Corporate Services, Strategy, Risk and Accountability Committee Meeting
Agenda
Date:

November 10, 2021

Time:

9:30 am

Location:

Council Chambers - members participating remotely
Pages

1.

Declarations of Interest:

2.

Delegation(s):
Due to COVID-19 this meeting will be conducted as a virtual meeting. Only the
chair of the meeting, along with a clerk and audio/visual technician, will be in
council chambers, with all other staff, members of council and delegations
participating in the meeting by calling in remotely. The meeting will be live
webcasted, as usual, and archived on the city website.
Requests to delegate to this virtual meeting can be made by completing the
online delegation registration form at www.burlington.ca/delegate or by
submitting a written request by email to the Office of the City Clerk at
clerks@burlington.ca by noon the day before the meeting is to be held. It is
recommended that delegates include their intended remarks, which will be
circulated to all members of the standing committee in advance, as a backup to
any disruptions in technology issues that may occur.
If you do not wish to delegate, but would like to submit feedback, please email
your comments to clerks@burlington.ca. Your comments will be circulated to
committee members in advance of the meeting and will be attached to the
minutes, forming part of the public record.

3.

Consent Items:
Reports of a routine nature, which are not expected to require discussion and/or
debate. Staff may not be in attendance to respond to queries on items
contained in the Consent Agenda.

4.

Regular Items:

4.1.

Information Management Strategy (CL-13-21)

1 - 156

Receive and file the information management report from Ergo Group
Inc. attached as appendix A, and the information management strategy
attached as appendix B to office of the city clerk report CL-13-21.
4.2.

Information Management Policy (CL-27-21)

157 - 177

Approve the Information Management (IM) Policy attached as appendix
A to office of the city clerk report CL-27-21; and
Repeal the Records Management (RM) Policy attached as appendix B to
office of the city clerk report CL-27-21.
4.3.

Public Appointment Policy and committee review update (CL-26-21)

178 - 207

Note: This item will be the subject of a Special Council meeting
immediately following the November 10, 2021 Corporate Services,
Strategy, Risk and Accountability Committee meeting.
Rescind the Appointments to Boards and Recruitment of Citizens for
Committees Policy attached as appendix A to office of the city clerk
report CL-26-21; and
Approve the Public Appointment Policy attached as appendix B to office
of the city clerk report CL-26-21.
4.4.

2022 calendar of meetings for Council and standing committees (CL-3121)

208 - 216

Approve the 2022 calendar of meetings for Council and standing
committees attached as appendix A to office of the city clerk report CL31-21; and
Enact an amendment to Procedure By-law 31-2021, attached as
appendix C to office of the city clerk report CL-31-21, amending section
21 of Procedure By-law 31-2021 regarding the inaugural meeting of
Council.
4.5.

2022 municipal election planning and advocacy (CL-32-21)
Note: This item will be the subject of a Special Council meeting
immediately following the November 10, 2021 Corporate Services,
Strategy, Risk and Accountability Committee meeting.

217 - 231

Request the Halton District School Board and Halton Catholic District
School Board schedule a Professional Development Day on Municipal
and School Board Election Day, October 24, 2022; and
Forward a copy of this resolution to the Honourable Steve Clark, Minister
of Municipal Affairs and Housing; the Honourable Stephen Lecce,
Minister of Education; the Association of Municipal Clerks and Treasurers
of Ontario; the Association of Municipalities of Ontario; Region of Halton;
Town of Halton Hills; Town of Milton and Town of Oakville.
4.6.

Council Remuneration Review Working Group recommendations (CL-3321)
Approve the recommendations from the Council Remuneration Review
Working Group on council compensation, expense limits and resources
attached as appendix A to office of the city clerk report CL-33-21.

5.

Confidential Items:
Confidential reports may require a closed meeting in accordance with the
Municipal Act, 2001. Meeting attendees may be required to leave during the
discussion.
5.1.

Confidential labour relations update (HR-06-21)
Pursuant to Section 239(2)(d) of the Municipal Act, labour relations or
employee negotiations.

5.2.

Confidential update on a litigation matter (L-31-21)
Pursuant to Section 239(2)(e) of the Municipal Act, litigation or potential
litigation, including matters before administrative tribunals, affecting the
municipality or local board.

5.3.

Confidential real estate matter (CM-25-21)
Pursuant to Section 239(2)(c) of the Municipal Act, a proposed or
pending acquisition or disposition of land by the municipality or local
board.

5.4.

Confidential update on a real estate matter (L-26-21)
Pursuant to Section 239(2)(c) of the Municipal Act, a proposed or
pending acquisition or disposition of land by the municipality or local
board.

6.

Procedural Motions:

232 - 237

7.

Information Items:

8.

Staff Remarks:

9.

Committee Remarks:

10.

Adjournment:
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SUBJECT:

Information Management Strategy

TO:

Corporate Services, Strategy, Risk & Accountability Cttee.

FROM:

Office of the City Clerk

Report Number: CL-13-21
Wards Affected: All
File Numbers:
Date to Committee: November 10, 2021
Date to Council: November 23, 2021

Recommendation:
Receive and file the information management report from Ergo Group Inc. attached as
appendix A, and the Information Management Strategy attached as appendix B to office
of the city clerk report CL-13-21.

PURPOSE:
The purpose of this report is to provide information related to the Information
Management (IM) Strategy.

Vision to Focus Alignment:



Building more citizen engagement, community health and culture
Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
The Burlington Leadership Team approved the Information Management Strategy in
February 2021 (Attached as Appendix B). The strategy’s vision is that “City information
is reliable, available, managed and protected, driving effective decision making, and
service delivery.” The strategy builds upon the 2019 information management
assessment conducted by Ergo Group Inc, and its recommended five-year road map
(Attached as Appendix A) designed to improve information practices and enhance the
City’s overall information management maturity rate.
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It is important that Council receive and understand both documents as they form the
foundation of information management for the City of Burlington and sets the stage for
report CL-27-21 the new Information Management Policy (approval required). As an
introduction, the report provides the legislative framework, a comprehensive timeline,
and introduces both the Ergo report and the Information Management Strategy. Both
documents will work in concert with each other to help the organization more effectively
manage and steward its information, through initiatives that will span over the next
several years.
Legislative Framework
Managing the City’s records and information is complex, not only due to the
organizational context required to be preserved, but also the quantity of the content
required to be accessible. In addition, there are many sources of legislation that govern
the management of City information including the:
-

Municipal Act, 2001, S.O. 2001, c. 25 as amended, requires the City to retain and
preserve the records of the municipality and its local boards in a secure and
accessible manner in accordance with a retention schedule. This Act does not allow
the destruction of City information unless it is governed by authorized retention rules

-

Municipal Freedom of Information and Protection of Privacy Act (MFIPPA), R.S.O.
1990, c. M.56, as amended, requires that the Head, the City Clerk as designated by
Council, ensure that reasonable measures respecting the records in the custody or
under the control of the institution are developed, documented and put into place to
preserve the records in accordance with any recordkeeping or records retention
requirements, rules or policies, and

-

various provincial and federal statutes specific to the City’s various lines of business
including, but not limited to, the;
o Building Code Act,
o National Fire Prevention and Protection Act,
o Ontario Health and Safety Act,
o Employment Standards Act, and
o Planning Act.

Like infrastructure and human assets, records and information must be effectively
managed to be compliant with law and meet the growing public interest in how
government records are kept. Information and the ability to retrieve and recall it, is the
cornerstone of effective government and plays a prominent role in customer service and
supports open government principles.
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City’s Strategic Planning for Records and Information
The City’s Records and Information Management (RIM) Program was established in
1997 to fulfill the legislative requirements referred to above. Over the years the concept
of records management has evolved as the types, and format of information that can be
recorded, has grown. While the City has been successful in managing its paper records
program, electronic records, email and structured data present a unique set of
challenges.
The following list of previous reports demonstrates the evolution of information
management practices at the City.


2011 internal auditor’s report CA-09-11 recommending a strategic approach to
records management followed by the 2012 clerk’s department report CL-23-12,
in response, which lead to the Council approving a records management policy
and strategy.



2016 the City adopted its Corporate Information Technology (IT) Strategy which
set a goal to adopt a culture where information is treated as an asset. The IT
Strategy identified that coordinating an over-arching information management
(IM) program was needed to invest and treat information and data as assets, to
leverage their use in evidence-based decision making.



2017 the City formed an Information Governance (IG) Committee, a
subcommittee reporting to the Burlington Leadership Team (BLT) to review policy
and be responsible for generating strategic actions and the oversight of IM
priorities, which supports information as a corporate asset. The IG Committee
consists of representatives from across the organization and is still in action at
present.



In response to the unique challenges of electronic records, email and data, in
2018 staff retained professional Information Management consultants to review
the City’s information program, assess its information maturity and provide a road
map of improvement recommendations.



The City has placed a great emphasis on digital transformation, moving from a
paper-based, often manual approach, to collection and use of information that
can be leveraged and shared with greater ease. This is reflected in the Vision to
Focus Strategic Plan and demonstrates the renewed commitment and corporate
approach to managing information.

The Importance of Managing Information
Once created, information must be maintained in such a way that it will meet operational
requirements by all that rely on it. This means that there must be effective tools to find
and retrieve stored information, as well as to amend and share it. There must also be
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rules established for how long the information must be kept, called retention, and
required by the Municipal Act, in section 254. At the expiry of the established retention,
i.e., at the end of its operational value to the City, it may be securely destroyed with
proper sign-off for auditing purposes, unless it has continuing value as an historical or
archival resource.
The benefits of managing information are numerous. It enables:


Improved leverage/ return on investment (ROI) of the City’s technology
investments,



Increased efficiency – having the right information at the right time,



Improved effectiveness/performance – having the right information at right time,



Enhanced customer service and the opportunity of self-serve options,



Enhanced creativity and innovation, and



Ensured compliance (legal and regulatory).

It is the mandate of the City’s IG Committee, led collaboratively by the City Clerk and
Chief Information Officer (CIO) to raise the awareness and importance of information
and data governance at the City, to promote a collaborative and transparent approach
to effective corporate information management, and provide guidance to initiatives that
involve information and data to ensure consistency of data sources and information best
practices are in place.
While the Chief Information Officer (CIO) is responsible for the hardware and technical
supports of infrastructure and security, the information and data contained in technology
systems is owned by the department or service business area. Assistance with the
management of such information through its lifecycle is provided by the IM program
(City Clerk).
Similar studies regarding the state of the City’s master data management as it relates to
property, asset, customer, finance and person data domains have been conducted and
echo the need for greater governance, standardization and consistency.
Further definitions, record-keeping principles, the information lifecycle and corporate
repositories are provided in the Practical Tip Card for Managing Information, attached to
this report as Appendix C.
Information Maturity Assessment (2018-2019)
In October 2018, Request for Proposal (RFP 206-18) was awarded to the Ergo Group
Inc. (Ergo) for consultant services to perform an independent assessment of current IM
practices in the corporation. This type of assessment is common, with Ergo completing
similar engagements for the Region of Durham, City of Oshawa and City of Guelph.
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Throughout 2018 and 2019 Ergo conducted their assessment which included engaging
with staff to document and assess the City’s practices for managing information and to
prepare a report with recommendations and deliverables for the City’s consideration.
Their assessment, attached as Appendix A revealed that while progress has been made
in developing and implementing a corporate Records Information Management (RIM)
Program, much work remains to be done to improve the lifecycle management of the
City’s physical and unstructured electronic records and its structured data.
The IG Committee validated the assessment report in June 2019 and participated in the
report finalization workshop. Subsequently Ergo completed their report in September
2019, which provides a 5-year roadmap designed to increase the maturity of information
practices at the City.
Ergo concluded that using the Generally Accepted Recordkeeping Principles® of
analysis, the City rated a score of 1.875 on a five-point scale across the eight Principles,
reinforcing the need for improvements.
Strategy/process
In early 2020, after consultation with the IG Committee, staff conducted a review of the
findings of Ergo’s road map to align its priorities with a reliance on electronic records,
onboarding process changes and virtual training and development opportunities
required to support remote work and e-services of programs and services caused by the
pandemic.
An Information Management (IM) Strategy, attached as Appendix B, was established
that took into account past strategies and puts forward clearly defined goals and
objectives that will allow the City to leverage information and reflects its value in
evidence-based decision-making and enhanced service delivery.
The IM Strategy was approved by Burlington Leadership Team in February 2021 and is
provided to Committee for context. The Strategy outlines the framework and necessary
milestones required to improve maturity as recommended by Ergo. More importantly it
establishes a vision, that the City should aspire to along its information management
journey. Much like the Ergo report, the Strategy provides for four areas of focus:


Establishing information governance



Enhancing information protection



Improving the availability of information, and



Simplifying information management

The Strategy broadened the scope from the previous 2012 strategy that focused on
records, typically physical paper records, to other forms of information. The constant
growth of information and new technologies is changing the way the City does business
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and the Strategy reflects an agile approach. The four goals and corresponding initiatives
are designed to incrementally move the City towards the information management
vision that,
City information is reliable, available, managed and protected, driving
effective decision-making and service delivery.
The recommendations contained in the Ergo report and reflected in the Strategy are
intended to address the following risks and gaps:


Independent and overlapping silos/systems of information



Ad hoc practices resulting in a lack of consistency on where information is saved
and how (challenges with maintaining .msg files as “records”)



Information not being managed through its lifecycle and poor adoption of the
records retention schedule



Exclusion of structured data from lifecycle policies and lack of best practices
applied to structured data



Lack of clearly defined roles and responsibilities and corporate ability to apply
“open by design” principles



Challenges responding to information requests and issues with searching due to
proliferation of records, and multiple levels of embedded attachments, etc.

The actions in the Strategy to manage electronic information are iterative in approach.
Over time they will result in cost savings for the City, not only due to reductions in costs
to store paper records off-site, also reduced productivity of employees spending time to
search, locate and confirm the master source of truth.
Since the development of the road map and Strategy, staff have been successful in
achieving many objectives including,


expanding the IG Committee Mandate to include Data Management



updating and expanding IM program coverage during onboarding



developing Destruction Hold Procedure and Keep Records of Destruction Holds



requiring departments to certify FOI request searches



ensuring sufficient Notices for Personal Information collection are contained on
all forms and surveys



advocating and participating in Privacy Impact Assessments, and



developing a Personal Information Bank Index
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Resources to Implement
The 2021 initiatives in the IM Strategy were approved by the Burlington Leadership
Team and focus on foundation building, providing much needed education and training
on information lifecycle management, reviewing policies with the lens of mitigating risks,
and developing standards and consistent business processes that reflect information
management best practices (i.e. adoption and filing in accordance with the City’s
retention schedule).
While the necessary work and resources to complete the 2021 objectives to establish a
foundation will be primarily borne by staff in the Information Management section and
the Information Technology Services (ITS) department, it must be acknowledged that as
every employee creates corporate records, organizational participation in improving
information practices and managing information through its lifecycle, is required. This
involves changing business practices, often long-established and ingrained in people’s
way of working. It was acknowledged by the Burlington Leadership Team that a
corporate commitment and accountabilities are required to ensure that the momentum
and implementation of the Strategy is maintained.
In future years (2023 and beyond) when implementation of an enterprise information
management system(s) is anticipated, it is recognized that additional resources will be
necessary and budgeted accordingly.
Resources required will form part of the Designing and Evolving Our Organization
(DEOO) program and will continue to form part of an evolution in the Office of the City
Clerk, designed to support the principles of open government. In concert, resources in
the Business Intelligence (BI) program, will be required to leverage and use information,
analytics and statistics, more broadly.
Implementation Plan Progress Update
The Strategy represents an investment in staff and aims to equip them with the
necessary tools, education, training and guidance to better manage their information.
This is primarily achieved through a comprehensive communication program being
implemented in partnership with Corporate Communications consisting of internal
awareness messaging and education and training opportunities.
The Strategy is being implemented using ADKAR principles of change management
techniques, focusing on ensuring awareness of information management principles and
the City’s Manager of Corporate Strategy and Continuous Improvement is a member of
the IG Committee.
In addition, the Strategy is agile in its approach to take into consideration staffing
impacts of other corporate projects. As the goals and objectives are not linear in
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sequence, gains can be made in areas of policy development and training if tactical
resources are stretched and business processes must shift.
Success of the Strategy objectives will mean that departments can provide better
information and services to the public and it provides for the ability of the City to
leverage its information so that accurate, complete and consistent master sources of
truth can be used for data-driven services and analytical reporting.
Key metrics can be tracked including customer service response rates, delivery times
for routine disclosure and access to information requests, enhanced and clean data sets
available to use in business intelligence, and reductions to offsite storage.
Council receipt of the information is a necessary step in implementing the Strategy.
Endorsement by Council demonstrates to the public, the importance of managing
information corporately to provide excellent customer service and commitment to being
accountable and transparent. It represents a commitment by staff to uphold these
values through the work that they will be completing in the next five years.
Regular updates to Council on an annual basis of the IM Strategy objectives will occur,
along with new reporting on the state of the access and privacy program.
Options Considered
In preparing this report Staff considered whether to provide the Ergo report in its entirety
for Council’s consideration or simply prepare a summary. Staff consulted various
municipal comparators including the City of Guelph, City of Oshawa, Region of York
and Region of Durham who all provided the detailed assessment and report findings.
The Ergo report provides necessary context on the information practices in place at the
City, and that great efforts were made to combine the recommendations in the report
where they continued be of significant relevance in processes that evolved due to the
pandemic.

Financial Matters:
There are no financial implications associated with the approval of this report.
The necessary work and resources to complete the 2021 objectives to establish a
foundation will be primarily borne by staff in the Information Management section and
the Information Technology Services (ITS) department.
Additional staffing resources will be required in future years (2023 and beyond) for the
Office of the City Clerk and Information Technology. Any requests for additional staffing
will form part of the annual budget process, and the City’s DEOO program.
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Climate Implications
Reducing the printing of physical paper records contributes to lowering greenhouse gas
emissions and provides cost savings to the City both in terms of off-site records storage
centre and transfer/transport from the centre to City Hall, supplies and printing devices.
In contrast, studies are emerging of the harmful impacts of the energy needed for
internet and electronic devices, the rapid growth of discarded devices and negative
effects of e-waste.

Engagement Matters:
Through the developing of the IM Strategy, the IG Committee was vital to ensuring that
the Ergo report recommendations were examined considering the increased reliance on
new electronic processes and workload. The IG Committee is composed of membership
across the organization.
Partnership with Engagement occurred to refresh the assessment of information
practices and Corporate Communications has been critical to introducing the Strategy
and ensuring the monthly communication and awareness campaign is implemented.
Development of the Strategy and resource needs occurred in consultation with
Managers and Directors in departments impacted.

Conclusion:
The Ergo report identifies the strengths, weaknesses, opportunities and threats (SWOT)
analysis of the current Records and Information Management (RIM) program and
provides key findings. It identifies the information governance maturity model ratings for
the City when benchmarked against industry standards and the City scored a 1.875
average maturity score out of five across the eight principles.
The recommendations in the report were evaluated in light of impact on e-services and
electronic records due to the pandemic. This resulted in a revised IM Strategy, attached
as Appendix B to this report.
Historically, RIM practices were developed to manage paper records. The majority of
information today is born digital. Therefore, the City must ensure practices are in place
to ensure corporate information assets are secure and accessible over time.
The commitment to managing corporate information is reflected in both the Information
Technology (IT) Corporate Strategic Plan and the IM Strategy.
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Respectfully submitted,
Amanda Fusco
Manager of Records and Information | Deputy City Clerk
Amanda.fusco@burlington.ca

Appendices:
A. Ergo Group Inc. Report
B. IM Strategy
C. Managing Information Practical Tip Card

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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DELIVERABLE

City of Burlington
Information Management (IM) Strategy

June 13, 2019

Ergo Information Management Consulting
(a Division of The Ergo Group Inc.)

162 Guelph St., Suite 272
Georgetown, ON L7G 5X7
(905) 702 8756 or (877) 857-7111
www.eimc.ca
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1.

Introduction

Ergo Information Management Consulting (Ergo) was engaged by the City of Burlington (City) to
document and assess the City’s Records and Information Management Program (RIM Program)
and the City’s current practices for managing information1 and prepare an Information
Management Strategy (IM Strategy).
This engagement included the records lifecycle management of data/records/information in the
following formats:
a) Physical documents/files/records
• At desks or in offices at City facilities.
• Inactive physical cords stored off-site at a commercial record centre.
b) Unstructured electronic documents/files/records (e.g. word-processed documents,
spreadsheets, PDFs, etc.) stored in the following locations:
• Hard drive/laptop storage (where used).
• Personal network drives.
• Shared network drives.
• Portable electronic storage such as USBs, CDs, etc. where used).
• Stored on and/or accessed using mobile devices (e.g. smartphones).
c) E-mail messages and attachments in Microsoft Outlook and .pst files (where used).
d) Structured data in the City’s 10 core/enterprise business systems (e.g. Avantis) and
selected additional systems that support the distinct business needs of individual City
Services (e.g. eScribe and HireDesk).
e) Intranet (360) content.
f) Public website content at https://www.burlington.ca/en/index.asp
g) Social media content on the City’s social media channels (Facebook, Instagram,
LinkedIn, Twitter, and YouTube).
The IM Assessment Report (April 3, 2019) provides Ergo’s assessment based on industry best
practices, our experience in completing similar engagements for many municipal and other
clients, and our analysis of the findings from a data collection methodology consisting of:
•
•
•
•
•

The review of City-supplied data/documentation.
Interviews with 18 City employees who are subject matter experts in IM areas (e.g.
MFIPPA) or IM-related areas (e.g. BI).
Interviews with 26 City employees who are subject matter experts regarding the City’s
10 core/enterprise business systems.
19 focus groups attended by 80 employees from across the organization (focus groups
were held with the IG Committee, BLT, RIM Program employees, and 16 departments).
284 responses to the employee IM survey (approximately 19% response rate).

1

The IM Assessment Report and the IM Strategy address the data/records/information created/received and
maintained by City departments. It excludes data/records/information created/received and maintained by City
agencies, boards, and commissions.
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•

22 responses to the non-core/non-enterprise systems survey (approximately 50%
response rate).

The IM Assessment Report also provides an analysis of the strengths, weaknesses,
opportunities, and threats (SWOT analysis) of the City’s RIM Program and current IM practices,
the rating of the City’s IM risks against the City’s risk impact scales, and the results of
benchmarking the City’s RIM Program and IM practices against the Generally Accepted
Recordkeeping Principles® (the Principles) using the Information Governance Maturity Model
(IG Maturity Model). Although we did not formally assess the City’s data maturity using the
Capability Maturity Model Integration (CMMI) Data Maturity Model (DMM) framework, it is clear
that the City’s data management maturity level would be assessed as very low (i.e. between 0
and 1 on the CMMI Data Management Maturity scale).
The IG Committee (see Figure 1 for a list of the IG Committee members) reviewed and
validated the draft IM Assessment Report on March 26, 2019. On April 9, 2019, Ergo
completed an IM Strategy Workshop with the IG Committee prior to preparing the draft IM
Strategy. The following activities were completed at the Workshop:
a) Set a City benchmark for each of the Principles® in the Information Governance Maturity
Model2.
b) Recommend IM priorities.
c) Identify possible initiatives, projects, or tasks for improving IM at the City, including
if/how any existing City projects or initiatives could be leveraged.
d) For each of the top IM priorities identified at the Workshop, identify any quick wins,
dependencies for success, barriers to successful implementation, and success
measures.
Figure 1 - IG Committee Members
Employee
Nick Anastasopoulos
Andrea Holland
Fabi Karimullah
David Klacko
Andrew Maas
Angela Morgan
Sandy O’Reilly
Ryan Parker
Christine Swenor

Position Title
Chief Building Official, Planning & Building
Manager, Records and Information, Clerks
Program Manager, Business Intelligence
Solicitor
Manager of Infrastructure and Data
City Clerk
Controller and Manager of Financial Services
Information Security Manager, IT Services
Director of Information Technology Services

The IM Strategy is based on the validated findings in the IM Assessment Report and the
outcomes of the IM Strategy Workshop. The IM Strategy describes the recommended future IM
state and identifies the governance, compliance, technology, and people considerations for
See Appendix 3 for the IG Maturity Model. See Appendix 4 for the City’s high-level and detailed benchmarking
scores. The City scored a 1.875 average maturity score out of 5 across the eight Principles.
2
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effective IM at the City as well as the resources (e.g. funding, technology, space, staff, etc.)
required to address the gaps and risks identified in the IM Assessment Report. The IM Strategy
also builds on the City’s IM strengths (e.g. employee interest in moving to a ‘less paper’
organization in which electronic records are recognized as the City’s official records) and
capitalizes on the City’s IM opportunities (e.g. formalizing a Data Management Program).
The IM Strategy is designed to enable the City to achieve Level 3 (Essential) for each Principle
in the Information Governance Maturity Model (IG Maturity Model) within 5 years. As per the IG
Committee’s direction, the City will conduct a progress review of the IM Strategy in Year 4 of its
implementation at which time the City will determine its future IG maturity goal (i.e. aim to attain
Level 4 (Proactive) in all Principles® within a period of time to be determined or aim to attain
Level 4 in selected, prioritized Principles® within a period of time to be determined).
Ergo met with the IG Committee to review and discuss the draft IM Strategy.
After the IG Committee endorses the IM Strategy, Ergo will prepare an Executive Summary for
presentation to BLT. The Executive Summary will provide a high-level summary of the IM
Assessment Report and the IM Strategy.
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2.

