1yearif
footage is
viewed

Destroy

PIB
Ont.1,0nt. 2,0nt. 4
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Record Series Accountability | Total Disposition | Citations/Comments
(Facilities Management) M
INSPECTIONS AND TESTING
Fire Protection Systems and | Fycilities E+2 years Destroy Ont. 141, Ont.145,
Emergency Power Systems E=Report Ont.147, Ont. 148,
Includes records regarding prepared; as Ont. 149, Ont. 150,
the inspection and testing of long as current Ont.151, Ont. 180,
emergency power systems, and Ont. 184, Ont. 185,
fire extinguishers and fire immediately Ont. 188, Ont. 189,
protection systems. preceding Ont. 190
report are
available;
retained at
building
premises for
examination
on request)
Health & Safety Inspection | Health and CY + 6 years Destroy Ont. 9, Ont. 11, Ont.
Reports Safety (Board 17, Ont. 18, Ont. 20,
Office) Ont. 121, Ont. 122,
Ont. 123, Ont. 124,
Health and Ont. 125, Ont. 126,
Safety (kept at Ont. 127, Ont. 128,
each School) Ont. 129, Ont. 130,
Ont. 179, Ont. 189
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Record Series

(Facilities Management)

Accountability

Total
Retention

Disposition

Citations/Comments

Logs and Inspection
Reports: General

Includes all documentation
to support the inspection
and testing of buildings,
equipment, physical plant
and property.

Records include logs,
inspection reports, year-end
reports, equipment lists and
locations.

Includes water flushing logs,
water testing reports,
elevator logs, sanding and
salting logs, playground
equipment inspections logs,
chemical treatment logs,
underground storage tank
inspections, playground
inspections, physical
education equipment
inspections, technical
program equipment, etc.

For Emergency Power
Systems Inspections and
Testing, See: Fire Protection
Systems & Emergency Power
Systems

For Fire Protection Logs and
Testing See: Fire Protection
Systems & Emergency Power

Systems

Facilities

CY + 6 years

Destroy

Ont. 9, Ont. 11, Ont.
17, Ont. 18, Ont. 20,
Ont. 121, Ont. 122,
Ont. 123, Ont. 124,
Ont. 125, Ont. 126,
Ont. 127, Ont. 128,
Ont. 129, Ont. 130,
Ont. 179, Ont. 189
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Description: The function of managing board/authority/school financial and accounting resources.
Includes establishing and operating and maintaining accounting (payables, receivables, revenue)
systems, controls and procedures, financial planning, reporting, preparing budgets and budget
submissions, and the monitoring and analysis of capital assets. Records include but are not limited to
accounts payable and receivable, budgets, audits, benefits accounting, expense payments, financial
reporting, fixed asset management and all matters regarding the allocation and control of funds.

Record Series Accountability | Total Disposition | Citations/Comments
(Financial Management) AT
ACCOUNTING
ADMINISTRATION
Accounts Payable Finance FY + 6 years | Destroy PIB
Includes records Ont. 1, Ont. 2, Ont. 4,
documenting funds payable Ont. 14, Fed. 6, Fed.
by the Board, such as 16, Fed. 17, Fed. 18,
invoices, employee and Fed. 19, Fed. 30, Fed.
trustee expenses, legal fees, 38
vendor transaction listings,
payment vouchers, cheque
requisitions, utilities and
phone bills, petty cash
disbursements.
Accounts Receivable Finance FY + 6 years | Destroy Vital
Records relating to the Ont. 14, Fed. 6, Fed.
accounting for money owed 16, Fed. 17, Fed. 18,
to schools and boards. Fed. 19, Fed. 30, Fed.
Records include invoices, 38
cash receipts,
correspondence, cash lists
and statements of account.
Banking Finance FY + 6 years | Destroy Ont. 14, Fed. 6, Fed.
Includes records regarding 16, Fed. 17, Fed. 18,
banking transactions and Fed. 19, Fed. 30, Fed.
relationships with banks, 38
bank statements, bank
reconciliations, deposit
records, cancelled cheques,
returned cheques, and
cheque stubs.
Capital Revenue Finance FY + 6 years | Destroy Vital
Includes records related to
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Record Series

(Financial Management)

Accountability

Total
Retention

Disposition

Citations/Comments

capital revenue from sale of
property and rental income
from leased premises and
other sources.

Ont. 14, Fed. 6, Fed.
16, Fed. 17, Fed. 18,
Fed. 19, Fed. 30, Fed.
38

Scholarship Funds, Bequests
& Donations

Records regarding the
administering & setting up of
scholarship funds &
donations, including fund
histories, correspondence &
data sheets. Background
information, copies of wills
regarding the administration
of the bequests & donations
of monies & other materials
to the Board.

Finance

Life of Board
+ 5 years

Life of
Board + 5
years

PIB

Ont. 1, Ont. 2, Ont. 4,
Ont. 6, Ont. 195

Grants & Subsidies

Information and records
relating to all grants and
subsidies for Federal,
Provincial and Municipal
bodies.

Finance

FY + 6 years

Destroy

Ont. 14, Ont. 74, Ont.
115, Ont. 116, Fed. 6,
Fed. 16, Fed. 17, Fed.
18, Fed. 19, Fed. 30,
Fed. 38, Fed. 40

Non-Board Funds

Includes records on funds
allocated to or raised by the
school/parent council,
student council or other
student, parent or
community groups
consisting of account
receivable and payable
documents such as invoices
and vouchers.

Finance

FY + 6 years

Destroy

Ont. 14, Fed. 6, Fed.
16, Fed. 17, Fed. 18,
Fed. 19, Fed. 30, Fed.
38

FINANCIAL PLANNING

Budgets

Includes departmental and
board budgets, both capital
and operating. Includes all

Finance

FY + 6 years

Destroy
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Record Series

(Financial Management)

Accountability

Total
Retention

Disposition

Citations/Comments

working notes, budget
formula calculations, current
estimate highlights, and
preliminary formula budget
calculation sheet summaries
and budgeted vs. actual
reports.

Capital Projects Financing

Includes records relating to
the financing of capital
projects. Includes quarterly
reports, working papers,
building monthly costs,
capital payment vouchers,
approvals, costing, capital
expenditure forecasts and
correspondence with
architects and contractors.

Finance

E + 10 years
E=
Completion
of project

Archival
Review

Ont. 13, Ont. 14, Ont.
139, Fed. 6, Fed. 16,
Fed. 17, Fed. 18, Fed.
19, Fed. 20, Fed. 30,
Fed. 38

FINANCIAL REPORTING

Audits - Financial

Includes records regarding
internal & external financial
audits of accounts

For Audited Financial
Statements See: Financial
Statements (Audited)

Finance

FY + 6 years

Destroy

Ont. 14, Ont. 99, Ont.
191, Ont. 225, Fed. 6,
Fed. 16, Fed. 17, Fed.
18, Fed. 19, Fed. 30,
Fed. 38

Enrolment & Financial
Reporting
Includes all counts,
summaries and projecting
documenting enrolments in
the school system and
statistical reports required
by the Ministry of Education
as part of the funding
process for the preparation
of educational statistics, e.g.
OnSis October and March
school/board reports.

Finance

FY + 6 years

Destroy

Vital

Ont. 14, Ont. 114,
Ont. 225, Fed. 6, Fed.
16, Fed. 17, Fed. 18,
Fed. 19, Fed. 30, Fed.
38
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Record Series

(Financial Management)

Accountability

Total
Retention

Disposition

Citations/Comments

Also school audits on
enrolment and
documentation determining
a student’s status.

Financial Statements
(Audited)

Includes the balance sheet,
income statement,
statement of source and
application of funds, and
other audited financial
statements.

Finance

Life of Board
+ 5 years

Life of
Board + 5
years

Ont. 65, Ont. 198

Financial Working Papers

Includes all drafts,
calculations, grant
calculations and other
working papers associated
with the development of
financial statements for the
Board.

Finance

FY + 6 years

Destroy

Funding Assessments

Includes records relating to
the direction of school
support, levies and related
assessments.

Also includes information on
fee-paying, non-resident and
international visa students.

Corporate
Services

FY + 6 years

Destroy

Ont. 14, Ont. 74, Ont.

225, Fed. 6, Fed. 16,

Fed. 17, Fed. 18, Fed.

19, Fed. 30, Fed. 38

Inventory Control: Fixed
Assets

Records relating to the
balance sheet, including
fixed asset listings,
depreciation details, asset
transfer information, and
details of extraordinary
entries.

Finance

Life of Asset
+ 6 years

Life of Asset
+ 6 years

Vital

Ont. 14, Fed. 6, Fed.
16, Fed. 17, Fed. 18,

Fed. 19, Fed. 30, Fed.

38

Inventory Control: Non-
Fixed Assets

Includes all records

Finance

FY + 6 years

Destroy

Ont. 14, Fed. 6, Fed.
16, Fed. 17, Fed. 18,
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Record Series Accountability | Total Disposition | Citations/Comments
(Financial Management) MR

regarding inventories of Fed. 19, Fed. 30, Fed.
board-owned equipment. 38

Excludes hazardous

materials inventories.

Investments & Debentures | Finance E+6years | Destroy Ont. 14, Fed. 6, Fed.
Includes records regarding E = closure 16, Fed. 17, Fed. 18,
the Board’s investments, of account, Fed. 19, Fed. 30, Fed.
term deposits and redemption 38

promissory notes, records of issue

regarding the debentures

issued, information on the

initial issuance of the

debenture and records of

payments made to investors.

Ledgers: General Finance Life of Board | Life of Fed. 30, Fed. 37
Includes all records in the + 5 years Board + 5

books of original entry, years

whether maintained in book

format or as a computer

report.

Ledgers: Subsidiary Ledgers, | Finance FY + 6 years | Destroy Ont. 14, Fed. 6, Fed.
Registers and Journals 16, Fed. 17, Fed. 18,
Includes all subsidiary Fed. 19, Fed. 30, Fed.

ledgers, registers and 38
journals such as payment
and receipt journals, journal
vouchers, payroll registers,
purchase order registers,
and year-end adjustments.
Taxation Finance FY + 6 years | Destroy Ont. 13, Ont. 14, Ont.
Includes records 139, Fed. 1, Fed. 2,
documenting taxation such Fed. 3, Fed. 4, Fed. 6,
as gas surtax reports, income Fed. 8, Fed. 14, Fed.
tax returns and sales tax 16, Fed. 17, Fed. 18,
tables. Fed. 19, Fed. 20, Fed.
Also included Harmonized 23, Fed. 30, Fed. 36,
Sales Tax (HST), accounting Fed. 38
and information on
exemptions and refunds.
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Record Series Accountability | Total Disposition | Citations/Comments
(Financial Management) MALIHIET
PAYROLL
Payroll Finance CY + 6 years | Destroy PIB
Includes all records of Ont. 1, Ont.2, Ont. 4,
payments of salary, wages Ont. 16, Ont. 21, Ont.
and deductions to 27, Ont. 131, Ont.
employees. Includes payroll 136, Ont. 140, Ont.
master cards, time sheets, 170, Ont. 171, Ont.
direct deposit request forms, 172, Ont. 206, Ont.
payroll update logs, 207, Ont. 208, Ont.
holdbacks, and payroll 209, Fed. 5, Fed 6,
deduction and billing Fed. 7, Fed. 8, Fed. 23,
reports. Fed. 25, Fed. 26, Fed.
Also includes T4’s, TD’s, and 27, Fed. 30, Fed. 33,
ROE’s. Fed. 34, Fed. 40, Fed.
41

Pension Contributions/ Finance E+6years | Destroy PIB

Support E = until Ont. 1, Ont. 2, Ont. 4
Includes contribution cards pension is
detailing pension and paid out to
benefits obligations due to all
retired employees under beneficiaries
OMERS and other annuity or
superannuation plans (TPP).
Includes payroll records
required to determine and
verify pension payments.
PROCUREMENT
Tenders & Quotations Finance FY + 6 years | Destroy Ont. 14, Fed. 6, Fed.
Records regarding tenders & 16, Fed. 17, Fed. 18,
guotations obtained from Fed. 19, Fed. 30, Fed.
suppliers of goods & services 38
such as office supplies,
construction & pest control.
Requests for proposal,
requests for quotations,
specifications, bonds & all
documentation regarding
the selection process.
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Requisition
Includes purchase
requisitions, purchase orders
and blanket orders
authorizing the procurement
of goods and services.

Record Series Accountability | Total Disposition | Citations/Comments
(Financial Management) MR

Excludes vendors/suppliers/

caterers and contracts.

Purchase Orders & Purchase | finance FY + 6 years | Destroy Ont. 14, Fed. 6, Fed.

16, Fed. 17, Fed. 18,
Fed. 19, Fed. 30, Fed.
38

Governance and Legal

Description: The function of governing boards/authorities/schools and exercising legal authority and
control. The corporate governance structure specifies the distribution of rights and responsibilities
among different participants in boards/authorities/schools, such as the board and staff, and spells out
the rules and procedures for making decisions on it affairs. Includes resolutions, bylaws, policies and
procedures, charters, board meeting administration, and strategic planning.

Also, The function of addressing legal issues relating to the operations of the board/ authority and
schools. Records include, but are not limited to, claims and litigation files, appeals and hearings,
contracts and agreements entered into on behalf of the board/ authority and schools, deeds and titles

relating to properties, harassments incidents, etc.

Record Series Accountability | Total Disposition | Citations/Comments
(Governance and Legal) Retention
AGREEMENTS/CONTRACTS
ADMINISTRATION
Contracts & Agreements Operations/ E+3years | Destroy PIB
Includes all records relating Purchasing E = Contract Ont. 1, Ont. 2, Ont.
to contracts and agreements. Terminated 4, 0Ont. 34
orS/0

BOARD & COUNCIL
ADMINISTRATION
Administrative Council(s) Director’s CY + 3 years | Destroy
Includes agendas and Office
minutes of all administrative | goard Secretary
councils.
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Record Series Accountability | Total Disposition | Citations/Comments
(Governance and Legal) e
Articles of Incorporation, By- | pirector’s Life of Life of Ont. 47
Laws & Constitution Office Board + 5 Board + 5
Includes records related to years years
the operation of the School
Board as a legal entity.
Board Agendas, Minutes and | pjrector’s Life of Life of PIB
Reports Office Board +5 Board +5 | vital
Records relating to Board Board Secretary | Years years Ont. 47
minutes, agendas and '
reports, including all back-up
material.
Standing & Ad Hoc Director’s Life of Life of PIB
Committees Office Board + 5 Board +5 | vital
Includes agendas and Board Secretary | Years years Ont. 1, Ont. 2, Ont.
mmute.:s of all .Board. 4, 0Ont. 47
committees with which staff,
students, and trustees are
involved.
Trustee Records Director’s E + 4 years | Destroy PIB
All records and relevant Office E = end of Ont.1, Ont.2, Ont.4,
materials relating to position term Ont. 222
on Board. '
Trustees’ Register Director’s Life of Life of PIB
Includes a register of the Office Board +5 Board +5 Ont. 1, Ont. 2, Ont. 4
names, addresses and years years
occupations of trustees,
including the dates on which
each became or ceased to be
a trustee.
POLICIES, PROCEDURES,
DIRECTIVES
Government Guidelines/ Director’s S/0 Destroy Ont. 68, Ont. 81,
Directives Office Ont. 83, Ont. 102,
Includes correspondence, Ont. 108, Ont. 112,
guidelines and information Ont. 119, Ont. 120,
provided by government Ont. 157
ministries.
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Record Series Accountability | Total Disposition | Citations/Comments
(Governance and Legal) MR
Internal Guidelines, Policies, | Originating Life of Life of Ont. 81, Ont. 83,
Procedures, Memoranda Board + 5 Board + 5 Ont. 108, Ont. 119,
and Directives years years Ont. 120, Ont. 157
Includes policy and
procedure manuals,
guidelines and directives, and
all other policies and
procedures established by
the Board, departments and
schools.
RISK MANAGEMENT
Accident/Incident Claims Corporate E+3years | Destroy PIB
and Reports Services E = Ont. 1, Ont. 2, Ont.
Includes reports related to resolution 4, 0nt. 34
student, employee, of claim or
volunteer, and visitor report
accidents that occur on No further
board property, schools and appeal +3
the administration offices or
) years for
on school trips. adults
Records include claims, Note: If
communications, student is
investigations, reports, under the
administration of first aid and age of 21,
action taken as a result of the records
accident. must be
Includes reports to insurer. kept until
215t
birthday
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Record Series Accountability | Total Disposition | Citations/Comments
(Governance and Legal) e
Appeals & Hearings Corporate E= Ont. 1, Ont.2, Ont.
Includes records of hearings | Services resolution 4,0nt. 34
conducted with regard to Director’s of appeal or
issues that affect the Office hearing
school/board. No further
Records include appeal +3
correspondence, reports, years for
discover findings, hearing adults
proceedings and final Note: If the
decisions. Examples: SEAC, student is
IPRC, suspensions and under the
expulsions, boundary age of 21,
reviews. records

must be

kept until

215t

birthday
Insurance Policies Corporate Life of Life of Ont. 34
Includes records relating to Services Board + 5 Board + 5
policies to cover loss or years years
damage to property or
premises and to cover staff
and general public against
injury or death resulting from
accidents on school/board
premises, or otherwise
occurring during
employment.
Documentation regarding the
annual review of insurance
policies, certificates,
appraisals, and related
correspondence.
For Accident Reports See:
Accident/Incident Claims and
Reports
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Record Series Accountability | Total Disposition | Citations/Comments
(Governance and Legal) e
Property Damage/ Originating FY + 6 years | Destroy PIB
Trespassing Reports Department Ont. 1, Ont. 2, Ont. 4

Includes reports and general Ont. 34, Ont. 223
correspondence regarding
property damage, theft, or
loss.
Also includes vandalism
reports, copies of repair
invoices, monthly and annual
summaries.
Legal Claims/ Litigation Originating E+3vyears | Destroy PIB
Includes all liability claims Department/ E= Ont. 1, Ont. 2, Ont.
and litigation against or Legal resolution 4, 0nt. 34
entered into by the of appeal or
boards/authorities and hearing.
schools. No further
Records include reports, appeal +3
correspondence, years for
investigations, etc. adults.
For Accident Reports See: Note: If
Employee Incident/Accident student is
Reports under the
For WSIB/STD/LTD Claims age of 21,
See: Disability Management records

must be

kept until

21$t

birthday.
Legal Opinions/ Precedents | Originating CY +10 Archival
Records include case law, Department years Review
correspondence, reports, and | corporate
findings/opinions provided to | services
requestor.
REAL PROPERTY
MANAGEMENT
Deeds & Titles Corporate E =10 vyears | Destroy Ont. 224
Includes original deeds to any | Services E = until
board owned property. Property

Disposed
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Record Series Accountability | Total Disposition | Citations/Comments
(Governance and Legal) Retention

Property Acquisition & Sales | corporate E =10 years | Destroy Ont. 7, Ont. 224

Also includes plans, Services E = Until

correspondence, reports and Property

backup documentation disposed

relating to the acquisition or
sale of lands.

Includes land purchase
agreements, development
agreements, property
appraisals, valuations and
guotes concerning land
owned by the board or under
consideration for purchase.

Human Resources Management

Description: The function of managing all employees within the organization in accordance with
policies and procedures. Records include but are not limited to personnel records, employee collective
agreements, employee information (including medical information), conditions of work, overtime,
salary rates, pensions, benefits, payroll records, grievances, performance evaluations and recruitment.

Record Series

(Human Resources
Management)

Accountability

Total
Retention

Disposition

Citations/Comments

COMPENSATION & BENEFIT
ADMINISTRATION

Benefit Plans

Includes records regarding
benefits offered to
employees such as group
insurance, dental plans,
wellness & Employee
Assistance Program (EAP).

Includes brochures, rates,
guotes, correspondence,
explanatory documents,
benefit rate changes &
premium adjustments.

Human
Resources

S/O +1vyear

Archival
Review
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Record Series

(Human Resources
Management)

Accountability

Total
Retention

Disposition

Citations/Comments

Excludes Benefit Records of
Specific Employees.

Compensation Planning

Includes records regarding
the planning and scheduling
of salaries, such as job
evaluations, job
classification systems, salary
surveys and schedules,
salary increments, service
pay and substitution pay.

For Pay Equity Planning See:
Pay Equity

Human
Resources

CY + 10 years

Destroy

Pay Equity

Includes records regarding
the establishment and
implementation of the
board’s pay equity plan.
Records include background
information, consultant
information, questionnaires,
interview documentation
and job evaluation plans.

Human
Resources

CY + 5 years

Destroy

Ont. 132, Ont. 133,
Ont. 134

Pension

Includes: Information and
records relating to pension
information, such as:
Annual Information
Returns; General
Information on OMERS and
other Annuities; Ontario
Teachers’ Pension Plan;
Teacher’s Pension Plan
Certification; Pension
reconciliation balances.

Excludes — Individual
Employee Information and
Pension
Contributions/Support.

