THE CORPORATION OF THE CITY OF NORTH BAY

BY-LAW NO. 36-98

BEING A BY-LAW TO AMEND BY-LAW NO. 85-90, AS
AMENDED, TO ESTABLISH SCHEDULES OF
RETENTION PERIODS FOR DOCUMENTS, RECORDS
AND OTHER PAPERS OF THE MUNICIPALITY

Section 116 of the Municipal Act, R.S.0. 1990, Chapter M-45, provides that the Council of a
municipality may pass a by-law approved by the Auditor of the Municipality establishing schedules
of retention periods during which the receipts, vouchers, instruments, rolls or other documents,
records and papers must be kept by the municipality.

AND WHEREAS the Council of the City of North Bay deems it desirable to amend the Schedule
"H" of By-Law No. 85-90.

NOW, THEREFORE, THE COUNCIL OF THE CORPORATION OF THE CITY OF
NORTH BAY HEREBY ENACTS AS FOLLOWS:

1. That Schedule "H" of By-Law No. 85-90 is hereby amended by deleting Schedule "H"
attached thereto and inserting in lieu thereof Schedule"H" attached hereto and forming part
of this by-law.

2. The attached Police Services Board By-Law No. 1-98 is hereby adopted as Schedule "K" to
this by-law.

3. This by-law shall not take effect until the auditor of the Corporation, has approved this by-
law by endorsing its name at the end thereof.

READ A FIRST TIME IN OPEN COUNCIL THIS 20™ DAY OF APRIL 1998.
READ A SECOND TIME IN OPEN COUNCIL THIS 20™ DAY OF APRIL 1998.

‘READ A THIRD TIME IN OPEN COUNCIL AND PASSED THIS 20™ DAY OF APRIL 1998.
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THIS IS SCHEDULE "H" TO BY-LAW 36-98 OF THE CORPORATION OF THE CITY
OF NORTH BAY

TAX AND WATER RECORDS

YEARSTOBE AFTER RETENTION
RECORD RETAINED PERIOD
Conversion Listing P MD
Legal Description Errors | 2 D
Assessment Listings P MD
Collectors Roll - interim & final P MD
Bill Registers - interim & final P MD
Local Improvement Master Listing P MD
Supplemental Collectors Roll P MD
Supplemental Bill Register P MD
Supplementary Billing Work Sheets 4 D
D.IA. Billing P MD
Grant-In-Lieu Billing & Worksheets P MD
Monthly Arrears Listings 7 D
December Listing P MD
Monthly interest update listings 7 D
December Listing P MD
Tax Ledger Cards 21 MD
Local Improvement Records P MD
Name & Address changes - tax 4 D
Copy form letter - name & address change 4 D
Mortgage company listings, stubs, PAP stubs 4 D
Mortgage company addition & deletions 4 D
Pre-authorized chequing -files P MD
Pre-authorized cancelled application forms 4 D
P.A.C. payment transmittal forms 2 D
P.A.C. input control forms, edit & update printouts 2 D

payment, item detail list

P.A.C. monthly payment plan listing 2 D



SCHEDULE "H'" CONTINUED

P.A.C. arrears listing - yearly

Payment History Taxes

Urban Service & Garbage Area Coding work file
Tax Certiﬁcates

Letters of Request for tax certificates

Transient Trader Ledger

Transient Trader Transfers & duplicate application forms

Monthly Tax Arrears Reports
Contra Files

Farm & Forest Subsidy Rebate Lists
Tax Sale Records

Tax Registration Records

Small Claims Court Files
Bankruptcy Files

City-Owned Property-Tax Bill & Assessment Notice
file

Third Year Realty Tax Collection File
Daily Cashier Proof Listings
Daily Cash Envelopes - Tax & Water Stubs
Deposit Slips
General Receipts
Parking Ticket-Master list
Commuted Local Improvement File
Annual Taxation File
Returned Tax Bills
Duplicate Copies Tax Bills
Tax Adjustments
Tax Adjustment Register
A.R.B. Duplicate Application Forms & Worksheets