IM Strategy Overview

The IM Strategy consists of strategic priorities, goals, and objectives as described below.
A strategic priority is an overarching area of activity. There are four IM strategic priorities:
•
•
•
•

IM and Data Management Roles and Responsibilities.
RIM Program Services.
Lifecycle Management of Physical and Unstructured Electronic Records.
Data Management.

A goal is a general description of a function/topic toward which the City’s resources will be
directed. A strategic priority typically has more than one goal. There are 31 goals in the IM
Strategy.
An objective is a description of the action(s) required to achieve a goal. More than one
objective is typically required to achieve a goal. There are 122 objectives in the IM Strategy.
All objectives are important and their collective accomplishment will ensure successful IM
Strategy implementation; however, it is helpful to assign a priority to each objective for planning
purposes. To a significant extent, the prioritized order reflects the nature of the relationships
between the goals (and their objectives) and an ordered approach to IM Strategy
implementation. Each objective has been assigned to one of four priority levels as described
and colour-coded in Figure 2 below.
Figure 2 – Prioritization of IM Strategy Objectives
Colour,
Number,
and
Percentage
4
(3.3%)

Priority

32
(26%)

Medium

52
(42.7%)

High

34
(28%)

Quick Win

Low

Definition

An objective whose implementation can be deferred until later in the 5year IM Strategy implementation timeline with no negative effect
An objective which is not otherwise categorized

An objective which should be completed first because it establishes (or
assists in establishing) the foundation for successful IM Strategy
implementation
An objective with low implementation effort and low cost and whose
implementation will provide an immediate benefit

Figure 3 lists the IM strategic priorities, goals, and objectives.
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Figure 3 – IM Strategic Priorities, Goals, and Objectives
Strategic Priority

Goal #

IM and Data Roles
and
Responsibilities

3.1

Integrated IM
and Data
Governance
Bodies

3.2

Additional Data
Management
Roles and
Responsibilities
Additional RIM
Program Roles
and
Responsibilities
RIM Advice,
Consultation,
and Guidance
RIM Training

3.3

RIM Program
Services

4.1

4.2

4.3

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information

5.1

Ergo
Information Management Consulting

Goal

RIM/RIM
Program
Compliance
Monitoring and
Auditing
Creation,
Capture, and
Declaration

Objective
#
3.1.1
3.1.2
3.1.3
3.1.4
3.2.1
3.2.2
3.2.3

Objective
Expand IG Committee Mandate to Include Data Management
Integrate Existing Programs into IM and Data Management Governance
Distribute IM and Data Management Roles
Revise Job Descriptions to Include IM and/or Data Management Responsibilities
Expand BI Program Manager’s Responsibilities
Establish Data Architect Role
Resource Data Project Work

3.3.1
3.3.2

Staff One Temporary Information Management Coordinator Position
Secure Archivist Expertise

4.1.1

Increase RIM Advice, Consultation, and Guidance Service Delivery

4.2.1
4.2.2
4.2.3
4.3.1

Update and Expand RIM Program Coverage in New Employee Guidebook
Develop Mandatory Position Level-Specific RIM Training
Continue to Provide RIM Program Information on 360
Develop RIM/RIM Program Compliance Monitoring and Auditing Measures

5.1.1
5.1.2

Revise Records Management Policy to Include Ownership of Information
Review Records Creation, Capture, and Declaration Provisions in Business
Processes
Specify Records Creation, Capture, and Declaration Responsibilities in Charters
and Terms of Reference
Train Employees to Identify ‘Official’ and ‘Transitory’ Records
Develop Standards-compliant Records Digitization Program

5.1.3
5.1.4
5.1.5
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Strategic Priority

Goal #

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and
Unstructured
Electronic
Information

5.2

Classification,
Search, and
Retrieval

5.3

5.4

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and

Goal

Objective
#
5.2.1
5.2.2
5.2.3
5.2.4

Replace Uniform File Plan with Function-based Records Classification Scheme
Develop File Naming Conventions for Unstructured Electronic Records
Develop Records Storage Location Lists
Complete Records Clean-up Projects

Collaboration
and Sharing

5.3.1
5.3.2
5.3.3

Promote Approved Methods for Internal Document Sharing and Collaboration
Promote Approved Methods for External Document Sharing and Collaboration
Keep Large E-mail Attachments in E-mail System

Storage

5.4.1

5.4.6
5.4.7
5.4.8
5.5.1
5.5.2
5.5.3

Promote Records Retention Schedule Compliance to Help Alleviate Active
Physical Records Storage Space Constraints
Educate Employees on Off-site Physical Records Retrieval Schedule
Provide Departments/Service Areas with Read-only Access to Commercial
Record Centre Database
Promote Purposes of Unstructured Electronic Records Storage Locations
Promote Records Retention Schedule Compliance to Help Manage Unstructured
Electronic Records Growth
Provide Modest Mailbox Size Limit Increase in O365
Increase RIM Program Participation in Records and Information Slimming Days
Implement Data Archiving Solution
Review City Policies to Ensure Consistent Approach to Information Security
Include IM Requirements in Employee Offboarding Process
Establish Data and Information Security Classification Scheme

5.6.1
5.6.2
5.6.3

Establish Formal Network of Department/Service Area FOI Liaisons
Require Departments/Service Areas to Certify FOI Request Searches
Capture Routine Disclosure Statistics

5.4.2
5.4.3
5.4.4
5.4.5

5.5

Security

5.6

Freedom of
Information and
Privacy
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Strategic Priority

Goal #

Goal

Unstructured
Electronic
Information

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and
Unstructured
Electronic
Information

5.7

Business
Continuity

5.8

Retention and
Disposition

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information

5.9

Ergo
Information Management Consulting

Archival
Information and
Artifacts

Objective
#
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7.1
5.7.2

5.8.1
5.8.2
5.8.3
5.8.4
5.8.5
5.8.6
5.8.7
5.8.8
5.8.9
5.8.10
5.8.11
5.8.12
5.9.1
5.9.2
5.9.3
5.9.4
5.9.5

Objective
Ensure (Sufficient) Notices for Personal Information Collection
Mandate RIM Participation in Privacy Impact Assessments
Enforce City Requirement for Mandatory Privacy Training
Educate Employees on Confidential Mail and Encryption
Ensure Consistent Privacy Breach Reporting Instructions
Develop Personal Information Bank Index
Identify and Protect Vital Records
Develop Physical Records Disaster Recovery Plan

Use Same Structure in Records Classification Scheme and Records Retention
Schedule
Track Records Retention Requirements in Citation Table
Track and Apply Appropriate Records Retention Requirements
Provide Hyperlinked Records Retention Schedule
Train Employees in Records Retention
Develop Digital Preservation Plan
Recognize Voice Mail Messages may be Official Records
Promote Correct IM Use of Shredding Bins and Recycling Bins
Require Cross-cut or Particle Shredding of Physical Records
Develop Destruction Hold Procedure and Keep Records of Destruction Holds
Schedule Retention Periods for Structured Data
Ensure New Structured Systems can Implement Retention Periods
Revise Disposition Options in Records Retention Schedule to Include Archival
Records
Identify Archival Records in Records Retention Schedule
Exclude Archival and Archival Review Records from Records and Information
Slimming Days
Review Records Designated as Archival Review at Annual Records Disposition
Limit Archives Program to City Records
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Strategic Priority

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Lifecycle
Management of
Physical and
Unstructured
Electronic
Information

Goal #

Goal

Objective
#
5.9.6
5.9.7
5.9.8
5.9.9
5.10.1
5.10.2
5.10.3
5.10.4
5.10.5

Objective
Develop/Revise Archives Program Documents
Revise Collaboration Agreement with Burlington Public Library
Provide Reference Copies of Archival Materials
Provide Suitably Equipped and Secure Archives Program Space
Specify 360 Content
Review 360 Site Structure and Navigation
Assign 360 Page Ownership
Require Annual Review of 360 Content
Apply Retention Periods to 360 Content

5.10

Intranet Content
(360)

5.11

Public Website
Content

5.11.1
5.11.2
5.11.3
5.11.4

Assign Public Website Page Ownership
Require Continuous Review of Public Website Content
Capture and Manage Public Website Content as Records
Apply Retention Periods to Public Website Content

5.12

Social Media
Content

5.12.1
5.12.2

Capture and Manage Social Media Content as Records
Apply Retention Period to Records of Deleted Social Media Comments

5.13

Office 365
(O365)

5.13.1
5.12.2
5.13.3
5.13.4
5.13.5

Establish Suitable Program Delivery Model for O365
Establish O365 Governance Model
Provide O365 Overview Education/Training to IMDGC
Review O365 Scope and Phasing
Continue to Recognize Risk of Inadequate Information Governance to O365
Project
Ensure Rescoping of O365 Project Includes Application of Retention Rules
Incorporate IM in O365 Proofs of Concept
Manage New Record Types Created in O365
Include IM Requirements in O365 Training

5.13.6
5.13.7
5.13.8
5.13.9
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Strategic Priority

Goal #

Lifecycle
Management of
Physical and
Unstructured
Electronic
Information
Data Management

5.14

Data Management

6.2

Data Management

6.3

Data Management

6.4

Data Management

6.5

Data Management

6.6

Data Management

6.7

Data Management

6.8

Data Management

6.9

6.1

Ergo
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Goal
Electronic
Document and
Records
Management
System
(EDRMS)
Effective Data
Governance
Data Work Plan
and Priorities
Data and
Integration
Architecture
Data Format
Standards
Corporate Data
Model
Data Sharing/
Data Providers
Corporate Data
Catalogue
Data Quality
Standards and
Measures

Specific Data
Projects

Objective
#
5.14.1
5.14.2
5.15.3
5.15.4

Objective
Research EDRMS Systems
Document EDRMS Requirements
Assess Readiness to Implement EDRMS
Prepare EDRMS Business Case

6.1.1

Establish Data Policy

6.2.1
6.2.2
6.3.1
6.3.2

Formalize Rolling 2-Year Data Work Plan and Priorities
Set Corporate Data Priorities
Formalize Data and Integration Architecture
Develop Data Lake Strategy

6.4.1

Develop Data Format Standards

6.5.1
6.5.2
6.6.1
6.6.2
6.6.3
6.7.1
6.7.2
6.8.1
6.8.2
6.8.3
6.8.4
6.8.5
6.9.1
6.9.2
6.9.3
6.9.4
6.9.5

Begin Developing Corporate Data Model
Build Business Glossary
Conduct Legislative Review of Data Sharing
Establish New Customer Consent Model
Develop Data Sharing Agreements Register
Build Corporate Data Catalogue
Establish Internal Data Portal
Set Data Quality Guidelines
Document Current Data Quality Practices
Document, Publish, and Socialize Data Quality Tools/Techniques
Develop PerfectMind Data Management SOP
Develop Data Quality Scorecards
Determine Top 3 or 5 Data Projects
Develop Asset Data Model
Develop ERP Data Model
Cleanup AMANDA Customer Data
Pool and Share Data Handling/Quality Assurance Tools
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Strategic Priority

Goal #

Data Management

6.10

Data Management

6.11

Ergo
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Goal

Open Data
Program
Data Literacy
Education/
Training
Program

Objective
#
6.9.6
6.10.1
6.10.2
6.11.1
6.11.2

Objective
Complete One-off Data Cleansing Projects
Develop Open Data Policy
Expand Open Data Program
Develop Data Literacy Education/Training Program
Build Data Community of Practice
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3.

IM and Data Management Roles and Responsibilities

IM and data management best practices recommend the establishment of roles and
responsibilities. This is a foundational activity upon which all else will build. There is a benefit
to aligning IM and data activities, particularly around integrating policy and standards that guide
the respective programs (RIM Program and Data Management Program), and aligning work
plans and sharing learning, but also we find that in most organizations there is a crossover of
people involved in both aspects.

3.1 Integrated IM and Data Governance Bodies
The City has received recommendations regarding data governance bodies and has established
the Information Governance Committee. Establishing a clear, integrated governance model is a
best practice recommended both by ARMA and the DMM.

3.1.1

Expand IG Committee Mandate to Include Data Management

It is recommended that the City’s current Information Governance Committee (IG Committee)
mandate be expanded to become a combined Information Management and Data Governance
Council (IMDGC).
The IMDGC will have delegated authority from BLT to coordinate the IM and Data Management
Programs, and be the place to review, debate, edit and approve IM and data management
strategy, policy, standards, and guidelines for corporate use. The IMDGC will also monitor and
evaluate the implementation of such documents. For example, in Year 4 of the IM Strategy
implementation the IMDGC will conduct a progress review and determine the City’s future
information governance maturity goal (i.e. aim to attain Level 4 (Proactive) in all Principles®
within a period of time to be determined or aim to attain Level 4 in selected, prioritized
Principles® within a period of time to be determined). The group will operate as a Council
(dealing, responding, and reacting to) work typically prepared elsewhere. Where necessary, the
IMDGC will make recommendations to BLT for approval.
To assist in the development of its annual work plan, the IMDGC may find it helpful to review the
City’s annual corporate projects list to identify the projects in which IMDGC should be involved.
Note that the current IG Committee membership covers many of the bases of a data
governance council: Director of Information Technology Services (data) and City Clerk
(information management) co-chairs, and representatives around Assets, Place and GIS,
Finance, Customer Service, and the BI Program. From a data perspective, the City may
consider adding to the group a Data Architect (a new position which is discussed later), HR, and
Corporate Performance management representatives. As interest evolves, additional Service
Owners may also be added to the group, potentially on a rotational term limit basis to allow
different service areas to participate over time.
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Subgroups and project teams are where the actual work will be done. These groups would
operate to share and improve practices and co-develop best practices, bringing forward
standards and best practices for discussion/approval at IMDGC.
This would manifest itself as:
●

Data specific project teams that are formed and disbanded as needed, for instance;
○ A base data standards team - a small team that comes together to draft the base
data standards (e.g. postal code, gender lookup lists, etc.), socialize with the
data community and review with IMDGC.
○ A data quality standards team - a small team that comes together to draft the
standards to be used for defining and assessing data quality (e.g. accuracy,
completeness, etc.), and socialize and review at IMDGC.
○ Open data team - coordinating the delivery of the Open Data Program.

●

Data working groups/communities or projects focused on key topics and data subjects.
These groups should re-use existing groups - GIS Steering Committee for instance where possible
○ Place, GIS, and Assets
○ Customer
○ People and HR
○ Finance

●

Business and technology projects and programs.
○ All technology projects should be required to comply with data and IM standards
and policies - compliance monitoring is the responsibility of the Director of
Information Technology Services. IMDGC may at any time request an in-person
meeting with a project lead at an IMDGC meeting to review alignment in person
○ Major project leads should:
■ in the early stages of a project, consider IMDGC a key project stakeholder
to allow for a review of plans for alignment with corporate IM and data
policies and standards, and to identify where the project may be able to
contribute to corporate IM and data standards
■ Plan for touchpoints with IMDGC throughout the project to review
alignment and achievement of plans.

The IMDGC may find it helpful to embed in the terms of reference for Project Teams and
Working Groups and in the charters for Business - Technology Project Teams working on
technology projects and programs the IMDGC’s requirements for those entities to bring
deliverables (e.g. draft standards) to the IMDGC or to submit status updates to the IMDGC.
The diagram below summarizes the proposed model. As shown in Figure 4 below, there would
also be IM project teams and working groups/committees or projects focused on key topics.
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Figure 4 - Integrated IM and Data Management Governance Bodies

Note that the governance model is not completely hierarchical and the City will need to become
comfortable operating in a more matrix style. What we mean by this is that there will be large
business-technology projects (e.g. ERP, Work and Asset Management) that will operate as a
peer of IMDGC, but which will need to seek input from and build standards for the IM or Data
Management Programs whilst not operating “within” either program. This relies on effective cooperation and collaboration to be successful. Our interpretation of the situation currently is that
management and staff throughout the City are open to cooperation and collaboration and are
looking for guidance that is currently lacking.
It is recommended that the City revise the IG Committee’s Terms of Reference to reflect the
expanded mandate, membership, and reporting structures. A subset of the IG Committee
would develop draft revised Terms of Reference for review and approval by IMDGC (or review
and endorsement by IMDGC prior to approval by BLT if BLT approval is required).
A couple of samples for the City’s consideration as a basis for developing its own structure are
provided:
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●
●

3.1.2

https://www.usask.ca/avp-ict/documents/Data%20Governance%20FrameworkSeptember%202018.pdf
https://cio.ubc.ca/data-governance/people

Integrate Existing Programs into IM and Data Management Governance

The governance model is predicated on the notion of working openly and transparently.
Everyone can benefit from more eyes on ideas and plans - diversity of viewpoints and opinions
typically contribute to a better end product.
The BI Program is an umbrella program that includes a variety of corporate data work. It is
important to align the BI Program with the IM and Data Governance model. Therefore, it is
recommended that the BI Program come under the governance of the IMDGC; that the program
plan and key deliverables (namely the BI, Integration Hub, and MDM strategies) be reviewed by
the IMDGC at key points and that learnings from the BI Program be actively shared with
IMDGC.
Geomatics/GIS is also an umbrella program that tackles technology, process and a variety of
data topics in the spatial domain. This group is also leading on Open Data. It is recommended
that strategic data topics that are raised through the GIS Program be brought forward to the
IMDGC for discussion, debate and approval where required.

3.1.3

Distribute IM and Data Management Roles

The example below (based on the University of Saskatchewan sample referred to earlier and
adding ‘information’ to each role and function description) highlights a sample definition of roles
and functions for IM and data management:
1. Trustees – Highest-ranking individuals accountable for what happens with and to
information and data.
2. Stewards – Individuals in business units who are responsible for promoting appropriate
information and data use through planning, policy, and protocols.
3. Custodians – Individuals in business units responsible for ensuring that policies are
followed within a specific area and that local processes are consistent with policies and
procedures.
4. Guardians – Individuals in RIM who have operational level responsibility for IM activities
related to managing the records lifecycle and individuals in IT who have operational level
responsibility for data management activities related to the creation, storage,
maintenance, cataloguing, use, dissemination and disposal of data.
5. Users – Individuals who access and use information and data.
Although it is not explicitly recommended that the City adopt these specific function descriptions
as-is, using common industry terminology to describe functions is recommended.
Because integrated IM and Data Management governance bodies are recommended, there is
benefit in adopting the same terminology to define the IM and data management roles. Using
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the University of Saskatchewan terminology above, Figure 5 illustrates how the City could
establish parallel, complimentary roles for the management of information and data. Figure 5
allows a department/service area to split ‘Steward’ and ‘Custodian’ appointments between
information and data depending on their respective duties/responsibilities. Conversely, if the
‘Trustees’ are the Directors, it would be logical for each Director to be the Trustee for both
information and data in his/her respective department/service area.
Figure 5 - Integrated IM and Data Management Roles

From both the IM and data management perspectives, the City should formally define its
operating model: which roles and functions are to be distributed into business units and which
roles should be centralized into a corporate unit, i.e. ITS for data or RIM for records/information.
Following the broader model at the City for technology management, it is recommended that
data and systems architecture and design, and systems configuration and systems support
functions be based in ITS (as is the case with the BI Program setup). Therefore, a Data
Architect (a new position recommended later in this document), the Data Modeler, and the Data
Warehouse/BI Applications Analyst would logically be based in ITS. Applications Analysts and
other ITS staff would play a key role as Data Guardians (as termed in the sample above).
Data creation, editing and maintenance is undeniably the responsibility of users in the business
units just as they are responsible for the creation, capture, and management of physical records
and unstructured electronic records.
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Drivers for the use of data (leadership and management), expert users, data (data scientists,
data analysts), analytics and dashboards (management and staff) will typically reside in the
business units that have the requirements for the service. That is, outside of ITS and typically in
a business unit or in a corporate unit that provides corporate performance or analytics services
to other business units.
The RIM Policy would be revised to reflect the information management roles and
responsibilities. The Data Policy (recommended later in the IM Strategy) would reflect the data
management roles and responsibilities.

3.1.4 Revise Job Descriptions to Include IM and/or Data Management
Responsibilities
Every employee creates/receives and manages City records and many employees create or
use structured data.
It is recommended that job descriptions be reviewed and responsibilities for IM and/or data
management be added where appropriate. This will help reinforce the importance of managing
information and data as City assets.

3.2 Additional Data Management Roles and Responsibilities
Three additional actions are recommended regarding data management roles and
responsibilities.

3.2.1

Expand BI Program Manager’s Responsibilities

The Data Management Program requires leadership and resourcing to be effectively delivered.
It is recommended that the responsibilities of the City’s BI Program Manager be broadened to
include responsibility for coordinating the City’s Data Program activities (the recommendations
contained within this roadmap and the Data Strategy (to be developed), alongside those
contained within the BI Program).

3.2.2

Establish Data Architect Role

It is recommended that the City establish a Data Architect role within ITS to support the Data
Management and BI Programs.
The Data Management Body of Knowledge (DMBOK) recommends that a Data Architect
“provides a standard common business vocabulary, expresses strategic data requirements,
outlines high-level integrated designs to meet these requirements, and aligns [data strategy]
with enterprise strategy and related business architecture.”
Moving forward the Data Architect would take the lead in defining the City’s data lifecycle
process and the management of data through the lifecycle, along with identifying data design
(data modeling) requirements for projects and initiatives.
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3.2.3

Resource Data Project Work

In the past data work has simply not received the resources required - with project teams and
staff expected to do data work as part of their “other duties as assigned”. Frequently technology
projects defer on data migration work because of insufficient funding. For example, projects to
cleanse AMANDA customer data have stalled because of a lack of resources. Going forward,
the City will need to resource data project work with internal and contracted resources to
support project work defined in the City’s capital budget process.

3.3 Additional RIM Program Roles and Responsibilities
Two additional actions are recommended regarding IM roles and responsibilities in the RIM
Program.

3.3.1

Staff One Temporary Information Management Coordinator Position

As indicated in Figure 8, the RIM Program would be responsible for a considerable body of work
during IM Strategy implementation and, particularly, during the initial years of the 5 year
implementation timeline. It is recommended that the City establish a temporary Information
Management Coordinator position for a 1 year term with the possibility of renewal (duration of
any additional term(s) to be determined as IM Strategy implementation advances).

3.3.2 Secure Archivist Expertise
The objectives in Section 5.9 of the IM Strategy assume the City will expand its Archival
Program to include the full range of records of archival value. Should the City proceed with the
proposed expansion, the City will require the expertise of a professional, experienced Archivist.
Even if the City decides to instead deposit its archival records in an established archival
institution that can provide the full range of archival facilities and services, the City will require
the expertise of an Archivist to complete the following objectives: revise disposition options in
the Records Retention Schedule to include archival records (Objective # 5.9.1), identify records
of archival value in the Records Retention Schedule (Objective # 5.9.2), review records
designated as archival review at annual records disposition (Objective # 5.9.4), develop/revise
Archives Program documents (Objective # 5.9.6), and revise the collaboration agreement with
Burlington Public Library (Objective # 5.9.7).
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4.