Human
Resources

Life of Board
+ 5 years

Life of
Board + 5
years

Ont. 136, Fed. 5,
Fed. 30, Fed. 41
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Record Series Accountability | Total Disposition | Citations/Comments
(Human Resources e
Management)
HEALTH & WELLNESS
Disability Management Human Event + 40 Destroy PIB
Long term disability, short- Resources years Ont. 1, Ont. 2, Ont.
and long-term illnesses, Event = Date 3, Ont. 4, Ont. 36,
WSIB, attendance first record Ont. 158, Ont. 159,
management, workplace created in Ont. 160, Ont. 161,
accommodations. personal Ont. 169, Fed. 22
Includes medical records, exposure
doctor’s notes, record
correspondence, and health And:
reports related to an Event + 20
employee’s medical years
situation. Includes
information and records Event = Date
relating to employee’s last record
iliness or injuries that will added to
assist the employee’s return personal
to the workplace (WSIB). exposure
record
Note: DO not
store in the
employee HR
file.
Employee Human Event + 40 Destroy PIB
Incident/Accident Resources years Ont. 1, Ont. 2, Ont.
Reports

Includes reports of
accident/injury to board
employees under the
Workplace Safety and
Insurance Act and
designated substances
exposure records under the
Occupational Health and
Safety Act.

Records may include:

Event = Date
first record
created in
personal
exposure
record

And:

Event + 20
years

Event = Date

3, Ont. 4, Ont. 34,
Ont. 217, Ont. 219

doctor’s notes, follow-up |a;; rzcord
notes and related adde t<|)
correspondence, and short- persona
exposure
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Record Series Accountability | Total Disposition | Citations/Comments

(Human Resources e

Management)

term and long-term record

disability claims for both

teaching and support staff

and record of

administration of first aid.

Employee Human Event + 40 Destroy PIB
Incident/Accident Resources years Ont. 1, Ont. 2, Ont.
Reports Event = Date 3, Ont. 4, Ont. 34,

Includes reports of first record Ont. 217, Ont. 219

accident/injury to board created in

employees under the personal

Workplace Safety and exposure

Insurance Act and record

designated substances And:

exposure records under the

Occupational Health and Event +20

Safety Act. years

Records may include: Event = Date

doctor’s notes, follow-up last record

notes and related added to

correspondence, and short- personal

term and long-term exposure

disability claims for both record

teaching and support staff

and record of

administration of first aid.

Medical Records: Human Event + 40 Destroy PIB
Hazardous Materials Resources years Ont. 1, Ont. 2, Ont.

Exposure

Records of staff exposure to
asbestos and other
hazardous materials.

Event = Date
first record
created in
personal
exposure
record

And:

Event + 20
years

Event = Date
last record

3, Ont. 4, Ont. 36,
Ont. 158, Ont. 159,
Ont. 160, Ont. 161,
Ont. 169, Fed. 22
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Record Series

(Human Resources
Management)

Accountability

Total
Retention

Disposition

Citations/Comments

added to
personal
exposure
record

LABOUR/EMPLOYEE
RELATIONS

Equity Issues

Includes information and
records relating to all equity
issues such as gender;
guestionnaires and plans;
race relations; and
strategies.

For Pay Equity See: Pay
Equity
For Harassment Incidents

See: Respect in the
Workplace

Human
Resources

CY + 10 years

Destroy

Grievances

Includes records regarding
grievances filed by
employees such as
evaluation reports,
notifications,
correspondence with union
concerning grievance
initiators & legal opinions.
Includes arbitrations.

Human
Resources

E + 15 years

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4, Ont. 35, Ont. 132,
Ont. 133

Harassment Complaints,
Allegations and
Investigations (Respect in
the Workplace)

Harassment includes acts of
violence and vexatious
comments or conduct
against a worker in a
workplace because of sex,
sexual orientation, gender
identity or gender

Human
Resources

Life of Board
+ 5 years

Life of
Board + 5
years

PIB

Ont. 1, Ont. 2, Ont.
4, Ont. 132, Ont.
133, Fed. 9, Fed. 10,
Fed. 11, Fed. 12,
Fed. 13, Fed. 39
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Record Series

(Human Resources
Management)

Accountability

Total
Retention

Disposition

Citations/Comments

expression, where the
course of comment or
conduct is known or ought
reasonably to be known to
be unwelcome. Includes
records of incidents
involving staff and students,
incident reports,
investigations, and
correspondence regarding
these issues.

Labour Certification

Includes original documents
concerning the certification
of labour unions.

Human
Resources

Life of Board
+ 5 years

Life of
Board + 5
years

Labour Relations &
Negotiations, Union/Non-
Union

Includes records related to

collective bargaining, e.g.

final offers, memoranda of

settlement, mediations,
arbitrations and data used
in preparation for
bargaining.

For Collective Agreements

See: Union Collective

Agreement/ Non-Union

Terms & Conditions

Administration

Human
Resources

Life of Board
+ 5 years

Life of
Board + 5
years

Union Collective
Agreement/ Non-Union
Terms & Conditions
Administration

Includes records regarding
the actual administration
and interpretation of the
board’s collective
agreements, including
seniority lists,

Human
Resources

Life of Board
+ 5 years

Life of
Board + 5
years
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Record Series

(Human Resources
Management)

Accountability

Total
Retention

Disposition

Citations/Comments

implementation plans, sub
plans, and related records.
Excludes Grievances,
Collective Agreements,
Certification Documents &
Negotiations.

ORGANIZATIONAL
PLANNING

Human Resources Planning

Includes records of
succession planning &
retirement programs such
as Early Retirement
Incentive Program, staff
turnover, staff mobility and
related records.

Human
Resources

CY + 3 years

Archival
Review

Staffing

Includes all report listings
concerning staff, e.g. staff
allocation, staff transfers,
staff directories, seniority
lists, retirement lists and
lists of occasional staff.

Human
Resources

E+1vyear

E = when new
lists are
received

Archival
Review

PIB
Ont.1,0nt. 2,0nt. 4

Temporary Resourcing

Includes information and
records relating to
temporary employees of
the Board, such as:
Requests for Temporary
Assistance; Student or
Practice Teachers’ Records.

Human
Resources

E+1vyear

E=
conclusion of
placement

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4, Ont. 107, Ont. 117

Organization Structure

Includes records relating to
reporting relationships,
organization structure,
organization analysis, etc.

Director’s
Office

S/O + 1 vyear

Archival
Review

RECRUITING & SELECTING
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Record Series Accountability | Total Disposition | Citations/Comments
(Human Resources e
Management)
Recruitment Human E+1vyear Destroy PIB
Includes records regarding Resources E = closing Ont. 1, Ont. 2, Ont. 4
the recruitment of staff, job date of
postings, applications, posting
resumes and applicant
evaluations. Successful
applicants are moved to the
Employee File.
STAFF MANAGEMENT
Attendance — Employee Human CY +5years | Destroy PIB
Includes records regarding Resources Ont. 1, Ont. 2, Ont.
employee attendance, 4, Ont. 207
absences (leaves,
sabbaticals, special leaves,
teacher exchanges,
deferred salary) and
vacations.
Criminal Background Human E+10vyears | Destroy PIB

Checks » Resources E= Ont. 1, Ont. 2, Ont.
Includes records listing any Termination 4, Ont. 56
criminal code convictions of
that have not been employment/
pardoned for all existing volunteer
and new employees, service service
providers and volunteers
that come into direct
contact with students on a
regular basis.
Criminal foence Human E+10years | Destroy PIB

Declarations Resources E = Ont. 1, Ont. 2, Ont.
Annual offence Termination 4, Ont. 56
declarations, signed by the of
employee/service provider, employment/
which lists all criminal code volunteer
convictions registered since service
the date of the last offence
declaration.
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Generic Records Retention Schedule

Record Series Accountability | Total Disposition | Citations/Comments
(Human Resources e
Management)
Employee Performance Human E+10years | Destroy PIB
Appraisals Resources Event + to Ont. 1, Ont. 2, Ont
Includes records of job years (Event = 4, Ontt57, On’;. 79,
performance appraisals on Summative Ont. 80, Ont. 84,
all employees according to reports of Ont. 85, Ont. 88,
established timelines and performance Ont. 89, Ont. 90,
criteria through board appraisals to Ont. 91, Ont. 94,
procedures. which records Ont. 95, Ont. 96,
relate) Ont. 97
To be filed in
the Employee
File.
Employee Records Human E+10years | Forwardto | PIB
Includes only those records | Resources E = HR on Ont. 1, Ont. 2, Ont.
that relate to a board Note: When an | termination termination 4, Ont. 207, Ont. 209
employee that a employee is or retirement
principal/supervisor “needs | transferred to
to know” in order to another
administer their supervisory | school/
responsibilities. workplace
within the
Board, or the
employee is

terminated or
retired, the file
shall be
forwarded to
Human
Resources
Department.
HR staff will
inspect the file
to ensure that
“only
information
considered
essential for a
Supervisor to
perform the
functions of
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Generic Records Retention Schedule

Record Series Accountability | Total Disposition | Citations/Comments
(Human Resources e
Management)
his/her
position”
remains in the
file. After
reviewing the
file, it will be
forwarded to
the new
school/site.
TRAINING & SKILLS
DEVELOPMENT
Professional Development | Originating CY +3years | Archival
Programs and Materials Department Review
Includes records regarding
courses and conferences
facilitated by the board for
staff development and
information on career and
professional development
programs.
Also includes conference
proceedings and
presentations, orientation
materials and staff
development calendars.
-51-
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Planning and Research

Description: The function of undertaking research and planning to support the ongoing operations of
the school and board. Records include but are not limited to research surveys, studies and reports
which address issues such as school boundaries, student demographics, municipal planning and
statistics used to support Ministry funding requests.

Record Series Accountability Total Disposition | Citations/Comments

(Planning and Research) Retention

RESEARCH DESIGN &
PLANNING

Enrolment Research Archival Ont. 114, Ont. 225
Includes all counts and Review
projections, including the
Official Projected Enrolment,
documenting enrolments in
the school system.

Strategic Planning Research & CY + 10 Destroy
Includes all strategic and Director’s Office | years
operational documents,
mandates, as well as related
correspondence,
background and reference
information. Management
plans, School Improvement
Planning, Business Budget
Planning, and Integrated
System Plan.

School Boundaries Planning Life of Life of Ont. 47
Includes information Board + 5 Board + 5
relevant to the years years
establishment of school
boundaries for purposes of
enrolment and facility use,
including boundary
descriptions, school
attendance areas, and maps.
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Generic Records Retention Schedule

Record Series

(Planning and Research)

Accountability

Total
Retention

Disposition

Citations/Comments

Student Demographics

Includes aggregate reports
profiling the characteristics
of the student population,
such as age, grade,
promotion, country of birth,
religion, and other trend
data.

Research &
Planning

CY +10
years

Destroy

Municipal Planning and
Development

Includes records regarding
planning and development
issues within the
Municipality that may have
implications on enrolments
within the school system.
General information and
documentation regarding
other municipal planning
and development issues
such as sewage and waste
management, property
acreages, subdivision plans,
official plan amendments,
zoning changes, Ontario
Population Reports and
traffic studies.

Planning

CY + 4 years

Destroy

Accommodations Planning

Includes records regarding
the allocation of classroom
and work space assighment
to all staff and students.
Includes planning of the
effects of enrolment on
accommodations, projected
use of facilities and space
utilization, the planning of
the functional space and
number of classrooms and
the planning of the physical
layout of the space.

Planning

CY +10
years

Destroy

Ont. 55
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Record Series

(Planning and Research)

Accountability

Total
Retention

Disposition

Citations/Comments

RESEARCH & OUTCOMES
REPORTING

Research

Includes surveys,
guestionnaires and research
dealing with a variety of
topics such as Community
and Parent research,
Student research, Staff
research, Curriculum &
Program research, Student
research and External
research from external
sources such as other
institutions and graduate
students.

Research

CY+10
years

Archival
Review

Ministry Reports

Includes statistical reports,
September school reports,
June Board reports or other
reports required by or send
to the Ministry of Education
as part of the funding or
process for the preparation
of educational statistics.

Research &
Director’s Office

CY +10
years

Destroy

Ont. 58, Ont. 114
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Program Design and Development

Description: The function of applying curriculum guidelines and designing education programs for
students. Records include but are not limited to proposals, correspondence, lesson plans, and course

Generic Records Retention Schedule

outlines.

Record Series Accountability Total Disposition | Citations/Comments

(Program Design and HElr

Development)

CURRICULUM DESIGN &

PLANNING

Program/Curriculum Program S/0+3 Destroy Ont. 45
Guidelines Services years

Includes records regarding S/0 = last

the planning and update

implementation of

curriculum programs,

program outlines, program

reviews, curriculum

guidelines and directives

specifying curriculum and

areas of study or courses of

study that shall be taught in

schools.

Also includes procedures for

the selection, approval,

purchase, and distribution of

school textbooks, learning

materials, reference and

library books and lists of

these materials and books.

Courses of Study/Outlines | program S/0+3 Archival Ont. 45

Includes outlines of available | Services years Review

programs including courses S/0 = last

of study. update

Curriculum Projects, Program S/0+3 Archival Ont. 45
Programs, Planning, Services years Review
Proposals, and Review $/0 = last

Includes recorded Ministry

information regarding review or

proposals for new audit

curriculum programs, either

system-wide or at the school
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Record Series

(Program Design and
Development)

Accountability

Total
Retention

Disposition

Citations/Comments

level; comparisons with
programs in other school
board, provinces, and
countries; the planning of
the overall curriculum or
specific programs, such as
meeting notes, objective,
strategy reports and
teaching strategies; program
review reports and other
evaluations of specific
programs in the curriculum;
and proposals,
correspondence and
monitoring of projects for
the writing of special
curriculum materials.
Includes EQAO test results
for schools/boards.

PROGRAMS DESIGN &
PLANNING

Program Development and
Design
Includes proposals,
correspondence and
curriculum development
materials including writing
projects, teaching units,
lesson plans, blank
examinations, testing ideas,
songs, games, music sheets

and other learning materials.

Program
Services

S/O +3
years
S/0 = last
update

Destroy

Ont. 45

Programs: Continuing
Education

Includes objectives, lesson
units, principal reports,
program reviews, teaching
materials and related
records used in continuing
education programs for

Continuing
Education

S/O +3
years
S/0 = last
update

Destroy

Ont. 45
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Record Series Accountability Total Disposition | Citations/Comments
(Program Design and HPE
Development)
credit and also heritage
awareness, second
language, multicultural,
seniors programs.
Programs and Services: Program CY + 3 years | Destroy
Community Services $/0 = last
Records related to programs update

and services to the
community through school
and board/authority
facilities. Programs include
general interest courses and
services to the community.
Generally refers to programs
that are not part of day-
school.

Student Services

Description: The function of providing students with programs and services in accordance with the
Education Act. Records cover such areas as admissions, transfers and withdrawals, Ontario Student
Records, guidance and counselling, assessments, consent/ permission forms for special activities and
programs, and extra-curriculum programs and participation. Records include but are not limited to
student marks, program participation records, examination and testing records, and counselling

records.
Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e s
STUDENT ADMISSION/
REGISTRATION/ENROLMENT
Student Registration and Schools CY + 2 years | Destroy PIB
Verification Forms ;

o Subjectto | Ont. 1, Ont. 2, Ont.
Registration forms, data Ministry of | 4 Ont. 114. Ont.
verification forms, Education 2'25 ’
applications for school entry Audit
or special programs such as http://www
French Immersion. '

) .edu.gov.on.
Also may include “Release
-57 -
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Generic Records Retention Schedule

Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e B3
Form for use of student ca/eng/poli
personal information.” cyfunding/f
orms.html#
ec
International Students — Responsible FY + 6 years | Destroy PIB
Admission, Enrolment and - .
Repistration Board-level Subjectto | ont. 1, Ont. 2, Ont.
g staff Ministry of | 4 Ont. 64, Ont.
Registration forms, Education 114, Ont. 225
applications for school entry, Audit
assessment information, http://www
admissions letters, visa edu. ov.on
. . . ;g;
information, guardian ca/ene/ooli
information (if available) )
’ cyfunding/f
immigration information, orms. html#
health information, criminal —ec )
history information. -
Represents fee-paying and
non-fee paying international
students.
Transfers, Admittances and | schools CY +2years | Destroy PIB
Retirement Subjectto | Ont. 1, Ont. 2, Ont.
Includes registers and reports Ministry of | 4 Ont. 64, Ont
concerning the enrolment/ Education | 114 O.nt '225 '
attendance of students, Audit S
recording of daily attendance, http://www
and daily absence reports. edu- ov.on
.edu.gov.on.
Intent to be absent forms, ca/ene/ooli
supporting absence .
cyfunding/f
documentation. Also includes orms. htmld
class registers for non-school oc '
system programs such as -
continuing education, driver
education and heritage
language programs.
Attendance & Enrolment Schools CY + 2 years | Destroy PIB
Registers: .Student Subject to Ont. 1, Ont. 2, Ont.
Includes registers and reports Ministry of | 4 Ont. 64 Ont
concerning the enrolment/ Education | 114 Ont. 225
attendance of students, Audit S
recording of daily attendance, http://www
and daily absence reports. edu- ov.on
.edu.gov.on.
Intent to be absent forms,
- 58 -
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Privacy and Information Management - OASBO

Generic Records Retention Schedule

Record Series

(Student Services)

Accountability

Total
Retention

Disposition

Citations/Commen
ts

supporting absence
documentation. Also includes
class registers for non-school
system programs such as
continuing education, driver
education and heritage
language programs.

ca/eng/poli

cyfunding/f

orms.html#
ec

STUDENT SUPPORT &
WELLNESS

Attendance Counselling

Records for students who are
referred for counselling on
attendance problems.
Includes referral, consents,
meeting notes and a
summary.

Also includes Supervised
Alternative Learning (SAL)
records.

Attendance
Counsellor/
Social Worker

E + 10 years

E = Student’s
21 birthday

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4

Career Counselling/Guidance
Services

Includes information
concerning career counselling
and guidance services.

Also includes records of
individual students who are
referred for career
assessment and guidance
such as results of vocational
interest tests and exercises,
counselling records, interview
notes, etc.

School

CY + 1 year

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4

Guidance Materials

Includes brochures,
calendars, description sheets
and catalogues relating to
career opportunities, external
school programs, post-
secondary education, private
schools, and scholarships to
support students.

School

S/0

Destroy
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e B3
Student Portfolio Individual School E +5 years Destroy PIB

Pathways Plan (IPP) E= Ont. 1.Ont. 2. Ont
IPP becomes the primary retirement 4, ont. a1 Ont. 55
planning tool that students from school
use as they proceed through
school towards their initial
postsecondary destination.
Ongoing development of the
IPP provides students a
valuable archive of their
learning and a catalogue of
the resources they need for
planning.
Child and Youth Counsellors/ School/Special | E+ 10years | Destroy PIB

Workers Services E = case Ont. 1, Ont. 2, Ont.
Records, correspondence and | Department closed 3, 0nt. 4
information relating to
individual students who are
referred for counselling/
behaviour management, such
as referral forms, consent
forms, notes.
Student Welfare School E+1year Destroy PIB
Information and records E = case Ont. 1, Ont. 2, Ont.
relating to correspondence resolved 3,0nt. 4
and confidential reports
regarding individual students
where there is suspicion of
child abuse, neglect or family
violence.
Student referral/action form
for suspicion of child abuse to
child protection agency.
Medical Home Instruction School E+ 1 year Destroy PIB
Home instruction is a short- E = end of Ont. 1, Ont. 2, Ont.
term intervention for home 4
students who are unable to instruction
attend school for medical or period
behavioural reasons. Excludes
timesheets for teachers.
Social Work School/Special | E+10years | Destroy PIB
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e B3
Includes records of individual | Services OR Ont. 1, Ont. 2, Ont.
students who are referred for | Department If the client 4, Ont. 228
social worker services, such was less than
as referral forms, statistical 18 years at
forms, confidential notes the time of
from interviews and his/her last
correspondence with third relevant
parties. clinical
contact, 10
years
following the
day the
client
became or
would be 18
years of age.
STUDENT ASSESSMENT &
PROGRESS
Individual Education Plans School S/O + 1year | Destroy PIB
(IEP)
. . Ont. 1, Ont. 2, Ont.
An |EPis a wrltten.plan (hard 4, 0Ont. 53
copy and electronic)
describing the special
education program and/or
services required by a
particular student. It
identifies learning
expectations that are
modified from or alternative
to the expectations given in
the curriculum policy
document for the appropriate
grade and subject or course,
and/or any accommodations
and special education
services needed to assist the
student in achieving his or
her learning expectations. A
signed hard copy of the IEP is
retained in the student’s OSR
until superseded.
-61-
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Record Series

(Student Services)

Accountability

Total
Retention

Disposition

Citations/Commen
ts

Student Exams/Province-
Wide Tests

Includes records regarding
student exams and/or
province-wide testing.
Records include
correspondence, exam day
schedules, exam day
attendance and originals of
completed student
examinations, and master
copies of blank exams.

Also includes OSSLC (Literacy
Course) student portfolio.