A.R.B. Adjustment Register

442 & 443 Application Forms & Worksheets, letters etc
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SCHEDULE "H" CONTINUED

442 & 443 Adjustment Register

Hydro Arrears to Tax Roll Addition & Deletion letters

Account Number Changes Code 44 & 77
Transferring Old Tax Receivables - Code Z
N.S.F. Cheque Listing

Returned Cheques

Correspondence

Miscellaneous Tax Request File Code 99
Miscellaneous Tax Request File Code 91
Tax Correspondence

Shopping Centre Assessment Apportionments

Memos - Systems, Legal Dept., Tax, Water, Misc.

Reports

Meter Books (water)
Flat Watér‘ Register
Meter Water Register

Water Arrears Listing - Dec. Listing
Other listings

Interest Update Register
Dec. Listing

Water Ledger Cards
Water Transferred to tax listing

Water Billing Data Sheets
Turnkey sheets

Public Works Charges

Water On and Off Ledger

Name & Address Changes Water
Payment. History Water

Annual Water Budget file

Compound Meters Repair & Maintenance File
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SCHEDULE "H" CONTINUED

Water Adjustment File

Duplicate Plumbing & Building Permits

Meter Water Listings - 20% of variance
Meters not read
Meter accounts off

Water correspondence

Returned Water Bill



THIS IS SCHEDULE "K" TO BY-LAW 36-98 OF THE CORPORATION OF THE CITY
OF NORTH BAY

NORTH BAY POLICE SERVICES BOARD
BY-LAW #01/98

SCHEDULING FOR THE RETENTION AND DESTRUCTION
OF POLICE FORCE RECORDS

By-Law #7/97 is rescinded and replaced with the following.

WHEREAS it is deemed expedient to establish a procedure for the retention and

destruction of the records of the North Bay Police Force.

The North Bay Police Services Board hereby enacts as follows:

1.

For the purpose of this By-Law:

(a) ARCHIVES shall mean records stored in the archived videotape storage area

of Quartermaster Stores, or the archives of the Police Administration Building
at 135 Princess Street West, North. Bay, Ontario.

(b) CURRENT shall mean "in general circulation or use".

(c¢) CURRENT FILES shall mean records of the North Bay Police Force that are
not yet stored in Force Archives.

(d) CURRENT YEAR shall mean the calendar year in which the record was
created.

(e) HISTORICAL RECORDS shall mean records of historical or noteworthy
value after their administrative value expires and may include:

— the policies followed by the North Bay Police Force and the
various reasons for putting them in place

— the organizational and administrative history of the North Bay
Police Force

— a specific individual transaction which established a legal
status of any kind

— documents that may be presumed to have a general or
continuing interest

HAWPSI\MERCIER\BOARD\RETENTIO.LAW



SCHEDULE "K" CONTINUED

(f

(g)

(h)

—_2 —

— major changes concerning the issuing of clothing, equipment,
or the opening of new buildings, or
—_ major criminal cases which may be of interest in the future.

INDEFINITE RETENTION shall mean unlimited retention subject to
disposal when no longer required. '

PERMANENT RETENTION shall mean that the record will be kept as long
as possible in the format used.

RECORD shall mean any record of information, however recorded, whether
in printed form, on film, by electronic means or otherwise, and includes:

— correspondence and memoranda

— books

— plans and reports

— maps, drawings, diagrams, and pictorial or graphic works

— photographs, films and microfilms

— sound recordings and videotapes

— machine readable records

— any other documentary material, regardless of physical form
or characteristics

— any copy of a record listed above

— any record capable of being produced from a machine
readable record under the control of the North Bay Police
Force by means of computer hardware and software, or by
means of any other information storage equipment and

technical expertise normally used by the North Bay Police
Force.