RIM Program Services

The RIM Program operates a decentralized model, with service owners being responsible for
the success of implementing corporate RIM standards and best practices in their respective
service areas. The full-time Records and Information Coordinator position was split into two,
full-time positions in 2018: the Access and Privacy Coordinator position and the Information
Management and Archives Coordinator position. With that change the RIM Program is better
positioned to fulfill its mandate and expand its service offerings, particularly in the three areas
discussed below.

4.1 RIM Advice, Consultation, and Guidance
One of the RIM Program’s responsibilities is to advise, consult with, and guide employees to
help service owners comply with the RIM Program policy and procedures and effectively
manage records.

4.1.1

Increase RIM Advice, Consultation, and Guidance Service Delivery

Prior to 2018, the Records and Information Coordinator was responsible for delivering most RIM
Program services with the Records Assistant being primarily responsible for the delivery of
services for the management of inactive physical records.
The current RIM Fundamentals training course informs employees that each department/service
area is responsible for developing RIM tools specific to its operations (i.e. Departmental File
Plan, inventorying its records and then determining their retention using the Records Retention
Schedule, and a SOP on how records are created, received, used, handled, and disposed of at
the service level) and the current Electronic Records and E-mail Management course
encourages each department/service area to develop a directory structure, naming conventions,
and file plans for unstructured electronic records. As stated in the IM Assessment Report,
developing any of these tools would require considerable time and RIM expertise. It is doubtful
whether an employee who has completed either training course would be sufficiently equipped
to create any of these tools. Even with advice or guidance from the Information Management
and Archives Coordinator, the creation of these tools would be a daunting task for a department/
service area employee.
The creation of two Coordinator positions, one responsible for information management and the
other for access and privacy means that each Coordinator will have more time focus on her
respective areas of responsibility and, specifically, more time to devote to the provision of
advice, consultation, and guidance to departments/service areas and project teams.
Consequently, the Coordinators will develop RIM Program tools for the benefit of all employees
(e.g. naming conventions for unstructured electronic records) and for specific departments/
service areas (e.g. work with a department/service area representative to develop a SOP that
captures how the department/service area creates, receives, uses, handles, and disposes of
records).
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It is recommended that the 2019 RIM Program work plans be revisited to maximize the delivery
of the RIM advice, consultation, and guidance service. It is also recommended that the 2020
and future work plans emphasis the delivery of that service.

4.2 RIM Training
Another RIM Program responsibility is the development and delivery of employee training.
Three in-classroom, ½ day training courses are currently offered: Access to Information and
Privacy Protection, Electronic Records and E-mail Management, and RIM Fundamentals. Each
course is offered several times each year and registration is voluntary via OTR. The RIM
Program also provides customized training on request (e.g. RIM training specific to the records
in a particular department/division). In addition to training employees, the RIM Program also
trains Councillors on MFIPPA and the Protection of Privacy and Confidentiality of Information
Policy at the start of each term of office.

4.2.1

Update and Expand RIM Program Coverage in New Employee Guidebook

As stated in the City Auditor’s 2010 Records Management Audit Report, the City does not have
a corporate orientation program for RIM. Minimal information about RIM and the RIM Program
is provided in the New Employee Guidebook which Human Resources distributes at the new
employee orientation. The Guidebook was last updated in 2013.
It is recommended that the City update and expand RIM Program coverage in the New
Employee Guidebook.

4.2.2

Develop Mandatory Position Level-Specific RIM Training

Because RIM Program training is presently voluntary, it is not surprising that only 24.5% of the
IM Survey respondents who have received training/guidance in managing the documents/
files/records they create/receive received that training/guidance from the RIM Program.
Conversely, 57.5% of those respondents received RIM training guidance from a co-worker or
their immediate supervisor (46%)3.
The content of the three training courses currently offered by the RIM Program is generic (i.e.
applicable to any City employee); however, while all employees have the same basic RIM
responsibilities, executive and management/supervisory employees have additional RIM
responsibilities.
It is recommended that the City develop mandatory training, preferably online training, which is
position level-specific (i.e. BLT, middle management and supervisors, and other employees).
The training would address the management of records and obligations for FOI and privacy
under MFIPPA. To provide a holistic approach to the management of records, the training
would also include training on information-related requirements in other City policies (e.g. Code
of Conduct, Computer and Technology Acceptable Use Policy, etc.). Given the amount of
The percentages exceed 100% because respondents were asked to ‘select all that apply’ when identifying the
source of the training/guidance they received.
3
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content to be covered, the course would be delivered in several discrete but inter-related
modules.
It is further recommended that each employee complete the applicable training course as
follows:
a) New employee hired after a certain date (date to be determined): Complete the
‘employee’ course within 14 days of hiring.
b) Existing employee (i.e. employee is already working at the City when the mandatory
training program is rolled out): Complete the applicable course within 12 months.
It is also recommended that each training course include a quiz to test the employee’s
understanding of the material.

4.2.3

Continue to Provide RIM Program Information on 360

The RIM toolbox on 360 provides department/service area employees with information about
RIM (e.g. the Uniform File Plan, inactive records, privacy impact assessments, etc.), including
links to RIM Program forms (e.g. Certificate of Destruction for on-site records destruction) and
training opportunities. Links are also provided to three indices: 1998-2004 Council minutes,
registered agreements, and non-registered agreements.
It is recommended that the City continue to provide RIM Program information on 360 and that
the RIM toolbox remain the primary repository for RIM Program information in the future.

4.3 RIM/RIM Program Compliance Monitoring and Auditing
One action is recommended regarding RIM/RIM Program compliance monitoring and auditing.

4.3.1

Develop RIM/RIM Program Compliance Monitoring and Auditing Measures

The RIM Program does not currently monitor compliance with or audit the use of the RIM Policy,
the Uniform File Plan, the Records Retention Schedule, or the RIM Program SOPs. The City
Auditor could potentially advise the RIM Program on developing and implementing a process to
monitor how well the IM Strategy (to be developed) is being operationalized and to audit IM
processes and compliance with RIM Program policy.
It is recommended that the City develop measures to monitor and audit compliance with
RIM/the RIM Program.
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5.

Lifecycle Management of Physical and Unstructured Electronic
Information

This section provides recommendations for improving the lifecycle management of the City’s
physical (paper) records and unstructured electronic records.

5.1 Creation, Capture, and Declaration
The IM Assessment Report makes several observations about the creation, capture, and
declaration of physical records and unstructured electronic records. The observations address
the following topics:
•
•
•
•
•
•

Ownership of information.
Records creation guidance, including responsibility for creating records.
Responsibility for records capture and declaration.
Differentiating between ‘official’ and ‘transitory’ records.
Document imaging specifications and procedures.
Retention of physical records after they have been imaged.

As described below, several objectives must be met to achieve the goal of improving
information creation, capture, and declaration.

5.1.1

Revise Records Management Policy to Include Ownership of Information

It is recommended that the Records Management Policy be revised to include a statement
which clearly articulates the City’s ownership of the data/documents/information/records that
employees create/receive and maintain in their jobs. The City’s ownership of information would
also be addressed at RIM Program training. It may also be restated in RIM Program or
department/ service area SOPs for managing information.

5.1.2 Review Records Creation, Capture, and Declaration Provisions in
Business Processes
As stated in the ISO 15489-1 records management standard, “Business rules, processes,
policies and procedures which control the creation, capture and management of records . . .
should be implemented and documented to ensure the authenticity4 of records. Records
creators should be authorized and identified.”5
It is recommended that the City develop a methodology that departments/service areas would
use to review their business processes to assign record creation responsibilities, ensure all
necessary records are being created and that they contain the necessary information (whether
required by business needs and/or legislated requirements), ensure records are not created
ISO 15489-1:2016, s. 5.2.2.1 describes an ‘authentic’ record as a record “that can be proven to: a) be what it
purports to be; b) have been created or sent by the agent purported to have created or sent it; and c) have been
created or sent when purported.”
5 Ibid.
4
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unnecessarily, and assign responsibilities for capturing records into the appropriate
recordkeeping system (whether paper or electronic). After completing the reviews,
departments/service areas would update their policies/procedures accordingly. The Information
Management and Archives Coordinator would be available as a resource to
departments/service areas during the reviews.

5.1.3 Specify Records Creation, Capture, and Declaration Responsibilities in
Charters and Terms of Reference
Knowing who is responsible for creating, capturing, and declaring a record is crucial for ensuring
good IM. Knowing who is responsible for creating, capturing, and declaring a record is
particularly challenging for project teams and may also be a challenge for some
department/service area committees.
It is recommended that a project team’s charter and the terms of reference for a committee
clearly assign responsibility for creating, capturing, and declaring to the appropriate
recordkeeping system (whether paper or electronic) the records created/received by the project
team or committee. This would ensure that the required records will be created and that the
records which are created (or received) by the project team or committee will become part of the
City’s records collection. Particularly for project teams, this will likely reduce records duplication
at the end of a project because team members will be more willing to dispose of their record
copies if they know that the official records have been captured and can be accessed in the
future if/as needed.

5.1.4

Train Employees to Identify ‘Official’ and ‘Transitory’ Records

It is recommended that all employees be trained to identify ‘official’ and ‘transitory’ records. For
transitory records, the training should build on the general transitory records information in the
existing Records Retention Schedule and provide position- or department/service area-specific
examples of transitory records, particularly duplicate records and multiple copies, to assist
employees to translate transitory records theory into action as they perform their duties. The
creation of a decision tree for determining whether to file (official) or destroy (transitory) a record
would be a useful addition to the training. Some organizations reproduce the transitory records
decision tree on posters or mousepads to further support employees in their identification and
management of transitory records.
Armed with this knowledge, employees will be equipped to identify transitory records and
dispose of them as soon as possible after use, thus helping to reduce the volume of records
kept by the City. Employees will also be able to better identify the official records that they
should classify using the Records Classification Scheme and keep according to the Records
Retention Schedule, thus ensuring that they do not waste time classifying and scheduling the
retention of transitory records.
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5.1.5

Develop Standards-compliant Records Digitization Program

It is recommended that the City develop and implement a standards-compliant6 Records
Digitization Program to manage the imaging/scanning of existing collections of physical records
(records digitization projects) and the day-forward addition of the imaging/scanning of physical
records in new or existing business processes (ongoing records digitization). The Records
Digitization Program would consist of the following:
a) Records Digitization Policy: Among other topics, the Policy would require the completion
of records digitization assessments, the development of imaging specifications and
procedures, and the destruction of physical records that have been imaged (e.g. destroy
the physical records 30 days after image quality assurance has been completed)
provided their destruction is not prohibited by law7.
b) Records Digitization Feasibility Assessment: Given the costs involved to create and
maintain images that will satisfy industry standards and the requirements of evidence
laws, digitization should not be undertaken without careful analysis. A feasibility
assessment would be conducted for each proposed records digitization project/ongoing
records digitization to thoroughly examine the intended use(s) of the images, the
retention period of the source documents, the productivity or other benefits that
digitization would provide, the constraints or limitations for imaging the records, storage
space requirements (image files tend to take up a lot more space than, for example, a
PDF rendered from a Word file), and the costs to both image the records and maintain
the images over time. The assessment would also identify any records which must be
kept in physical format to satisfy legal (or other) requirements. The goal of the
assessment would be to ensure only the records most suitable for imaging were digitized
because of their value to the City, their condition, their frequency of use, etc. A
department/service area would complete the assessment using a template which the
RIM Program will develop with input from IT. The RIM Program and IT would review the
completed assessments and the IMDGC would approve records digitization
projects/ongoing records digitization.
c) Digitization Specifications: Specifications (e.g. dpi resolution, whether OCR8 images will
be produced, image file format, etc.) would be developed for each approved records
digitization project/ongoing records digitization.
d) Digitization Procedures: Procedures (e.g. document preparation, scanning, indexing,
and quality assurance) would be developed for each approved records digitization
project/ ongoing records digitization.
6

The Business Records Digitization Program should be compliant with the Canadian General Standards Board
standard, Electronic Records as Documentary Evidence (CAN/CGSB-72.34-2017) which includes the electronic
image clauses (i.e. Part III and Part IV Section 3) formerly contained in the Microfilm and Electronic Images as
Documentary Evidence standard (CAN/CGSB-72.11-1993). Although no longer published, the Microfilm and
Electronic Images as Documentary Evidence standard provides detailed information about the records digitization
procedures that the City should develop. The City would benefit from referencing that standard in addition to the
CAN/CGSB-72.34-2017 standard.
7 The Records Retention Schedule will identify any physical records which cannot, by law, be destroyed after
imaging and specify a retention period for each of the physical records and the digitized records.
8 Although OCR’d images are larger and, therefore, take up more storage space, a record which has not been
OCR’d is an unintelligible image (essentially just a photo).
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5.2 Classification, Search, and Retrieval
The IM Assessment Report makes several observations about the classification, search, and
retrieval of physical records and unstructured electronic records. The observations address the
following topics:
•
•
•
•
•

The Uniform File Plan (UFP).
Naming conventions for unstructured electronic records.
Lack of a single source of truth for many aspects of the City’s operations (e.g. a building
permit, a project, etc.).
Retrieval of physical records and unstructured electronic records (including e-mail).
The time employees spend searching for information.

As described below, several objectives must be met to achieve the goal of improving
information classification, search, and retrieval.

5.2.1 Replace Uniform File Plan with Function-based Records Classification
Scheme
It is recommended that the Uniform File Plan (UFP), a traditional subject-based scheme, be
replaced with a function-based Records Classification Scheme (RCS). A function-based RCS
would organize records into categories based on a top-down view of the City’s functions and
activities, not the subject of the records or the department/service area where the records are
created/received and maintained. It answers the question, “Why are records created and
used?” because it classifies records based on work processes.
Function-based records classification is endorsed by the ISO 15489-1:2016 records
management standard to more readily respond to accountability obligations and to manage
records efficiently and effectively. It is also the preferred classification approach of the
Canadian federal government and many provincial governments (including Ontario). Some
municipalities (including Ontario municipalities) are replacing (or have replaced) their records
classification schemes with function-based schemes.
The many benefits of a function-based RCS include:
•
•

•
•

Directly linking records with the City’s functions and activities.
Being relatively stable because a City’s functions and what it does (its activities) remain
relatively stable over time as compared to subjects and department names which
change more often.
Eliminating the siloed view of information and the dispersal of identical (or related)
records across different categories.
Helping to reduce the time spent retrieving information, particularly in response to FOI
requests or in the event of litigation, investigation, or audit, because records would be
organized and described at a more granular level than in the current subject-based
superstructure.
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•
•

Being suitable for organizing both physical and unstructured electronic records, resulting
in one system for employees to learn and use.
Being able to easily adapt to future changes in business operations and organization.

The function-based RCS would be based on a top down view of the City’s operations and
services to identify the core functions representing the City’s primary activities (e.g. Council
administration, provision of recreation programs, etc.) and the functions which support those
activities (e.g. finance, human resources, etc.). Records would be organized using a set pattern
of divisions in a hierarchical (or tiered) structure from the general to the specific and by function.
The RCS would also specify how to organize each type of information (e.g. by date, then
subject). A retention period would also be assigned to each record group/series.
The IM Program would develop the RCS in consultation with department/service area
representatives to ensure the inclusion of all City records and their optimum organization/
arrangement. The department/service area representatives would also validate their respective
parts of the draft RCS to ensure a logical, consistent, easy to use, and unambiguous structure
(i.e. it should be possible to classify a record in only one part of the RCS). The IM Program
would administer a process for requesting, approving, and implementing revisions to the
approved RCS to ensure its integrity over time.

5.2.2

Develop File Naming Conventions for Unstructured Electronic Records

It is recommended that the City develop electronic file naming conventions to be used by all
departments/service areas. The development of corporate conventions would be significantly
more efficient than continuing to expect individual departments/service areas to develop their
own naming conventions despite the fact that they lack the expertise and time to do so.
The naming conventions would address such topics as the structure of a file name (i.e. the
order of the elements in a file name such as ‘recipient name - subject - date’ when naming an
electronic file containing a letter sent by the City), date format, permissible abbreviations (e.g.
RPT for report), and version control.
The City-wide use of the naming conventions would create understandable, consistent, and
predictable electronic file names and help employees to identify and track versions9. Using
standardized electronic file naming conventions would improve retrieval speed and accuracy
and facilitate the disposition of versions which are no longer required. Specifically, the
development and consistent use of electronic file naming conventions would:
•
•
•

Help employees easily identify the record(s) they are looking for.
Enable employees to browse file names more effectively and efficiently.
Help employees distinguish one electronic record from others on the same (a similar)
topic.

9

This protocol is not required for files in Microsoft SharePoint or an enterprise content management (ECM) system
because those systems provide automated version control provided a user uploads a revised file of the same name.
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•

•
•
•

•

Increase the likelihood that employees would be able to interpret file names without
needing to open the files to confirm their purpose/contents or having to consult with the
file creator.
Make file naming easier because an employee who followed the conventions would not
have to ‘re-think’ the naming process each time s/he named a file.
Allow sorting of documents in a logical sequence (e.g. by date).
Eliminate the confusion and delays often experienced when attempting to distinguish
between different versions of a draft document, between drafts and final/approved/
published documents, and between final approved versions over time such as approved
policy which has been superseded or revised.
Reduce the likelihood that an obsolete version would be used or distributed.

The use of electronic file naming conventions would be particularly helpful in shared network
drives because the current lack of standardized naming conventions often results in ad hoc file
names which have little (or no) meaning to anyone other than the file creator.
Using the file naming conventions in conjunction with the RCS would bring greater precision to
the organization of unstructured electronic records, particularly in the near-future until the City
implements an enterprise content management (ECM) system (or similar technology) in which
versioning is automated and a ‘record type’ can be captured in a filename via a drop-down box
during the file saving process.

5.2.3

Develop Records Storage Location Lists

When conducting a records search, whether to find information for operational purposes, to
respond to a FOI request, or to assemble documents for a legal matter, it is often necessary to
search multiple storage locations such as physical records in a central storage area,
unstructured electronic records in a shared network drive, data in a structured system
(core/enterprise system or line of business system), e-mail accounts, and microfilm/microfiche
(where used). It is also possible that not all potential storage locations will be known depending
on the type of records being sought and the tenure/experience of the employee who is
searching for the records, further increasing the risk that the complete record (if it exists) will not
be found.
To help overcome these challenges, it is recommended that each department/service area
develop a list of the locations in which records are kept. These lists would be at the business
function level and further subdivided by record series, subject, name, or other category as
appropriate. The lists would also be date specific, for example listing the date ranges of
physical records stored off-site versus those kept in a central file room at City Hall/another City
facility.

5.2.4

Complete Records Clean-up Projects

The RIM Program would work with individual departments/service areas to plan records cleanup projects for physical records (in individual offices/at workstations, in central filing areas within
departments/service areas, and in off-site storage) and unstructured electronic records (in
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personal and shared network drives and e-mail accounts and on portable electronic storage
media (e.g. CDs) where used). A cross-departmental team would plan and complete a records
clean-up of the S: drive.
A records clean-up project in a department/service area would be planned and completed in
phases by record format (physical or electronic) and storage location given the
department/service area’s priorities (e.g. the storage location that constitutes the largest volume
of records, records of most frequent use, etc.). For example, a department/service area that
relies heavily on a shared network drive may begin the clean-up there.
Below is a high-level list of the tasks that would be completed during a records clean-up project.
Note: The tasks apply to physical and unstructured electronic records unless otherwise
indicated.
•
•
•

•
•
•

Delete ‘ROT’ (redundant, obsolete, or transitory) records.
Review and disposition the contents of orphan folders on shared drives and orphaned
personal drives (i.e. folders/drives of departed employees).
Apply the Records Classification Scheme. For unstructured electronic records this
would involve setting up the applicable parts of the Records Classification Scheme in a
folder/sub-folder structure in personal and shared drives and in e-mail accounts.
Apply the file naming conventions to unstructured electronic records.
Apply the Records Retention Schedule. For physical records this would include
transferring records to off-site storage if/as applicable.
Move from personal to shared drives any files of interest/benefit to other employees or
any file types which the department/service area has decided to store centrally going
forward.

Employees would be trained to complete these tasks and the Information Management and
Archives Coordinator (and the Records Assistant for inactive physical records) would be
available as resources to answer questions during the clean-ups.
Completing the clean-ups would provide several benefits:
a) Improve the organization/classification of records.
b) Eliminate a sizeable volume of valueless information or ‘ROT’.
c) Reduce the time required to locate records because there would be a smaller volume to
search.
d) Eliminate (or significantly decrease) records storage space constraints.
e) Achieve a higher rate of Records Retention Schedule compliance.
Apart from these immediate efficiency and risk mitigation benefits, unstructured electronic
records clean-ups would also reduce the amount of time required to run (or restore) back-ups
and support the future implementation of an ECM system (or similar technology) by introducing
order and standardization.
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Note:
1. A records clean-up project would require significantly more effort than the existing
Records and Information Slimming Days which are voluntary and last for only 1 day.
2. An organization typically sets up new personal and shared drives for a records clean-up
project, with employees moving to the new drives only those records that require
continued retention and then classifying those records using the RCS. After a records
clean-up is complete, the feasibility of applying the RCS to the old drives (or some
subset thereof) is assessed. Regardless, the records remaining in the old drives would
be deleted when appropriate as per the Records Retention Schedule.
3. The City may find it advantageous to use file analysis and de-duplication software during
the unstructured electronic records clean-up projects (e.g. FileFacets, ActiveNavigation,
etc.).

5.3 Collaboration and Sharing
The IM Assessment Report makes several observations about document collaboration and the
sharing of unstructured electronic records. The observations address the following topics:
•
•
•
•

Use of e-mail attachments for document collaboration and sharing.
Alternative methods of document collaboration and sharing used by City employees.
Challenges of sending (and receiving) large attachments via e-mail.
Use of cloud-based file storage or sharing applications (e.g. Dropbox, 2big4email, etc.).

As described below, several objectives must be met to achieve the goal of improving document
collaboration and sharing.

5.3.1 Promote Approved Methods for Internal Document Sharing and
Collaboration
It is recommended that the City promote approved methods for sharing documents internally
and recommend the most appropriate use of each method given the audience and a
document’s confidentiality. Examples of methods for sharing documents internally include
distributing a document as an e-mail attachment, storing a document in a shared drive, and
posting a document on 360. The City would also determine whether cloud-based file storage or
sharing applications may continue to be used to share documents internally and if yes,
standardize the use of such software by authorizing the use of one such application and a backup application.
It is also recommended that the City promote O365 as the approved method for internal
document collaboration. However, until O365 is fully deployed, the City would promote
alternative, interim methods for internal document collaboration such as:
•

If the document is not a Council report: Send a hyperlink to a document in a folder on the
T: drive which is accessible to all of the document collaborators. If that is not possible:
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o

•

Send a hyperlink to the document in a folder on the S: drive (only if the document
is not confidential), or
o Send the document as an e-mail attachment to all of the document collaborators.
If the document is a Council report: Use eScribe.

Employees would be reminded that the Computer and Technology Acceptable Use Policy
prohibits the use of personal web-based e-mail systems to distribute corporate or businessrelated files and also prohibits the saving of any attachment received via web-based e-mail to a
corporate computer (PC or network drive).
Note: The promotion of alternative, interim methods for internal document collaboration would
also include instructing employees in setting up a hyperlink. Given the discussion at several
focus groups, the ability to set up a hyperlink to a document in a shared drive is not a commonly
known skill.

5.3.2 Promote Approved Methods for External Document Sharing and
Collaboration
It is recommended that the City promote approved methods for sharing and collaborating on
documents externally and recommend the most appropriate use of each method. Examples of
methods for sharing and collaborating on documents externally include e-mail attachments, .zip
files, the City’s FTP site (provided network security settings at the external party’s end do not
prohibit access to the site), an external party’s FTP or Microsoft SharePoint site (provided the
City’s network allows access), or a cloud-based file sharing application. The City would also
specify if/when encryption is required. Regarding cloud-based file sharing applications, it is
further recommended that the City standardize the use of such software by authorizing the use
of one such application and a back-up application. It is also recommended that the City specify
if/when documents may be shared externally via USB/CD or other portable electronic storage
media.
Employees would be reminded that the Computer and Technology Acceptable Use Policy
prohibits the use of personal web-based e-mail systems to distribute corporate or businessrelated files and also prohibits the saving of any attachment received via web-based e-mail to a
corporate computer (PC or network drive).
Note: The promotion of approved methods for external document sharing and collaboration
would also include instructing employees in using the City’s FTP site. Given the discussion at
several focus groups, very few employees are aware of or know how to use the FTP site.