School

CY + 1 year

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4

Newcomer Student
Assessments

Includes assessments of
individual newcomer
students to determine their
language background,
immigration status,
educational history, test
results and recommendations
for level placement and
subjects.

School

E + 5 years
E=
retirement
from school

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4,0nt. 41

Speech & Language Student
Services

Includes records of individual
students who are referred to
language/speech services,
such as assessments, referral
forms, test results,
recommendations and
programming suggestions.

Special
Services/
School

E + 10 years

E = when no
longer
receiving
services

Destroy

PIB

Ont. 1, Ont. 2, Ont.
3, Ont. 4, Ont. 330

Psychological Services
Records

Includes professional records
and information relating to
individual students who are
referred for psychological
assessments, such as
consultation and clinical

Student (Special
Education)
Services

E + 10 years

E = when no
longer
receiving
services

Destroy

PIB

Ont. 1, Ont. 2, Ont.
3,0nt. 4
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Record Series

(Student Services)

Accountability

Total
Retention

Disposition

Citations/Commen
ts

notes, testing protocols,
consents, referral forms,
correspondence. May include
third party reports.

Specialized Equipment Needs

Professional consultation
records of individual students
who are referred for
placement in special
education, classes and
programs

such as applications for
admission, physical disability,
and blind/low vision recorded
information.

May be subdivided by
project/program/case file.

Special
Education/
School

E + 5 years
E=
retirement
from school

Destroy

PIB

Ont. 1, Ont. 2, Ont.
3,0nt. 4, 0nt. 41

Student Health

Includes medical and health
information regarding
students required for the
care and treatment of
students in the school setting.
Includes pediculosis, medical
emergency plans,
administration of medication
plans and other health
related materials.

School

S/0

Destroy

PIB

Ont. 1, Ont. 2, Ont.
3,0nt. 4

STUDENT RECORDS
ADMINISTRATION

Ontario Student Record
(OSR) — Active

Includes all content
prescribed according to the
Ministry of Education OSR
Guidelines, board processes,
and at the discretion of the
principal.

The following components of
the OSR will be retained for

School

E + 5 years
E=
retirement
from Ontario
school

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4, 0nt. 41
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e B3
five years after a student
retires from school:
e Report cards
e The documentation file,

where applicable
e Record of accumulated

instruction in French/

Indigenous as a second

language
e Additional information

that is identified by the

school board as

appropriate for retention
For OSR Components
Requiring 55-Year Post-
Retirement Retention See:
Ontario Student Record —
Inactive
Office Index Card School E + 55 years | Destroy
Includes all office index cards E = At
containing personal retirement,
information, as well as final office
retirement/transfer index card
information on individual for each
students, which is available school
for immediate access and as attended is
OSR backup information. retained for

55 years
Ontario Student Record Schools E +55years | Destroy PIB
(OSR) - Inactive B
_ . Records E= Ont. 1, Ont. 2, Ont.

Transcript or elementary final Department retirement 4, 0Ont. 42
student report card and from Ontario
elementary record of school
instruction in
French/Indigenous as a
second language, if
applicable. Inactive records
are retained in accordance
with board processes.
(See Also — Office Index Card)
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) AR ts
OSR Transfer Requests Schools CY + 2 years | Destroy PIB
Requests received from other Subject to Ont. 1, Ont. 2, Ont.
schools or school boards for Ministry of | 4 ont. 114, Ont.
Ontario Student Record. Education 225
Audit
http://www
.edu.gov.on.
ca/eng/poli
cyfunding/f
orms.html#
ec
Co-operative Education Learning E + 5 years Destroy PIB
Student Records o Services E=- Ont. 1, Ont. 2, Ont.
Includes records of individual retirement 4, Ont. 41
students participating in from school
cooperative education work
assignments, such as copies
of work education
agreements, introductions
cards for employer
interviews, training plans and
applications for programs.
Community Involvement Schools E + 5 years Destroy PIB
Activities Form 40 Hours E= o
nt. 1, Ont. 2, Ont.
Document to support the retirement 4, Ont. 41
completion of the required from school
secondary school community
service hours completed by
students.
Continuing Education Schools E+55years | pestroy PIB
Student Records E-
Ont. 1, Ont. 2, Ont.
Includes mature student retirement 4, Ont. 42
appraisals, marks and other from school
student-centered records for
continuing education courses.
Includes Certificate of
Program Completion, and
Prior Learning Assessment
(PLA).
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Generic Records Retention Schedule

Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e B3
Notice of Intent for Home School CY +2years | Destroy PIB
Schooling
Signed form indicating a Subjectto | Ont. 1,0nt. 2, Ont.
X : Ministry of | 4 Ont. 114, Ont.
student will be withdrawn to ) 225
be home-schooled. Education
Audit
http://www
.edu.gov.on.
ca/eng/poli
cyfunding/f
orms.html#
ec
Timetables Schools CY +2years | pestroy PIB
Includes course timetables
for students, as well as Subject to Ont. 1,0nt. 2, Ont.
; Ministry of | 4, Ont. 114, Ont.
course selection sheets for ) 225
each semester. EdU(.:atlon
Also includes signed and Audit
dated forms authorizing http://www
students to add or withdraw -edu.gov.on.
from courses. Excludes ca/eng/poli
School Course Calendars. cyfunding/f
orms.html#
ec
Supervi.sed Alternative Student E +5 years Destroy PIB
Includes records of individual retirement 4, Ont. 41, Ont. 226
students who make from the
application to a SAL program. school
Student Marks School E +5 years Destroy PIB
Records relating to student E= Ont. 1, Ont. 2, Ont.
marks (com'puter and/or retirement 4, Ont. 41
manual registers) and related from the
promotion meetings data, school
such as: course marks
analysis, credits received,
information of students’
courses completed (including
special education) and marks
received.
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Generic Records Retention Schedule

Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) e B3
OYAP Participant Application | |earning E +5 years Destroy PIB
Form Services E= Ont. 1, Ont. 2, Ont.
Form for co-op students retirement 4, ont 41
whose placement is within an from the
apprenticeship trade. school
Experiential Learning School E +5 years Destroy PIB
Student Records E=-
o Ont. 1, Ont. 2, Ont.
Includes records of individual retirement 4, Ont. 41
students participating in from the
experiential learning work school
assignments, such as
introduction cards, work
portfolio, and evaluation
forms for employer
interviews, training plans and
application for programs,
student evaluation forms.
SHSM Programs.
Excludes: Experiential
Learning Programs, Work
Education Agreements.
STUDENT DISCIPLINE
Expulsions Schools CY+1 Destroy PIB
Safe School Incident E + 5 years if Ont. 1, Ont. 2, Ont.
Reporting Form Part 1, expulsion is a 4, Ont. 227
related documentation, and result of a
any correspondence, if violent
relevant to the expulsion of a incident as
student. Filed in the OSR. defined in
PPM 120
E = Date of
Expulsion
Report
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) AR ts
Suspensions Schools CY+1 Destroy PIB
Safe School Incident E + 3 yearsif Ont. 1, Ont. 2, Ont.
Reporting Form Part 1, suspension is 4, Ont. 227, Ont.
related documentation and a result of a 333
any correspondence, if violent
relevant to the suspension of incident as
a student. Filed in the OSR. defined in

PPM 120

E = Date of

suspension

report
Incidents I.\lot Resulting' ina | schools E+1vyearsif | pestroy PIB

Suspension o.r Expulsion _a v!olent Ont. 1, Ont. 2, Ont.

Safe School Incident incident as 4, Ont. 227, Ont.
Reporting Form Part 1, defined in 333
related documentation, and PPM 120
any correspondence. Filed in E = Date of
the OSR. incident

report

If not a

violent

incident, no

retention

required at

principal’s

discretion.
Threat Assessment Process Schools CY + 1 year Destroy PIB

Documentation Safe Schools May be Ont. 1, Ont. 2, Ont.
Includes Follow-up Department or | retained 4, Ont. 110, Ont.
Intervention Plan (filed with | goard longer at 111, Ont. 112
safe schools department or Equivalent principal’s
Board equivalent), Case discretion.
Conference Form (filed in the
OSR).
STUDENT ACTIVITIES &
PROGRAMS
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) HPE ts
Nutrition Schools CY+1year | pestroy
Records relating to nutrition
including milk programs,
breakfast programs and litter
less lunch programs, etc.
Transportation: Student Bus | schools CY + 1 year Destroy PIB
Services
Ont. 1, Ont. 2, Ont.
Includes school-based 4
records concerning
transportation/ busing for
transportation of students to
and from schools, field trips,
and special programs.
Records include bus
schedules, requests for
transportation, bus routes,
boundaries and student lists.
School Course Calendars Schools CY +2vyears | Archival PIB
Includes outlines of available Review Ont. 1, Ont. 2, Ont.
programs and courses of Subject to 4, Ont. 114, Ont.
study. Ministry of | 225
y O

Education

Audit

http://www

-edu.gov.on.

ca/eng/poli

cyfunding/f

orms.html#

ec
Student Exchanges Schools CY+1year | pestroy PIB
Includes correspondence, Ont. 1, Ont. 2, Ont.
plans, schedules and reports 4
relating to the student(s)
involved in the exchange.
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Generic Records Retention Schedule

Record Series

(Student Services)

Accountability

Total
Retention

Disposition

Citations/Commen
ts

Student Extra-Curricular/Co-
Curricular Activities

Records and information that
pertain to student activities
that are part of school life
such as field trips, school
dances, extra-curricular
activities, student exchanges,
competition, related
correspondence, plans,
schedules. Includes requests,
consent forms, school field
trips, concerts, festivals, track
meets, tournaments, facility
tours, art or essay contests
and science fairs.

School

CY + 1 year

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4

Scholarships, Bursaries &
Awards — Non-monetary

Record regarding names of
awards, information on
awards, such as engraving,
selections criteria, candidate
nominations and
recommendations, names of
candidates, and related
records that document the
selection process of awards
and scholarships.

Also includes Ontario Scholar
lists.

See Also: Financial
Management: Scholarship
Funds, Bequests & Donations

Secondary
Schools

CY + 1 year

Archival
Review

PIB

Ont. 1, Ont. 2, Ont.
4

Volunteer Programs

Information and records of
volunteer programs.
Includes Annual Receptions,
After School Programs, Child
Video Identification Program
— Recruitment Workshops,
Volunteer Activities in
Schools, Volunteer’s Signed

School or Site

S/O + 1 vyear

Destroy

PIB

Ont. 1, Ont. 2, Ont.
4
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Record Series Accountability | Total Disposition | Citations/Commen
(Student Services) HPE ts

Application Form, and

Volunteers Assisting Teachers

(VAT).

Extended Day School CY+1year | pestroy

Administration

Current year information
which includes program
planning, participant
information such as
attendance, demographics,
emergency contact
information, confirmation of
extended day funding,
extended day binder report,
extended day binders and
vacation tracker

-71 -

111 of 191



Privacy and Information Management - OASBO Generic Records Retention Schedule

Glossary

This glossary includes a list of commonly used acronyms, and records and information management
terms.

Accession

The process of transferring physical custody of documentary materials to an archival institution.
Accountability

The person or department responsible for the record.

Activity

The activities are the tasks performed to accomplish the Function e.g. Human Resources (Function),
Recruiting (Activity).

Administration (Function)

The Function of overseeing the administration of the team and units within the board/authority and
schools. Records supporting this function relate to administrative committees’ decisions and meetings,
and internal administrative support or services. The functions of acquiring and managing equipment,
supplies, services and materials for schools.

Analogue Record
A paper or micrographic record.
Archival Record

An archival record is information considered permanently valuable and preserved for reference and
research purposes because it reflects significant events or documents the history and development of
the school board. Each Board will determine what is an archival record, based on the needs of the
organization.

Archival Review

Refers to reviewing the records series before destruction to see whether they have an historic
significance prior to destruction.

Authority

Statutory and organizational requirements that determine the retention of a record.
Citations/Comments

Legislation/legal authority guiding retention.

Communications & Public Relations (Function)

The function of promoting and marketing boards/authorities/schools and programs and services.
Records in this function include board/authority/school communication and press releases, speeches,
websites, public relations activities, events and news releases; materials relating to marketing
research, publications and reports.

Current Fiscal Year

Refers to September 1%t to August 31° for School Board/Authorities in Ontario.
Current Year

Refers to the current school year for School Board/Authorities in Ontario.
Department of Responsibility
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The group within an organization charged with the management of the official record.
Destroy (Disposal)

Requires that upon expiration of the retention period the document is destroyed — shredded, recycled,
deleted (expunged).

Disaster Recovery

Actions taken after a disaster/business interruption by an organization to restore critical business
functions and reclaim damaged or threatened records.

Disposition

The way in which an inactive or expired record is handled (e.g. retained, stored, digitized, deleted,
shredded, selected for archival management).

Document

Recorded information regardless of medium or characteristics. Frequently used interchangeably with
the word record.

Electronic Document and Records Management (EDRM)

Tools, techniques, and technologies for controlling and organizing information designated as records.
Electronic Document Management (EDM)

Tools, techniques, and technologies for controlling and organizing documents stored electronically.
Email

A method of delivering information. Email is a communication system vital to Board operations. The

information that you received via email (electronic delivery system) may be a record; official or
transitory.

Event

Trigger for disposition. The trigger is the item that has to happen to start the retention period.
Facilities Management (Function)

The function of managing and maintaining board/ authority buildings and facilities and supporting
capital initiatives and building improvements. Records include maintenance and operations reports,
requests and logs, environmental testing of facilities, equipment maintenance and testing, facilities
planning and improvements, capital and non-capital projects, inspection reports, and records relating
to property acquisition and disposition, building and office renovations, security, and property
management relationships such as parking.

Financial Management (Function)

The function of managing board/authority/school financial and accounting resources. Includes
establishing and operating and maintaining accounting (payables, receivables, revenue) systems,
controls and procedures, financial planning, reporting, preparing budgets and budget submissions, and
the monitoring and analysis of capital assets. Records include but are not limited to accounts payable
and receivable, budgets, audits, benefits accounting, expense payments, financial reporting, fixed asset
management and all matters regarding the allocation and control of funds.

Function

The highest level category in a Records Management system.
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Governance & Legal

The function of governing boards/authorities/schools and exercising legal authority and control. The
corporate governance structure specifies the distribution of rights and responsibilities among different
participants in boards/authorities/schools, such as the board and staff, and spells out the rules and
procedures for making decisions on it affairs. Includes resolutions, bylaws, policies and procedures,
charters, board meeting administration, and strategic planning.

Also, The function of addressing legal issues relating to the operations of the board/ authority and
schools. Records include, but are not limited to, claims and litigation files, appeals and hearings,
contracts and agreements entered into on behalf of the board/ authority and schools, deeds and titles
relating to properties, harassments incidents, etc.

Historical Value

A Board-level determination of records that possess value in documenting the history of the
organization and are thus worthy of permanent preservation.

Human Resources Management (Function)

The function of managing all employees within the organization in accordance with policies and
procedures. Records include but are not limited to personnel records, employee collective agreements,
employee information (including medical information), conditions of work, overtime, salary rates,
pensions, benefits, payroll records, grievances, performance evaluations and recruitment.

Legal Hold

A process used to preserve all forms of relevant information as a result of current or anticipated
litigation, audit, government investigation, or other such matter that suspends the normal disposition
or processing of records.

Legislation

Laws governing business practices of public sector (or other) organizations (e.g. PHIPA, MFIPPA).
Lifecycle (of a Record)

The distinct phases of a record’s existence, from creation to final disposition.
MFIPPA

Municipal Freedom of Information and Protection of Privacy Act.
Non-personal Information

Non-personal information is any information that relates to an individual but from which is it not
possible to directly or indirectly identify the individual, including information that has been aggregated,
anonymised or pseudonymised.

Non-record

A Non-Record has no bearing on the organization’s functions, operations, or mandate. Non-records are
typically used, if ever, only for a very limited period of time. They do not have to be collected and
maintained. These documents are not required to be retained and therefore do not appear on a
records retention schedule. Examples of non-records include the following:

e reference books

e published legislation from other boards, municipalities or government agencies

e extra copies/convenience copies
OASBO

Ontario Association of School Business Officials
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Official Record

Official records document or provide evidence of activity, and/or provide legal proof of a transaction or
decision. They have continuing value and must be protected, managed, and retained according to the
established retention schedule. They are often, but not necessarily, an original. The Department of
Responsibility is the creator or source of a record, and therefore holds the official record and is
responsible to follow the minimum retention.

Personal Information

Personal information is any information or combination of information that relates to an individual and
can be used to identify the individual. Examples of personal information include photographic image,
name, cell phone number, and age.

Personal Information Bank (PIB)

Refers to records in which individuals are identifiable. (e.g. home address, phone number, social
insurance number, image/photo, employee number). This information is protected under MFIPPA.

PHIPA
Personal Health Information Protection Act
Planning & Research (Function)

The function of undertaking research and planning to support the ongoing operations of the school
and board. Records include but are not limited to research surveys, studies and reports which address
issues such as school boundaries, student demographics, municipal planning and statistics used to
support Ministry funding requests

Program Design & Development (Function)

The function of applying curriculum guidelines and designing education programs for students. Records
include but are not limited to proposals, correspondence, lesson plans, and course outlines.

Record

A Record is any information however recorded whether in print form, on film, by electronic means, or
otherwise. Records can be in many formats: paper, video, audio, microfilm, or electronic. Examples of
records include the following:

e email

e text message

e digital media

e websites

e electronic document management systems
Record Series

Subsection of the Function organized by activity.
Records and Information Management (RIM)

Records and Information Management is the application of systematic control to recorded information
throughout its lifecycle, from creation through to final disposition.

Records Manager

The individual(s) within an organization responsible for overseeing proper document management
practices.
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Regulatory Requirements
Laws and legal precedents applicable to the business process or the RIM process.
Retention
Retention of records refers to the methods engaged for continuing possession and control as
determined by statutory, regulatory or operational need.
Retention Schedule
A Retention Schedule provides guidelines governing the minimum amount of time a record must be
maintained and its disposition based on legislation and operational need.
Student Services (Function)
The function of providing students with programs and services in accordance with the Education Act.
Records cover such areas as admissions, transfers and withdrawals, Ontario Student Records, guidance
and counselling, assessments, consent/ permission forms for special activities and programs, and
extra-curriculum programs and participation. Records include but are not limited to student marks,
program participation records, examination and testing records, and counselling records.
Superseded (Superseded/Obsolete S/0)
Refers to the replacement of a document once it has been updated or revised. The new document
supersedes the previous version.
Total Retention
How long you keep the record (minimum retention).
Transitory Record
A Transitory Record is useful for only a short time and has minor importance. When its use is over it
should be deleted or destroyed. Examples of transitory records include the following:

e personal messages

e general notices and announcements

e copies of documents and emails

e cc, bec, or FYl emails kept only for convenience

e drafts and working documents to prepare final records with a few exceptions such as

agreements/contracts, drafts in developing legislation.

Value of Record
The usefulness, significance, or worth of a record. Records may have administrative, evidential, fiscal,
historical, intrinsic, and legal value.
Vital Record

A record that is fundamental to the functioning of an organization and necessary to continue the
operations, without delay, under abnormal conditions.
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Ont. 1 Access Requests — Format General Regulation, Not specified “shall be in
under the Municipal written form”
Freedom of
Information and
Protection of Privacy
Act, RSO 1990, Reg
823,s.11
Ont. 2 Extended Requests — Municipal Freedom of | 2 years
Limitation Period Information and
Protection of Privacy
Act, RSO 1990 Chapter
M.56, ss. 17.(3) to (5)
Ont.3 Personal Health Information Personal Health Event = Retain for as long as
Custodians — Records Information necessary to allow individual
Retention Protection Act, 2004, to exhaust any recourse under
SO 2004, Chapter 3s. | Act
13.(2)
Ont. 4 Personal Information General Regulation s. 5. An institution that uses
Retained by Institutions under the Municipal personal information shall
Freedom of retain it for the shorter of one
Information and year after use or the period
Protection of Privacy set out in a by-law or
Act, RRO 1990, Reg resolution made by the
823,s.5 institution or made by another
institution affecting the
institution, except if,
(a) the individual to whom the
information relates consents
to its earlier disposal; or
(b) the information is credit or
debit card payment data.
Ont.5 Persons or Organizations to Accessibility for Keep to make available to the
whom Accessibility Standard | Ontarians with public on request
Applies — Accessibility Disabilities Act, 2005, | 5. 14 addresses obligations to
Reports SO 2005 Chapter 11, | have accessibility reports
ss. 14.(1) to (4), 17.
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.

s. 17 at the request of a
director, a person or
organization shall provide the
director with reports relating
to compliance

Ont. 6 Electronic Commerce Act Electronic Commerce | 12.(1) A legal requirement to
Act, 2000, SO 2000, retain a document that is
Chapter 17,s.12, s. originally created, sent or
31(1) received in written form is

satisfied by the retention of an
electronic document if (a) the
electronic document is
retained in the same format or
in a format that accurately
represents the information;
and (b) the information in the
electronic document will be
accessible so as to be usable
for subsequent reference

12.(2) A legal requirement to
retain a document that is
originally created, sent or
received electronically is
satisfied by the retention of an
electronic document if, (a) the
electronic document is
retained in the same format,
or in a format that accurately
represents the information;
(b) the information will be
accessible so as to be usable
for subsequent reference; and
(c) if any its origin and
destination and the date and
time when it was sent or
received was part of the
record it must also be
retained.
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.

s. 31(1) The Act does not apply
to the following documents:

4. Documents, including
agreements of purchase and
sale that create or transfer
interests in land and require
registration to be effective
against third parties.