ViCLAS REPORTABLE OFFENCE shall mean any offence that is
reportable under the "Violent Crime Linkage and Analysis System" (ViCLAS)
mandated by the Policing Services Division of the Ministry of the Solicitor
General and Correctional Services. For greater certainty, these offences are as
follows:

HAWPS\MERCIER\BOARD\RETENTIO.LAW



SCHEDULE "K" CONTINUED
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— homicide or attempted homicide, solved or unsolved

— sexual assault, solved or unsolved

— missing person, where the circumstances indicate a strong
possibility of foul play and the person remains missing

— unidentified body, where the manner of death is known or
suspected to be homicide

— non-parental abduction or attempted non-parental abduction,
and

— any investigation on the direction of the Officer in Charge/
Investigative Support.

() WORKING PAPERS shall mean papers of an administrative nature,

including rough notes, calculations, and preliminary drafts used in the
preparation of other documents.

2. The Chief of Police of the North Bay Police Force is hereby directed and
authorized to retain or cause the destruction of North Bay Police Force records in
accordance with the provisions set out in Appendix I of this By-Law, which
Appendix forms an integral part of this By-Law.

3. The Chief of Police of the North Bay Police Force is hereby authorized to delegate
the authority granted to him by the Board in paragraph 2 above to any member of
the North Bay Police Force that the Chief deems fit.

4. Records of the North Bay Police Force that are to be destroyed shall be destroyed
by means of shredding or incineration by fire. However, in the case of tapes or
electronically stored data, the record shall be destroyed by means of incineration
by fire or, where the tape is to be re-used, by erasure. All destroyed records must
be reduced to such a state as to be deemed totally destroyed. Records shall not be
disposed of by sale as waste or salvage.

5. Records of the North Bay Police Force that are destroyed in accordance with the
terms of this By-Law shall be set out on a "Certificate of Record Destruction
Form" as set out in Appendix II of this By-Law, which Appendix forms an integral

part of this By-Law.

HAWPSI\MERCIER\BOARD\RETENTIO.LAW



SCHEDULE "K" CONTINUED
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6. Completed "Certificate of Record Destruction Forms" must be kept current and
under no circumstances shall any such form ever be destroyed.

7. Notwithstanding the foregoing, and except as further provided in Article 8, records
of the North Bay Police Force that are stored in the Ontario Municipal and
Provincial Police Automation Cooperative (OMPPAC) computer system are to be
retained or destroyed in accordance with the retention policies as established by
the OMPPAC Management Committee, and as amended from time to time.

8. Notwithstanding the foregoing, Part "B" of the Use of Force Report Form I shall

be destroyed not later than thirty (30) days after the report is submitted, unless
otherwise directed by the Board.

9. When records are grouped together to form a file, dossier or information bank, the
retention period for that grouping shall be the longest period scheduled for any of
the documents it contains.

10.  This By-Law comes into effect on the date of signing.

READ a Ist time this 20" day of January, 1998.

READ a 2nd time this 20" day of January, 1998.

READ a 3rdtmme and ENACTED AND PASSED this 20" day of January, 1998.
e ey (b,
G stey (Gl to
Chair // SéCretary /
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SCHEDULE "K" CONTINUED
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SCHEDULE "K" CONTINUED
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SCHEDULE "K' CONTINUED
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SCHEDULE "K' CONTINUED
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SCHEDULE "K" CONTINUED

APPENDIX 1l OF NORTH BAY POLICE
SERVICES BOARD BY-LAW # ***

CERTIFICATE OF RECORD
DESTRUCTION FORM

DATE:

I, the undersigned member of the North Bay Police Force, certify that I destroyed this
date, in accordance with the provisions of North Bay Police Services Board By-Law No.
01/98, the following records of the North Bay Police Force. Such records were totally
destroyed in my presence by incineration, or by shredding:

Signature and Rank

HAWPSI\MERCIER\BOARD\RETENTIO.LAW




SCHEDULE "K" CONTINUED

— XVI —

APPENDIX B

RECORD DESCRIPTION
FORM

DATE:

NAME:

DESCRIPTION OF RECORDS:

Approving Supervisor:

HAWPSI\MERCIER\BOARD\RETENTIO.LAW