5.3.3

Keep Large Attachments in E-mail System

Several focus group participants and IM Survey respondents often receive very large e-mail
attachments (e.g. drawings, photos, videos), primarily from external parties such as consultants
and taxpayers. Because of mailbox size limits in on-premise Microsoft Exchange, an employee
who receives many large e-mail attachments will:
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•
•

Save the attachment10 to network storage and then delete the message (including its
attachment(s), and/or
Periodically create a .pst file.

Saving the attachment to network storage is problematic because it breaks the attachment’s
audit trail by separating the attachment from the e-mail message with which it was transmitted,
raising the potential that the attachment’s authenticity may be questioned in the future.
Similarly, saving an e-mail message to network storage creates the potential that the message
may be inadvertently or deliberately altered. The creation of .pst files creates yet more
unstructured electronic files that need to be managed. For these reasons, it is recommended
that the City instruct employees to keep large e-mail attachments and the e-mail messages with
which they were transmitted in the e-mail system when O365 is deployed given the significantly
larger mailbox size limits in that software.
Note:
1. The recommendation to keep large attachments in the e-mail system in the future is
contrary to the current Electronic Records and E-mail Management training course
which instructs employees to save business e-mails on the appropriate drive or print
physical copies for filing.
2. The Manager, IT Infrastructure and Operations advised that .pst files will not be used in
O365.
3. As stated under Objective # 5.4.6, “e-mail is a communication vehicle, not a records
filing system”; however, in the absence of an EDRMS it is preferable to keep in the email system both the message and its attachment(s) rather than storing them in
uncontrolled network drives or moving only the attachment(s) to network storage.

5.4 Storage
The IM Assessment Report makes several observations about the storage of physical records
and unstructured electronic records (including e-mail). It also discusses data archiving. As
described below, a few objectives must be met to achieve the goal of improving records
storage.

5.4.1 Promote Records Retention Schedule Compliance to Help Alleviate Active
Physical Records Storage Space Constraints
Insufficient physical records storage space is not a significant challenge for IM Survey
respondents and only a handful of focus group participants experience space constraints for
storing active physical records at City Hall or other facilities. Some of those focus group
participants said that file room space had to be reduced to construct new office space. While
storage space for active physical records is generally sufficient, it is recommended that the City
promote Records Retention Schedule compliance as one way to help alleviate any such storage
space constraints that may arise. Regular (at least annual) review of active physical records
10

Sometimes the attachment is converted to Adobe Acrobat PDF format before saving.
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and the prompt transfer of inactive physical records to off-site storage (as per the Records
Retention Schedule) will help contain the size of most physical records collections in
departments/service areas.

5.4.2

Educate Employees on Off-site Physical Records Retrieval Schedule

Many records focus group participants and a few IM Survey respondents complained that it
often takes 1-2 weeks to retrieve records from off-site storage, citing their understanding that
the Records Assistant only submits retrieval requests to the commercial record centre once per
week on Wednesday for delivery/pickup the following Thursday (i.e. just over a week later).
They also noted that an additional delay occurs in transporting the retrieved records from the
Records Room at City Hall to the requester’s location (except for the three City locations
serviced directly by the commercial record centre). However, the Manager, Records and
Information confirmed that while the Records Assistant generally places retrieval orders on
Wednesdays for delivery on Thursdays (i.e. the next business day), the Records Assistant will
submit a retrieval request for next business day delivery upon request provided the request is
received by 12 noon. Further, while a slight delay is incurred to deliver retrieved records to the
requesting department/service area or for the department/service area to collect them, that
delay does not result in a retrieval taking 1-2 weeks.
Therefore, it is recommended that the City educate employees about the schedule for retrieving
physical records from off-site storage to correct the misunderstanding and hopefully increase
off-site records storage use.
Note: Same day retrieval is possible provided a department/service area agrees to pay the
additional fees.

5.4.3 Provide Departments/Service Areas with Read-Only Access to Commercial
Record Centre Database
To increase the integrity of the information entered, use of the commercial record centre’s
database is restricted to the Records Assistant and the Information Management and Archives
Coordinator. Each department/service area is expected to keep a copy of the physical
transmittals it completes when transferring records to off-site storage and to refer to the
transmittals when e-mailing a records retrieval request to the Records Assistant. Each
department/service area is also expected to update their transmittals to reflect the records which
have been destroyed.
It is recommended that the City provide a designated employee (and a back-up) in each
department/service area with read-only access to the commercial record centre database to
eliminate the need to retain, reference, and update the physical transmittals. The provision of
read-only database access would also allow departments/service areas to more easily prepare
retrieval requests because they could search for keywords instead of having to flip through
physical transmittals and they would also be able to easily identify records which have been
destroyed.
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5.4.4

Promote Purposes of Unstructured Electronic Records Storage Locations

The City has, and will continue to create/receive and accumulate, a considerable volume of
unstructured electronic records. At present, those records are kept in several locations (H:, S:,
and T: network drives, e-mail accounts, 360, public websites, and social media channels) and
there is no common understanding of the type of information to be kept in each location,
particularly what to keep on the different network drives. O365 implementation has the potential
of increasing the storage locations (e.g. Microsoft Team, SharePoint, and Yammer).
It is recommended that the City determine and promote the purpose of each location in which
unstructured electronic records are stored so employees will understand what information is to
be kept in each location and what they would, therefore, expect to be able to access from each
location. Specifying the purpose of each unstructured electronic records storage location will
also likely reduce duplication across the locations, thus reducing overall storage volume and the
confusion that invariably results when multiple copies of information are found.

5.4.5 Promote Records Retention Schedule Compliance to Help Manage
Unstructured Electronic Records Growth
The City’s unstructured electronic storage volume is growing at a high rate and the City is using
more storage than anticipated according to the City’s original lifecycle planning. As a result, IT
has had to accelerate the lifecycle replacement plan despite recent expansions in storage
capacity. There is currently 8.7 TB of electronic files in the H:, S:, and T: drives and the
estimated overall annual growth rate on file services is 500 GB per year.
It is recommended that the City promote Records Retention Schedule compliance as one way
to help manage the growth of unstructured electronic records. Regular (at least annual) review
of those records and the prompt deletion of records that have met their retention requirements
will help contain the overall growth in unstructured electronic records volume.

5.4.6

Provide Modest Mailbox Size Limit Increase in O365

In the current on-premise Microsoft Exchange environment, mailbox sizes are limited to manage
disk space. Many employees, particularly employees who often receive large attachments (e.g.
videos, photos, etc.), regularly exceed their mailbox size quota and are prevented from sending
or receiving messages until they have taken steps to reduce the size of their mailboxes. This
results in ad hoc, arbitrary, and often frantic activity to identify e-mails to be deleted (e.g. oldest
messages, messages with large attachments, etc.). While employees will be overjoyed by the
increased mailbox size limit in O365, any significant mailbox size increase must be
accompanied by the application of retention rules to prevent the continued indefinite and
uncontrolled accumulation of e-mails.
It is recommended that the City seriously reconsider adopting the O365 default of 100 GB
mailboxes and instead provide a modest increase in mailbox size limit (e.g. 5-10 GB) given that
e-mail is a communication vehicle, not a records filing system.
Note: O365 allows administrators to reduce mailbox size per user or globally.
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5.4.7 Increase RIM Program Participation in Records and Information Slimming
Days
The RIM Program provides resources (a Planning Handbook and a Participant Handbook) to
assist departments/service areas to plan and carry out Records and Information Slimming Days
(Slimming Days) and also provides on call advice/consultation on a Slimming Day upon
advance request from the department/service area. A department/service area is responsible
for all Slimming Day planning, i.e. distribute the Slimming Day Participant Handbook to
employees, schedule the drop-off and collection of large shredding bins, ask ITS to report the
department/ service area’s network drive and e-mail box sizes before and after Slimming Day,
arrange for the RIM Program to provide on call advice/consultation on Slimming Day, and set
Slimming Day goals for individuals (e.g. “I will reduce the number of folders in my H: drive from
100 to 60”) or teams (e.g. “We will destroy 10 linear feet of paper records”).
It is recommended that the RIM Program become a more active participant in the Slimming
Days by scheduling 2-3 Slimming Days each year (each department/service area would
participate in a minimum of 1 Slimming Day per year), preparing and distributing Slimming Day
promotional materials (e.g. e-mail blasts, posters, a brief webinar on what to do on Slimming
Day, etc.), and assisting departments/service areas to plan Slimming Days by co-ordinating the
drop-off and collection of shredding pins and the provision of reports from ITS.

5.4.8

Implement Data Archiving Solution

The City’s data storage volumes on network (personal and shared) drives are expanding more
rapidly than anticipated, shortening planned lifecycles for core storage technologies.
While acknowledging that this is a temporary workaround and not a solution for improved file
management practices, it is recommended that the City explore implementing an automated,
time-based Data Archiving solution on network drives to help IT meet the lifecycle targets. Such
a solution (implemented by municipalities such as Newmarket) automatically moves files not
accessed in a defined period (e.g. 2 years) from the primary storage to an archive solution. To
the user there is no difference, the file appears to be available - but is actually stored
somewhere else (on cheaper storage).

5.5 Security
The IM Assessment Report makes a few observations about the security of physical records
and unstructured electronic records. The observations address the following topics:
•
•
•
•

Use of e-mail attachments for document collaboration and sharing.
Alternative methods of document collaboration and sharing used by City employees.
Challenges of sending (and receiving) large attachments via e-mail.
Use of cloud-based file storage or sharing applications (e.g. Dropbox, 2big4email, etc.).

As described below, several objectives must be met to achieve the goal of improving
information security.
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5.5.1 Review City Policies to Ensure Consistent Approach to Information
Security
The Information Technology Security Policy prohibits the transmission of confidential or
personal information via e-mail without required security; however, the policy does not provide
direction on what the required security constitutes. While the policy states (p. 2) “All employees
on terminating employment must return all City-owned IT property in their possession”, the
policy does not state what is to be done with the data/information/records on the devices.
The Mobile Device and BYOD Policy requires sensitive, confidential, or private11 data files
stored on a corporate mobile device to be encrypted and for confidential documents transferred/
sent from a mobile device to be password protected.
Three additional City policies address confidential information: The Code of Conduct, Corporate
Communications Policy, and Protection of Privacy and Confidentiality of Information Policy.
It is recommended that the City review these policies to ensure a consistent approach to
information security. As part of this review, the Information Technology Security Policy would
be revised to provide high-level direction on the security required for the transmission of
confidential or personal information.

5.5.2

Include IM Requirements in Employee Offboarding Process

The Information Technology Security Policy states that all employees who are terminating their
employment with the City must return all City-owned IT property in their possession (e.g. a
laptop); however, the policy does not state what is to be done with the data/information/records
on that property. No evidence was found that the RIM Program or any department/service area
includes IM requirements in the employee offboarding process. Instead, focus group
discussions revealed ad hoc and undocumented practices such as copying - as is - the personal
drive of the terminating/transferring employee to a shared network drive or making a .pst file of
the employee’s mailbox for storage on a network drive, safekeeping by the employee’s
supervisor/manager, or transfer to the employee’s successor (if any). Because the records
remain in whatever structure/classification the employee used and because retention rules may
not have been applied, it is very likely that anyone who attempts to search for a record will have
difficulty.
It is recommended that the City document the IM requirements to be completed by management
and by the employee during the employee offboarding process.
An employee, under the direction of his/her manager or supervisor, would be required to
appropriately action the physical and unstructured electronic records (including e-mail) in his/her
custody prior to his/her departure from the City or transfer to another department/service area.
The employee would complete, and certify his/her completion of, tasks such as identifying
records to be deleted/destroyed, moved into storage, transferred to another employee, or set
11

The policy does not define ‘private’ data files.
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aside for a successor. The implementation of this recommendation would ensure that the
employee’s successor (if any) inherited only the records that were truly required and that
records which had not met their retention requirements were kept.
The employee’s manager or supervisor would be required to ensure the employee completed
the IM offboarding tasks or, in the event of a sudden or involuntary departure, either complete
the tasks personally or arrange for another employee to complete them. The manager or
supervisor would also notify ITS of the employee’s termination/transfer so access
rights/privileges would be revised or deleted as applicable. The manager or supervisor would
also be required to certify completion of the IM offboarding tasks.

5.5.3

Establish Data and Information Security Classification Scheme

For various purposes, including for information security, open data, privilege management, and
MFIPPA, the City requires a consistent Data and Information Security Classification Scheme.
Working with a multidisciplinary team of IM, IT and data staff, the City should establish a
consistent Data and Information Security Classification Scheme that would be applied to all City
data/information/records.
A couple of samples for the City’s consideration as a basis for developing its own Data and
Information Security Classification Scheme are provided:
● https://www.usask.ca/avp-ict/documents/Data%20Classification%20Summary.pdf
● http://imtdocs.alberta.ca/Data-and-Information-Security-Classification-Standard(1).pdf
Note: As discussed in the IM Assessment Report, a level of sensitivity (low, medium, or high) is
assigned to each record series in the current Records Retention Schedule. The sensitivity
levels indicate the level of confidentiality that generally applies to the records in a series. they
also indicate how the record series is to be handled from a FOI request perspective (i.e. series
classified as low sensitivity are generally considered to be public and a formal FOI request is not
generally required to access these records, series classified as medium likely contain
information exempt from public disclosure under MFIPPA so a formal FOI request is required to
access these records, and series classified as high sensitivity are considered confidential for
internal business purposes, legal protection, or legislative compliance so a formal FOI request is
required to access these records). When developing the Data and Information Security
Classification Scheme the City may wish to factor in FOI access requirements.

5.5.4 Develop Procedures to Operationalize Information Security Policy
Requirements
It is recommended that the City develop procedures for department/service area employees to
enable them to operationalize the information security requirements in City policies. For
example, provide a procedure on how to encrypt a file.
Note: Some of the procedures would be used to develop the training to be provided under
Objective # 5.6.7.
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5.6 Freedom of Information and Privacy
The IM Assessment Report makes several observations about the sensitivity of information
categories in the existing Records Retention Schedule, the City’s handling of FOI requests, and
the City’s privacy practices. As described below, a few objectives must be met to achieve the
goal of improving access to information and privacy.

5.6.1

Establish Formal Network of Department/Service Area FOI Liaisons

After the Access and Privacy Coordinator determines it is appropriate to respond to a formal
FOI request, the Coordinator prepares a FOI request search memo for response within five
business days by the department(s)/service area(s) with custody or control of the requested
records12. Unlike many other municipalities, the City has not established a formal network of
FOI Liaisons with responsibility for coordinating and reporting on FOI records searches within
each department/ service area. Currently, the Access and Privacy Coordinator sends the FOI
request search memos to Directors for action with the exception of Building and By-law for
which search request memos are sent to the Customer Service Representatives. This means
the Coordinator usually does not know to whom a search request memo has been assigned and
often receives multiple submissions of records for one FOI request over several days instead of
one consolidated package.
It is recommended that the City establish a formal network of department/service area FOI
Liaisons (one liaison and one back up for each department/service area) to whom the Access
and Privacy Coordinator will send FOI request search memos. A Liaison would be responsible
for searching for responsive records or co-ordinating the search by other staff in the
department/service area. The FOI Liaison would also submit one consolidated package of
responsive records to the Access and Information Coordinator, ending the current practice
whereby a department/service area may make multiple submissions for one FOI request.

5.6.2

Require Departments/Service Areas to Certify FOI Request Searches

The individual to whom the Access and Privacy Coordinator sends a FOI request search memo
is asked to provide the following information:
•
•

•

The names and positions of the staff that conducted the search.
Locations searched for the records provided (e.g. paper files, off-site storage, database
(the database is to be specified), electronic files, network shared folders, e-mail, cell
phones, microfiche, personal devices/accounts, etc.).
The total amount of search time it took to find the records so that a charge back fee can
be determined.

That individual is also asked to advise if s/he is aware of any legal action or activities that
require an exemption under MFIPPA, if any responsive records once existed but were
destroyed or have gone missing, or if the department/service area does not have any
responsive records.
12

The search request memo specifies the location and date range of the records which are related to the request.

Ergo
Information Management Consulting

June 13, 2019

53

Page | 36

City of Burlington
Information Management (IM) Strategy

This information is typically provided via e-mail. Unlike many other Ontario municipalities, a
department/service area is not required to sign off or attest to the accuracy or thoroughness of a
search or the amount of search time.
It is recommended that the City develop a FOI Request Search Form to capture the particulars
of a search and certify the search. This would formalize the search process and underscore the
responsibility of a department/service area for completing a thorough search and providing the
Access and Privacy Coordinator with the information needed to process the FOI request and the
necessary evidence in the case of an appeal to the IPC.

5.6.3

Capture Routine Disclosure Statistics

The City strives to make as much information as possible available via routine disclosure
instead of the formal FOI request process. Routine disclosures are handled by individual
departments/ service areas. The RIM Program does not track routine disclosures and the City
Clerk is not required to annually report routine disclosure volume to the IPC. One focus group
participant reported 900 routine disclosures in 2018.
It is recommended that the City begin capturing annual routine disclosure statistics at the
department/service area level. This will enable the Access and Privacy Coordinator to monitor
routine disclosure activity, potentially highlighting department/service areas where additional
training is required to increase the volume of routine disclosure. Capturing these statistics will
also enable Directors to assess the staffing implications of routine disclosure and plan
accordingly.
Note: Work on Objective # 5.6.3 should be aligned with work on Objective # 6.10.2 to establish
Open Data Program performance metrics.

5.6.4

Ensure (Sufficient) Notices for Personal Information Collection

The Protection of Privacy and Confidentiality of Information Policy requires the City to
communicate a notice of collection13 to the public whenever personal information is collected
(i.e. how and why the personal information is collected, used and disclosed, and under what
authority and to provide contact information for questions). The Access and Privacy
Coordinator is aware that many City forms do not have (sufficient) notices of collection.
It is recommended that the City review all of the forms used to collect personal information to
ensure the provision of (sufficient) notices of collection, a MFIPPA requirement.
Note: Work on Objective # 5.6.4 should be aligned with work on Objective # 6.6.2 to establish a
new customer consent model for data.

13

S. 29(2) of the Municipal Freedom of Information and Protection of Privacy Act (R.S.O. 1990, c. M.56) requires the
City to inform the information to whom the personal information relates as follows: the legal authority for collecting the
personal information, the principal purpose(s) for which the personal information is intended to be used, and the title,
business address, and business phone number of an office or employee of the City who can answer the individual’s
questions about the collection.
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5.6.5

Mandate RIM Participation in Privacy Impact Assessments

The Protection of Privacy and Confidentiality of Information Policy requires the City to conduct
privacy impact assessments to ensure information protection requirements are embedded in the
design of all City programs, processes, projects and technology for personal information.
Currently, a department/project is expected to complete and submit a Preliminary Analysis
Questionnaire before implementing a new program/system or significantly changing a program/
system that requires the collection, use, or disclosure of personal information. The Access and
Privacy Coordinator reviews the Preliminary Analysis Questionnaire to determine whether a PIA
is required. If a PIA is required, the department/project is responsible for providing resources
(own staff or consultants) to complete the PIA. The Access and Privacy Coordinator drafted A
Guide to Privacy Impact Assessments14 which outlines when a PIA is required and describes
the steps that must be taken to successfully complete a PIA and high-level information about
PIAs is provided in the Access to Information and Privacy Protection training course.
The Access and Privacy Coordinator advised that the PIA process is not consistently used. For
example, the Coordinator is rarely asked to assist with a PIA, is aware of one significant
enterprise system upgrade that was implemented without consideration of its privacy impacts
and is aware of two other significant enterprise system upgrades for which a PIA was completed
after the City had purchased the software. Further, the RIM Program is not aware of the
projects being worked on so that the Access and Privacy Coordinator can get involved in the
process.
It is recommended that the Protection of Privacy and Confidentiality of Information Policy be
revised to require the Access and Privacy Coordinator’s participation in privacy impact
assessments as follows: be advised of new programs/systems or significant changes to
programs/systems requiring the collection, use, or disclosure of personal information; consulted
during the completion of a PIA if/as applicable; and required to review and give feedback on
PIAs completed by the department/project. It is also recommended that the City communicate
these requirements and incorporate them in the Guide to Privacy Impact Assessments and the
Access to Information and Privacy Protection training course.
Note: The Access and Privacy Coordinator is already working on a corporate procedure and
communication to inform employees that completion of the Preliminary Analysis Questionnaire
is required and that the Access and Privacy Coordinator is to be involved in that process.

5.6.6

Enforce City Requirement for Mandatory Privacy Training

The Protection of Privacy and Confidentiality of Information Policy states that privacy training is
mandatory for all City staff, members of Council, and volunteers that handle personal
information; however, not all employees, Councillors, or volunteers have completed the training.
It is recommended that the City develop a plan to ensure all current employees, Councillors,
and volunteers complete the training within the next 12 months and develop a plan to ensure all
14

Management approval of the Guide was pending as of the writing of this report.
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new employees, Councillors, and volunteers complete the training within 30 days of their
employment/Council term/becoming a volunteer. Given the number of employees to be trained
(i.e. the backlog) and the need to provide the training on an ongoing basis thereafter, online
training is recommended instead of the in-classroom training historically provided by the RIM
Program.
Note: The Manager, Records and Information advised that the 2019 Access and Privacy Work
Plan includes the development of online privacy training.

5.6.7

Educate Employees on Confidential Mail and Encryption

The Computer and Technology Acceptable Use Policy requires “sensitive” personal and
confidential business information intended for recipients outside the City to be sent through
conventional means such as confidential mail or e-mail encrypted using approved ITS security
software; however, the policy does not explain what confidential mail is or how to encrypt e-mail.
None of the focus group participants or IM Survey respondents mentioned confidential mail or email encryption.
It is recommended that the City define ‘confidential mail’ and educate employees on its use. It
is also recommended that the City provide training in the use of encrypted e-mail. These
actions would help support the City’s protection of personal information and help protect its
confidential information.
Note: The training would be based on the procedures to be developed as part of implementing
Objective # 5.5.4.

5.6.8

Ensure Consistent Privacy Breach Reporting Instructions

The Computer and Technology Acceptable Use Policy requires employees to report breaches of
privacy or unauthorized disclosure to the Director of Information Technology Services and the
Executive Director of Human Resources; however, that direction is not in sync with the
Protection of Privacy and Confidentiality of Information Policy which requires complaints and
suspected breaches regarding the inappropriate or unauthorized collection, retention, use,
disclosure or disposition of information not in accordance with MFIPPA or corporate policies to
be reported to the employee’s Supervisor and the Records and Information Coordinator (the
position title has changed to Access and Privacy Coordinator).
It is recommended that the City ensue the privacy breach reporting instructions are consistent in
the Computer and Technology Acceptable Use Policy and the Protection of Privacy and
Confidentiality of Information Policy.

5.6.9

Develop Personal Information Bank Index

S. 34(1) of MFIPPA requires the City to develop, keep current, and make available for public
inspection an index of all personal information banks in its custody or control. The following
information is to be provided for each personal information bank: name and location; legal
authority for its establishment; types of personal information maintained in it; how the personal
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information is used on a regular basis; to whom the personal information is disclosed on a
regular basis; the categories of individuals about whom personal information is maintained; and
the policies and practices applicable to the retention and disposal of the personal information.
The City does not have a Personal Information Bank Index.
It is recommended that the City develop a Personal Information Bank Index and publish the
Index on the City’s public website.

5.7 Business Continuity
The IM Assessment Report makes a few observations vital records and the backup and
recovery of electronically stored information. As described below, a few objectives must be met
to achieve the goal of improving business continuity.