5. Negotiable instruments.

6. Documents that are
prescribed or belong to a
prescribed class.

(2) Except for section 23
(contracts for carriage of
goods), this Act does not apply
to documents of title.

Documents that create or
transfer interests in land and
require registration to be
effective against third parties
must be kept in their original

form.
Ont.7 Land Transfer Tax Act— Land Transfer Tax Act, | Event + 7 years
Documents, Records and RSO 1990 Chapter Event = date conveyance
Accounts L.6,s.9.3. registered or information

given to Minister unless
written permission for earlier
disposal received from
Minister; at principal place of
business in Ontario

Ont. 8 Constructors — Posting and | Construction Projects | Event + 1 year
Retention of Construction Regulation, under The | gyent = project finished
Notification Form Occupational Health

and Safety Act, O.Reg
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
213/91, ss. 6 (3),(6),
19
Ont. 9 Engineer’s Safety Net Construction Projects | Event + 1 year
Inspections/Tests Regulation, under the | Eyent = project finished
Documentation Occupational Health
and Safety Act, O.Reg
213/91, 5. 19; ss. 26.8 | 5 26-8(4),(5) —a copy of
(4),(5) inspection and testing of the
safety net shall be kept at the
project while safety net is in
service
Ont. 10 | Constructors — Lifeline Construction Projects | Event = Keep design at project
System Designs Regulation, under the | while system in use.
Occupational Health
and Safety Act, O.Reg
213/91, 5. 26.9 (8)
pars. 1,6
Ont. 11 | Constructors — Record of Construction Projects | Event = Keep for duration of
Servicing, Cleaning and Regulation, under the | project
Sanitizing of Facilities and Occupational Health
Facilities Location Change and Safety Act, O.Reg
Documents 213/91, ss. 29 (9),(12)
Ont. 12 | Workplace Accessibility Tax Corporations Tax Act, | Not specified “retains”
Incentive Certificates RSO 1990 Chapter
C.40,s.13.3(10)
Ont. 13 | Provincial Offence Tax Income Tax Act, RSO Event + 8 years
Prosecutions — Limitation 1990, Chapter 1.2, s. Event = day subject matter of
Period 48.(3). information/complaint arose
Ont. 14 | Income Tax Accounting Income Tax Act, RSO Event + 6 years
Records and Books of 1990, Chapter 1.2, s. Event = End of last taxation
Account 39 year to which records relate;
at person’s place of business
or residence in Ontario; unless
exceptions apply
Ont. 15 | Constructors — Design Construction Projects | Event + 1 year
Drawings / Specifications Regulation, under the | Eyent = project finished
Occupational Health
and Safety Act, O.Reg
213/91, ss. 19, 236(7).
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Citation | Subject Matter Ontario Citation Retention Requirement or

Table Limitation Period

No.

Ont. 16 | Employer Health Tax Act Employer Health Tax Event + 6 years
Offence Prosecutions — Act, RSO 1990, Event = date on which offence
Limitation Period Chapter E.11, s. 37. was, or is alleged to have been

committed

Ont. 17 | Elevating Devices — Elevating Devices Event + 5 years
Inspection and Tests Records | Regulation, under the | Eyent = date of last entry
Logbook Technical Standards

and Safety Act, 2000,
0O.Reg. 209/01, ss.
33(6),(7), 34.(2).

Ont. 18 | Owner/Contractors — Elevating Devices Event + 5 years

Elevating Device Log Books Regulation, under the | gyent = date of last entry
Technical Standards
and Safety Act, 2000,
0.Reg. 209/01, s. 34.

Ont.19 | Owners — List of Emergency | Elevating Devices Keep to make available on

Contacts Regulation, under the | request
Technical Standards
and Safety Act, 2000,
O.Reg. 209/01 s.
37.(e)

Ont. 20 | Owners — Elevating Device | Elevating Devices Keep to make available on
Registered Design Regulation, under the | request and transfer to new
Submissions/ Maintenance Technical Standards owners
Instructions and Safety Act, 2000,

0O.Reg. 209/01, ss.
25.(2), 37.(f),(g)

Ont. 21 | Employer Health Tax Refunds | Employer Health Tax Event + 4 years

— Limitation Period Act, RSO 1990, Event = day return required to
Chapter E.11, s. be delivered
6.(1)(b).

Ont. 22 | Environmental Offence Environmental Event + 2 years
Prosecutions — Limitation Protection Act, R.S.0O. Event = later of: date of
Period 1990, c. E.19, s. 195. offence and day evidence of

offence first came to attention
of person appointed under s.
5.

Ont. 23 | Generator — Waste General - Waste Minimum retention 2 years.

Disposal Records Management
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Regulation, underthe | 5 18 (9) A record referred to
Environmental in subsection (8) may be
Protection Act, R.R.O. | disposed of after two years
1990, Reg. 347, ss.
18(8), (9).
Ont. 24 | Employers — Employee Employment Event + 3 years
Name and Address Records Standards Act, 2000, Event = date employee ceased
50 2000, Chapter 41, | to be employed by employer
ss. 15.(1) par. 1, 15(5)
par.1;s.16
Ont. 25 | Employers — Employee Employment Event + 3 years
Records / Date of Birth Standards Act, 2000, Event = earliest of: employee’s
50 2000, Chapter 41, | 18th birthday or date
ss. 15(1) par. 2, 15(5) | employee ceased to be
par. 2;s. 16 employed by employer
Ont. 26 | Employers — Employment Employment Event + 3 years
Records / Date Employment | Standards Act, 2000, Event = date employee ceased
Started 50 2000, Chapter 41, | to be employed by employer
ss. 15.(1) par. 3, 15.(5)
par.1;s.16
Ont. 27 | Schedule 1 Employers — Workplace Safety and | Not specified
Wages Record Insurance Act, 1997,
SO 1997, Chapter 16,
Schedule A, s. 80
Ont. 28 | Accident and First Aid First Aid Not specified
Records Requirements
Regulation, under the
Workplace Safety and
Insurance Act, 1997,
RRO 1990, Reg. 1101,
s.5.
Ont. 29 | Offence Prosecutions — Workplace Safety and | Event + 2 years
Limitation Period Insurance Act, 1997, Event = most recent act or
SO 1997, Chapter 16, | omission upon which
Schedule A, s. prosecution is based comes to
157.1.(1) knowledge of Board
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Ont. 30 | Fire Insurance Claims — Insurance Act, R.S.0. s.14. Every action or
Limitation Period 1990, c. 1.8, s. 148(2), | proceeding against the insurer
Stat. Cond. 14. for the recovery of a claim

under or by virtue of this
contract is absolutely barred
unless commenced within one
year next after the loss or
damage occurs.

Ont. 31 | Record destruction indexes CAN/CGSB-72.34- Record of disposition actions
2017: Electronic shall be kept permanently as
Record as proof by the organization
Documentary
Evidence
Ont. 32 | Municipal or other Emergency Keep to make available on
Government Emergency Management and Civil | request during ordinary
Plans Protection Act, RSO business hours of municipality,
1990, Chapter E.9, s. ministry or branch of
10 government
Ont. 33 | Joint Health & Safety Occupational Health Not specified “shall maintain
Committee — Minutes of and Safety Act, R.S.0. | and keep”
Proceedings 1990, c. 0.1, 5.9(22).
Ont. 34 Basic Limitation Period Limitations Act, 2002, | Event + 2 years
$.0.2002, c. 24, Sch. Event=Second anniversary of
B, s. 4. the day on which the claim

was discovered

Ont. 35 | Ultimate Limitation Period Limitations Act, 2002, | Event + 15 years
5.0.2002, c. 24, Event = act or omission on
Schedule B, ss. which claim is based took
15.(1),(2). place

NOTE: Allegation of sexual
abuse should be retained
Event +50
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Ont. 36 | Workers Compensation Workplace Safety and | Last Event +2
Prosecution Limitation Insurance Act, 1997,
S0 1957, Chapter 16, s. 157.1(1) A prosecution for
Schedule A, s. . .
an offence under this section
157.1.(1)
shall not be commenced more
than two years after the date
on which the most recent act
or omission upon which the
prosecution is based came to
the attention of the Board.
Ont.37 | WHMIS — Toxicological Workplace Hazardous | Keep to provide on request
Data for Material Safety Materials Information
Sheets System (WHMIS)
Regulations, under
the Occupational
Health and Safety Act,
R. R. 0. 1990, R. 860,
s. 25
Ont. 38 | Emissions and Verification Greenhouse Gas Event + 7 years
Reports and Other Emissions: Event = End of reporting
Greenhouse Gas Emissions / | Quantification, period to which relates
Biomass Documentation / Reporting, and
Data / Facility Information Verification O. R.
and Logs 390/18, s. 24
Ont. 39 | Safety Data Sheets — Occupational Health Shall retain or prepare/make
Limitation/Expiry Period and Safety Act, RSO available
1990, Chapter. 0.1, ss.
37(1), 39
Ont. 40 | WHMIS — Hazard Workplace Hazardous | Not specified “shall ensure
Assessments and Worker Materials Information | developed/assess”
Education Programs System (WHMIS)
Regulations, under
the Occupational
Health and Safety Act,
RRO 1990, Reg. 860,
ss. 3.(1), 7
Ont. 41 | Student Records- Ontario Education Act, RSO. The following components of
Student Record (OSR) 1990, Chapter E.2, ss. | the OSR will be retained for 5
265(1)(d)
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Ontario Student years after a student retires
Record (OSR) from school:
Guideline, 2000 e report cards
Ministry of Education e the documentation
http://edu.gov.on.ca/ file, where applicable
eng/document/curric e additional information
ul/osr/osr.html#top that is identified by the
school board as
appropriate for
retention
Ont. 42 | Student Records- Ontario Education Act, RSO. The following components of
Student Record (OSR) 1990, Chapter E.2, ss. | the OSR will be retained for 55
265(1)(d) years after a student retires
Ontario Student from school:
Record (OSR) e the OSR folder
Guideline, 2000 e the Ontario Student
Ministry of Education Transcripts (OST)
http://edu.gov.on.ca/ e the office index card
eng/document/curric
ul/osr/osr.html#top
Ont. 43 | Obligated Organizations / Integrated Not specified “shall provide in
Educational or Training Accessibility accessible formats”
Institutions — Accessible Standards Regulation, | pescription:
Student Becords and under thg ACCE'S'SIbI/Ity 15.(1) Every obligated
Information for Ontarians with o .
R organization that is an
Disabilities Act, 2005, . ..
educational or training
O. Reg. 191/11, s. institution shall do the
15(1) par. 2 following, if notification of
need is given: . ..
2. Provide student records and
information on program
requirements, availability and
descriptions in an accessible
format to persons with
disabilities.
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Citation | Subject Matter Ontario Citation Retention Requirement or
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Ont. 44 | Board of Education Secretary | Education Act, RSO. Not specified “is responsible
— Meeting Minutes and 1990, Chapter E.2, ss. | for keeping/keep to provide
Ministry Reports 198(1)(a), (b); 207(4) on request of Ministry”

s.207(4) Any person may, at all
reasonable hours, at head
office of the board inspect the
minute book, the audited
annual financial report and
current accounts of a board,
and, upon the written request
of any person and upon the
pay to the board at the rate of
25 cents for every 100 works
or at such lower rate as the
board fix, the secretary shall
furnish copies of them or
extracts therefrom certified
under the secretary’s hand.

See also Ont. 47
See also Ont. 65

Ont. 45 | School Principals — Course Operation of Schools Not specified “shall retain”
Outlines — General Description:

Regulation, under the
Education Act, R.R.O.
1990, Reg. 298, ss.
11.(3)(c), (d)

11.(3) In addition to the duties
under the Act and those
assigned by the board, the
principal of a school shall,
except where the principal has
arranged otherwise under
subsection 26.(3), . ..

(c) retain on file up—to—date
copies of outlines of all
courses of study that are
taught in the school;

(d) upon request, make
outlines of courses of study

Ont. 46 | Dissolved Boards of Education Act, R.S.O. Event = Shall be filed as
Education 1990, c. E.2, s. 66.(4) Minister may direct
- 86 -
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Ont. 47 | Board — Education Records | Education Act, RSO. Not specified “may establish
Management / Archival 1990, Chapter E.2, s. schedules for destruction”
Retention 171.(1), par. 38; Description:
207(4)

171.(1) A board may, ...

38. institute a program of
records management that will,
subject to the regulations in
respect of pupil records,

i. provide for the archival
retention by the board or the
Archivist of Ontario of school
registers, minute books of the
board and its predecessors,
documents pertaining to
boundaries of school sections,
separate school zones and
secondary school districts,
original assessment and
taxation records in the
possession of the board and
other records considered by
the board to have enduring
value or to be of historical
interest, and

ii. establish, with the written
approval of the auditor of the
board, schedules for the
retention, disposition and
eventual destruction of
records of the board and of
the schools under its
jurisdiction other than records
retained for archival use

See also Ont. 44
See also Ont. 65

Ont. 48 | Professional Activity Day School Year Calendar, | Not specified “shall retain”
Evaluations Professional Activity Description:
Days Regulation,

) 8. In each year, every board
under the Education

shall undertake an annual
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Act, RRO 1990, Reg. evaluation of the activities of
304,s.8 the professional activity days
of the previous year and retain
such evaluations on file.

Ont.49 | Principals — Management Education Act, RSO. Not specified “duties to
of Pupil Records / Register of | 1990, Chapter E.2, ss. | maintain/retain/dispose/regist
Pupils / Timetables and other | 265(1) (c), (e), (i) er/prepare”
Information Description:

265.(1) It is the duty of a
principal of a school, in
addition to the principal’s
duties as a teacher, . ..

(c) to register the pupils and
to ensure that the attendance
of pupils for every school day
is recorded either in the
register supplied by the
Minister in accordance with
the instructions contained
therein or in such other
manner as is approved by the
Minister;

(e) to prepare a timetable, to
conduct the school according
to the timetable and relevant
school year calendar, to make
the timetable and calendar
accessible to pupils, teachers,
designated early childhood
educators and supervisory
officers, to assign classes and
subjects to teachers and to
assign junior kindergarten or
kindergarten classes or
extended day program units
to designated early childhood
educators;
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Ont. 50 | Schools for the Blind and the | Ontario Schools for Not specified “shall maintain

Deaf Superintendents — the Blind and Deaf and retain”
Pupil Records Regulation, under the
Education Act, R.R.O.
1990, Reg. 296, s.
18.(f)
Ont. 51 | Principal — School Visitors Education Act, R.S.0. Not specified “to maintain a
Book 1990, c. E.2, s. visitor's book in the school
265.(1)(n) when so determined by the
board”
Ont. 52 | Board — Special Education Special Education Not specified “shall
Plan Programs and Services | maintain/ensure is amended”
Regulation, under the
Education Act, R.R.O.
1990, Reg. 306, ss.
2.(2),6
Ont. 53 | Principal — Individual Identification and See Ont. 41 OSR Guideline —
Education Plans Placement of IEP to be stored in the
Exceptional Pupils Documentation File
Regulation, under the
Education Act, O. Reg.
181/98,s. 8
Ont. 54 | School Councils — Meeting | School Councils and 4 years
Minutes / Financial Parent Involvement
Transaction Records Committees
Regulation, under the
Education Act, O. Reg.
612/00, s. 16 (1)
Ont. 55 | Ministry — Plans for School | Operation of Schools Not specified “shall file”
Buildings — General
Regulation, under the
Education Act, R.R.O.
1990, Reg. 298, s.
2.(1)

Ont. 56 | Personal Criminal History Collection of Personal | Retention not specified
Information, under 0. Reg. 521/01 5.2 “shall
the Education Act, O. | collect”

Reg. 521/01, s. 2 Police Record Checks Reform
Act, 2015 what may be
collected
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Police Record Checks
Reform Act, 2015, S.O.
2015, c.30
Ont.57 | Board — Performance Education Act, R.S.O. Keep to make available on
Appraisal System Information | 1990, c. E.2, s. request
277.45.(1)
277.45(1) Every board shall
make information about the
performance appraisal system
set out in this Part available
to,
(a) teachers employed by the
board;
(b) pupils who are enrolled in
schools of the board and their
parents;
(c) the chair of the school
council for each school
governed by the board.
Ont. 58 | School Principals — Posting | Operation of Schools Not specified
of Ministry Documents — General
Regulation, under the
Education Act, RRO
1990, Reg. 298, ss. 11
(12), (13)
Ont.59 | Teachers — Teaching Plans Operation of Schools Keep to provide on request
and Outlines — General
Regulation, under the
Education Act, R.R.O.
1990, Reg. 298, s.
20.(f)
Ont. 60 | Teachers — Reports Cards Operation of Schools | See Ont. 41 OSR Guideline —
— General Report Cards
Regulation, under the
Education Act, RRO
1990, Reg. 298, s. 11
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Ont. 61 | Supervisory Officers — Visit | Education Act, RSO. Not specified “duty to
and Annual Reports 1990, Chapter E.2, ss. | prepare/make/furnish”
286.(1)(d), (f) to (h)
Ont. 62 | Documents regarding Education Act, RSO. Not specified “recording”
Parental and Pupil Inputinto | 1990, Chapter E.2, ss.
Teacher Evaluations 277.32(2) to (6)
Ont. 63 | Board Secretary — Appeal Education Act, RSO. Not specified “shall compile”
Records for Education 1990, Chapter E.2, ss.
Development Charge By-law | 257.66.(1), (2),
257.75.(1), (2)
Ont. 64 | False Register Offence Education Act, RSO. Not specified “keeps”
1990, Chapter E.2, ss.
213 (1)
Ont. 65 | Board Treasurers — Education Act, RSO. Not specified “shall keep/give
Financial Statements 1990, Chapter E.2, ss. | to the Ministry/publish/mail
252.(1), (2), (3); See also Ont. 44
207(4) See also Ont. 47
Ont. 66 | Secretary — Rural Education Act, RSO. Not specified “shall enter”
Separate School Authority & | 1990, Chapter E.2, ss. | see also Ont. 44
Combined Separate School 92(8), 94(2)
Zones
Supporter Elector
Records
Ont. 67 | Student Trustee Issues — Education Act, RSO. Not specified “recorded vote”
Vote Records 1990, Chapter E.2, s.
55.(3)
Ont. 68 Ministry Access to Personal Education Act, RSO. Indirect Collection of Personal
Information 1990, Chapter E.2, s. Information by Ministry of
8.1 Education
8.1(1) The Minister may
collect personal information,
directly or indirectly, for
purposes related to the
following matters, and may
use it for those purposes:

-91 -

131 of 191




Privacy and Information Management - OASBO Generic Records Retention Schedule

Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.

1. Administering this Act and
the regulations, and
implementing the policies and
guidelines made under this
Act.

2. Ensuring compliance with
this Act, the regulations, and
the policies and guidelines
made under this Act.

3. Planning or delivering
programs or services that the
Ministry provides or funds, in
whole or in part, allocating
resources to any of them,
evaluating or monitoring any
of them or detecting,
monitoring and preventing
fraud or any unauthorized
receipt of services or benefits
related to any of them.

3.1 Planning or delivering
extended day programs,
allocating resources to them,
evaluating or monitoring them
or detecting, monitoring and
preventing fraud or any
unauthorized receipt of
services or benefits related to
them.

3.2 Providing for financial
assistance related to extended
day programs, evaluating or
monitoring the provision of
the assistance or detecting,
monitoring and preventing
fraud or any unauthorized
receipt of benefits related to
the assistance.

4. Risk management, error

management or activities to
improve or maintain the
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quality of the programs or
services that the Ministry
provides or funds, in whole or
in part.
4.1 Risk management, error
management or activities to
improve or maintain the
quality of extended day
programs.
4.2 Risk management, error
management or activities to
improve or maintain the
provision of financial
assistance related to extended
day programs.
5. Research and statistical
activities that relate to
education and are conducted
by or on behalf of the
Ministry.
Not a retention citation
Ont. 69 | Boards School Year Calendar, | Keep to make available on
— Annual School Professional Activity request at beginning of school
Calendars Days Regulation, ' years
under the Education
and Act, RRO 1990, Reg.
Professional Activity Day 304, s.4.1(1), 7 (1)
Agendas
Ont. 70 | Schools for the Blind and the | Ontario Schools for Not specified “shall
Deaf Teachers — Teaching the Blind and Deaf prepare/keep to provide
Plans and Outlines Regulation, under the | Superintendent on request”
Education Act, RRO
1990, Reg. 296, s.
15.(d)
Ont. 71 | Boards — Exceptional Pupils | Ontario Schools for Not specified “shall record”
Placement Guides the Blind and Deaf Description:
Regula’Flon, under the 16. A residence counsellor
Education Act, RRO shall, . ..
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1990, Reg. 296, s. (d) record the growth and
16.(d) development of each pupil in
the residence area;
Ont. 72 | Boards — Exceptional Pupils | Identification and Keep to provide parent on
Placement Guides Placement of request at each school in the
Exceptional Pupils board'’s jurisdiction and at
Regulation, under the | board’s head office in various
Education Act, O. Reg. | formats
181/98,s. 13
Ont. 73 | School Councils — Annual School Councils and Keep to provide parents on
Report Parent Involvement request/shall submit/post
Committees
Regulation , under the
Education Act, O. Reg.
612/00, s. 24
Ont. 74 | Special Education Funding Grants for Student Keep to make available on
Guidelines: Special Needs — Legislative request
Equipment Amount (SEA) and | Grants for the 2018 —
Special Incidence Portion 2019 School Board
(SIP) Grants for Student Fiscal Year
Needs Projections ) (updated | Regulations, under
annually the Education Act, O.
Reg. 284/18
Ont. 75 | Educational Institutions — Ontario Education Not specified “maintained”
Pupil Records / Ontario Numbers Regulation, | 4. Educational institutions
Education Number under the Education prescribed by section 1 shall
Act, O.Reg. 440/01, s. | yse an individual’s Ontario
4par.1 education number to identify
the individual in the following
types of material:
par. 1. All pupil records that
are compiled and maintained
in accordance with the Act or
under any policy, guideline or
directive issued by the
Minister of Education relating
to pupil records.
Ont. 76 | Minister of Education — Ontario Education Indirect Collection of Personal
Personal Information Numbers Regulation, | Information by Ministry of
Collection under the Education Education
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Act, O. Reg. 440/01, s.
3 3. The Minister of Education
and officials of the Ministry of
Education may collect from an
educational institution
prescribed by section 1 or 1.1
the following personal
information about an
individual who is or was
enrolled in an educational
institution prescribed by
section 1 or who seeks or
sought to be enrolled in the
institution:
par.1l. The individual’s full
name, any name the individual
prefers to use and any
previous names the individual
used.
par. 2. The individual’s gender.
par. 3. The individual’s date of
birth.
Ont. 78 | Teachers’ Learning Plans Teacher Learning Not specified “shall retain”
Plans Regulation,
under the Education 2.(5) The teacher and the
Act, O. Reg. 98/02, s. . .
appropriate principal shall
2.(3) each sign the teacher’s
learning plan for the year and
each of them shall retain a
copy.
Ont.79 | Boards — Performance Teacher Performance | Event + 6 years
Appraisal Records Appraisal Regulation, | Eyent = Summative report to
under the Education | \hich record relates
Act, O. Reg. 99/02, s.
9
Ont. 80 | Boards — New Teacher Teacher Performance | Event + 6 years
Performance Appraisal Appraisal Regulation, | Eyent = Summative report to
Records under the Education which record relates
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Act, O. Reg. 99/02, s.
17
Ont. 81 | Boards — Delegation Education Act, RSO. Keep to make policies and
Policies and Guidelines 1990, Chapter E.2, s. guidelines available on
302.(9.1) request
Ont. 82 | Boards — Securities Board Borrowing, See Fed.16 Books of Account
Transaction Records Investing and Other FY+6
Financial Matters Not specified “shall include”
Regulation, under the
Education Act, O. Reg.
41/10, ss. 14.(1), .14.(1) If a bgard has a.n
(2)(e) investment in a security
prescribed under this Part, the
board shall require the
treasurer of the board to
prepare an investment report
as part of the treasurer’s
annual financial report to the
board.
Ont. 83 | Boards — Statement of Board Borrowing, Not specified “shall adopt”
Board’s Investment Policies Investing and Other
and Goals Financia?l Matters 13.(1) Before a board invests
Regulation, under the | . . .
; in a security prescribed under
Education Act, O. Reg. this Part, the board shall, if it
41/10,s.13.(1) has not already done so,
adopt a statement of the
board’s investment policies
and goals.
Ont. 84 | Principals and Vice Principal and Vice— Event + 6 years
Principals— Performance Principal Performance
Plans Appraisal Regulat!on, Event = Summative reports of
Growth Plans under the Education performance appraisals to
Im t Plans Act, O. Reg. 234/10, which records relate
provemen
ss. 3.(1), (6), 6(4), 7(6),
11(5), 12(6)(7), 24, 48,
50
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Ont. 89 | Boards — Appraisal Info Principal and Vice— Keep to make available on

Principal Performance | request
Appraisal Regulation, | 26.(1) Every board shall make

under the Education | information about the

Act, O. Reg. 234/10, s. | performance appraisal system

26 set out in this Part available
to,

(a) supervisory officers,
principals and vice-principals
employed by the board;

(b) teachers employed by the
board;

(c) pupils who are enrolled in
schools of the board and their
parents; and

(d) the chair of the school
council for each school
governed by the board.

Ont. 98 | Audit Committees — Audit Committees See Fed.16 Books of Account
Conflict of Interest Records / | Regulation, under the | FY+6
Minutes Education Act, O. Reg.

361/10, ss. 14(3), Not specified “shall be

recorded”

14(3) If a member or his or her
parent, child or spouse could
derive any financial benefit
relating to an item on the
agenda for a meeting, the
member shall declare the
potential benefit at the start
of the meeting and withdraw
from the meeting during the
discussion of the matter and
shall not vote on the matter.

Ont. 99 | Audit Committees — Audit Audit Committees See Fed.16 Books of Account
Annual Reports Regulation, under the | FY+6

Education Act, O. Reg. | Not specified “shall report
361/10, ss.9(7), 15 /submit”
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Ont. 100 | Audit Committees — Audit Committees Not specified “shall ensure
Minutes Regulation, under the | taken”
Education Act, O. Reg. | see also Ont. 47
361/10, s. 11(7);
s.207(4)
Ont. 101 | Director of Education — School Councils and Not specified “shall
School Councils Summary of | Parent Involvement provide/post”
Activities Committees See Ont.102
Regulatlon,‘ under Event = Shall retain in
the Education Act, O. accordance with policies of
Reg. 612/00, s. 50.(3) board. Shall be available for
examination at the board’s
office and on the Board
website for four years
Ont. 102 | Parent Involvement School Councils and Event = Shall retain in
Committees — Minutes of Parent Involvement accordance with policies of
Meetings and Financial Committees board
Transactions Record Regulation, under
the Education Act, O. Shall be available for
Reg. 612/00, s. 44 examination at the board’s
office and on the Board
website for four years
Ont. 103 | Boards — Emergency Extended Day and Keep to make available on
Procedures Third Party Programs | request
Regulation, under the
Education Act, O. Reg.
221/11, ss. 22(6), (7)
Ont. 104 | Boards — Annual Day Care Extended Day and Not specified “shall submit”
and Third Party Program Third Party Programs
Reports Regulation, under the
Education Act, O. Reg.
221/11, ss. 24(4), (5)
Ont. 105 | School Boards — Annual Class Size Regulation, | Not specified “shall
Reports of Elementary School | under the Education submit/shall ensure kept at
Class Size Act, O. Reg. 132/12, s. | head office of board and at
11 the office of each school of
the board, and made available
on request”
- 908 -
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R.S.0.1990, c. E.2, s.
169(2.1), (2.2); Anti-
Racism Act, S.0. 2017,
c.15
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Ont. 106 | School Board Annuals — Class Size Regulation, | Not specified “shall
Reports of Secondary School | under the Education submit/keep to make available
Class Size Act, 0. Reg. 132/12,s. | on request at head office of
15 board / and school offices”
Ont. 107 | Boards — Roster of Hiring Practices Not specified “shall
Occasional Teachers / Long Regulation, under the | maintain/post on website
Term Teachers Lists Education Act, O. Reg.
274/12,ss.3,4
Ont. 108 | Boards — Climate Survey - Education Act, Education Acts. 169.1(2.1) In

fulfilling its duties under
clause (1)(e) with respect to
the effectiveness of policies
developed by the board to
promote the goals referred to
in clauses (1)(a.1) and (a.2),
every board shall use surveys
to collect information from its
pupils and staff, and parents
and guardians of its pupils at
least once every two years in
accordance with any policies
and guidelines made under
paragraph 31 of subsection
8(1).(2.2) In collecting
information under subsection
(2.1), a board shall not collect
any name or any identifying
number, symbol or other
particular assigned to a person

Anti-Racism Acts.6 (1) The
Minister, with the approval of
the Lieutenant Governor in
Council, shall establish data
standards for the collection,
use and management of
information, including
personal information, to
identify and monitor systemic
racism and racial disparities
for the purpose of eliminating
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systemic racism and advancing
racial equity.s.7(10)The public
sector organization shall
retain the collected personal
information for the period
specified in the applicable
data standards or, if there is
no such specified period, for
at least one year after the day
it was last used by the
organization.

Ont. 109 | Boards — Policy and Education Act, R.S.O. Not specified “shall submit”
Guideline Changes 1990, c. E.2, 5. 301(11) | Event = Shall retain in

accordance with policies of
board

Minister may require boards
to submit any policy or
guideline established under
section 302 to the Ministers
and to implement changes to
the policy or guideline as
directed by the Minister.

Ont. 110 | Boards — Posting of Bullying | Education Act, R.S.O. Not specified

Prevention and Intervention | 1990, c. E.2, s. Event = Shall retain in
Plans 303.3(4) accordance with policies of
board
Ont. 111 | Principals — Posting of Education Act, R.S.0. Not specified
Bullying Prevention and 1990, c. E.2, s.
Intervention Plans 303.3(5)

303.3(5) A principal of a
school shall make the board’s
bullying prevention and
intervention plan available to
the public by posting it on the
school’s website or, if the
school does not have a
website, in another manner
that the principal considers
appropriate.
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Ont. 112 | Boards — Suspension and Education Act, R.S.0. Not specified “shall submit”
Expulsion Reports 1990, c. E.2, s.
314.5(1) 314.5(1) Every board shall
submit annual reports to the
Minister, in accordance with
the policies or guidelines
under subsection 301(7.3),
respecting suspensions and
expulsions
Ont. 114 | Ministry of Education — Education Act: Keep to make available on
“Ontario Schools, Calculation Of request at offices of Education
Kindergarten to Grade 12: Average Daily Finance Branch of Ministry of
Policy and Program Enrolment For The Education / on website
Requirements, 2016” 2014-2015 School
Board Fiscal Year
Regulation, under the
Education Act, O. Reg.
75/14,s. 2
Ont. 115 | Ministry of Education — Education Act: Grants | Keep to make available on
Grants for Student Needs — request at offices of Education
Legislative Grants for | Finance Branch of Ministry of
the 2014-2015 School | Education / on website
Board Fiscal Year
Regulation, under the
Education Act, O. Reg.
76/14, s. 3; as am. O.
Reg. 199/15,s.1; as
am. O. Reg. 214/16, s.
1
Ont. 116 | Ministry of Education — Grants for Student Keep to make available on
Grants Needs — Legislative request at offices of Education
Grants for the 2015- Finance Branch of the Ministry
2016 School Board of Education / on Ministry’s
Fiscal Year, under the | website
Education Act, O. Reg.
195/15, s. 3; as am. O.
Reg. 219/16,s.1
Ont. 117 | Boards — Posting of Positions | Hiring Practices Not specified
of Assignments Regulation, under See Fed. 33 - 6 years
the Education Act, O.
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Reg. 274/12, ss. 12(1),
13(1), 14(2)
Ont. 118 | Boards — Long-Term Hiring Practices Not specified “shall
Occasional Teachers Lists Regulation, under maintain/post”
Reg. 274/12, s. 10(1),
(4)
Ont. 119 | Boards — Asthma Policies Ryan’s Law (Ensuring | Not specified “shall maintain”
Asthma Friendly
Schools), 2015, S.0.
2015, c. 3, s. 2(1)
Ont. 120 | Schools Boards — Sabrina’s Law, 2005, Not specified “shall maintain”
Anaphylactic Policies S5.0.2005,c. 7,s.2.(1)
Ont. 121 | School, Private School, Day Schools, Private 6 years

9. (1) The operator of a school,
private school or child care
centre shall ensure that the
following documents and
other records are kept for at
least six years:

1. Every record made under
section 3,4, 4.1,5or 5.1.

1.1 The instructions provided
by the manufacturer of a filter
or other device referred to in
paragraph 6.2 of subsection 5

(2).

2. Every test result obtained in
respect of a test required
under section 5, 5.1 or an
order.

3. Every test result in respect
of which a report was required
under section 6.
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4. A copy of every director’s
direction given under section
4.1, subsection 5 (2.2) and
section 5.1.
5. A copy of every report
provided or received under
subparagraphs 5.3 iii and iv of
subsection 5 (2). O. Reg.
243/07,s.9 (1); O. Reg.
417/09, s. 10; O. Reg. 459/16,
s. 12 (1-3).
Ont. 122 | School, Private School, Day Schools, Private 6 years
Nursery Operators — Pre Schools and Child Care | see Ont. 121
1990 Plumbing Daily Flushing | Centres
and Verification Records Regulation, under
the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, ss. 4(4),
(5).9
Ont. 123 | School, Private School, Day Schools, Private 6 years
Nursery Operators — Cold Schools and Child Care | see Ont. 121
Water Sample and Lead Centres
Testing Records Regulation, under
the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, s. 5(2)
par. 12,9
Ont. 124 | School, Private School, Day Schools, Private 2 years; at school during
Nursery Operators — Safe Schools and Child Care | normal business hours
Drinking Water Records/Test | Centres
Results Regulation, under
the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, s.8.(1)
par. 1, (3)
Ont. 125 | School, Private School, Day Schools, Private 6 years; but shall keep readily
Nursery Operators — Cold Schools and Child Care | available at school
Water Sample Test Centres
Results/Orders Regulation, under
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the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, ss. 8(1)
par. 2, (3)

Ont. 126

School, Private School, Day
Nursery Operators — Test
Result Reports/Orders

Schools, Private
Schools and Child Care
Centres

Regulation, under

the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, ss. 8(1)
par. 3, (3)

6 years; 2 years readily
available at school

Ont. 127

School, Private School, Day
Nursery Operators —
Regulations

Schools, Private
Schools and Child
Care Centres
Regulation, under the
Safe Drinking Water
Act, 2002, O. Reg.
243/07, 8(1)

Keep to make available on
request at school

Ont. 128

School, Private School, Day
Nursery Operators —
Records Retention

Schools, Private
Schools and Child
Care Centres
Regulations, under
the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, ss. 9.(1),

(2)

See Ont. 121

Ont. 129

School, Private School, Day
Nursery Operators —
Director’s Directions

Schools, Private
Schools and Child
Care Centres
Regulation, under
the Safe Drinking
Water Act, 2002, O.
Reg. 243/07, ss. 8(1)
par. 3.1, (4)

6 years; 2 years readily
available at school

Ont. 130

School, Private School, Day
Nursery Operators —
Combined Report

Schools, Private
Schools and Child
Care Centres
Regulation, under
the Safe Drinking
Water Act, 2002, O.

6 years; 2 years readily
available at school
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Reg. 243/07, ss. 9(1)
par. 5, (2)
Ont. 131 | Health Tax — Limitation Employer Health Tax Event + 4 years
Period Act, RSO 1990, c. Event = later of (1) the day on
E.11,s.8(1) which the return was
delivered or received by the
Minister and (2) the day the
return was required to be
delivered.
Ont. 132 | Complaints — Limitation Human Rights Event + 1 year
Period Code, RSO 1990, c. Event = incident to which
H.19,s.34.(1) application relates or last
incident in series
Ont. 133 | Applications regarding Human Rights Event + 6 months
Contravened Settlements — | Code, RSO 1990, c. Event = contravention or last
Ont. 134 | Designations of Special Human Rights Code, Event + 5 years
Programs — Limitation R.5.0.1990, c. H.19, | Event = day issued or earlier
Period s. 14(6); asen. S. O. as may be specified by
2006, c. 30,s.1 Commission
Ont. 135 | Industrial Establishment Industrial 6. Where, under section 5 or
Accident Records Establishments 51, a report or permanent
Regulation, under record is prescribed to be
the Occupational kept, it shall be kept for,
Health and
Safety Act, RRO (a) a period of at least one
1990, Reg. 851, ss. .
year; or
5.(3),(4), 6
(b) such longer period as is
necessary to ensure that at
least the two most recent
reports or records are kept.
Ont. 136 | Pension Benefits Offence Pension Benefits Act, Event + 5 years
Prosecutions — Limitation RSO 1990, c. P.8, s. Event = Offence occurred or
Period 110(6) alleged occurred
Ont. 137 | Minister — Posting of Accessibility for Not specified
Accessibility Standards Ontarians with
Disabilities Act, 2005,

- 105 -

145 of 191




Privacy and Information Management - OASBO

Generic Records Retention Schedule

Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
S.0.2005,c. 11, s.
10.(1).
Ont. 138 | Minister — Posting of Accessibility for Not specified
Progress Reports Ontarians with
Disabilities Act, 2005,
S.0.2005,c. 11, s.
11.(2).
Ont. 139 | Income Tax Offences Income Tax Act, RSO Event + 8 years (Event = Date
Limitations 1990, c. 1.2, s. 48.(3) of Information or Complaint)
48.(3) An information or
complaint under the Provincial
Offences Act, in respect of an
offence under this Act may be
laid or made on or before the
day that is eight years after
the day on which the subject-
matter of the information or
complaint arose.
Ont. 140 | Employee wages Workplace Safety and | 80.(1) A Schedule 1 employer
Insurance Act, 1997, shall keep accurate records of
S0 1997, c. 16, Sched. | all wages paid to the
A, s.80(1) employer’s workers and shall
keep the records in Ontario.
See Fed. 33 6 years
Ont. 141 | Operational Procedures, Fire Code, under the Event + 2 years
Tests and Corrective Fire Protection and Event = Report prepared; as
Measures Records Prevention Act, 1997, | |ong as current and
O. Reg. 213/07, immediately preceding report
Division B, ss. 1.1.2.1 | re available; retained at
to1.1.2.3 building premises for
examination on request
Ont. 142 | Fire Safety Plans Fire Code, under the Not specified “shall be kept in
Fire Protection and building in an approved
Prevention Act, 1997, | location”
0. Reg 213/07,
Division B, Part I, s.
2.8.2.1, Division C, s.
1.3.2.5.(3)
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No.