5.7.1

Identify and Protect Vital Records

‘Vital records’ are essential to the continuation or resumption of City business in the event of a
disaster. They will allow the City to fulfill its obligations to taxpayers, employees, other levels of
government, and outside interested parties. Because the informational value of vital records is
so great and the consequences of their loss, damage or inaccessibility so severe, special
protection is justified. Consequently, vital records must be identified and appropriately protected
to ensure their availability to resume operations during and after a disaster, enable the City to
continue complying with legislated/regulatory obligations, and ensure accountability to the
public, employees, business partners, and other stakeholders.
The City has not identified its vital records; therefore, the City’s vital records may not be
protected with the exception of vital records in electronic format which are already being backed
up as part of the business continuity service provided by ITS.
It is recommended that the City identify its physical vital records and implement appropriate
protection methods (e.g. fire-resistant file cabinets). It is also recommended that the City
identify its electronic vital records and confirm their appropriate protection, with protection being
implemented or enhanced to resolve any protection gaps which may be identified.

5.7.2

Develop Physical Records Disaster Recovery Plan

The City does not have a disaster recovery plan for physical records. Part of an organization’s
overall disaster recovery planning, a disaster recovery plan for records would document the
actions to be taken to recover damaged or threatened records immediately following a disaster
(e.g. measures to be taken in an attempt to rehabilitate records damaged by water).
It is recommended that the City develop a Disaster Recovery Plan for Physical Records. It is
also recommended that the City test the Recovery Plan once per year.
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5.8 Retention and Disposition
The IM Assessment Report makes several observations about the Records Retention Schedule,
records retention challenges, and records disposition. As described below, several objectives
must be met to achieve the goal of improving the retention and disposition of records.

5.8.1 Use Same Structure in Records Classification Scheme and Records
Retention Schedule
As stated in Section 5.2, the City’s Uniform File Plan is a block-numeric structure in which
records are classified under 6 main subjects. Conversely, the City’s Records Retention
Schedule groups records under 17 (business) functions. Where applicable, UFP codes have
been mapped to individual series in the Records Retention Schedule; however, no UFP codes
are listed for many of the record series in the Records Retention Schedule. For these reasons,
it can be a time-consuming exercise to determine the entries in the Records Retention Schedule
that apply to an employee’s work.
It is IM best practice for an organization to present (organize) the records in its Records
Classification Scheme and its Records Retention Schedule in the same way so employees need
to learn only one structure. Many organizations embed retention periods into their Records
Classification Scheme so employees need to reference only one document to determine both
the classification and retention period of a record. Therefore, it is recommended that the
records in the Records Retention Schedule be organized in the same way as the Records
Classification Scheme (see Objective # 5.2.1 for information about the Records Classification
Scheme that would replace the Uniform File Plan).
Note: Objective # 5.2.1 recommends the development of a function-based Records
Classification Scheme and the current Records Retention Schedule groups records under
(business) functions. It is, however, very likely that the function-based Records Classification
Scheme will present records differently than the current Records Retention Schedule; therefore,
it will be necessary to revise the Records Retention Schedule to match the function-based
Records Classification Scheme.

5.8.2

Track Records Retention Requirements in Citation Table

Where applicable, an entry in the Records Retention Schedule includes citations to legislation,
professional best practices, industry standards, corporate policies or other guidelines that apply
to the record series and its retention requirements. The inclusion of citations within the body of
the Records Retention Schedule adds yet more detail to a document which many users may
already find overwhelming. Further, it has been our experience that most users do not need (or
wish) to know the rationale for a retention period. They merely want to be told how long to keep
records and trust in the accuracy/appropriateness of the retention periods they are asked to
implement.
It is recommended that the City track citations in a separate Citation Table which would be
appended to the Records Retention Schedule. Each citation would be uniquely numbered and
cross-referenced to a record series in the Records Retention Schedule if/as applicable.
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5.8.3

Track and Apply Appropriate Records Retention Requirements

It is IM best practice to cite in a Records Retention Schedule the legislation (statutes and
regulations) which governs the retention of records; however, the City has broadened the scope
of its Retention Schedule citations to include not only legislation but also professional best
practices, industry standards, corporate policies, or other guidelines that apply to a record series
and its retention requirements. The City’s citations are unusual in several ways:
•

•

•

•

Some citations are to Ontario government or Canadian federal government requirements
or resources which do apply to the City’s records (e.g. the General Correspondence
series cites the Canadian federal government’s Retention Guidelines for Common
Administrative Records).
Some citations are to books (e.g. the Project Management series cites a book called
Practical Guide to Project Management Documentation) or other published items (e.g.
the WSIB Reporting and Employee Medical Records series cites the WSIB Ontario
Operational Policy Manual regarding cancers in firefighters and fire investigators).
Some citations are to City documents which presumably refer to the records in question
but which are unlikely to specify retention requirements (e.g. the By-law Enforcement
series cites various City by-laws such as noise and drainage).
Guidelines provide suggestions, advice, or recommendations and not requirements;
therefore, it is curious to cite a guideline as the basis for a retention period (e.g. the Fire
Voice Recording System series cites the Public Fire Safety Guidelines issued by the
Ministry of Community Safety and Correctional Services).

It is recommended that the City restrict its citations in the future to the applicable Canadian
federal and Ontario legislation (statutes and regulations) and any City policies which contain
records retention requirements.

5.8.4

Provide Hyperlinked Records Retention Schedule

The Records Retention schedule currently contains a table of contents and two appendices
(Records Retention Summary and Corporate Records and Service Portfolio). The table of
contents and the appendices are not hyperlinked, requiring the reader to scroll from the table of
contents or an appendix to the applicable page in the Records Retention Schedule or use the
‘find’ command to locate the entry in the Records Retention Schedule which matches an item in
the table of contents or an appendix.
It is recommended that the City provide hyperlinked appendices should the Records Retention
Schedule continue to contain appendices in the future.

5.8.5

Train Employees in Records Retention

Employee awareness of the Records Retention Schedule is high (it was mentioned at 70% of
the focus groups and 83% of IM Survey respondents are aware of it). When asked to rank their
top 3 challenges in managing records, 28.5% of IM Survey respondents ranked knowing how
long to keep electronic records as their # 1 challenge in managing unstructured electronic
records while 21.5% ranked knowing how long to keep e-mails as their # 1 challenge in
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managing e-mails. Focus group discussions revealed that many employees are challenged in
knowing which e-mails to keep and where best to store them (i.e. in the e-mail system, on a
network drive, or print and file a physical copy). 44% of IM Survey respondents disagree or
strongly disagree that they received adequate training in how to use the Records Retention
Schedule.
It is recommended that records retention training be mandatory for all employees and that the
training emphasize the retention of unstructured electronic records and e-mails.

5.8.6

Develop Digital Preservation Plan

An ever-increasing volume of the City’s records are in electronic format (unstructured electronic
records and structured data) and there is interest in converting physical records to digital format.
However, in the absence of proactive digital continuity measures, many of the City’s electronic
records and data are (or will be with the passage of time) at significant risk of becoming
inaccessible due to software, hardware, and/or storage media obsolescence, and data
corruption. This means the records and data will either cease to exist or the City will be unable
to access and use them. The need for digital continuity is particularly acute for archival records
to ensure the corporate memory is preserved; however, digital continuity is also required to
safeguard non-archival records with long-term retention periods (decades) to ensure the records
will be available to staff when needed and to comply with the Records Retention Schedule.
The National Archives (United Kingdom) describes digital continuity as follows15: “Digital
continuity is the ability to use digital information in the way that you need, for as long as you
need. If you do not actively work to ensure digital continuity, your information can easily
become unusable. Digital continuity is about making sure that your information is complete,
available and therefore usable for your business needs. Your information is usable if you can:
a) find it when you need it, b) open it as you need it, c) work with it in the way you need to, d)
understand what it is and what it is about, and e) trust that it is what it says it is.”
It is recommended that the City develop a Digital Preservation Plan to provide digital continuity
for unstructured electronic records and structured data. The Digital Preservation Plan would
identify preservation options, costs, and requirements for complying with The Accessibility for
Ontarians with Disabilities Act (AODA).

5.8.7

Recognize Voice Mail Messages may be Official Records

The Electronic Records and E-mail Management training course states that voice mail
messages are transitory records which should be purged; however, no qualification is given to
guide employees in keeping or transcribing a record of substantive voice mail messages such
as a voice mail giving authorization to proceed with an expenditure.

15

The National Archives (United Kingdom) http://www.nationalarchives.gov.uk/information-management/manageinformation/policy-process/digital-continuity/what-is-digital-continuity/
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It is recommended that RIM Program training recognize that voice mail messages may be
official records and educate employees to manage official record voice mail messages
accordingly.

5.8.8

Promote Correct IM Use of Shredding Bins and Recycling Bins

Shredding consoles are provided throughout City Hall and at other City facilities with the
expectation that they be used to securely destroy small quantities of records or confidential
information (e.g. a surplus copy of a confidential report). Recycling bins are also provided with
the expectation that they will be used for the disposal of non-confidential papers. We did not
note any signs informing employees of these expectations in any of the City Hall office areas
visited during this study. The RIM Program does not monitor or audit use of the shredding
consoles or recycling bins; however, the Records Retention Schedule provides the following
reminder regarding the secure destruction of paper records (p. 7): “Papers in the blue and grey
recycling bins on City property are not shredded. Think of the blue and grey bins as public
areas, and do not put anything into those bins which contains personal, sensitive or otherwise
confidential information.”
It is recommended that the RIM Program post signage on the shredding bins and recycling bins
to promote their correct use from an IM perspective.

5.8.9

Require Cross-cut or Particle Shredding of Physical Records

The Records Retention Schedule requires physical records to be destroyed by cross-cut or
particle shredding. It is not known whether cross-cut or particle shredding is required under the
City’s contract with a shredding service (for physical records destroyed in bulk at City facilities)
or its contract with the commercial record centre (for inactive physical records stored at that
facility). It is also not known whether any shredders used by individual departments/service
areas are cross-cut or particle shredders. While cross-cut or particle shredding is a policy
requirement, it is curious that the Secure Destruction section of the Records Retention Schedule
only presents cross-cut shredding as a recommendation to departments/service areas who are
looking to purchase a shredder.
It is recommended that the City require cross-cut or particle shredding of physical records by
any party (i.e. the shredding service, commercial record centre, and a department/service area
that purchases a shredder).

5.8.10 Develop Destruction Hold Procedure and Keep Records of Destruction
Holds
Annually in November, the Records Assistant runs a report for each department/service area
listing the inactive physical records which are eligible for disposition. The department/service
area Director is required to review the list and either authorize the disposition or identify records
whose disposition should be deferred for one year in a special circumstance, i.e. a project is
ongoing/not yet complete or because litigation, audit, or other legal action is pending (the City
has received a statement of claim or other claim in writing). The City does not, however, have a
procedure for invoking and rescinding a destruction hold for unstructured electronic records or
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data or for active physical records. It is IM best practice for an organization to have such a
procedure.
It is recommended that the City develop a procedure for invoking and rescinding a destruction
hold in writing. The procedure would set out in detail the individuals to be engaged and the
processes to be followed during the hold process: notification, preservation of the
affected/responsive records, and revocation of the hold. This procedure would add to the
defensibility of the City’s RIM Program and minimize legal and business risk with respect to
ensuring the preservation of records potentially subject to production. The destruction holds
would be retained in case the City was called upon to justify its destruction hold process.

5.8.11 Schedule Retention Periods for Structured Data
The Records Retention Bylaw (By-law 5-2015) applies to both paper and electronic records;
however, this Council-approved requirement is contradicted by the following qualification about
structured data in the Records Retention Schedule (p. 5) which is appended to the By-law: “The
records retention schedule applies equally to paper and electronic records, with the exception of
records that exist in structured database systems.” The IM Assessment Report also illustrates
that a number of core systems (e.g. HR, Finance and Budget systems) have been in operation
for 20+ years and have retained data from the date that use started (i.e. no data has ever been
purged).
It is IM best practice to schedule retention periods for the data in a structured system and not
schedule one retention period for the system (or database) as a whole. Because databases are
complex, consisting of tables and data elements (or fields/values) which are often in motion
moving from one application to another through batch exchanges or defined middleware, it is a
challenging and time-consuming exercise to isolate records in a structured system and
determine their retention. Often a record is comprised of multiple data elements, each of which
may be stored in a separate table. The ability to apply retention periods also largely depends
on a system’s functionality, with many (particularly older systems) lacking the ability to apply
retention periods and delete data (at a discrete level). Consequently, it is necessary to apply a
variety of remediation strategies to implement retention periods (e.g. leverage a system’s
reporting functionality and generate reports to be kept as records, use purpose built archiving in
an off the shelf application where available, etc.). And unlike paper and unstructured electronic
records, IT assistance is usually required when attempting to schedule retention periods for
structured information/data. Due to these factors, an organization typically prioritizes the
scheduling of retention periods for its structured systems in terms of the importance, level of
effort, and cost for each system and develops a phased approach for analyzing systems and
scheduling retention periods for them.
It is recommended that the City develop a prioritized work plan for scheduling retention periods
for the data in its structured systems.
Note: Given that the ERP project is expected to replace some of the existing core/enterprise
systems in which 20+ years of data is now stored, the retention of the data in those systems
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should be dealt with as part of the data migration to the ERP system. Thus, the ERP system
may serve as the initial test case for the City’s work in scheduling retention periods for the data
in its structured systems.

5.8.12 Ensure New Structured Systems can Implement Retention Periods
Moving forward, the City should ensure that it assesses whether new solutions being
purchased/developed can suitably implement retention periods and data deletion, and that
projects configure those capabilities.

5.9 Archival Information and Artifacts
The IM Assessment Report makes several observations about the current state of the City’s
Archival Program from the perspective of three functions: appraisal, selection, and acquisition;
preservation; and accessibility. As described below, several objectives must be met to achieve
the goal of improving the management of the City’s archival records and artifacts.
Establishing and maintaining an Archives Program requires a long-term commitment and is not
to be undertaken lightly. Professional archival practice comprises a number of complex
functions, each of which has an established body of agreed upon principles and processes,
typically learned in a graduate program. As indicated in the IM Assessment Report, the City has
made a start at preserving its archives, but far more is needed. Unless further action is taken,
the risk of loss of the City’s archival heritage and the resulting damage to the City’s reputation is
high.
Note: The recommendations below assume the City will expand its Archival Program to include
the full range of records of archival value. However, the City may wish to consider depositing its
archival records in an established archival institution that can provide the full range of archival
facilities and services. Such a partnership would ensure the ongoing preservation of the City’s
documentary heritage in secure environmentally controlled premises, as well as fulfilling the
functions required to make the materials accessible for use in accordance with professional
principles, standards and practices. Should the City choose to consider that option, it is
recommended that the City investigate and enter into discussions with established archival
repositories that may be willing to preserve the City’s archival records.

5.9.1 Revise Disposition Options in Records Retention Schedule to Include
Archival Records
There is no “archives” designation in the Records Retention Schedule. Instead the disposition
choices are “destroy” or “permanent” (i.e. retain until the City ceases to be a municipality) but
the Archives Policy says the Archives does not acquire “permanent” records such As staff
reports, Council minutes, by-laws, and final budgets. Yet it is precisely those records whose
disposition is “permanent” that should be preserved in an archives because the “permanent”
records meet the first three selection criteria in the Archives Policy (i.e. the record or object
documents the history of the City and its predecessor municipalities, the record or object
contains evidential and/or informational value, or the record or object has reached the end of its
retention period as required under the Records Retention Schedule and has no residual
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business value). The absence of an “archives” disposition in the Records Retention Schedule
has also led to an alternate process whereby, according to the Archives Procedures, the record
owner is to arrange a meeting with the Records and Information Coordinator [position title has
been changed to Information Management and Archives Coordinator] for a preliminary
discussion regarding the potential archive. This “meeting/discussion” process should apply only
to records offered by private citizens, assuming the Archives collects such records.
A brief review of the Records Retention Schedule reveals that many records series that are
potentially of archival value have been designated “destroy” (e.g. Events Coordination, Strategic
Planning, Environmental and Energy Management, Policy and Procedure Retention, and
Corporate Communications). While some of these series may not merit archival retention in
their entirety, many should, at a minimum, be designated for selective retention. Furthermore,
the Archives Policy (p. 2) explicitly excludes records of potential archival value (e.g. “Records or
objects relating to employee activities and milestones” and “Records or objects documenting a
specific project, study or report unless it can be proven that the project, study or report
foundationally changed the Corporation of the City of Burlington’s organization or functions.”).
Compared with other archives programs, the stated scope of the City’s Archives mandate is
very narrow.
It is recommended that the “permanent” disposition option in the Records Retention Schedule
be replaced by an “archival” option. It is also recommended that an “archival review” option be
added to apply to those record series that need further review in order to identify the portion of
material that is of archival value.

5.9.2

Identify Records of Archival Value in Records Retention Schedule

Archival appraisal is one of the most challenging of archival functions. Any assessment of
archival value should be done by a professionally trained archivist, and all City records that
possess archival value should be documented in the Records Retention Schedule. However,
the Archives Policy (p. 5) says that “City of Burlington employees, Council and Committee
members and volunteers are responsible for identifying records or objects with archival value
and bringing them to the Archives for appraisal." Any input from these stakeholders must be
channeled through the RIM Program and documented, if/as applicable, in the Records
Retention Schedule.
It is recommended that the Records Retention Schedule be reviewed and revised under the
guidance of a professional archivist to ensure that all records of archival value in both physical
and digital formats are identified. It is also recommended that the Archives Policy and the
Records Retention Schedule be revised to make them internally consistent. During the
Records Retention Schedule review, records currently designated as “permanent” would be
changed to “archival” where applicable.
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5.9.3 Exclude Archival and Archival Review Records from Records and
Information Slimming Days
The Records and Information Slimming Day Participant Kit (p. 8) directs staff to “Set aside
records, photos and objects that you believe may have historical or archival value, and contact
the Records and Information Coordinator [position title since changed to Information
Management and Archives Coordinator] to evaluate”. Removing such records from the files in
which they have been stored and maintained destroys contextual information which is essential
to fully understand archival records.
It is recommended that records series designated as “archival” or “archival review” be excluded
from Records and Information Slimming Days to ensure contextual information is maintained
and that the records will be kept until they can be accessioned into the archives (if “archival”) or
reviewed by a professional archivist (if “archival review”).

5.9.4 Review Records Designated as Archival Review at Annual Records
Disposition
It is recommended that, when disposing of records annually, a professional archivist be
engaged to assist in appraising archival value of those series that are designated in the Records
Retention Schedule as “archival review”.

5.9.5

Limit Archives Program to City Records

The Archives Policy provides for the acquisition of records from private citizens, although it also
states that the City will not acquire records that fall within the acquisition mandates of other local
institutions (i.e. Burlington Public Library, Burlington Historical Society, or the Museums of
Burlington). However, the acquisition mandates of these institutions were not available from
City staff, so it is not clear how staff would know whether a particular offering should be referred
to another repository, and if so, which one.
It is recommended that the City Archives’ acquisition mandate be limited to records created/
received by the City and that material offered by private citizens be referred to Burlington Public
Library.

5.9.6

Develop/Revise Archives Program Documents

It is recommended that Archives Program documents be developed/revised, i.e.
•

•

Extensively expand the appraisal guidelines for physical and digital formats so they are
comprehensive and consistent to assist the City to appraise the archival value of
records.
Develop a policy, procedures, and forms for accessioning (and, where necessary,
deaccessioning) records to gain control and document the provenance of new
acquisitions and the disposition of material that no longer meets the acquisition
mandate.
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•

•

5.9.7

Develop a policy and procedures on archival arrangement and description based on
professional archival principles to ensure employees and citizens are aware of the City’s
archival assets.
Revise the Archives Policy and Archives Procedures to fully address the ongoing
preservation and usability of archival records in electronic formats.

Revise Collaboration Agreement with Burlington Public Library

Copies of some 269 items from the City’s archival materials are made available by the
Burlington Public Library (BPL), which digitizes the items and puts them on its website in
accordance with a Collaboration Agreement with the City. One notable omission from the
Agreement is the matter of copyright, i.e. are the items being copied protected by copyright (if
so, copying requires the copyright owner’s permission) and who will own the copyright in the
digitized copies? If a claim of copyright infringement is made, who will bear the liability?
The BPL content includes many of the items listed in the City’s rudimentary Archives Finding
Aid. However, BPL recently changed its website so the City material is no longer easy to find.
Nor is the Finding Aid available on the BPL site - users cannot browse the collection (although it
can be searched). The agreement with BPL does not address how the City’s archival material
is to be presented.
it is recommended that the Collaboration Agreement with BPL be reviewed and revised to
address the matter of copyright and to ensure that the City’s archival material is easily available
on BPL’s website.

5.9.8

Provide Reference Copies of Archival Materials

It is recommended that (digital) reference copies be made of the archival material (minutes, bylaws, etc.) currently stored in the Records Room and that the copies be made available to
researchers. It is also recommended that the original physical records from which the reference
copies would be made be moved off-site to the commercial record centre, thus reducing the
handling of unique and irreplaceable records and providing for their secure storage in an
environmentally-controlled environment.

5.9.9

Provide Suitably Equipped and Secure Archival Program Space

According to the Archives Procedures, the Records Room at City Hall serves as the location
where City staff and members of the public may consult archival records. The risk of physical
loss or damage to the archival material in the Records Room is high. City staff sometimes have
unsupervised access to the Records Room (the door to the Records Room is not locked when
the Access and Privacy Coordinator and the Information Management and Archives Coordinator
are absent or working in another part of the building such as when attending a meeting). Signs
caution visitors not to remove records and to contact records staff for assistance; however,
nothing prevents someone from removing records or from carelessly handling them. As well,
the Records Room has overhead sprinklers and there are signs of water damage in the ceiling.
Together, lack of supervised access and sign-out/sign-in procedures, and problematic storage
conditions could lead to the loss of and/or damage to valuable records.
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It is recommended that the City provide a suitably equipped, secure space in which to store and
process its archival records. It is also recommended that removal of archival material from the
Records Room be subject to a sign out/sign in procedure.

5.10 Intranet Content (360)
The IM Assessment Report makes several observations about the current administration and
content of the Intranet (360). As described below, several objectives must be met to achieve
the goal of managing Intranet content as a City record.

5.10.1 Specify 360 Content
Although employees reporting to the Supervisor of Creative Services receive, review, and
approve requests for new pages, writer and publisher roles are assigned to designated
department/service area employees. A page owner is responsible for the content and for
ensuring the page is accessible and functional. Government Relations and Strategic
Communications do not review or approve content before it is posted; however, a department/
service may have an internal review and approval process. The Supervisor of Creative
Services advised there is no policy specifying the information that should and should not be
shared on 360. An employee with 360 access can see any page.
It is recommended that the City develop a policy to specify the content to be made available on
360.

5.10.2 Review 360 Site Structure and Navigation
The Supervisor of Creative Services advised that the site has grown beyond its original scope
so site structure and navigation are beginning to suffer (e.g. main directories are being used as
catch all categories).
It is recommended that the City review the 360 site structure and navigation to improve
navigation and the ease with which content can be located.

5.10.3 Assign 360 Page Ownership
The Supervisor of Creative Services advised that it is often difficult to identify a page owner.
It is recommended that the City review 360 and determine the owner of each page.

5.10.4 Require Annual Review of 360 Content
The Supervisor of Creative Services advised that 360 suffers from bloat: some content is
obsolete, project/committee/team pages (which are often used as collaboration sites) are often
abandoned, and the number of pages continues to grow. The Supervisor also advised that City
policy (the Supervisor did not identify the policy) requires a page owner to review its content
every two years; however, many pages are not reviewed. Government Relations and Strategic
Communications can provide reports to assist in completing a review (i.e. the date when each
page was last edited and whether an attached document is being used or was last used).
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It is recommended that the City require a page owner to review its content every year (instead
of every two years). It is also recommended that the City enforce that requirement.

5.10.5 Apply Retention Periods to 360 Content
Retention periods are not applied to 360 content.
It is recommended that the City apply the retention periods in the Records Retention Schedule
to 360 content.

5.11 Public Website Content
The IM Assessment Report makes several observations about the current administration and
content of the City’s main public website www.burlington.ca. As described below, several
objectives must be met to achieve the goal of managing public website content as a City record.