Ont. 143 | Posting of Fire Emergency Fire Code, under the Not specified
Procedures Fire Protection and

Prevention Act, 1997,
OR 213/07, Division B,
Part Il, ss.
2.8.2.5.(1),(2)
Ont. 144 | Fire Drill Records Fire Code, under the Event + 1 year (12 months)
Fire Protection and Event = fire drill
Prevention Act, 1997,
OR 213/07, Division B,
Partll, s. 2.8.3.4.(1),
(2)

Ont. 145 | Posting of Portable Fire Code, under the | Recommend Post Most
Extinguisher Fire Protection and Current
Locations/Operating Prevention Act, 1997,

Instructions OR 213/07, Division B,
Part VI, ss. 6.2.1.5,
6.2.4.4

Ont. 146 | Portable Extinguisher — Fire Code, under the Not specified “shall be
Maintenance Records Fire Protection and maintained”

Prevention Act, 1997,
OR 213/07, Division B, Recommend Event + 2 years
Part Vi, s. 6.2.7.5 (Event = Maintenance)

Ont. 147 | Tests Records of Devices, Fire Code, under the Event + 2 years
Components and Circuits of Fire Protection and Event = Report prepared; as
Fire Alarm Systems Prevention Act, 1997, | |ong as current and

OR 213/07, Division B, immediately preceding report
Part Vi, s. 6.3.2.2.(4), are available; retained at
Division B, s. 1.1.2.1, building premises for

1.1.2.2 examination on request

Ont. 148 | Test Records of Fire Alarm Fire Code, under Event + 2 years

Monitoring Signals the Fire Protection Event = Report prepared; as
and Prevention Act, long as current and
1997, OR 213/07, immediately preceding report
Division A, Part VI, s. are available; retained at
6.3.2.2.(5), Division B, building premises for
s.1.1.2.1,1.1.2.2 examination on request

Ont. 149 | Sprinkler Systems Inspections | Fire Code, under the Not specified “shall be kept”
Records Fire Protection and
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No.
Prevention Act, 1997, | Recommend Event + 2 years
OR 213/07, Division (Event = Inspection)
B, Part VI, ss.
6.5.1.8.(1),(2)
Ont. 150 | Special Fire Suppression Fire Code, under Event + 2 years
Systems — Inspection, the Fire Protection Event = Report prepared; as
Maintenance and Testing and Prevention Act, long as current and
Records 1997, OR 213/07, immediately preceding report
Division B, Part VI, s. are available; retained at
6.8.2.2, Division B, s. building premises for
1.1.21,1.1.2.2 examination on request
Ont. 151 | Fire Protection Systems — Fire Code, under Event = Shall be retained
Test, Corrective, Measure or | the Fire Protection throughout life of systems.
Operational Procedure and Prevention Act,
Reports 1997, OR 213/07,
Division B, s.
1.1.2.2 (2)
Ont. 152 | Lead Employers / Contractors | Confined Spaces Longer of:
— Confined Space Co— Regulations, under Event + 1 year (Event =
ordination Documents the Occupational document created)
Health and Safety Or:
Act, OR 632/05, )
ss. 4.(2),(4), 21 Event = Period necessary to
ensure 2 most recent records
of each kind are retained
Ont. 153 | Employers — Confined Confined Spaces Not specified “shall ensure
Space Assessments Regulations, under carried out/recorded in
the Occupational writing”
Health and Safety Act,
1997, OR 632/05,
ss. 6.(1) to (4)
Ont. 154 | Employers — Confined Confined Spaces Longer of:
Space Atmospheric Test Regulations, under Event + 1 year
Records the Occupational Event = Document created
Health and Safety
Act, OR 632/05 ss. 18 | O
(1) to (6); s. 21.(1) Event = Period necessary to
ensure 2 most recent records
retained
Ont. 155 | Employers — Confined Confined Spaces Not specified “shall ensure
Space Programs Regulations, under maintained”
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
the Occupational
Health and Safety
Act, OR
632/05, s. 5.(1);
Ont. 156 | Employers — Confined Confined Spaces Not specified “shall ensure
Space Plans Regulations, under developed”
the Occupational
Health and Safety
Act, OR
632/05, s. 7.(1)
Ont. 157 | Employers — Workplace Occupational Health Not specified “shall
Violence / Harassment and Safety Act, R. S. prepare/keep to provide on
Policies and Information 0. 1990, c. 0.1, ss. request”
32.0.1.(1),(2),
32.0.5.(2) to (4), 32.0.
Ont. 158 | Employers — Worker Designated Keep no less than 5 years
Exposure to Airborne Substances
Concentrations of Designated | Regulation, under
Substances Results the Occupational
Health and Safety
Act, OR 490/09, s. 25
(c)
Ont. 159 | Employers — Worker Designated Not specified “shall provide”
Personal Exposure Records Substances
Regulation, under
the Occupational
Health and Safety
Act, OR 490/09, s. 27
Ont. 160 | Physicians — Worker Designated Later of:
Personal Exposure Records Substances Event + 40 years
Regulation, t.Jnder Event = Date first record
the Occupational .
created in personal exposure
Health and Safety d
Act, OR 490/09, s. 30 recor
And:
Event + 20 years
Event = Date last record added
to personal exposure record
And

- 109 -

149 of 191




Privacy and Information Management - OASBO

Generic Records Retention Schedule

Citation | Subject Matter Ontario Citation Retention Requirement or
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No.
If physician not able to keep
shall forward to Provincial
Physician or employer who
shall keep until end of
retention dates
Ont. 161 | Physicians — Worker Clinical | Designated Later of:
Tests and Examination Substances Event + 40 years
Records Regulation, gnder Event = Date first record
the Occupational .
created in personal exposure
Health and Safety d
Act, OR 490/09, s. 31 recor
And:
Event + 20 years
Event = Date last record added
to personal exposure record
And
If physician not able to keep
shall forward to Provincial
Physician or employer who
shall keep until end of
retention dates
Ont. 162 | Constructors or Employers — | Occupational Health Not specified
Posting of Health/Safety and Safety Act, RSO Recommend Posting Most
Committee Information 1990, c. 0.1,5.9(32). | current
Ont. 163 | Building Owners / Employers | Designated Not specified
— Posting of Clearance Air Substance — Asbesto
Testing Results s on Construction
Projects and in
Buildings and Repair
Operations
Regulation, under
the Occupational
Health and Safety Act,
OR 278/05, s. 18.(8)
Ont. 164 | Pesticide Offence Pesticides Act, RSO Event + 2 years
Proceedings — Limitation 1990, c. P.11,5.48 Event = Later of: day offence
Period committed; and day evidence
of offence first came to
attention of provincial officer
or Director
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No.
Ont. 165 | Employers — Assessment for | Occupational Health Keep to make available on
Hazardous Materials and Safety Act, RSO. request
1990, c. 0.1, s. 39
Ont. 166 | Posting of Warning of Occupational Health Not specified
Hazardous Physical Agents and Safety Act, RSO
1990, c. 0.1, ss. 41
(1).(2)
Ont. 167 | Posting of Hazardous Physical | Occupational Health Not specified
Agents Notices and Safety Act, RSO
1990, c. 0.1, ss. 41
(3).(4)
Ont. 168 | Employers — Assessment for | Occupational Health Keep to make available on
Hazardous Materials and Safety Act, RSO. request
1990, c. 0.1, 5. 39
Ont. 169 | Employers — Hazardous Control of Exposure to | Keep to make available to
Biological or Chemical Agent | Biological or Chemical | physician on request
Exposure Records Agents Regulations,
under the
Occupational Health
and Safety Act, RRO
1990, R. 833, s. 8.(4)
Ont. 170 | Notice of Garnishment Rules of the Small Event + 6 years
Extension Orders — Claims Court Event = Order made; unless
Limitation Period Regulation, under the | |eave of court
Courts of Justice Act,
OR 258/98, rule
20.08.(2.1)
Ont. 171 | Notice of Garnishment where | Rules of the Small Event + 1 year
Extension Order — Limitation | Claims Court Event = Date order granting
Period Regulation, under the | |eave to issue made
Courts of Justice Act,
OR 258/98 rule
20.08.(2.2),(2.3)
Ont. 172 | Notices of Garnishment — Rules of the Small Event + 6 years
Limitation Period Claims Court Event = Date of issue or
Regulation, under the | renewal
Courts of Justice Act,
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Table Limitation Period

No.

OR 258/98, rule
20.08.(5.1),(5.2)

Ont. 174 | Registered Code Agency Building Code Not specified “shall prepare”
Records — Construction Regulation, (Part V),

Inspections and Orders under the Building
Code Act, 1992, OR
332/12, Division C, ss.
3.7.4.2.(3) to (5)

Ont. 175 | Engineer’s Safety Net Construction Projects | Event + 1 year
Inspections/Tests Regulation, under the | gyent = Project finished
Documentation Occupational Health

and Safety Act, OR
213/91, s. 19; ss.
26.8.(4),(5)

Ont. 176 | Workplace Hazardous Workplace Hazardous | Not specified “shall ensure
Materials Information System | Materials Information | developed/assess”

(WHMIS) System (WHMIS)

Regulations, under

the Occupational

Health and Safety Act,

RRO. 1990, R. 860, ss.

3.(1),7

Ont. 177 | Monitoring & Reporting Airborne Contaminant | Event + 7 years

Discharge Monitoring | Event = Day report required to

and Reporting be submitted or day record

Regulation, under the required to be prepared

Env;ronmenta/ 12. The owner and the

Protection Act, OR -
operator of a facility who are

127/01, ss. 6, 12, 13 .
required to ensure that a
report is submitted under
section 6 shall ensure that a
copy of the report and of any
record prepared for the
purposes of the report are
kept for at least seven years
after the day the report is
required to be submitted and
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Subject Matter

Ontario Citation

Retention Requirement or
Limitation Period

shall ensure that any other
record required to be
prepared under this
Regulation is kept for at least
seven years after the day the
record is required to be
prepared

Ont. 178

Monitoring & Reporting

Airborne Contaminant
Discharge Monitoring
and Reporting
Regulation, under the
Environmental
Protection Act, O. R.
127/01, s. 11; as am.
0.R.37/06,s. 8

Event = Shall be maintained in
accordance with Guideline.

11. The owner and the
operator of a facility who are
required under section 3 or 4
to ensure that air emissions of
a contaminant are monitored
and calculated shall ensure
that such records as may be
specified in the Guideline are
prepared and maintained in
accordance with the
Guideline.

Ont. 179

Engineers’ Log Books

Operating Engineers
Regulation, under the
Technical Standards
and Safety Act, 2000,
OR 219/01, s. 37

Event + 3 years

Event = Last entry made; at
plant; shall retain electronic
log or hard copies; logbook
shall be bound and
constructed so pages
numbered and cannot be
removed; in ink; any
corrections shall not be erased
but crossed out, corrected and
initialled; if electronic user
shall ensure dated paper
print—out is created at end of
each shift; No person shall
destroy without permission of
owner or user, or remove
logbook from plant

Ont. 180

Fire Systems Inspections

Approved Records

Fire Code, under the
Fire Protection and
Prevention Act, 1997,
0. Reg. 213/07,

Not Specified “shall be kept”.
An “Approved” record means
approved by the Chief Fire
Official.
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Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Division B, Part VI, ss.
6.5.1.8(1), (2)
Ont. 181 | Ontario Water Resources Act | Ontario Water Event + 2 years
Offence Proceedings — Resources Act, RSO. Event = later of: date offence
Limitation Period 1990, c. 0. 40, s. 94 committed and date: offence
first came to attention of
designated person
Ont. 182 | Fixed Support Inspections, Construction Projects | Not specified “shall keep
Tests, Repairs, Modifications | Regulation, under the | permanent record”
and Maintenance Forms Occupational Health
and Safety Act, O.
Reg. 213/91, s.
141.4(6)
Ont. 183 | Scaffold/Anchor Points Log Window-Cleaning Event = Maintain and retain as
Book Regulation, under the | long as anchor points and
Occupational Health suspended scaffold are used
and Safety Act, RRO
1990, Reg. 859, s.
41.(5)
Ont. 184 | Hydrant Operations Records | Fire Code, under the Event + 2 years
Fire Protection and Event = Report prepared; as
Prevention Act, 1997, | |ong as current and
0. Reg. 213/07, immediately preceding report
Division B, Part VI, s. | 3re available; retained at
6.6.5.8, Division B, building premises for
Partl,ss.1.1.2.1to0 examination on request
1.1.2.3
Ont. 185 | Emergency Electrical Power Fire Code, under the Event = Shall be maintained as
Supply Records Fire Protection and required in CSA—C282,
Prevention Act, 1997, | “Emergency Electrical Power
0. Reg. 213/07, Supply for Buildings
Division B, Part VI, s.
6.7.1.3
Ont. 188 | Liquid Gain or Loss Fire Code, under the Event + 2 years
Measurements for Storage Fire Protection and Event = Report prepared; as
Tests Prevention Act, 1997, | |ong as current and
0. Reg. 213/07, immediately preceding report
Division B, Part IV, ss. | are available; retained at
4.3.16.1(3), (4),
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Table Limitation Period
No.
Division B, Part |, ss. building premises for
1.1.2.1t01.1.2.3 examination on request
Ont. 189 | Out of Service Underground Fire Code, under the Not specified “shall be
Storage Tanks — Liquid Fire Protection and retained”
Measurement Levels Records | Prevention Act, 1997,
0. Reg. 213/07,
Division B, Part IV, ss.
4.3.17.1(1)(a), (2)(c),
(3)(a)(i), (ii)
Ont. 190 | Piping Systems for Fire Code, under the | Event + 2 years
Flammable Liquids or Fire Protection and Event = Report prepared; as
Combustible Liquids Prevention Act, 1997, | |ong as current and
Documentation 0. Reg. 213/07, immediately preceding report
Division B, Part IV, s. | are available; retained at
4.4.6.2, Division B, building premises for
Partl,ss. 1.1.2.1to examination on request
1.1.2.3
Ont. 191 | Auditor’s Reports Municipal Act, 2001, Keep to make available during
S0 2001, c. 25, ss. normal office hours
296.(6), (7)
Ont. 192 | Parking Conviction Records Provincial Offences Not specified “shall record”
Act, RSO 1990, c. P.33,
s. 18.2.(6)
Ont. 193 | Parking Offence Prosecutions | Provincial Offences 75 days
after Notice of Appearance Act, RSO 1990, c. P.33,
Filed or No Notice of Dispute | s. 18.1.(2)
Filed — Limitation Period
Ont. 194 | Building Code Act Offence Building Code Act, 1 year
Prosecutions — Limitation 1992, 50 1992, c. 23, | 36.(8) No proceeding under
Period s.36.(8), (8.1) this section shall be
commenced more than 1 year
after the time when the
subject-matter of the
proceeding arose.
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No.
Ont. 195 | Recovery of Future Estate Real Property Longer of:
Claims — Limitation Period Limitations Act, RSO. | Event + 5 years
1990, c. L.15, 5. 6(1). Event = Estate of entitled
person vested in possession
And:
Event + 10 years (Event = Right
to make entry or distress or
bring action for recovery of
land or rent first accrued)
Ont. 196 | Operations and Maintenance | Licensing of Sewage 2 years and after review
Manuals Works Operators
Regulation, under the
Ontario Water
Resources Act, O. Reg.
129/04, s. 20
Ont. 197 | Operator—in—charge — Licensing of Sewage Not specified “shall ensure
Adjustment and Equipment Works Operators maintained/prepared”
Operating Status Records Regulation, under the
Ontario Water
Resources Act, OR
129/04, ss.
18.(2)(c)(d).
Ont. 198 | Financial Statements - Annual | Municipal Act, 2001, | Not specified “shall prepare”
SO 2001, c. 25, s. 294.1 A municipality shall, for
2941 each fiscal year, prepare
annual financial statements
for the municipality in
accordance with generally
accepted accounting
principles for local
governments as
recommended, from time to
time, by the Public Sector
Accounting Board of the
Canadian Institute of
Chartered Accountants.
Ont. 206 | Pregnancy / Parental / Employment Event + 3 years
Emergency Leaves Standards Act, 2000, Event = day after which the
SO 2000, c. 41, s. leave expired
15(7)
-116 -

156 of 191




Privacy and Information Management - OASBO

Generic Records Retention Schedule

Citation | Subject Matter Ontario Citation Retention Requirement or
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No.
Ont. 207 | Employee Work Hours Employment CY +5 years
Standards Act, 2000, | 15.(5) The employer shall
S0 2000, c. 41, s. retain or arrange for some
15(1), par. 4 other person to retain the
records of the information
required under this section for
the following periods:
3. For information referred to
in paragraph 4 of subsection
(1) or in subsection (5, years
after the day or week to which
the information relates
Ont. 208 | Schedule 1 Employers — Workplace Safety and | Not specified “shall keep in
Wages Record Insurance Act, 1997, Ontario”
SO 1997, c. 16,
Schedule A, s. 80
Ont. 209 | Wage Statements and Employment Event + 3 years
Termination Pay Records Standards Act, 2000, Event = Information given to
S0 2000, c. 41, ss. employee
15(1) par. 5; s. 15(5)
par.4;s.16
Ont. 210 | Accessibility Training Records | Integrated Not specified “shall keep”
- Designated Public Sector Accessibility
Organizations Standards Regulation,
under the Accessibility
for Ontarians with
Disabilities Act, 2005,
0. Reg. 191/11, s. 7(5)
Ont. 211 | Annual Status Reports - - Integrated Not specified “shall
Designated Public Sector Accessibility prepare/post
Organizations Standards Regulation,
under the Accessibility
for Ontarians with
Disabilities Act, 2005,
0. Reg. 191/11, s. 4(3)
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Table Limitation Period
No.
Ont. 212 | Multi—Year Accessibility Plans | Integrated Not specified “shall
- Designated Public Sector Accessibility maintain/post/review every 5
Organizations Standards Regulation, | years”
under the Accessibility
for Ontarians with
Disabilities Act, 2005,
0. Reg. 191/11, s. 4(1)
Ont. 214 | Persons or Organizations to Accessibility for Shall file and keep to make
whom Accessibility Standard | Ontarians with available to the public on
Applies — Accessibility Disabilities Act, 2005, | request.
Reports & compliance S0. 2005, c. 11, ss. Shall provide the director with
information 14.(1) to (4), 17 reports or information relating
to the compliance of the
person or organization with
the accessibility standards.
CY+6
The Accessibility Directorate
Compliance reports for 6
years.
Ont. 215 | Operator—in—charge Records | Licensing of Sewage Not specified “shall ensure
Works Operators maintained”
Regulation, under the
Ontario Water
Resources Act, OR
129/04, s. 17.(2).
Ont. 216 | Posting of Certificate of Licensing of Sewage Not specified
Classification of Facility Works Operators
Regulation, under the
Ontario Water
Resources Act, OR
129/04, s. 4.(5)
Ont. 217 | Accident Claims — Limitation Workplace Safety and | Event + 6 months
Period Insurance Act, 1997, Event = accident or when
S0 1997, c. 16, worker learns he/she suffers
Schedule A, s. 22(1), from disease
(3)
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22.(1) A worker shall file a
claim as soon as possible after
the accident that gives rise to
the claim, but in no case shall
he or she file a claim more
than six months after the
accident or, in the case of an
occupational disease, after the
worker learns that he or she
suffers from the disease.

Ont. 219 | Construction Accident Construction Projects Permanent
Records Regulation, under the | 10.(1) An employer shall keep
Occupational Health in the employer’s permanent
and Safety Act, OR records a record of any
213/91,s. 10 accident, explosion or fire

involving a worker that causes

injury requiring medical

attention but does not disable
the worker from performing
his or her usual work.

(2) The record shall include
particulars of,

(a) the nature and
circumstances of the
occurrence and the injury
sustained by the worker;

(b) the time and place of the
occurrence;

(c) the name and address of
the injured worker; and

(d) the steps taken to prevent
a recurrence.

(3) An employer to whom
subsection (1) applies shall
make the record available to
an inspector upon request.

Ont. 220 | Health & Occupational Safety | Occupational Health Event + 1 year
Prosecutions Limitation and Safety Act, RSO Event = last act or default

Period — 1390,¢.0.1,5.69 69. No prosecution under this

Act or the regulations shall be
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instituted more than one year
after the later of,

(a) the occurrence of the last
act or default upon which the
prosecution is based; or

(b) the day upon which an
inspector becomes aware of
the alleged offence. 2017, c.
34, Sched. 30, s.5.

Ont. 221 | Proceedings Where No Limitations Act, 2002, | Event = There is no limitation
Limitation Period S.0. 2002, c. 24, period for
Schedule B, s. 16(1) - Environmental Claims not
discovered

- sexual assault or sexual
misconduct proceedings

- proceedings with no
consequential relief or to
enforce a court order

- arbitration act or civil
remedies act proceeding

- proceeding with collateral

Ont. 222 | Municipal By—law Votes — Municipal Elections Event + 4 years
Limitation Period Act, 1996, S. 0. 1996, | Event = day action took effect,
c. 32, ss.8.3.(1),(5) or voting day
Ont. 223 | Provincial Offence Provincial Offences Retention/Limitation:
Prosecutions — Limitation Act, RS0 1990, c. P.33, | Event + 0.5 years (6 months)
Period 5.76 Event = Date offence

was/alleged committed
Description:

76.(1) A proceeding shall not
be commenced after the
expiration of any limitation
period prescribed by or under
any Act for the offence or,
where no limitation period is
prescribed, after six months
after the date on which the
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offence was, or is alleged to
have been, committed.

(2) A limitation period may be
extended by a justice with the
consent of the defendant.

Ont. 224

Land and Legacy Claims —
Limitation Period

Real Property
Limitations Act, RSO
1990, c. L.15, s. 23.(1)

Event + 10 years

Event =
Acknowledgement/last
payment

Ont. 225

Audit of pupil enrolment
records and related
documents

Ministry of Education
Enrolment
Management
Instructions for
Elementary and
Secondary Schools

The Ministry requires that for
audit purposes, pupil
enrolments and various
related documents must be
retained for the current year
plus two additional school
years (CY+2). Records can be
stored electronically or in
paper format unless otherwise
specified. Where a principal’s
certification/signature is
required (electronic signatures
are acceptable), it can also be
stored in an electronic (e-
mails are acceptable) or paper
format.

http://www.edu.gov.on.ca/en
g/policyfunding/forms.html#e
C

See above link for list of
documents

Ont. 226

Supervised Alternative
Learning & Other Excusals
from Attendance at School

Education Act Reg.
374/10

https://www.ontario.ca/laws/
regulation/100374#BK

Ont. 227

Serious Student Incidents
reported on the Safe Schools
Incident Reporting Form

Progressive Discipline
& promoting Positive
Student Behaviour

Policy/Program Memorandum
145

www.edu.gov.on.ca/extra/eng

/ppm/145.pdf
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Incidents to the
Ministry of Education

Citation | Subject Matter Ontario Citation Retention Requirement or
Table Limitation Period
No.
Ont. 228 | Psychological Services College of http://www.cpo.on.ca/WorkA
Provider Client Records Psychologists of rea/DownloadAsset.aspx?id=1
Ontario — Standards 716
of Professional
Practice 2017
Ont. 330 | Speech Service providers College of http://www.caslpo.com/expre
Client Records Audiologists and ss/current-issue/volume-1-
Speech Language issue-2-sept-2015
Pathologists of
Ontario
Ont. 332 | Environmental Assessments Environmental Not specified “shall
Assessment Act, RSO prepare/keep to provide on
1990, c. E.18, s. 6.1(1); | request at times set out in
s. 6.4(1) notice”
Ont. 333 | Violent Student Incidents Reporting Violent Policy/Program Memorandum

120

http://www.edu.gov.on.ca/ext
ra/eng/ppm/120.html

College Members — Client
Records

Ontario College of
Social Workers and
Social Service Workers

Code of Ethics and
Standards of Practice
Handbook — Second
Edition
https://www.ocswssw
.org/wp-
content/uploads/201
8/09/Code-of-Ethics-
and-Standards-of-
Practice-September-7-

2018.pdf

Retention

Event + 7 years

(Event = Date of last entry in
the record, or if client was less
than 18 years at date of last
entry, the day the client
became or would have
become eighteen)
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Table
No.
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Ontario Citation

Retention Requirement or
Limitation Period

Physiotherapists — Clinical
and Financial Records

College of
Physiotherapists of
Ontario

Record Keeping
Standard
https://www.collegep
t.org/rules-and-
resources/record-
keeping

Retention

Event + 10 years

(Event = Later of the date of
the last patient encounter or
the date the patient reached,
or would have reached, 18
years of age)

Occupational Therapist -
Records

College of
Occupational
Therapists of Ontario

Record Keeping
Standard

https://www.coto.org

docs/default-

source/default-
document-
library/record-
keeping-standard-
janl.pdf?sfvrsn=ead4
5359 10

Retention

Event + 10 years

(Event = Date of last entry in
the record, or if client was less
than 18 years at date of last
entry, the day the client
became or would have
become eighteen)

Public Sector Organizations —
Collected personal
information

Anti-Racism Act SO
2017, c. 15,s.7(10)

Event + 1 year

(Event = Day the information
was last used by the
organization)

Employers — Records on
Payments

Employment
Protection for Foreign
Nationals Act, 2009
SO 2009, c. 32, s.
14(1)

Event + 7 years

(Event = Earlier of the date the
employee ceases to be
employed by the employer; or
the employee becomes a
permanent resident)

Employers — Dates of
Employee work and Wages

Government Contract
Wages Act, 2018 S.0.