5.11.1 Assign Public Website Page Ownership
The Supervisor of Creative Services advised that not all pages have a primary contact (some
pages have multiple owners) so there is often confusion over ownership and maintenance
responsibilities.
It is recommended that the City review the public website and determine the primary contact for
each page.

5.11.2 Require Continuous Review of Public Website Content
The City’s image is negatively impacted if the content on the public website is not accurate and
current. According to the Web Communications Policy, two of the Web Editor’s responsibilities
are to a) assist department/service area staff to review and maintain their content to ensure it is
current (daily, weekly, or monthly as appropriate for the communication requirement) and b)
assist department/service area staff to complete a comprehensive evaluation of all content
every two years to ensure regular updates are being made, the content continues to meet
communications requirements, gaps and overlaps are being identified, and to improve
navigation, look, and feel. The Supervisor of Creative Services advised, however, that the
public website suffers from bloat: some content is not updated and other content is obsolete.
It is recommended that the City require a page owner to continuously review its content (daily,
weekly, or monthly as appropriate for the communication requirement) and that this requirement
be enforced. It is also recommended that the City require a page owner to complete a
comprehensive evaluation of all content once per year (instead of every two years) and that this
requirement be enforced.

5.11.3 Capture and Manage Public Website Content as Records
The City does not capture screenshots of the public website; therefore, the City would be unable
to reproduce an exact image of specific content as it appeared on the site on a specific day
unless the requested content had been captured by the third-party Internet Archive Wayback
machine (for example, it saved content at www.burlington.ca 363 times from September 11,
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2002 and May 8, 2019) or the requested content could potentially be obtained from the backups
maintained by the website hosting service. It may be necessary for legal or other purposes for
the City to be able to demonstrate what content was – and was not – on its website on a certain
date.
It is recommended that the City implement technology to capture, store, and manage the
retention and disposition of its public website content.

5.11.4 Apply Retention Periods to Public Website Content
Retention periods are not applied to public website content. Further, content that is removed
from the website may be deleted or just hidden, with hidden content remaining on the site
indefinitely.
It is recommended that the City apply the retention periods in the Records Retention Schedule
to public website content. It is further recommended that content that has met its retention
requirements be deleted and not hidden.
Note: Government Relations and Strategic Communications staff plan to start reviewing the
hidden pages with the goal of securing their deletion.

5.12 Social Media Content
The IM Assessment Report makes several observations about the current administration and
use of the City’s social media channels. Facebook (https://www.facebook.com/cityburlington)
and Twitter (https://twitter.com/cityburlington) are the City’s primary corporate social media
channels. Government Relations & Strategic Communications16 uses the following additional
social media platforms for corporate purposes:
•
•
•

Instagram (https://www.instagram.com/cityburlington/)
LinkedIn (https://www.linkedin.com/company/cityburlington) (primarily for job postings)
YouTube (https://www.youtube.com/user/CityofBurlington) (publicly available videos)

As described below, several objectives must be met to achieve the goal of managing social
media content as a City record.

5.12.1 Capture and Manage Social Media Content as Records
Generally, the Facebook and Twitter posts drive the reader to the City’s website or to
https://www.burlington.ca/en/services-for-you/Get-Involved.asp (e.g. for the City’s recent
cannabis store survey). Secondary social media accounts approved by Government Relations
& Strategic Communications (currently Fire, Festivals and Events, Parks and Recreation, and
Transit) are administered by department/service area employees and are used to communicate

16

Government Relations & Strategic Communications also uses Vimeo to store internal videos (e.g. training videos)
and videos posted to the City’s social media channels such as Facebook.
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operations specific information (e.g. Parks and Recreation posts about recreation facility
closures).
The City does not use social media archiving software (e.g. ArchiveSocial); therefore, the City
would currently need to rely on a social media channel’s continued retention of the City’s social
media content if the City was asked to provide evidence of a social media post or comment.
While the Social Media Specialist maintains a Word file of the text of posts to the corporate
Facebook and Twitter accounts, that file would be insufficient in proving the content of a social
media post or its time/date stamp.
It is recommended that the City implement social media archiving software to capture and
manage social media content as a record.

5.12.2 Apply Retention Period to Records of Deleted Social Media Comments
The Corporate Communications Policy authorizes the City to edit, modify, and/or remove
comments or content in certain circumstances (e.g. profane or inappropriate language or
content, defamatory content, or information that may compromise the safety or security of the
public or public systems). The policy does not require a record to be made of the comments or
content which is edited or modified. Comments may be hidden by the Social Media Specialist
on a corporate account or by a designated employee on a secondary account. If a comment is
deleted, those employees are required to take a screenshot of the deleted comment with a time
and date stamp.
It is recommended that the City apply a retention period to its record of deleted comments.

5.13 Office 365 (O365)
The IM Assessment Report makes several observations about the City’s plans to implement
O365. As described below, several objectives must be met to achieve the goal of managing the
City’s use of O365 from an IM perspective.
Note: See Objective # 5.4.6 for a recommendation regarding the O365 mailbox size limit.

5.13.1 Establish Suitable Program Delivery Model for O365
It is recommended that the City review and revise its current resourcing model for O365.
This is not a back-office infrastructure project; it is a very significant organization-wide change
which will require significant design thinking, change management planning and user support for
successful implementation. As such, a project resourcing approach similar to other major
business focused programs and projects (e.g. BI, PerfectMind, ERP) that builds strong teams
and partnerships to support effective delivery (for instance project management, Business
Analysts, subject matter experts, and technical leads) will be required.

5.13.2 Establish O365 Governance Model
It is recommended that the City establish a governance model for O365. Given the proposed
mandate of the IMDGC in overseeing IM and data topics, and that the key players that would be
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involved will already be present at IMDGC, it is recommended that the IMDGC become
responsible for overseeing the O365 implementation. Using this approach, topics such as how
unstructured electronic records and e-mail will be managed will have suitable visibility to key
stakeholders.

5.13.3 Provide O365 Overview Education / Training to IMDGC
To make decisions about a technology, it is important to have a solid basis of understanding of
the capabilities, possibilities and considerations around that technology. It is recommended that
the City provide education/training around the O365 platform to all members of IMDGC.

5.13.4 Review O365 Scope and Phasing
In the context of an updated O365 resourcing plan and governance model, it is recommended
that the City work with the O365 project team and IMDGC to review the current roadmap for
O365 deployment and develop a revised roadmap aligned with IMDGC priorities.

5.13.5 Continue to Recognize Risk of Inadequate Information Governance to
O365 Project
The O365 Project Charter identifies inadequate information governance as a risk to the O365
project as described in Figure 6.
Figure 6 - The Inadequate Information Governance
Description of Risk
Inadequate information
governance for
unstructured data stored
in the cloud vs. network
drives, including the risk
of replicating existing
issues re: lack of control
over electronic records in
new storage environment.
May be unable to take full
advantage of new office
productivity features if
inadequate IG by office
suite users is expected to
compromise system
performance, and
features are not enabled
as a result

Likelihood
H

Impact
M

Corporate
awareness
of RM and
IG still in
early
stages;
ample
evidence of
challenges
in use of
existing
tools

Risk
could be
mitigated
by limiting
access to
system
features;
corporate
training
and
outreach
initiatives
are
underway
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Proposed Response
Build IG principles and
rules into configuration of
new office productivity
suite.
Utilize training tools from
Clerks Department.
Review and revise
processes related to
document sharing and
ownership, i.e. rules for
sharing files outside of
the organization.
Utilize consultant and
vendor expertise in
previous deployments.
Develop and deploy a
Data Loss Protection
plan, with necessary
policy updates to
encompass all new
productivity tools.

Responsibility
Records
Liaison
Office
Productivity
Consultant
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It is recommended that the City continue to recognize the risk of inadequate information
governance to successful implementation of O365.

5.13.6 Ensure Rescoping of O365 Project Includes Application of Retention Rules
Although the O365 Project Charter recognizes the risk of inadequate information governance
and the connections between O365 and IM, it is concerning that the Project Charter excludes
(p. 7) “Application of retention rules to electronic documents” from the O365 project scope. In
the absence of retention rules (preferably automated), electronic records will continue to
accumulate as they do today in network drives and the e-mail system. With the potential
expansion of mailbox capacity to 100 GB in O365 (a very significant increase from the City’s
current mailbox size limit), the future accumulation of e-mails will likely be significant. As
discussed in the IM Assessment Report, the indefinite, uncontrolled accumulation of
unstructured electronic records (indeed, records in any format) is not IM best practice, results in
retrieval challenges, and may also pose a risk to the City in the event of litigation or a FOI
request.
It is recommended that the City rescope the O365 Project to include the application of retention
rules to unstructured electronic records, including e-mails.

5.13.7 Incorporate IM in O365 Proofs of Concept
The O365 Project will likely involve proof of concept for applications such as OneDrive,
SharePoint, and Teams.
It is recommended that ITS and the RIM Program work together, through IMDGC and
involvement in project teams, in the context of the City’s EDRMS requirements (to be
determined) and current state of ImageSite (to be assessed) to determine the scope of any
proof of concept for Microsoft SharePoint, OneDrive, or Teams. One important factor to
consider is that the nature of the Microsoft products is founded on openness and collaboration.
While the City should be careful not to lock down SharePoint (as some other municipalities
have) to the point that the collaboration features of the software are neutered, a holistic
approach which includes IM best practices is required to ensure the City leverages the software
functionality with ‘good’ IM in mind.
Note:
1. A Microsoft SharePoint proof of concept is being considered, although at this stage it is
unclear how the SharePoint capabilities would intersect with the City’s EDRMS
requirements (as yet undefined) and this work would be dependent upon ITS and the
RIM Program having available capacity to work on the proof of concept.
2. There is interest in using OneDrive; however, it is unclear at this stage what the
OneDrive utilization/strategy will be or how it will intersect with Teams, SharePoint and
EDRMS initiatives.
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5.13.8 Manage New Record Types Created in O365
The O365 Project includes the selection and implementation of enhanced collaboration and
accessibility tools such as web and video conferencing and instant messaging. The
implementation of such tools may result in new record types (e.g. instant messages) which
should be managed from an IM perspective.
It is recommended that the City develop policies and procedures to support the management of
any new record types created in O365 in compliance with the City’s existing policies and
legislated requirements such as privacy legislation.

5.13.9 Include IM Requirements in O365 Training
It is recommended that the City develop and implement an O365 training plan which not only
teaches employees how to use the new software functionality but instructs them to do so in
compliance with the City’s RIM Program requirements and IM best practices.

5.14 Electronic Document and Records Management System (EDRMS)
The IM Assessment Report makes several observations about the previous recommendations
to implement an electronic document and records management system (EDRMS) from the
employee OREO Team17 and in the current Corporate Technology (IT) Strategy. The IT
Strategy flags EDRMS18 as a project requiring a high level of effort (i.e. > 100 days) with a
proposed 2019-2021 implementation. The IM Assessment Report also observed that interest in
implementing an EDRMS was expressed at two focus groups and two subject matter interviews.
As described below, several objectives must be met to build and secure BLT approval of a
business case for an EDRMS.

5.14.1 Research EDRMS Systems
It is recommended that the City conduct research to become familiar with EDRMS systems from
a functional and technical perspective. The research process would include identifying EDRMS
vendors/products and gathering authoritative evaluations/ references. Gartner’s Magic
Quadrant for Content Services Platforms (last published in October 2018) would be a helpful
starting point.

17

In 2016, the OREO Team (Our Records Electronically Organized Team) sought BLT endorsement for a corporate
EDRMS Strategy. The EDRMS Strategy describes its development as follows (p. 2): “The development of the
strategy was led through a staff team from across the corporation who were involved in a leadership and project
management course [Mohawk Leadership Program] that required them to complete a city project. The project team,
along with the project sponsor, Deb Caughlin, Manager – Service Burlington, worked together to define the project
and process, complete best practice research, execute stakeholder analysis, request feedback and engage with
stakeholders, and deliver the EDRMS.”
18 The IT Strategy uses the term ‘enterprise content management’ (or ECM) instead of EDRMS. While a few
vendors continue to market their systems as EDRMS, most have moved to using the term ECM. Some have begun
to call their systems “content services platforms” following Gartner’s lead. As stated in its Magic Quadrant for
Content Services Platforms 2018 (p. 1) Gartner defines a content services platform as “A set of services and
microservices, embodied as an integrated product suite and applications that share common APIs and repositories,
to exploit diverse content types and to serve multiple constituencies and numerous use cases across an
organization.” For simplicity, the IM Strategy uses the term ‘EDRMS’.
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Note: The research would include Microsoft SharePoint since that software is included in the
City’s O365 license.

5.14.2 Document EDRMS Requirements
It is recommended that the City identify and prioritize its EDRMS functional, technical, and user
requirements. Requirements would be identified as mandatory or discretionary and within the
discretionary category, requirements would be classified as high, medium, or low priority.
The specification would most likely include requirements for document collaboration, workflow,
and auto-classification. It would potentially include requirements for electronic (digital)
signatures. The specification would also address if/how an EDRMS would replace or integrate
with the following technologies now used by the City:
•
•
•

ImageSite.
Intranet (360).
O365 (including Microsoft SharePoint).

The requirements definition would also identify the requirements for capturing and managing the
City’s social media and public website content unless provision had been made to otherwise
manage that content. Given the City’s openness to cloud-based technology solutions, the
technical requirements would state whether the City required an on-premise or cloud-based
EDRMS. The requirements definition would also address enterprise mobility requirements.
Note: From discussions during the development of the Corporate Technology (IT) Strategy in
2016, the Clerks Department plans to replace ImageSite. The City's O365 licensing includes
licensing for Teams and SharePoint and ITS plans to, resources permitting, undertake Teams
and SharePoint pilot projects and work closely with Clerks on both initiatives, again assuming
sufficient resources in Clerks. No timetable has yet been set for either initiative. There is,
therefore, an opportunity for ITS and Clerks to work together to fully understand how these
solutions may intersect with those plans.

5.14.3 Assess Readiness to Implement EDRMS
It is recommended that the City complete a Readiness Assessment to determine its readiness
to implement an EDRMS. Below are examples of the topics that would be addressed in the
EDRMS Readiness Assessment.
1. Document and assess the City’s current environment for managing the in scope
information
o Policy/procedures, practices, staffing and technology for managing the in scope
information and any challenges, constraints, and risks presently experienced.
o Intradepartmental and departmental requirements for accessing/sharing the in
scope information.
o Electronic document/file/record collaboration requirements.
2. Describe the future environment for managing the in scope information in an EDRMS
o EDRMS functionality that would most benefit the City.
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o EDRMS technological environment (high-level only).
o How an employee’s day-to-day management of records would change.
3. Assess the City’s readiness for the introduction of an EDRMS on five dimensions
o Technological.
o Policy/procedure/process.
o Staffing.
o Financial.
o Cultural (includes change management).

5.14.4 Prepare EDRMS Business Case
It is recommended that the City develop an EDRMS Business Case to present:
1. The strategic case (i.e. why an EDRMS is required and the business needs it will satisfy,
EDRMS strategic objective(s), EDRMS benefits including any opportunities to automate
business processes, EDRMS limitations, and any constraints or dependencies with other
change initiatives at the City).
2. The economic case (i.e. summary of EDRMS benefits and high-level, estimated costs to
purchase, implement, and maintain an EDRMS).
3. The funding case (i.e. determination whether the available sources of funding are
sufficient for EDRMS implementation and maintenance and contingency plans to
account for different levels of funding if/as applicable).
4. The commercial case (i.e. plan for EDRMS procurement and procurement of any
technology and/or services required to support EDRMS implementation or
maintenance).
5. The project management case (i.e. governance arrangements for the EDRMS project,
summary of EDRMS implementation milestones, and high-level identification of
implementation and maintenance resource requirements).
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6.

Data Management

The topic of data is so large as to be somewhat overwhelming. Every person in the City is
doing something with data each and every day. Many staff work with data all day long. Based
on our assessment there is much to be done to mature the City’s data management practices.
There is so much work, it is hard to imagine where to start.
As such, our general advice is to start small and stay focused, work incrementally, on one piece
at a time, learn and share. Work in the open and share what is learned through the IMDGC so
that the City’s data leaders and its data practitioners can collectively build a shared
knowledgebase of what works well. Remember, perfect is the enemy of good - build something
good enough for now, and plan to revisit and improve as you learn.
This section provides recommendations for improving the management of the data in the City’s
structured systems, both core/enterprise solutions (e.g. Avantis) and systems that support the
distinct business needs of individual City services (e.g. e-scribe and Ticket Tracker).

6.1 Data Policy
One action is recommended regarding Data Policy.

6.1.1

Establish Data Policy

It is recommended that the City develop a formal Data Policy that encapsulates key aspects of
the City’s data thinking (e.g. “data is a City-owned Asset”) into a corporate-level policy,
alongside agreed positions on data governance, access, usage, integrity, and integration.
A sample for the City’s consideration as a basis for developing its policy is provided:
●

https://policies.usask.ca/policies/operations-and-general-administration/datamanagement.php

6.2 Data Work Plan and Priorities
Two actions are recommended regarding Data Work Plan and priorities.

6.2.1

Formalize Rolling 2-Year Data Work Plan and Priorities

Led by the BI Program Manager, it is recommended that the City formalize a rolling 2-year Data
Work Plan and Priorities that would be approved by the IMDGC.
This should be a simple document prepared internally, not the output of a consulting
engagement. It should be a compilation of the items recommended as part of this strategy,
along with the work already underway as part of the BI and GIS Programs, as well as data work
that is already underway or which will be tackled as part of high-profile City projects such as
ERP, CRM extension, etc. The intent is to create a single picture view of all of the data
management activities - ensuring alignment is achieved.
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6.2.2

Set Corporate Data Priorities

It will be difficult for the City to improve its data practices wholesale across the organization
without significant organizational resources and buy-in. This is the proverbial boiling the ocean
approach, which is unlikely to be successful.
Thus, it is recommended that the City focus on ratcheting up data standards in a small number
of data domains where real progress can be made, where progress in these areas can be used
to learn and establish good practices, and which can become lighthouse models which can
illustrate what it takes to be successful with data.
In selecting data domains, it is suggested that the City focus on data that is most important to
the City corporately or data that will support strategically important projects (e.g. ERP, CRM,
Asset Management).
Work is already underway in the BI Program on the MDM roadmap, so with inputs from that and
working with the IMDGC to brainstorm, the City should prioritize a list of its top 3 to 5 datasets
upon which to focus its data improvement efforts and attention.
For example:
● Place (Address, Street, Non-Addressable Objects)
● Asset (Linear, Facility, Mobile)
● Party (Employee, Customer, Vendor, Partner)
● Financial (GL)
Subsequent projects (discussed later) should be initiated to enhance processes and practices,
quality and completeness of these datasets.

6.3 Data and Integration Architecture
Two actions are recommended regarding the formalization of target data and integration
architecture.

6.3.1

Formalize Data and Integration Architecture

In the BI platform, the City has purchased and is in the process of implementing a large suite of
data tools and capabilities that include a data warehouse, reporting and dashboarding
capabilities, data profiling and cleansing tools, extract, transform and load tools, an integration
hub (Enterprise Service Bus), and Master Data Management capabilities.
At this early stage the City has experimented with various aspects of the solutions platform, with
a particular early focus (as planned) on BI and Analytics.
The City should rapidly formalize the target architecture and standard integration methods (API
based push/pull, publish and subscribe) that it intends to target going forward. Once these
standard methods are established, these should be shared (as standards) with those involved in
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key projects which should rely on the platform for integration and MDM purposes (ERP, Asset
Management, etc.).

6.3.2

Develop Data Lake Strategy

As key legacy systems are decommissioned, the City has plans to store historical data from
these legacy systems (e.g. ERP) in its corporate data warehouse. It is recommended that the
City develop a formalized Data Lake Strategy to guide this approach (and provide clear input for
projects that are dealing with legacy systems and data stores). Guidance around best practices
for data migration strategies for projects would be especially valuable.

6.4 Data Format Standards
One action is recommended regarding Data Format Standards.

6.4.1

Develop Data Format Standards

Just like a branding guide or a writing style guide, the City should establish its basic data
formatting standards, so that new IT solutions can be designed to handle data in a consistent
way. If followed, this will reduce the need to clean or reformat data, increase data
interoperability and save time and effort.
Thus, it is recommended that a small project team be formed to crowdsource input about
current practices from the Data Community of Practice and those responsible for key datasets
across the City.
From this input the team should compile and recommend basic data formatting standards to be
used for future projects: e.g. Prefixes, People Names, Suffixes, Gender, Cost Centre, Cost
Element, Phone Number, Email, Domain Name, Date, Time, SIN, Business Number, CC, GST #
These standards should be documented, approved by IMDGC, published and socialized across
the City and especially with application staff and project leads so that the standards can be
applied to future projects.

6.5 Corporate Data Model
Two actions are recommended regarding a corporate data model.

6.5.1

Begin Developing Corporate Data Model

With the hiring of a Data Architect, we recommend that the City begin work on developing a
corporate Data Model.
The conceptual data model will be initially the most valuable area for focus.
Note that at this stage the data model doesn’t need to be, won’t and shouldn’t be, a complete
model. We recommend that the City start by documenting what is currently known, what
standards are currently in place for the datasets that are under governance and where
standards have been defined (e.g. Property / Address / Street).
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This will be a starting point for understanding how to document, how to share and socialize and
how to build value from the exercise.
As new datasets come under governance, the data model can be evolved and further built out.

6.5.2

Build Business Glossary

As an output of work on the Data Model, alongside work on the BI Program and other MDM and
data modeling activities, and as well as work on metadata in the GIS Program, the City should
begin to evolve consistent business terminology for referencing data elements.
So, when working on data projects, take the opportunity to work on standardizing the terms and
descriptions in use and work gradually toward building a Business Glossary.

6.6 Data Sharing/Data Providers
Three actions are recommended regarding data sharing/data providers.

6.6.1

Conduct Legislative Review of Data Sharing

One of the challenges associated with data sharing within municipalities is a generalized
concern about legislative controls that may prevent data sharing. Because it is a grey area,
municipalities often take a conservative view and default to not sharing.
Furthermore, as the City begins to use data more, and continues to embrace analytics and
Open Data, combining or mashing up of data may lead the City into areas where privacy
becomes a challenge and the de-identification of data may become necessary.
Therefore, we recommend conducting a review of existing legislation that inhibits or facilitates
internal data sharing so that the City may determine and document a formalized position that
allows for this area to be demystified.

6.6.2

Establish New Customer Consent Model

As part of building a master customer dataset, customer consent is required to allow for data
sharing within the corporation. For instance, the CRM project was unable to build an initial
customer database from existing sources, as the data had not originally been collected for that
purpose.
The Customer Service Team plans to revise the corporate customer consent model, ensuring
that customer consent for sharing is secured as the customer database is built. This consent
review should include all appropriate customer contact points to ensure that the City can build a
reliable customer database.
Note that the review should also realistically reflect the expectations of customers who typically
believe that in interacting with the City (just as they do with private sector organizations) that
information about them and their previous interactions with the City would be available to
customer service agents.
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Note also that the same concept can apply to data sharing about staff, a review of which is also
recommended. For example, an employee who provided banking information to Human
Resources for payroll purposes likely expects that information to be available to Accounts
Payable for processing any expense reimbursement claims that the employee may submit.
Note: Work on Objective # 6.6.2 should be aligned with work on Objective # 5.6.4 to ensure
(sufficient) notices for personal information collection.

6.6.3

Develop Data Sharing Agreements Register

In a number of current systems, malformed, inconsistent data is stored in key fields. For
In many situations the City shares data with third parties, and receives data from others. In
some cases, these are other levels of government (Halton, HRPS), agencies (HRCA, Teranet,
MPAC), or the private sector (Waze, Strava). In some situations, the City may purchase data
(Environics).
While much of the data sharing that the City does is coordinated by the Geomatics Team,
individual business units will also coordinate their own sharing and purchases of data. The City
could benefit from maintaining a centralized register of all data sharing agreements, ensuring
that it is more widely known what data sharing agreements and purchases exist.