Event + 3 years
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Retention Requirement or
Limitation Period

2018, c.9, s. 8(1), par.
1, 8(2), par. 1

(Event = the day or week to
which the information relates)

Employers — Subcontracting
Information

Government Contract
Wages Act, 2018 S.0.
2018, c.9, s. 8(1), par.
2-3, 8(2), par2

Event + 3 years

(Event = the last day work was
performed under the
subcontract)

Operator of a Food Premise —
Pest Control Measures

Food Premises under
the Health Protection
and Promotion Act,
O.Reg 493/17, s. 13(2)

Event + 1 year

(Event = date the records are
made)

Operator of a Food Premise —
Food Processing Records

Food Premises under
the Health Protection
and Promotion Act,
0.Reg 493/17, s. 29(2)

Not specified
“Shall post”

Employer — Pay Transparency
Report

Pay Transparency Act,
2018, S.0. 2018, c. 5,
s. 7(5)

Not specified
“Shall post”

Licensee — Public Vehicle
Records

General Regulation
under the Public
Vehicles Act, Reg. 982,
s. 24

Not specified
“Shall keep”

Provincial Offence Tax
Prosecutions — Limitation
Period

Income Tax Act, RSO
1990, c. 1.2, s. 48.(3);
asam. S. 0. 2004, c.
16, s. 3.

Event + 8 years (Event = Day
subject matter of
information/complaint arose)

Licensee — Liquor — Special
Occasion Permit

Liquor Licence Act,
R.S.0. 1990, c.L.19

Not specified

19 (1) A person may apply to
the Registrar for a permit
authorizing the holder thereof
to sell or serve liquor on a
prescribed special occasion

43 (1) The Registrar may
designate persons employed
by the Alcohol and Gaming
Commission of Ontario as
persons who may carry out
inspections for the purpose of
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Citation
Table
No.

Subject Matter

Ontario Citation

Retention Requirement or
Limitation Period

determining whether there is
compliance with this Act and
the regulations.
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Citation | Subject Matter Federal Citations Retention Requirement or
Table Limitation Period
No.
Fed.1 | GST/HST — Electronic Canada Revenue Agency, | 6 years
format GST/HST Memoranda 286(3.1) 8. Persons who
Series keep records in an
Chapter 15: Books and | electronic format are
Records (Revised July required to retain them in
1999) an electronically readable
15.2 Computerized format for a period of six
Records, June 2005 years from the er.1d of the
latest year to which they
relate. This means that a
Electronic records person must retain the
Records, books of electronic records even
account, documents and | when hard copy is available.
other information in
electronic form used for
purposes of the
verification of the Goods
and Services Tax /
Harmonized Sales Tax
(GST/HST) charged and
remitted on taxable
supplies of goods and
services as well as the tax
paid on purchases.
Fed. 2 GST/HST — Electronic Canada Revenue Agency, | 24. Persons carrying on a
format GST/HST Memoranda business or engaged in a
Series commercial activity,
Chapter 15: Books and per.sons who are required
Records (Revised July to file a GST/HST return,
1999) and persons who make an
application for a rebate are
) 15.1 General required to keep their
Requirements for Books books and records for a
and Records, June 2005 period of six years from the
end of the latest year to
Records that enable the which they relate.
determination of the tax | Electronic records ss
charged and remitted on | 286(3.1)
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Citation
Table
No.

Subject Matter

Federal Citations

Retention Requirement or
Limitation Period

taxable supplies of goods
and services as well as the
tax paid on business
purchases and claimed as
an input tax credit (ITC) or
rebate

25. Persons who keep
records electronically are
required to retain them in
an electronically readable
format for a period of six
years from the end of the
latest year to which they
relate. This means that a
person must retain the
electronic records even

when hard copy is available.

Minimum retention period

26. The minimum retention
period for books and
records is generally
determined by the last year
when a record may be
required for purposes of
the Act, and not the year
when the transaction
occurred and the record
was created. For example,
records supporting the
acquisition and capital cost
of property should be
maintained until the day
that is six years from the
end of the last year in
which such an acquisition
could enter into any
calculation for GST/HST
purposes, including the
basic tax content of the
property.

Fed. 3

Assessment Period
Liability — Limitation
Period

Excise Tax Act, RSC 1985,
c. E-15, s. 298.(1)(f)

Event + 4 years (Event =
Person liable/person paid
or remitted the amount; as
applicable)

Fed. 4

Excise Tax Records and
Books of Account

Excise Tax Act, RSC. 1985,
c. E-15,s.98.(1)

Event + 6 years (Event =
End of calendar year for
which records kept; or until
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Citation | Subject Matter Federal Citations Retention Requirement or

Table Limitation Period

No.

written permission for prior
disposal by Minister given;
or longer if appeal)

Fed.5 Canada Pension Plan Canada Pension Plan, RSC | Event + 6 years (Event =
Records 1985, c. C-8, s. 24 end of year for which

records and books of
account are kept or written
permission for their prior
disposal is given by
Minister, or end of appeal
period.)

Fed. 6 Employers — Books of | Employment Insurance Event + 6 years (Event =
Account Act, SC 1996, c. 23, s. 87 end of year for which they

are kept, or until written
permission for their prior
disposal is given by the
Minister or if appeal until
the ruling is made or the
appeal is disposed of and
any further appeal is
disposed of or the time for
filing a further appeal has
expired.)

Fed. 7 Employers — Employment Insurance Earliest of:

Undeliverable Record | Regulations, under the 1 year or Event = copy is
of Employment Employment Insurance requested by the
Act, SOR/96-332, ss. Commission or by person
19.(2), (4)(b)

Fed. 8 Employment Insurance | Employment Insurance Event + 3 years (Event =
Assessment — Act, SC 1996, c. 23, s. end of year in which any
Limitation Period 85.(3). premium should have been

paid, unless
misrepresentation or fraud)

Fed.9 Posting of Work Place | Canada Occupational Not specified
Violence Prevention Health and Safety
Policies and Regulations, under the
Emergency Canada Labour Code,

Notification SOR/86-304, ss. 20.3,
Procedures 20.8.(2); as en. SOR/2008-
148, s. 1.
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Citation | Subject Matter Federal Citations Retention Requirement or

Table Limitation Period

No.

Fed. 10 | Work Place Violence Canada Occupational Not specified “shall
Procedures and Health and Safety establish and update every
Emergency Regulations, under the 3 years”

Notification Canada Labour Code,

Procedures SOR/86-304, ss. 20.6.(3),
20.7.(1), 20.8.(1); as en.
SOR/2008-148,s. 1

Fed. 11 | Work Place Violence Canada Occupational 3 years; in written or

Records Health and Safety electronic form
Regulations, under the
Canada Labour Code,
SOR/86-304, s. 20.7.(3);
as en. SOR/2008-148, s. 1.

Fed. 12 | Investigation of Canada Occupational Not specified “shall keep”
Workplace Violence Health and Safety
Reports Regulations, under the

Canada Labour Code,
SOR/86-304, s. 20.9.(5);
as en. SOR/2008-148, s. 1.

Fed. 13 | Workplace Violence Canada Occupational Event + 2 years (Event =

Training Records Health and Safety Date employee ceases to
Regulations, under the perform activity that has
Canada Labour Code, risk of work place violence
SOR/86-304, ss. associated with it; in paper
20.10.(2),(4),(5); as en. or electronic form)
SOR/2008-148, s. 1.

Fed. 14 | Electronic Records Personal Information Event = Retain for specified

Acceptability Protection and Electronic | period in format made, sent
Documents Act, SC 2000, or received, so can be read,
c.5,5.37 and with information that

identifies origin and
destination

Description:

37. A requirement under a
provision of a federal law to
retain a document for a
specified period is satisfied,
with respect to an
electronic document, by
the retention of the
electronic document if
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Citation
Table
No.

Subject Matter

Federal Citations

Retention Requirement or
Limitation Period

(a) the electronic document
is retained for the specified
period in the format in
which it was made, sent or
received, or in a format that
does not change the
information contained in
the electronic document
that was originally made,
sent or received;

(b) the information in the
electronic document will be
readable or perceivable by
any person who is entitled
to have access to the
electronic document or
who is authorized to
require the production of
the electronic document;
and

(c) if the electronic
document was sent or
received, any information
that identifies the origin
and destination of the
electronic document and
the date and time when it
was sent or received is also
retained.

Fed. 15

Storage Tank System
Owners / Operators —
Emergency Plans

Storage Tank Systems for
Petroleum Products and
Allied Petroleum Products
Regulations, under the
Canadian Environmental
Protection Act, 1999,
SOR/2008-197, ss. 30(1),
31(1), 46(1)

5 years; Keep readily
available for individuals
required to carry it out, and
at place storage tank
system located if place of
work

Fed. 16

Books of Account

Income Tax Act, RSC 1985
(5% Supp.), c. 1,5. 230(4)

FY + 6 years (FY= Fiscal
Year)
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Citation
Table
No.

Subject Matter

Federal Citations

Retention Requirement or
Limitation Period

4) Every person required by
this section to keep records
and books of account shall
retain

(a) the records andacey
books of account
referred to in this
section in respect of
which a period is
prescribed, together
with every account and
voucher necessary to
verify the information
contained therein, for
such period as is
prescribed; and

(b) all other records and
books of account
referred to in this
section, together with
every account and
voucher necessary to
verify the information
contained therein, until
the

expiration of six years
from the end of the last
taxation year to which
the records and books
of account relate.

(4.1) Every person
required by this section
to keep records who
does so electronically
shall retain them in an
electronically readable
format for the retention
period referred to in
subsection 230(4).
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Citation
Table
No.

Subject Matter

Federal Citations

Retention Requirement or
Limitation Period

(4.2) The Minister may,
on such terms and
conditions as are
acceptable to the
Minister,

exempt a person or a
class of persons from
the requirement in
subsection 230(4.1).

Fed. 17

Books of Account

Income Tax Act, RSC 1985
(5th Supp.), c. 1, s. 230(1),
(2.1), (5)

Filing date +6 years

Where, in respect of any
taxation year, a person
referred to in section 230
subsection (1) has not filed
a return with the Minister
as and when required by
section 150, that person
shall retain every record
and book of account that is
required by this section to
be kept and that relates to
that taxation year, together
with every account and
voucher necessary to verify
the information contained
therein, until the expiration
of six years from the day
the return for that taxation
year is filed.

Fed. 18

Books of Account

Income Tax Regulations,
under the Income Tax Act,
C.R.C. 1978, c. 945, s.
5800 (2)

Two years after the end of
the last calendar year to
which the records or books
of account relate.

Fed. 19

Books of Account

Income Tax Act, RSC
1985, c. 1 (5th Supp.), s.
230

Event + 6 years (Event =
end of last taxation year to
which records and books of
account relate, or year
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Citation | Subject Matter Federal Citations Retention Requirement or
Table Limitation Period
No.
return filed, as long as no
other exceptions apply)
Fed. 20 | Tax Limitation Period Income Tax Act, RSC 1985, | Event + 10 years (Event =

c. 1 (5th Supp.), ss. Day begins as defined;

222.(3),(4),(5),(8) to (10) unless exceptions herein
apply)

Fed. 22 | Employee Medical Designated Substances Later of:
Records Regulation, under the Event + 40 years (Event =

Occupational Health and | pate first record created in

Safety Act, 0. R.490/09, | personal exposure record)

s.31 And:

Event + 20 years (Event =
Date last record added to
personal exposure record)
And
If not able to keep shall
forward to Provincial
Physician or employer who
shall keep until end of
retention dates

Fed. 23 | Books of Account Employment Insurance CY +6 years

Act, SC 1996, c. 23, s.

87(3) The employer shall retain
the records and books of
account and every account
and voucher necessary to
verify the information
contained in them for six
years after the year for
which they are kept, or
until written permission for
their prior disposal is given
by the Minister.

Fed. 25 | Employee Termination | Canada Labour Code, T+3 years (T= after

R.S.C. 1985, c. L-2, s. termination or ceased to be

252(2) employed)

Fed. 26 | Employee Termination | Canada Labour Standards | T+3 years (T= after

Regulations, under the termination or ceased to be

Canada Labour Code, employed)
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Citation | Subject Matter Federal Citations Retention Requirement or

Table Limitation Period

No.

C.R.C. 1978, c. 986, ss.

22(12)’ 351320522/228 Three years after work is

»S- 24 /94-668, . performed by an employee

7(2), (3), (4); 27(3)
(C.R.C. 1978, c. 986, s.
24(2)(part), as am., SOR/94-
668, s. 7(1))

Fed. 27 | Employee Termination | Canada Labour Standards | T +2 years (T= after

Regulations, under the termination)

Canada Labour Code,

CR.C. 1978, c. 986, s. Twenty-four months after

24(1) -
termination of employment
(C.R.C. 1978, c. 986, s.
24(1)(part))

Fed. 30 | Canada Pension Plan, | Revenue Canada 24. Six years from the end
Income Tax and Information Circular IC78- | of the last tax year to which
Employment Insurance | 10R5 Book and Records they relate and for which
records excluding: Retention/Destruction. they may be required for

. June 2010, para.24 purposes of the Act (which
e corporation
records may not be the year when
(director & interpretation of: the transaction occurred
. and the record was
shareholder Income Tax Regulations, q
meeting CRC, c 945, ss5800 created)
minutes, Income Tax Act, $s.230,
general ledger | s5.230.1
or qther books Employment Insurance
of f.mal e:ltry) Act, 5.87
t
* reg|s. ?re Canada Pension Plan, s.24
charities
political contributions

Fed. 33 | Employers—Records Employment Insurance 6 years

of Employment Regulations, under the
Employment Insurance
Act, SOR/96-332, ss.
19.(2), (3), (3.1), (5), (6)
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Contracts relevant to
Ledger and Books of
Final Entry)

under the Income Tax Act,
CRC. 1978, c. 945, s.
5800.(1)(a)

Citation | Subject Matter Federal Citations Retention Requirement or
Table Limitation Period
No.
Fed. 34 | Notice of Garnishment | Rules of the Small Claims | Event + 1 year (Event =
where Extension Order | Court Regulation, under Date order granting leave
— Limitation Period the Courts of Justice Act, | toissue made)
OR 258/98, rule
20.08.(2.2),(2.3)
Fed. 36 | Tax Limitation Period | Income Tax Act, RSC 1985, | Retention/Limitation:
Tax Actions — c. 1(5th Supp.), ss. Event + 10 years (Event =
Limitation Period 222.(3),(4),(5),(8) to (10) Day begins as defined;
unless exceptions herein
apply)
Fed.37 | General Ledger, Income Tax Regulations, | Event + 2 years (Event = day

corporation dissolved)
5800.(1) For the purposes
of paragraph 230.(4)(a) of
the Act, the required
retention periods for
records and books of
account of a person are
prescribed as follows:

(a) in respect of

(i) any record of the
minutes of meetings of the
directors of a corporation,
(i) any record of the
minutes of meetings of the
shareholders of a
corporation,

(iii) any record of a
corporation containing
details with respect to the
ownership of the shares of
the capital stock of the
corporation and any
transfers thereof,

(iv) the general ledger or
other book of final entry
containing the summaries
of the year—to—year
transactions of a
corporation, and

(v) any special contracts or
agreements necessary to an
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Citation | Subject Matter Federal Citations Retention Requirement or
Table Limitation Period
No.
understanding of the
entries in the general
ledger or other book of final
entry referred to in
subparagraph (iv),
The period ending on the
day that is two years after
the day that the
corporation is dissolved.
Fed. 38 | Taxpayer Records Income Tax Act, RSC, Event + 6 years (Event =
1985, c. 1 (5th Supp.), s. End of last taxation year to
230 which records and books of
account relate, or year
return filed, as long as no
other exceptions apply)
Fed. 39 | Proceedings Where No | Limitations Act, 2002, S.0. | Event = There is no
Limitation Period 2002, c. 24, Schedule B, s. | limitation period for
16(1); as am. 5.0. 2007, c. | . Environmental Claims not
13,s.44; ss.16(4), 17; as. | discovered
am. S.0. 2010, c. 1, ) I It |
Schedule 14, s.1; as am. s.exua assauit or se?<ua
misconduct proceedings
S.0. 2016, c. 2, Schedule
2,s.4;asam. 5.0, 2017, c. | - Proceedings with no
2, Schedule 5, s. 14(1) consequential relief or to
enforce a court order
- arbitration act or civil
remedies act proceeding
- proceeding with collateral
Fed. 40 | Charity and Non—Profit | Excise Tax Act, RSC 1985, | Event + 4 years (Event =
Rebates — Limitation | c. E-15, ss. 259.(5),(5.1) Where person is registrant,
Period day person required to file
return and where person
not registrant, last day of
period, or end of particular
claim period; as applicable)
Fed. 41 | FHR-CPP-9— Offence Canada Pension Plan, RSC | Event + 5 years (Event =
Prosecutions— 1985, c. C-8, s. 103.(1) Time subject matter of
Limitation Period prosecution arose)
Fed. 42 | Environmental Implementation 5 years; available at
Emergency E2 Plan Guidelines for the workplace
Documents Environmental Emergency
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No.
Regulations 2011, under
the Canadian
Environmental Protection
Act, 1999, Minister of the
Environment, 2011,s.5.4
Fed. 43 | Environmental Implementation 5 years
Emergency Plan E2 Guidelines for the
Plan Annual Testing Environmental Emergency
Records Regulations 2011, under
the Canadian
Environmental Protection
Act, 1999, Minister of the
Environment, 2011, s. 5.3
par. 1
Fed. 44 | Environmental Environmental Emergency | 5 years
Emergency Plans and Regulations, under the
Record of Results from | Canadian Environmental
Annual Updates/Tests | Protection Act, 1999,
SOR/2003-307, s. 5.(1); s.
6
Fed. 45 | Determination made Wastewater Systems Event + 5 years (Event =
by an Accredited Effluent Regulations, Day report made; or
Laboratory Reports under the Fisheries Act, decommissioned; as
SOR/2012-139, ss. 17,22 | applicable)
Fed. 46 | Wastewater System Wastewater Systems Event + 5 years (Event =
Combined Sewer Effluent Regulations, Report made)
Overflow Reports under the Fisheries Act,
SOR/2012-139, ss. 19, 21,
22(1)
Fed. 47 | Wastewater System Wastewater Systems Event + 5 years (Event =
Identification Reports | Effluent Regulations, Wastewater system
under the Fisheries Act, decommissioned)
SOR/2012-139, ss. 18(1),
(2), (4) to (7), 21, 22(3)
Fed. 48 | Wastewater System Wastewater Systems Event + 5 years (Event =
Monitoring Reports Effluent Regulations, Report made)
under the Fisheries Act,
SOR/2012-139, ss. 19, 21,
22(1)
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Privacy and Information Management - OASBO

Generic Records Retention Schedule

Wastewater Systems
Effluent Information
Records

Effluent Regulations,
under the Fisheries Act,
SOR/2012-139, ss. 17, 21,
22

Citation | Subject Matter Federal Citations Retention Requirement or
Table Limitation Period

No.