6.7 Corporate Data Catalogue
Two actions are recommended regarding a Corporate Data Catalogue.

6.7.1

Build Corporate Data Catalogue

We recommend the City conduct an inventory of its data and use the inventory findings to build
and publish a Corporate Data Catalogue. Following the approach noted in the introduction to
this section, this should be an iterative process that builds value as it grows – not an endeavor
that must capture every data source before it is published. Start simple, with known data
sources and work openly with the Data Community of Practice and other stakeholders to
gradually build out a more complete Data Catalogue.
The City can use this process to formally agree/set the assignment of roles for each of the key
datasets (e.g. custodian, steward), roles which should ideally be aligned with service owners.
It is likely that the City can use its BI technology to create the Corporate Data Catalogue.

6.7.2

Establish Internal Data Portal

We recommend the City establish a centralized data portal (think internal open data but in a
simple and usable format, or a Burlington wikipedia internal to the City), ensuring that staff can
easily and quickly get access to consistent, accurate and up-to-date information for Council
reports, strategies, etc.
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This should be a one-stop-shop / portal to get access to core master data that should be broadly
available internally. This would likely re-use the BI and GIS platforms for delivery and should
provide the source data as well as processed and visualizations of the data.
Examples of commonly available data could include:
●
●
●
●
●
●
●
●

Census data
Customer preference data
Web traffic / analytics
311/call centre calls (topics, volumes)
Common HR data (headcount, etc.)
Budget books and financial performance data (budget vs. actuals)
KPIs
City projects

6.8 Data Quality Standards and Measures
Five actions are recommended regarding data quality standards and measures.

6.8.1

Set Data Quality Guidelines

Language around data quality should be refined so that the City can more effectively discuss
and report on data quality.
The City would establish a corporately consistent data quality guideline that identifies the
various dimensions of data quality and how to assess these for use on data and technology
projects, i.e.
●
●
●
●
●
●

Completeness
Uniqueness
Timeliness
Validity
Accuracy
Consistency

See a sample here that discusses the dimensions and means of assessing data quality in each
dimension: https://www.whitepapers.em360tech.com/wpcontent/files_mf/1407250286DAMAUKDQDimensionsWhitePaperR37.pdf)

6.8.2

Document Current Data Quality Practices

There are already some interesting and quite effective data quality control practices in place at
the City today - for instance, HR staff regularly conduct a formal peer review of each other’s
data entry work. Some of these good practices already in place in pockets across the City could
be shared and applied in other business areas.
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Thus, it is recommended that the City work with the Data Community of Practice to compile its
best and known data quality practices into a shared knowledge base that can be made broadly
available to all data practitioners.

6.8.3

Document, Publish, and Socialize Data Quality Tools/Techniques

We recommend the City document, publish and socialize the existing data profiling,
transformation, and cleansing methods and tools that are available within the City (e.g. BI, GIS,
Geocoder).
The City would target socializing these capabilities within the IT team (project managers, teams
and application analysts) and with data practitioners (the Data Community of Practice) so they
are aware of the capabilities available that can be incorporated into future projects.

6.8.4

Develop PerfectMind Data Management SOP

The PerfectMind Team plans to develop a data management SOP in 2019 to guide its
administrators and users in their management of data. It is recommended that the PerfectMind
Team work collaboratively with the Data Program, with the Data Community of Practice, and
with the IMDGC to make this into a broader learning exercise for all involved that could be used
in the future as a template for other teams and projects.

6.8.5

Develop Data Quality Scorecards

For the priority datasets that the City is working on (as discussed earlier), and to which the Data
Quality Guidelines are being applied, it is recommended that the City develop data quality
scorecards/methods to quantify data quality.
Using these datasets as a learning case, the City should learn about the value of Data Quality
Scorecards, then expand them out to other corporate datasets.

6.9 Specific Data Projects
There are a series of data projects that should be considered and which support planned
corporate projects or master data initiatives. Note that we recommended earlier that the Data
Strategy focus on supporting corporate initiatives / programs.

6.9.1

Determine Top 3 or 5 Data Projects

Depending on the data domains that are identified as corporate priorities (see earlier
discussion), a series of projects to establish (or refine) the data model, understand the existing
data quality, define corporate service requirements, allocate roles and responsibilities, define
service level agreements (SLAs) and operationalize data maintenance will need to be
undertaken. Note these top 3 or 5 data projects may or may not include the projects noted
below.

6.9.2

Develop Asset Data Model

In support of the implementation of the Work and Asset Management systems implementation
project, it is recommended that the City conduct an existing asset data assessment to
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understand the data requirements and current data gaps required to support the project. The
City should also consider the development of a new, integrated asset data model that builds
around an integrated GIS / Work Management system asset register.

6.9.3

Develop ERP Data Model

In support of the implementation of the City’s ERP system, consideration should be given to the
establishment of master datasets for general ledger, staff and vendors. Consideration should
be given to the interface/API model that will make that master data available across the City,
and how the ERP will interface with other key data sources (such as place and asset data).

6.9.4

Cleanup AMANDA Customer Data

The customer data stored in AMANDA is known to be problematic, due to limited controls on the
way that customer data is managed in the system. It is recommended that a customer data
quality improvement program be developed with AMANDA. Utilizing the data profiling and
cleansing capabilities of the BI/MDM platform would likely be beneficial in this area.

6.9.5

Pool and Share Data Handling/Quality Assurance Tools

The City would complete a one-off exercise facilitated through the Data Community of Practice
to crowdsource or pool existing data handling, processing, cleansing and data quality assurance
(QA) processes that teams have been put in place. For instance, one team (perhaps the
Geomatics team) may have developed a routine that validates and correctly formats malformed
postal codes (capitalizing, trimming spaces, etc.) and this routine could be valuable to other staff
at the City and to projects going forward. The goal is to inventory and share amongst the data
community where tools (however simple they may be) exist, so that staff are not reinventing the
wheel. The more broadly applicable of these tools can be formalized into more robust data
cleansing tools built on the BI and GIS platforms.

6.9.6

Complete One-off Data Cleansing Projects

In a number of current systems, malformed, inconsistent data is stored in key fields. For
example, in a number of systems that handle employee records, names are not correctly split
into constituent parts, prefixes and suffixes are included in the main name field, and some data
is in ALL CAPS and some in lower case. This represents a good opportunity to establish
business rules and develop data cleansing services using the BI / GIS and other City tools that
can be consistently applied to name records.
Working with the Data Community of Practice, the Data Program should identify a set of
common data cleansing needs (e.g. names, addresses, dates, streets) for which common data
cleansing routines and services could be developed - in which malformed data can be passed in
and clean data can be passed out or reloaded into the source system.

6.10 Open Data Program
Two actions are recommended regarding the Open Data Program.
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6.10.1 Develop Open Data Policy
It is recommended that the City develop a formal Open Data Policy that will guide the continued
expansion of the Open Data Program. Note: City staff have prepared an initial draft of the Open
Data Policy

6.10.2 Expand Open Data Program
The City should continue to open up its data to the community, with a focus on making data
available that has community value and/or where providing data (as part of a more proactive
routine disclosure process) could reduce repetitive requests, or formal FOI requests to the City.
The City should define performance metrics to measure the success of the Open Data Program,
with the metrics considering downloads, hits and various other key metrics.
Note: Work on Objective # 6.10.2 regarding metrics for routine disclosure should be aligned with
work on Objective # 5.6.3 to capture routine disclosure statistics.

6.11 Data Literacy Education/Training Program
Two actions are recommended regarding a Data Literacy Education/Training Program.

6.11.1 Develop Data Literacy Education/Training Program
It is recommended that the City develop a Data Literacy Program. Such a program should
provide education on core data concepts such as the value of data- driven decisions,
understanding data and statistics, data roles and responsibilities, designing effective data
collection processes, and ethical use of data.
A starting point may be to complete a data literacy assessment (e.g. the Databilities®
assessment tool) for the City to pinpoint areas of focus for the Data Literacy Program. Working
with the Data Community of Practice to identify data literacy strengths and gaps would also help
identify where education and training needs exist.
In addition, the City must also provide education and training around the tools, which may range
from basic to advanced Microsoft Excel, building and using self-service dashboards and geotools, how to conduct complex statistical analysis, and how to conduct spatial analysis.

6.11.2 Build Data Community of Practice
It is recommended that the City use online discussion forums, mailing lists, the Intranet (360),
and face-to-face sessions (lunch and learns, etc.) to build a network of self-identified staff and
management involved in data management, analysis, and visualization. Use the group to learn
about existing pockets of good practice, share standards and best practices, and to highlight
examples of good work or useful resources from which the community can benefit.
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7.

IM Strategy Implementation Timeline

This section provides a high-level timeline for the prioritized and phased implementation of the
IM Strategy (Figure 7). The timeline illustrates durations, some of which will be elapsed.
Many objectives in the IM Strategy require something to be established, developed, revised, or
replaced. The timeline indicates the year(s) in which each such action would occur. However,
the timeline does not show the continued use of something which has been established
developed, revised, or replaced because it is assumed that the City would continue to use/
deploy/implement what was put in place (e.g.)
•

•

Establish Data Architect Role (Objective # 3.3.2) is proposed for Year 2. Assuming the
role was established, it would continue in perpetuity. However, the timeline only
indicates work on this objective in Year 2.
Develop Standards-compliant Records Digitization Program (Objective # 5.1.5) is
proposed for Years 1-2. Assuming the Program was developed, it would continue until
such time as it was discontinued with revisions being made to the Program if/as
appropriate over time. However, the timeline only indicates work on this objective in
Years 1 and 2.

Conversely, some objectives are recurring projects which, once they begin, will reoccur
annually. The timeline, therefore, shows continued work on those objectives, e.g. the City
would need to resource work for various data projects over the years as the City works on
different data projects (Objective # 3.2.3).
The proposed timeline assumes the availability of the necessary expertise (as provided by City
employees, temporary employees, consultants, or some combination thereof), the timely
approval of new/revised policies, processes, business cases, and other documents, and the
availability and active participation of all City employees to support IM Strategy implementation.
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Figure 7 – IM Strategy Implementation Timeline
Objective
#
3.1.1

3.1.2

3.1.3

3.1.4

3.2.1

3.2.2

3.3.1

Objective
Expand IG
Committee Mandate
to Include Data
Management
Integrate Existing
Programs into IM and
Data Management
Governance
Distribute IM and
Data Management
Roles
Revise Job
Descriptions to
Include IM and/or
Data Management
Responsibilities
Expand BI Program
Manager’s
Responsibilities
Establish Data
Architect Role
Staff One Temporary
Information
Management
Coordinator
Position19

Dependency
(if any)

Responsibility

Participants

BLT

IMDGC

1
X

BLT

BI Program Manager

X

Year
2
3

4

GIS/Geomatics
BLT

IMDGC

X

RIM

Human Resources

X

Departments/Service Areas
ITS

BI Program Manager

X

BLT

ITS

BLT

Human Resources
RIM

X

X

ITS

X

X

Human Resources

19

The position would be funded for a 12 month term. The duration of any additional terms(s) would be determined as IM Strategy implementation advances. The
position is plotted under Year 1; however, the City may find it beneficial to split the 12 month term over Years 1 and 2.
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Objective
#
3.3.2

Objective

Dependency
(if any)

Secure Archivist
Expertise

Responsibility

Participants
1

BLT

RIM

2
X

Year
3
X

4
X

5
X

X

X

X

X

X

X

X

X

Human Resources (if staffed by
an employee)

3.2.3

Resource Data
Project Work

Procurement (if staffed by a
consultant)
Project Owner

BLT

Project Manager
Human Resources

4.1.1

4.2.1

4.2.2

Increase RIM Advice,
Consultation, and
Guidance Service
Delivery

Update and Expand
RIM Program
Coverage in New
Employee Guidebook

Develop Mandatory
Position LevelSpecific RIM Training

Ergo
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3.3.1

Any backfilled staff
RIM Program staff

RIM

RIM
Human Resources

Department/Service Area
employees (receive the service
and participate in its delivery
if/as applicable)
IM Project Team (provide input
during update and expansion of
the RIM Program coverage in
the New Employee Guidebook)
All future employees (receive
the New Employee Guidebook)
IM Project Team (provide input
during training development)

RIM
ITS (for IT-specific topics, e.g.
how to encrypt an e-mail)
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Objective
#
4.2.3

4.3.1

5.1.1

5.1.2

5.1.3

5.1.4

Objective

Dependency
(if any)

Responsibility

Continue to Provide
RIM Program
Information on 360

RIM

Develop RIM/RIM
Program Compliance
Monitoring and
Auditing Measures
Revise Records
Management Policy
to Include Ownership
of Information
Review Records
Creation, Capture,
and Declaration
Provisions in
Business Processes

RIM

Specify Records
Creation, Capture,
and Declaration
Responsibilities in
Charters and Terms
of Reference

Train Employees to
Identify ‘Official’ and
‘Transitory’ Records

Participants
All existing and future
employees (access RIM
Program information on 360
when required)
Internal Auditor

1
X

2
X

Year
3
X

X

X

5
X

IM Project Team
RIM

IMDGC (endorse revised policy)

X

BLT (approve revised policy)
RIM (develop methodology)
Departments/Service Areas
(review business processes
and update
policies/procedures
accordingly)
Project Teams
Staff Committees

RIM

Information Management and
Archives Coordinator (resource
to the Departments/Service
Areas)

X

X

X

X

X

Information Management and
Archives Coordinator (resource
to the Project Teams as they
reflect these responsibilities in
their project charters and to
Staff Committees as they
reflect these responsibilities in
their terms of reference)
IM Project Team (provide input
during training development)

X

X

X

X

X

X

X

X

X

X

All existing and future
employees (complete training
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Objective
#

5.1.5

5.2.1

5.2.2

Objective

Develop Standardscompliant Records
Digitization Program

Replace Uniform File
Plan with Functionbased Records
Classification
Scheme

Develop File Naming
Conventions for
Unstructured
Electronic Records

Ergo
Information Management Consulting

Dependency
(if any)

Responsibility

RIM (Records Digitization
Policy, Feasibility
Assessment Template,
Specifications, and
Procedures)

Participants
which would be included under
training in Objective # 4.2.2)
Information Management and
Archives Coordinator (resource
to the Departments/Service
Areas)

ITS (input on above-listed
documents)

Departments/service areas
(complete Records Digitization
Feasibility Assessments)

RIM and ITS (review
completed Records
Digitization Feasibility
Assessments)

Departments/service areas
(digitize approved records as
per Records Digitization
Specifications and Procedures)

IMDGC (approve Records
Digitization Feasibility
Assessments)
RIM

2

X

X

Departments/Service Areas
(identify records and validate
draft Records Classification
Scheme)
All existing and future
employees (use the Records
Classification Scheme)
IM Project Team

RIM

1

Year
3

X

X

All existing and future
employees (use the File
Naming Conventions for
Unstructured Electronic
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Objective
#

Objective

Dependency
(if any)

Responsibility

Participants
2

Year
3

X

X

X

X

X

1

5.2.3

Develop Records
Storage Location
Lists

Departments/Service Areas

5.2.4

Complete Records
Clean-up Projects

RIM
Clean-up Project Leads in
Departments/Service Areas

Records)
Information Management and
Archives Coordinator (resource
to the Departments/Service
Areas)

4

5

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

All employees (clean-up the
records for which they are
responsible)

ITS (create new personal and
shared network drives)

5.3.1

5.3.2

5.3.3

5.4.1

Promote Approved
Methods for Internal
Document Sharing
and Collaboration
Promote Approved
Methods for External
Document Sharing
and Collaboration
Keep Large E-mail
Attachments in Email System
Promote Records
Retention Schedule
Compliance to Help
Alleviate Active
Physical Records

Ergo
Information Management Consulting

Cross-departmental team
(clean-up the S: drive)
RIM and ITS (identify
approved methods for internal
document sharing and
collaboration)
RIM and ITS (identify
approved methods for
external document sharing
and collaboration)
All employees who receive
large e-mail attachments
RIM

All employees (use the
approved methods for internal
document sharing and
collaboration)
All employees (use the
approved methods for external
document sharing and
collaboration)

Department/Service Areas
(regular (at least annual) review
of active physical records and
prompt transfer of inactive
physical records to off-site
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Objective
#

5.4.2

5.4.3

5.4.4

5.4.5

5.4.6

5.4.7

Objective
Storage Space
Constraints
Educate Employees
on Off-site Physical
Records Retrieval
Schedule
Provide
Departments/Service
Areas with Read-only
Access to
Commercial Record
Centre Database
Promote Purposes of
Unstructured
Electronic Records
Storage Locations
Promote Records
Retention Schedule
Compliance to Help
Manage
Unstructured
Electronic Records
Growth
Provide Modest
Mailbox Size Limit
Increase in O365
Increase RIM
Program
Participation in
Records and
Information
Slimming Days

Ergo
Information Management Consulting

Dependency
(if any)

Responsibility

Participants
1

2

Year
3

4

5

All employees who retrieve
physical records from off-site
storage (comply with the
records retrieval schedule)
Designated Department/Service
Area employees (receive readonly access to and training in
searching the commercial
record centre database)

X

X

X

X

X

All employees (use
unstructured electronic records
storage locations as directed)

X

X

X

X

X

X

X

X

X

X

X

X

X

X

storage)
RIM

RIM

RIM and ITS (identify
approved uses of
unstructured electronic
records storage locations)
RIM

ITS

X

X

RIM

Departments/Service Areas
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Objective
#
5.4.8

5.5.1

5.5.2

5.5.3

5.5.4

5.6.1

Objective
Implement Data
Archiving Solution

Review City Policies
to Ensure Consistent
Approach to
Information Security
Include IM
Requirements in
Employee
Offboarding Process

Establish Data and
Information Security
Classification
Scheme
Develop Procedures
to Operationalize
Information Security
Policy Requirements
Establish Formal
Network of
Department/Service
Area FOI Liaisons

Ergo
Information Management Consulting

Dependency
(if any)

Responsibility

Participants
1

ITS
RIM (provide input during
selection and implementation
of data archiving solution)
Policy Owners

RIM
Human Resources

Departments/Service Areas
(benefit from the data archiving
solution)

IMDGC (endorse revised
policies)
BLT (approve revised policies
where applicable)
Departments/Service Areas
(implement the Employee
Offboarding Process)
Information Management and
Archives Coordinator (resource
to the Departments/Service
Areas)
IMDGC (approve the Data and
Information Security
Classification Scheme)

ITS
RIM
ITS

2
X

Year
3

4

5

X

X

X

X

X

X

X

Departments/Service Areas
(implement the procedures)

X

Departments/Service Areas
(appoint Liaisons and backups)

X

RIM
RIM

Department/Service Area FOI
Liaisons (fulfill their Liaison
responsibilities)
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Objective
#
5.6.2

5.6.3

5.6.4

Objective
Require
Departments/Service
Areas to Certify FOI
Request Searches

Departments/Service Areas
(certify FOI request searches)
RIM (create statistics
gathering template)
Departments/Service Areas
(capture routine disclosure
certificates)
RIM (provide Personal
Information Collection
Statement Template)

Ensure (Sufficient)
Notices for Personal
Information
Collection

Mandate RIM
Participation in
Privacy Impact
Assessments

5.6.6

Enforce City
Requirement for
Mandatory Privacy
Training
Educate Employees
on Confidential Mail
and Encryption

Ergo
Information Management Consulting

Responsibility
RIM (create FOI request
search certification form)

Capture Routine
Disclosure Statistics

5.6.5

5.6.7

Dependency
(if any)

Departments/Service Areas
(ensure (sufficient) Notices for
Personal Information
Collection)
RIM (prepare revised
Protection of Privacy and
Confidentiality of Information
Policy)
BLT (approve revised policy)
BLT

5.5.4

Participants
1
X

2
X

Year
3
X

4
X

5
X

Access and Privacy
Coordinator (resource to the
Departments/Service Areas)

X

X

X

X

X

Access and Privacy
Coordinator (resource to the
Departments/Service Areas)

X

X

X

X

X

Departments/Service Areas
(comply with the policy)

X

RIM (provide the training)

X

X

X

X

X

X

X

X

X

X

Access and Privacy
Coordinator (resource to the
Departments/Service Areas)

All existing and future
employees (complete training)
All existing and future
employees (complete training)

RIM
ITS
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Objective
#
5.6.8

Objective
Ensure Consistent
Privacy Breach
Reporting
Instructions

Dependency
(if any)

Responsibility
RIM

Participants
ITS (provide input and ensure
its policies are consistent with
the approved privacy breach
reporting instructions)
All existing and future
employees (comply with the
approved privacy breach
reporting instructions)
Departments/Service Areas
(provide information about
personal information in their
custody or control and
appropriately administer their
personal information banks)
Departments/Service Areas
(implement approved vital
records protection methods)
Departments/Service Areas
(participate in implementing the
Physical Records Disaster
Recovery Plan if/when
applicable)

1
X

2
X

X

X

Year
3
X

4
X

5
X

X

X

X

5.6.9

Develop Personal
Information Bank
Index

RIM

5.7.1

Identify and Protect
Vital Records

RIM

5.7.2

Develop Physical
Records Disaster
Recovery Plan

RIM

5.8.1

Use Same Structure
in Records
Classification
Scheme and Records
Retention Schedule
Track Records
Retention
Requirements in
Citation Table

RIM

X

X

X

X

RIM

X

X

X

X

5.8.2
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Objective
#
5.8.3

5.8.4

5.8.5

5.8.6

Objective
Track and Apply
Appropriate Records
Retention
Requirements
Provide Hyperlinked
Records Retention
Schedule
Train Employees in
Records Retention

Develop Digital
Preservation Plan

Dependency
(if any)

Responsibility

Participants

RIM

2
X

Year
3
X

4
X

5
X

RIM

X

X

X

X

X

X

X

X

X

X

1

RIM

IM Project Team (provide input
during training development)

X

All existing and future
employees (complete training
which would be included under
training in Objective # 4.2.2)
IMDGC (endorse the Digital
Preservation Plan)

RIM
ITS

5.8.7

Recognize Voice Mail
Messages may be
Official Records

RIM

5.8.8

Promote Correct IM
Use of Shredding
Bins and Recycling
Bins
Require Cross-cut or
Particle Shredding of
Physical Records
Develop Destruction
Hold Procedure and

RIM

5.8.9

5.8.10

Ergo
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BLT (fund the recommended
preservation measures)
All existing and future
employees (complete training
which would be included under
training in Objective # 4.2.2)
All existing and future
employees (use shredding bins
and recycling bins as
prescribed)
Departments/Service Areas
(comply with the requirement)

RIM

RIM

IMDGC (approve the procedure)
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Objective
#

Objective

Dependency
(if any)

Keep Records of
Destruction Holds

Responsibility

Participants
1

Legal Services

Year
3

4

X

X

X

X

X

X

X

X

X

X

X

X

X

2

5

Departments/Service Areas
(comply with the procedure)
RIM (retain records of
destruction holds)

5.8.11

5.8.12

5.9.1

5.9.2

5.9.3

5.9.4

Schedule Retention
Periods for
Structured Data
Ensure New
Structured Systems
can Implement
Retention Periods

RIM

Revise Disposition
Options in Records
Retention Schedule
to Include Archival
Records
Identify Archival
Records in Records
Retention Schedule
Exclude Archival and
Archival Review
Records from
Records and
Information
Slimming Days
Review Records
Designated as
Archival Review at
Annual Records
Disposition

RIM

X

3.3.2

RIM

X

3.3.2

RIM

3.3.2

RIM

Ergo
Information Management Consulting

ITS
RIM

Departments/Service Areas
(include implementation of
retention periods as a
requirement in specifications
for new structured systems)

ITS

All existing and future
employees (be educated on
archival and archival review
records and exclude them from
Records and Information
Slimming Days)
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Objective
#
5.9.5

5.9.6

5.9.7

5.9.8

5.9.9

5.10.1

5.10.2

5.10.3

5.10.4

Objective
Limit Archives
Program to City
Records
Develop/Revise
Archives Program
Documents
Revise Collaboration
Agreement with
Burlington Public
Library
Provide Reference
Copies of Archival
Materials
Provide Suitably
Equipped and Secure
Archives Program
Space
Specify 360 Content

Review 360 Site
Structure and
Navigation
Assign 360 Page
Ownership
Require Annual
Review of 360
Content