Fed. 49 | Wastewater System— | Wastewater Systems Event + 5 years (Event =

Day record or report made;
or: or day equipment
ceased to be used; or
decommissioned; as
applicable; at wastewater
system or in Canada)

-138 -
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD COMMITTEE OF THE WHOLE

Prepared by: Mike McDonald, Director of Education & Secretary
Presented to: Committee of the Whole

Submitted on: September 21, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

2020-21 REPORTS TO BOARD SUMMARY

Public Session

BACKGROUND INFORMATION:

Through committee work each year, the trustees and senior administration complete and submit
numerous reports to the Board. In an effort to highlight the accomplishments of the Board, staff

have prepared a summary of all of the public session reports that came before the Board during
the 2020-21 school year.

DEVELOPMENTS:

The following is a summary of the reports that came before the Board during the 2020-21 school
year:

Date of Report Report Name

August 10, 2020 e BHNCDSB Re-opening Plan

September 3, 2020 BHNCDSB Re-opening Plan Update

September 17, 2020 Special Education Services Department Annual Report 2019-20
Summer Learning: Special Education and Mental Health
Summary of 2019-20 Reports to Board

Bill 197, COVID-19 Economic Recovery Act, 2020

BHNCDSB Re-opening Plan Update

September 22, 2020 e Student Trustee Update

October 20, 2020 e Ontario Catholic School Trustees’ Association Annual
Membership Fees

Devices for Education Assistants

Health and Safety Update

School Generated Funds Policy 700.05

School Operating Budget Policy 700.10

Police Records Check Policy 300.15

Volunteers Policy 300.12

Volunteer and Trip Driver Policy 200.21

October 27, 2020

Student Trustee Update

November 17, 2020 Catholic Student Leadership Awards Update
Insurance Renewal
Leadership for All Program

Cash / Equipment Donations

November 24, 2020 Q4 Financial Report (August 31, 2020)

Student Trustee Update

December 1, 2020 Appointment of Board Auditors

January 19, 2021 Trustee Expenses
Integrated Accessibility Plan Annual Report

Board Improvement Plan for Student Achievement

February 16, 2021 School Year Calendar

17
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Date of Report

Report Name

February 23, 2021

Student Trustee Update

March 23, 2021 e Contract Awards (Q2 2021)
e Q2 Financial Report (February 28, 2021)
e International Student COVID-19 Board Readiness Plan
March 30, 2021 e Student Trustee Update
April 27, 2021 e Student Trustee Update
May 18, 2021 e Health and Safety Update
e Collection of Demographic Data
e Education Funding and Projected Enrolment for 2021-22
May 21, 2021 e French Immersion Program Policy 200.30
e Concussion Policy 200.08
e Financial Report as of February 2020
e Board Enrolment Update as of March 31, 2020
e Procurement Policy 700.01
May 25, 2021 e Student Trustee Update
June 15, 2021 e Bank Operating Credit
e Proposed Changes to Catholic Education Advisory Committee
June 22, 2021 e Annual Special Education Report
e Strategic Plan Update

RECOMMENDATION:

THAT the Committee of the Whole refers the 2020-21 Reports to Board Summary to the Brant
Haldimand Norfolk Catholic District School Board for receipt.
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD COMMITTEE OF THE WHOLE

Prepared by: Rob De Rubeis, Kevin Greco, Lorrie Temple, Superintendents of Education
Presented to: Committee of the Whole

Submitted on: September 21, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

SUMMER PROGRAMS UPDATE

Public Session

BACKGROUND:

To help students remained engaged academically and socially during a sustained school
closure period, several summer school programming opportunities were made available during
the summer of 2021.

DEVELOPMENTS:
Camp Blast:

We once again facilitated our Camp Blast program to support students in Grade 1-5 with their
literacy and numeracy skills. The camp ran five days a week from July 5-July 23, from 9am until
noon. There was a total of three hours of synchronous instruction each day, followed by
opportunities for asynchronous learning with Daily Physical Activity (DPA) and Religion and
Family Life lessons in addition to the literacy and numeracy instruction. Child and Youth Care
Workers met with classes daily to support building community and trust between staff and
peers.

We had 7 classes with 76 students in total. CODE funded 4 of the classes and the Board funded
3. The ration of 1:9 was excellent for focused student engagement and instruction time. We
included community partners such as Drum Fit, Art Gallery of Ontario, Brantford Fire
Department Read Aloud and virtual tour as well as STEM activities.

Each child received a Camp Kit, digital reading libraries and an individual reading goal. Kits
were picked up or dropped off if necessary. Family workshops were also held to discuss the
instruction and supports available to families in the area of mental health.

Teachers further enhanced their skills with the use of Brightspace, new virtual resources, as
well as learned about community partner activities they can use during the school year.

Learning profiles were created for each camper (child) and shared with parents outlining the
gains in literacy and numeracy; strengths and needs as well as next steps. These reports have
also been shared with the home school/virtual school teachers to assist in getting to know their
students.

Math Skill Building Program for New Destreaming Course: Roots 2 Success

We developed and facilitated a two week, half day, skill building camp for Grade 8 students
going into the new Grade 9 Math (MTH1W) course. We had two teachers and 2 classes for a
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total of 30 students across the system, virtually participating in this opportunity. Camp kits were
delivered to families to support the learning in the virtual camp. The camp ran August 16" to the
27", The camp was funded by the Ministry of Education and supported by our Math Student
Achievement Teacher, Adam Gesjorskyj. The goal of the program was to support students in
feeling more comfortable with their math skills and provide them with some fun, engaging,
learning experiences in math to boost their confidence in mathematics.

Summer School 2021 Update:

The BHNCDSB offered a robust secondary summer school program in 2021. All courses were
delivered virtually. Just over 1,400 students between grades 7 to 12, enrolled in 17 grade 9 to
12 secondary credit courses. Credit recovery opportunities were also offered at each grade
level with 76 students enrolled in this program and approximately 135 students participated in
Reach Ahead programming. Forty-three students enrolled in a two-credit face to face co-
operative education. In all, approximately 1,625 student credits were attempted with a 96.3%
student achievement rate (1,565 credits earned).

The BHNCDSB also received funding to offer “Focus on Youth”, a mental health education
program designed to target low socio-economic, at-risk youth, in grades 9 to 12. This program
provided 22 participants to demonstrate attainment of academic and social developmental skills,
while simultaneously earning one secondary school credit (Leadership GPP 30 credit). The
mental Health program Healthy Minds, Healthy Lives was delivered virtually to all the students.

Several dual credit opportunities were initially offered his past summer. Specifically, courses in
Small Engine Maintenance, Make-up Artistry, Intro to Construction, Exploring Residential
Electrical Wiring, Residential Plumbing Basics, Hair Cutting & Styling that were to be hosted
through our college partners including Fanshawe, Mohawk, and Conestoga.

Dual Credit courses were unfortunately cancelled due to COVID 19. It is the hope of the board,
that dual credits will be offered next summer.

Special Education and Student Support Services:

Additional funding was provided to school boards to support students with special education
needs and to support student mental health during the school year and extending into the
summer months. Funding made available over the summer was provided to ensure continuity of
care for students, prevent youth from being placed on community agency waitlists, and to assist
in transitioning students who may find a return to school challenging.

Student Support Services

The Mental Health Lead, eight Child and Youth Workers, and seven Social Workers committed
to working throughout the summer to provide additional supports.

Tier 1: Good for All
e CYWs provided daily virtual programming to 84 students attending Camp Blast. Children
participated in lessons and activities in Friendship, Self-regulation, and Conflict
Resolution.
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e As part of the Focus on Youth programming, Social Workers provided virtual mental
health literacy programming to 22 students. Modules included Mental Health Literacy,
Mood Management, Healthy Relationships and Healthy Lifestyles.

e The team also provided over 70 parents and other attendees a psychoeducational virtual
caregiver workshop to assist with the stress of school re-entry.

Tier 2 and 3: Essential for Some
e Continued the Summer Support Phone Line, open to students, caregivers and staff.

e Additional one-to-one social, emotional, and behavioural support provided by the Child
and Youth Workers to 7 students and their families via phone, virtual platforms (TEAMS)
and outdoor visits.

e Board Social Workers provided additional support to 138 students and their families, via
phone, and virtual platforms (Teams, OTN) and outdoor visits.

e Offered a personalized transition support program to 161 students who have become
disengaged and whose social, emotional, or behavioural concerns present as a potential
challenge to a successful re-entry to school.

Special Education Services

The Special Education Department identified two critical priorities for supporting students with
wellness and in positively helping their transition back to school. Teachers, Educational
Assistants, ABA Leads and SERTs worked throughout the summer to provide these
opportunities for students.

After School Skills Development Program (ASSDP) — Camp Connect

e The Special Education Team designed a unique, in-person summer ‘camp’ experience
for students with significant needs, limited independent skills and who required intensive
adult support.

e Students from 14 different schools, across all three counties participated in Camp
Connect.

e Focused on improvement of functional independence, social-communication skills, self-
regulation, life planning, classroom success and |IEP expectations.

e Activities included STEM, social skills, outdoor physical and well-being activities, food
preparation, yoga & fitness, gardening, arts & crafts and pottery making.

Summer Transition Support Program

e The Summer Transition Support Program (STSP) was hosted again this summer in
every school within the Board.
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e The program was offered to students with varying needs in assisting them in
transitioning back to school in the fall. Students with complex special education needs

and other needs were invited to participate in individualized transition sessions (in-
person and/or online).

RECOMMENDATION:

THAT the Committee of the Whole refers the Summer Programs Update Report to the Brant
Haldimand Norfolk Catholic District School Board for receipt.
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD COMMITTEE OF THE WHOLE

Prepared by: Robert De Rubeis, Kevin Greco, Lorrie Temple, Superintendents of Education
Presented to: Committee of the Whole

Submitted on: September 21, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

RETURN TO SCHOOL SUPPORTS

Public Session

BACKGROUND:

The 2020-2021 school year presented several challenges to our students and staff due to the
ongoing disruption brough upon by the COVID 19 pandemic. Schools were shuttered between
Christmas and February and then again in mid-April until recently with the reopening of schools
in September 2021. This protracted closure has had it impact on student academic learning and
mental health.

To assist school administrators with developing a return to school plan that helps students
re-integrate back into a social and academic setting, the following supports have been
implemented.

DEVELOPMENTS:

Curriculum Supports:

Administrators and all teaching staff received resources and supports to assess where students
are at, in their learning across curriculum areas, via a Diagnostic Memorandum sent August 25,
2021. This included our board vision for Knowing Your Learner using the Essential Practices
from our Board Improvement Plan. In addition, Administrators were presented with resources to
utilize on the afternoon of the PD Day, September 2, 2021, to create a welcoming, positive,
hope filled plan to begin the school year off that included what supports were being
implemented for all; for those in some need; and for those most in need (Tier 1, 2 and 3). The
plans created were submitted to the Family of Schools Superintendent for dialogue and
discussion when creating School Improvement Plans.

The Student Achievement Team also released information for math support for the first 20 days
of math with a focus on getting to know the learner. In addition, they shared resources for
learning and professional development in the form of prerecorded videos available for staff to
engage in at any time. They also made themselves available for direct teacher support
immediately to start the school year. The new resource for teachers to use for supporting
phonemic awareness (Heggerty) will be released later this month as well to further help
students with their speech and language acquisition and is a team endeavour between Student
Achievement and Special Education.
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Mental Health Supports:

Administrators, in collaboration with their respective staff, as noted above, were asked to
develop a “Return to School” plan on the September 2, PD Day that would assist with promoting
student mental health as they returned to school. The theme of the return to school plan was
“Back to School with Gratitude and Hope 2021”.

This was facilitated by providing school administrators with a reflection tool developed by School
Mental Health Ontario. See Appendix A. This reflection tool is designed to prompt thinking
about building a mentally healthy class community, to spark ideas for actions that enhance
conditions for learning, and to provide possible strategies to support student mental health and
well-being.

Re-Engagement Strategy

A longer-term strategy to support students who continue to remain disengaged, will see the
continued deployment of two Social Worker and a Child Youth Worker who will work with
students in a more one on one setting and provide differentiated support as need to best serve
the student academically, socially and emotionally. Student contact may include participating in
home visits (socially distanced porch conversations), phone or virtue check ins, and other
electronic communication.

Other re-engagement strategies would include coordinating with St. Mary Catholic Learning
Centre to explore the possibility of enrolling dis-engaged students in a Supervised Alternative
Learning (SAL) program with ongoing supports provided by the re-engagement teacher
assigned at St. Mary. The goal would be to migrate students from a part time SAL program to
an alternative credit-bearing learning experience such as ILC complimented with onsite teacher
led instruction with the ultimate purpose to fully re-integrate students back to their home school
on a full-time basis.

RECOMMENDATION:

THAT the Committee of the Whole refers the Return to School Supports Report to the Brant
Haldimand Norfolk Catholic District School Board for receipt.
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Appendix A
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC
DISTRICT SCHOOL BOARD COMMITTEE OF THE WHOLE

Prepared by: Scott Keys, Superintendent of Business & Treasurer
Presented to: Committee of the Whole

Submitted on: September 21, 2021

Submitted by: Mike McDonald, Director of Education & Secretary

CONTRACT AWARDS (Q4 2021)

Public Session

BACKGROUND INFORMATION:

The Board of Trustees approved Policy 700.01 Procurement which promotes and outlines
procurement processes and decisions consistent with the ethical and strategic objectives of the
Board, the Broader Public Sector Accountability Act and other applicable legal requirements and
applies to all staff wishing to procure in the course of performing recognized duties and
responsibilities.

To meet the requirement of the Policy, a quarterly report is presented to the Board of Trustees
for information on all cooperative purchasing agreements. This report will also list all contracts
approved by the Board in accordance with Policy 700.01.

DEVELOPMENTS:

The Board actively participates in cooperative procurement ventures with other school boards
and other branches of government or their agencies of public authorities (i.e., Ministry of
Government and Consumer Services or the Ontario Education Collaborative Marketplace) to
obtain maximum value for money through economies of scale and/or shared services. This may
also include the Board utilizing a piggy-back clause to existing Ministry or government services,
district school boards and/or other cooperative group contracts, to the extent permitted by
applicable law.

Appendix A outlines the contracts that have been awarded from March 1, 2021 — August 31,
2021, and alignment with Policy 700.01.

RECOMMENDATION:

THAT the Committee of the Whole refers the Contract Awards (Q4 2021) report to the Brant
Haldimand Norfolk Catholic District School Board for receipt.
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Appendix A
Executed Contracts

Xe on Date endo PUrpo Do e Pro ement Pro
1-Apr-21 Bienenstock Natural Playgrounds Natural Playground Installation at Sacred Heart Paris N/A Less than $9,999.99 (Facility Services)
1-Apr-21 Gedco Excavating Ltd Pavement reconstruction at Holy Family. T-121 Request for Tender
1-Apr-21 B. Dillane Construction Sidewalk reconstruction at Assumption College School, St. Basil and St. Gabriel. T-221 Request for Tender
1-Jun-21 A. Wesley Paving Pavement reconstruction at St. Stephen. T-721 Request for Tender
1-Jun-21 Gedco Excavating Pavement reconstruction at St. Peter. T-121 Request for Tender
2-Jul-21 Superior Boiler Works Replacement and commissioning of HVAC equipment at Assumption College. T-1021 Request for Tender
2-Jul-21 Superior Boiler Works Replacement and commissioning of HVAC equipment at Blessed Sacrament. T-1121 Request for Tender
30-Jun-21 Superior Boiler Works Replacement and commissioning of HVAC equipment at St. Francis Cabrini. T-1221 Request for Tender
2-Jul-21 Superior Boiler Works Replacement and commissioning of HVAC equipment at St. Joseph'’s. T-1321 Request for Tender
30-Jun-21 Superior Boiler Works Replacement and commissioning of HVAC equipment at St. Mary’s (Hagersville). T-1421 Request for Tender
15-Jun-21 Stracor Inc. Kindergarten room renovations at Sacred Heart in Paris. P-1921 Request for Proposal
1-Sep-21 Turnitin Inc. Plagiarism Detection Software for use Board-wide N/A Collaborative Agreement
2-Jul-21 Roque Roofing Inc. Roof replacement at Notre Dame in Caledonia. T-2021 Request for Tender
2-Jul-21 TRP Contractors Childcare Addition and Renovation at Holy Trinity High School T-321 Request for Tender
15-Apr-21 NRB Modular (Dexterra) Classroom portable structure at Sacred Heart School in Paris. T-1521 Request for Tender
15-Aug-21 Network Telecom Upgrade and service of district telephone systems N/A Collaborative Agreement
14-Jul-21 Reid & Deleye Barrier Free upgrades at Sacred Heart Langton T-2221 Request for Tender, under $100,000
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BRANT HALDIMAND NORFOLK

CATHOLIC DISTRICT SCHOOL BOARD

2021-22
Trustee Meetings and Events
Date Time Meeting/Event
September 21, 2021 9:00 am OCSTA Fall Regional Session (Virtual)
September 21, 2021 1:00 pm Special Education Advisory Committee
September 21, 2021 7:00 pm Committee of the Whole
September 28, 2021 7:00 pm Board Meeting
September 27, 2021 5:00 pm Audit Committee
October 13, 2021 3:00 pm Executive Council Meeting
October 14, 2021 3:00 pm Policy Committee
October 19, 2021 1:00 pm Special Education Advisory Committee
October 19, 2021 7:00 pm Committee of the Whole
October 25, 2021 1:00 pm Accessibility Steering Committee
October 26, 2021 7:00 pm Board Meeting
November 1, 2021 3:00 pm Accommodations Committee
November 2, 2021 9:00 am Student Transportation Services BHN
November 10, 2021 3:00 pm Executive Council
November 11, 2021 3:00 pm Policy Committee
November 15, 2021 5:00 pm Audit Committee
November 16, 2021 1:00 pm Special Education Advisory Committee
November 16, 2021 7:00 pm Committee of the Whole
November 23, 2021 7:00 pm Board Meeting
November 24, 2021 Regional Catholic Parent Involvement Committee
December 7, 2020 7:00 pm Annual Board Meeting
December 8, 2021 3:00 pm Executive Council Meeting
December 9, 2021 3:00 pm Policy Committee
December 14, 2021 3:00 pm Budget Committee
December 14, 2021 7:00 pm Board Meeting
December 21, 2021 1:00 pm Special Education Advisory Committee
December 20-31, 2021 CHRISTMAS BREAK
January 11, 2022 3:00 pm Executive Council Meeting
January 12, 2022 3:00 pm Policy Committee
January 14-15, 2022 OCSTA Trustees’ Seminar
January 18, 2022 1:00 pm Special Education Advisory Committee
January 18, 2022 7:00 pm Committee of the Whole
February 22, 2022 9:00 am Student Transportation Services BHN
February 23, 2022 Regional Catholic Parent Involvement Committee
January 25, 2022 7:00 pm Board Meeting
February 9, 2022 3:00 pm Executive Council Meeting
February 10, 2022 3:00 pm Policy Committee
February 15, 2022 1:00 pm Special Education Advisory Committee
February 15, 2022 7:00 pm Committee of the Whole
February 22, 2022 7:00 pm Board Meeting
February 28, 2022 1:00 pm Accessibility Steering Committee
March 9, 2022 3:00 pm Executive Council Meeting
March 10, 2022 3:00 pm Policy Committee
March 15, 2022 1:00 pm Special Education Advisory Committee
March 14-18, 2022 MARCH BREAK
March 22, 2022 7:00 pm Committee of the Whole
March 29, 2022 7:00 pm Board Meeting
April 13, 2022 3:00 pm Executive Council Meeting
April 14, 2022 3:00 pm Policy Committee
April 19, 2022 1:00 pm Special Education Advisory Committee
April 19, 2022 7:00 pm Committee of the Whole
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Date Time Meeting/Event
April 21-23, 2022 OCSTA AGM & Conference
April 25, 2022 3:00 pm Budget Committee
April 26, 2022 7:00 pm Board Meeting
April 27, 2022 Regional Catholic Parent Involvement Committee
May 1 - May 6, 2022 Catholic Education Week
May 11, 2022 3:00 pm Executive Council Meeting
May 12, 2022 3:00 pm Policy Committee
May 17, 2022 1:00 pm Special Education Advisory Committee
May 17, 2022 7:00 pm Committee of the Whole
May 24, 2022 9:00 am Student Transportation Services BHN
May 24, 2022 7:00 pm Board Meeting
May 25, 2022 Regional Catholic Parent Involvement Committee
May 30, 2022 1:00 pm Accessibility Steering Committee
June 2 - 4, 2022 CCSTA AGM
June 9, 2022 3:00 pm Policy Committee
June 14, 2022 3:00 pm Budget Committee
June 15, 2022 3:00 pm Executive Council Meeting
June 20, 2022 5:00 pm Audit Committee
June 21, 2022 1:00 pm Special Education Advisory Committee
June 21, 2022 7:00 pm Committee of the Whole
June 28, 2022 7:00 pm Board Meeting
TBD TBD Assumption College Graduation
TBD TBD Holy Trinity Graduation
TBD TBD St. John’s College Graduation

Meetings scheduled at the Call of the Committee Chair: Accommodations Committee, Audit Committee,

Budget Committee, Catholic Education Advisory Committee, Communications and Information Technology Advisory
Committee, Legal Expenses Review Committee, Policy Committee
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