Ergo
Information Management Consulting

Dependency
(if any)
3.3.2

Responsibility
RIM

3.3.2

RIM

3.3.2

RIM

Participants
1
X

RIM (implement the agreement)

X

All existing and future
employees who access archival
materials (use copies instead of
originals)

X

2

Year
3

4

X

X

X

5

Legal Services
3.3.2

RIM

3.3.2

RIM

X

X

BLT (fund new/upgraded
space and suitable
equipment)
RIM
Government Relations and
Strategic Communications
Government Relations and
Strategic Communications
Government Relations and
Strategic Communications
Government Relations and
Strategic Communications
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Departments/Service Areas
(provide content on 360 as
prescribed)
Departments/Service Areas
(participate in the site structure
and navigation review)
Departments/Service Areas
(fulfill their responsibilities as
360 page owners)
Departments/Service Areas
(annually review 360 content)

X

X

X

X

X

X

X
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Objective
#
5.10.5

5.11.1

5.11.2

5.11.3

5.11.4

5.12.1

5.12.2

5.13.1

5.13.2

Objective
Apply Retention
Periods to 360
Content
Assign Public
Website Page
Ownership
Require Continuous
Review of Public
Website Content
Capture and Manage
Public Website
Content as Records
Apply Retention
Periods to Public
Website Content
Capture and Manage
Social Media Content
as Records
Apply Retention
Period to Records of
Deleted Social Media
Comments
Establish Suitable
Program Delivery
Model for O365
Establish O365
Governance Model

Ergo
Information Management Consulting

Dependency
(if any)

Responsibility

Participants
1

RIM
Government Relations and
Strategic Communications
Government Relations and
Strategic Communications

Departments/Service Areas
(apply retention periods to 360
content)

ITS

Departments/Service Areas
(fulfill their responsibilities as
360 page owners)
Departments/Service Areas
(continuously review public
website content)
Government Relations and
Strategic Communications
(capture and manage public
website content as records)
Government Relations and
Strategic Communications
(apply retention periods to
social media content)
Government Relations and
Strategic Communications
(capture and manage social
media content as records)
Government Relations and
Strategic Communications
(apply retention period to
records of deleted social media
comments)
Stakeholders

ITS

IMDGC
IMDGC

Government Relations and
Strategic Communications
RIM
Government Relations and
Strategic Communications
RIM
Government Relations and
Strategic Communications
RIM
Government Relations and
Strategic Communications
RIM
Government Relations and
Strategic Communications
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2
X

Year
3
X

4
X

5
X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X
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Objective
#

Objective

5.13.3

Provide O365
Overview
Education/Training
to IMDGC
Review O365 Scope
and Phasing
Continue to
Recognize Risk of
Inadequate
Information
Governance to O365
Project
Ensure Rescoping of
O365 Project
Includes Application
of Retention Rules
Incorporate IM in
O365 Proofs of
Concept
Manage New Record
Types Created in
O365
Include IM
Requirements in
O365 Training
Research EDRMS
Systems
Document EDRMS
Requirements

5.13.4
5.13.5

5.13.6

5.13.7

5.13.8

5.13.9

5.14.1
5.14.2

Dependency
(if any)

5.13.4

Responsibility

Participants
1

RIM
ITS

IMDGC

X

ITS

IMDGC

X

ITS

X

ITS

X

2

Year
3

4

5

X

RIM
RIM
ITS
RIM

Departments/Service Areas
(manage new record types
created in O365 as directed)
All existing and future
employees (complete training)

RIM

X

X

X

X

X

X

X

X

X

X

X

X

ITS
IMDGC

IMDGC Project Team

X

IMDGC

IMDGC Project Team

X

Departments/Service Areas
(provide input during

Ergo
Information Management Consulting
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Objective
#

Objective

5.15.3

Assess Readiness to
Implement EDRMS
Prepare EDRMS
Business Case

5.15.4

6.1.1

6.2.1

6.2.2
6.3.1

6.3.2
6.4.1
6.5.1

6.5.2
6.6.1

6.6.2

Dependency
(if any)

Establish Data Policy

Formalize Rolling 2Year Data Work Plan
and Priorities
Set Corporate Data
Priorities
Formalize Data and
Integration
Architecture
Develop Data Lake
Strategy
Develop Data Format
Standards
Begin Developing
Corporate Data
Model
Build Business
Glossary
Conduct Legislative
Review of Data
Sharing
Establish New

Ergo
Information Management Consulting

6.2.2

Responsibility

Participants
1

2

Year
3

4

5

IMDGC

specifications development)
IMDGC Project Team

X

IMDGC

IMDGC Project Team

X

ITS

BLT (receive EDRMS Business
Case and provide EDRMS
funding)
IMDGC

X

ITS

LT
IMDGC

X

X

X

ITS

IMDGC

X

X

X

ITS

IMDGC

X

ITS

BI Project Team
IMDGC

IMDGC

Data Community of Practice

X

X
X

3.3.2

ITS (Data Architect)

X

X

X

X

6.5.1

ITS

X

X

X

X

RIM

IMDGC

RIM

IMDGC
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Objective
#

6.6.3

6.7.1

6.7.2

Objective

Dependency
(if any)

Customer Consent
Model
Develop Data
Sharing Agreements
Register
Build Corporate Data
Catalogue
Establish Internal
Data Portal

Responsibility

Participants
1

ITS

IMDGC

Geomatics
ITS

Data Community of Practice
IMDGC

X

ITS

All business units
IMDGC

X

2

Year
3

4

X

X

X

X

X

X

X

Geomatics

6.8.1

Set Data Quality
Guidelines

ITS

All business units
Data Community of Practice

X

6.8.2

Document Current
Data Quality
Practices
Document, Publish,
and Socialize Data
Quality
Tools/Techniques
Develop PerfectMind
Data Management
SOP

ITS

IMDGC
Data Community of Practice

X

ITS

IMDGC
Data Community of Practice

X

6.8.3

6.8.4

IMDGC
Recreation Services

X

Data Community of Practice

6.8.5

Develop Data Quality
Scorecards

6.8.1

6.9.1

Determine Top 3 or 5

6.2.1, 6.2.2

Ergo
Information Management Consulting

ITS

ITS

IMDGC
IMDGC

IMDGC

Data Community of Practice
ITS
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Objective
#

Objective

Dependency
(if any)

Responsibility

Participants
1

2

Year
3

X

X

4

5

Data Projects
6.9.2

Develop Asset Data
Model

6.9.3

Develop ERP Data
Model

6.9.4

Cleanup AMANDA
Customer Data
Pool and Share Data
Handling/Quality
Assurance Tools
Complete One-off
Data Cleansing
Projects
Develop Open Data
Policy
Expand Open Data
Program

6.9.5

6.9.6

6.10.1
6.10.2

6.11.1

6.11.2

Develop Data
Literacy
Education/Training
Program
Build Data
Community of
Practice

Ergo
Information Management Consulting

Geomatics / Asset
Management
ITS
ERP project

Data Community of Practice
IMDGC

X

IMDGC

X

ITS
AMANDA Team
ITS

Data Community of Practice

X

X

X

X

X

TBD

IMDGC
TBD

X

X

X

X

X

Geomatics

IMDGC

X

Geomatics

IMDGC

X

X

X

X

X

ITS

All business units
All business units

ITS

All business units
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8.

IM Strategy Implementation Costs

Staff time comprises a significant, but unquantifiable, cost for implementing many of the IM
Strategy objectives.
A significant amount of work must be completed by RIM Program and ITS employees as shown
by the ‘Responsibility’ column in Figure 7. It is assumed that Clerks and ITS will assess the
capabilities/expertise and availability of staff to determine if/when additional resources will be
required. Additional resources may be temporary employees, co-op students/interns, and/or
consultants. Because it is not known the extent to which Clerks and/or ITS will require
additional staff resources, Figure 8 does not allocate funds for additional staff resources with the
following exceptions:
a) One temporary Information Management Coordinator position (initial 12 month term) to
assist the RIM Program to implement the IM Strategy.
b) Archivist expertise for implementation of the objectives in Section 5.9 of the IM Strategy.
c) A Data Architect (new position), the need for which was identified by the IG Committee
at the IM Strategy Workshop.
d) Resources (TBD) to support effective O365 Program implementation.
e) Resources for data project work because, as also identified at the IM Strategy
Workshop, the City typically does not fund that work or does not fund it sufficiently as
part of a technology project.
All City employees will be asked to do some new tasks (e.g. attend IM training, participate in
records clean-up projects, etc.). They will also be asked to do some existing tasks in a different
way (e.g. use the specified date convention when including a date in the name of an
unstructured electronic record instead of whatever convention they use currently). No monetary
compensation is anticipated for the performance of new or modified tasks. The allocation of
employee time to new tasks or from inefficient, ad hoc IM efforts to deliberate, targeted, and
City-wide IM initiatives should increase overall productivity. To assist in resource planning, the
‘Participants’ column in Figure 7 indicates where department/service area employees will
participate in implementing an objective.
Figure 8 lists only the objectives for which the City would incur some costs during IM Strategy
implementation. In many cases, the implementation of an objective depends on information that
is not presently known (e.g. volumes). Some objectives require the completion of a detailed
analysis of requirements and options prior to deciding if/how to proceed. Consequently, until a
detailed business case is prepared, the cost to implement those objectives cannot be reliably
estimated. ‘TBD’ in Figure 8 stands for ‘To be determined’.
Following initial implementation of the IM Strategy, many activities would continue in perpetuity
(e.g. delivery of online IM training). Figure 8 does not include the costs, if any, for perpetual
activities.

Ergo
Information Management Consulting
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Figure 8 – Summary of Estimated IM Strategy Implementation Costs
Objective
#

Objective

Cost Item(s)

3.2.2

Establish Data
Architect Role
Resource Data Project
Work
Staff One Temporary
Information
Management
Coordinator Position
Secure Archivist
Expertise

Annual salary
Workspace (desk, chair, computer, telephone)
Cost of hiring project resources or backfilling
staff to allow them to participate in data projects
Annual salary
Workspace (desk, chair, computer, telephone)

$95,000 - $115,000 plus benefits
TBD as per City’s standard cost recovery
TBD on a project by project basis

If recommended Archives Program expansion
staffed by an employee: Annual salary
If recommended Archives Program expansion
staffed by an employee: Workspace (desk, chair,
computer, telephone)
If recommended Archives Program expansion
staffed by a consultant: Consulting fees
If Archives Program not expanded as
recommended: consulting fees to complete
Objectives # 5.9.1, # 5.9.2, # 5.9.6, and # 5.9.7 and
annual consulting fees to complete Objective #
5.9.4
Recording of online training

$69,699 - $87,124 plus benefits21

3.2.3
3.3.1

3.3.2

4.2.2

5.1.4

20
21

Develop Mandatory
Position Level-Specific
RIM Training
Train Employees to
Identify ‘Official’ and
‘Transitory’ Records

Recording of online training, if online training is
used

Estimated Cost

$69,699 - $87,124 plus benefits20
TBD as per City’s standard cost recovery

TBD as per City’s standard cost recovery

TBD depending on scope of services required
TBD depending on scope of services required

TBD depending on technology requirements,
volume of webinars/podcasts to be recorded,
and vendor’s pricing
TBD depending on technology requirements,
volume of webinars/podcasts to be recorded,
and vendor’s pricing

This is the current salary range for the existing Coordinator positions in the RIM Program.
Ibid.

Ergo
Information Management Consulting
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Objective
#
5.2.4

5.3.2

5.4.3

5.4.8
5.6.6

5.6.7

5.7.1

Objective

Complete Records
Clean-up Projects

Promote Approved
Methods for External
Document Sharing and
Collaboration
Provide
Departments/Service
Areas with Read-only
Access to Commercial
Record Centre
Database
Implement Data
Archiving Solution
Enforce City
Requirement for
Mandatory Privacy
Training
Educate Employees on
Confidential Mail and
Encryption
Identify and Protect
Vital Records

Ergo
Information Management Consulting

Cost Item(s)

Increased shredding services fees
Purchase of additional boxes to store physical
records off-site
Commercial record centre fees to transfer boxed
physical records to storage and process them
Additional FTP licenses if the City’s FTP site is
one of the approved methods

Estimated Cost

TBD depending on volume of records to be
shredded
TBD depending on number of boxes required
TBD depending on volume of records to be
transferred
TBD

Additional database licenses

TBD depending on vendor’s price list and
number of licenses required

Purchase of Digital Archiving Solution
Annual license for Digital Archiving Solution
Recording of online training

Minimum $20,000
TBD
TBD depending on technology requirements,
volume of webinars/ podcasts to be recorded,
and vendor’s pricing

Recording of online training, if online training is
used

TBD depending on technology requirements,
volume of webinars/ podcasts to be recorded,
and vendor’s pricing
TBD depending on volume of records and
protection method
TBD if existing network backup process cannot
accommodate the protection of any additional
records

Cost to implement protection methods for
physical vital records
It is assumed that electronic vital records are
already protected via the existing network
backup process; therefore, no costs have been
estimated to protect electronic vital records
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Objective
#
5.8.3

5.8.5

5.8.6

Objective

Track and Apply
Appropriate Records
Retention
Requirements
Train Employees in
Records Retention

Cost Item(s)

Recording of online training

Develop Digital
Preservation Plan
Schedule Retention
Periods for Structured
Data
Provide Reference
Copies of Archival
Materials
Provide Suitably
Equipped and Secure
Archives Program
Space
Capture and Manage
Public Website
Content as Records

Costs to implement the Digital Preservation Plan

5.12.1

Capture and Manage
Social Media Content
as Records

Software to capture social media content as
records
Annual software licenses

5.13.1

Establish Suitable
Program Delivery
Model for O365
Provide O365

Resourcing to drive the O365 Program

5.8.11

5.9.8

5.9.9

5.11.3

5.13.3

Ergo
Information Management Consulting

Estimated Cost

TBD depending on technology requirements,
volume of webinars/ podcasts to be recorded,
and vendor’s pricing
TBD depending on the requirements in the
Digital Preservation Plan

Printing costs if reference copies are provided in
hard copy

TBD depending on volume

Environmentally-controlled, secure space

TBD depending on extent of renovations
required

Software to capture public website content as
records
Annual software licenses

TBD depending on software requirements and
number of licenses required
TBD depending on vendor’s price list and
number of licenses required
TBD depending on software requirements and
number of licenses required
TBD depending on vendor’s price list and
number of licenses required
TBD depending upon gap between resource
requirements and current resourcing levels

Overview education / training around O365 for
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Objective
#

5.13.9

5.14.1
5.15.4

6.7.1
6.7.2

Objective

Overview
Education/Training to
IMDGC
Include IM
Requirements in O365
Training
Research EDRMS
Systems
Prepare EDRMS
Business Case
Build Corporate Data
Catalogue
Establish Internal Data
Portal

6.9.1

Determine Top 3 or 5
Data Projects

6.9.4

Cleanup AMANDA
Customer Data

6.11.1

Develop Data Literacy
Education/Training
Program

Ergo
Information Management Consulting

Cost Item(s)

Estimated Cost

IMDGC members

Recording of online training, if online training is
used
Purchase of analyst/consultant research reports
Cost to implement the EDRMS if business case
is approved (software purchase, hardware
purchase if any, professional services, etc.)
We assume the BI platform can provide this
capability; therefore, no cost has been estimated
We assume that the BI and GIS platforms
combined can provide this capability; therefore,
no cost has been estimated
Funding to support the execution of project work
to bring 3 or 5 datasets under effective data
governance (may involve data model design,
data quality assessment, data work to address
gaps and cleanse data, secure new data
sources, etc.). Projects TBD.
Project resources to support the customer data
cleanup may be included in work planned as part
of the BI Program on an MDM initiative around
customer data; therefore, no cost has been
estimated
Data literacy assessment
Data literacy training program
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TBD depending on technology requirements,
volume of webinars/ podcasts to be recorded,
and vendor’s pricing
$3,000
TBD

TBD if BI platform cannot provide this capability
TBD if BI or GIS platform cannot provide this
capability
$75,000

TBD if not included in funded work planned as
part of the BI Program

$25,000
$50,000
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Appendix 1: Acronyms and Abbreviations
Figure 9 lists the acronyms and abbreviations used in this report.
Figure 9 – Acronyms and Abbreviations Used in the Report
Acronym
BI
BLT
City
CRM
EDRMS
ERP
FOI
GIS
GL
IG
IM
IPC
ISO 15489-1:2016

IT

ITS
MDM
MFIPPA
PIA
QA
QC
RIM
RM
RRS
SOP
UFP

Full Name
Business intelligence
Burlington Leadership Team
City of Burlington
Customer relationship management
Electronic document and records management system
Enterprise resource planning (system)
Freedom of Information
Geographical information system
General ledger
Information governance
Information management
Information and Privacy Commissioner of Ontario
International Organization for Standardization standard:
Information and documentation - Records management - Part 1: Concepts and
Principles (ISO 15489-1:2016 (E))
Information technology in the context of using computers, storage, networking
and other physical devices, infrastructure and processes to create, process,
store, secure and exchange all forms of electronic data
The City’s Information Technology Services Department
Master data management
Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c.
M.56, as amended, and includes any regulations passed under it
Privacy impact assessment
Quality assurance
Quality control
Records and information management
Records management
Records Retention Schedule
Standard operating procedure
Uniform File Plan

Ergo
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Appendix 2: Definitions
Figure 10 defines the key terms in the report. The prefix ‘External’ is used before the name of a document in the ‘Definition Source’
column to indicate a resource published by a 3rd party.
Figure 10 – Definitions
Term
Accession (verb)

Definition
To take legal and physical custody of records and to formally document their receipt by
entering brief information about them in a register or database.

Active Records

Are currently open, being edited and changed, regularly used and worked on by staff.

Archival Record

Materials created or received by a person, family, or organization, public or private, in the
conduct of their affairs that are preserved because of the enduring value contained in the
information they contain or as evidence of the functions and responsibilities of their creator.
After their inactive retention periods expire, archival records may be selected for permanent
retention in order to document the City of Burlington's history as a municipal organization.

Archival Records

Archival Value

The ongoing usefulness or significance of records, based on the administrative, legal, fiscal,
evidential, or historical information they contain, justifying their continued preservation.

Arrangement

The process of intellectually and/or physically organizing records in accordance with the
archival principles of provenance and original order, and into levels of arrangement such as
the fonds, the series, the file, and the item.

Ergo
Information Management Consulting
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Definition Source
External: Glossary of Archival
and Records Terminology
(2005)
By-law 5-2015
(Schedule A: Records
Retention Schedule)
External: Glossary of Archival
and Records Terminology
By-law 5-2015
(Schedule A: Records
Retention Schedule)
External: Glossary of Archival
and Records Terminology
(2005)
External: Millar, Archives
Principles and Practices
(2010)
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Term
Confidential
Information

Description

Definition
This description is for all records and information with limited access and intended solely for
the addressee(s). It includes:
• the security of the city’s property
• personal matters about an identifiable individual
• proposed or pending acquisition of land
• labour relations or employee negotiations
• litigation or potential litigation
• advice that is subject to solicitor-client privilege
• subject matter related to consideration of a request under MFIPPA
• third party proprietary information
• relations with government
• information that is sensitive or personal
• as well as any other information that the city deems to be confidential.
Note that confidential information and records may be releasable as determined under
MFIPPA legislation.
The process of establishing intellectual control over archival material by creating finding aids
or other access tools that identify the content, context, and structure or the archives.

Destruction Hold

A hold placed on the scheduled destruction of records due to foreseeable or pending
litigation, governmental investigation, audit, or special organizational requirements

Disposition

The final outcome of a record when its retention period is complete. Disposition may indicate
one of the following:
• Destruction, where records are securely destroyed beyond the point of recognition or
recovery. For paper records, this means cross-cut or particle shredding; for electronic
records, this means a complete deletion from shared drives, servers and backup
storage.
• Permanent retention, where records are retained until the City of Burlington ceases to
exist as a municipality.
The action taken with regards to personal and confidential information including destruction,
transfer to another entity, or permanent preservation.

Disposition

Ergo
Information Management Consulting
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Definition Source
Protection of Privacy and
Confidential Information Policy

External: Millar, Archives
Principles and Practices
(2010)
External:
Glossary of Records
Management and Information
Governance Terms, 5th edition
By-law 5-2015
(Schedule A: Records
Retention Schedule)

Protection of Privacy and
Confidential Information Policy
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Term
Electronic
Document and
Records
Management
System (EDRMS)

Definition
An automated software application designed to assist … with the creation, management, use,
storage and disposal of information and records. An EDRMS may also automate business
processes such as workflows and approvals and be integrated with other business systems.

Enduring Value

The continuing usefulness or significance of records, based on the administrative, legal,
fiscal, evidential, or historical information they contain, justifying their ongoing preservation.

ERP (enterprise
resource
planning)
system
Fonds

A single, consolidated repository for data that is considered business critical and is used
across an entire organization.

GIS Data

Inactive Records

Inactive Records

The entire body of documents, regardless of form or medium, created or accumulated by a
particular individual, family, corporate body or other agency as part of life and work and
retained because those materials have ongoing archival value as evidence of those functions
and activities.
GIS [geographic information system] data can be otherwise referred to as spatial data or
geospatial data. It has explicit geographic positioning information included within it, such as a
road network or a satellite image that has a built-in coordinate system. It also has associated
metadata (i.e. description of data and who collected the data) and may include attribute
data (i.e. condition value for a road, the data a value is collected, etc.) that describes the
features found in a dataset.
Any data on physical assets that are owned and/or operated by the city of Burlington would
be considered GIS data.
Are closed, completed, and no longer actively referred to or changed by staff.

Those records no longer required to carry out the administrative or operational functions for
which they were created or received but must be kept for administrative, fiscal, legal, or
historical purposes in accordance with the approved records retention schedules pursuant to

Ergo
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Definition Source
External: National Archives of
Australia
http://www.naa.gov.au/informat
ion-management/managinginformation-andrecords/systems/EDRMS/inde
x.aspx
External: Glossary of Archival
and Records Terminology
(2005)
ERP Program Overview

External: Millar, Archives
Principles and Practices
(2010)
GIS Data Collection Policy
(draft)

By-law 5-2015
(Schedule A: Records
Retention Schedule)
Records Management Policy
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Term
Information
Governance

Information
Management

Original Order

Personal
Information

Privacy

Definition
Records Retention By-law.
A strategic, cross-disciplinary framework composed of standards, processes, roles, and
metrics that hold organizations and individuals accountable for the proper handling of
information assets. The framework helps organizations achieve business objectives,
facilitates compliance with external requirements, and minimizes risk posed by sub-standard
information handling practices
Information management is the lifecycle of information - the acquisition of information from
various sources, the custodianship of that information, the distribution of that information, and
the disposition of the information through deletion or archiving as dictated by the
organization’s information governance policies.

The order and organization in which records were created, used, maintained and stored by
the creator or office of origin. The Principle of Original Order states that the order and
organization in which records were created, used, maintained and stored by the creator or
office of origin is maintained by an archives.
Recorded information about an identifiable individual, including:
• race, national or ethnic origin, colour, religion, age, sex, sexual orientation or marital or
family status of the individual
• education or the medical, psychiatric, psychological, criminal or employment history of
the individual or information relating to financial transactions in which the individual has
been involved
• identifying number, symbol or other particular assigned
• address, telephone number, fingerprints or blood type
• personal opinions or views of the individual except if they relate to another individual
• correspondence sent by the individual that is implicitly or explicitly of a private or
confidential nature, and replies that would reveal the contents of the original
correspondence
• views or opinions of another individual about the individual
• individual’s name if it appears with other personal information
For more information, refer to MFIPPA s. 2(1).
This Is a set of interests and rights that an individual has regarding his/her ability to control
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Definition Source
External: Glossary of Records
Management and Information
Governance Terms, 5th edition

IG Committee Terms of
Reference which quotes the
following external source:
MacFarlane, The Difference
Between Information
Governance and Information
Management (2017)
External: Millar, Archives
Principles and Practices
(2010)
Protection of Privacy and
Confidential Information Policy

Protection of Privacy and
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Term

Privacy Breach

Privacy Impact
Assessment
(PIA)
Provenance

Record Series

Record

Records

Records

Definition
the collection, use, disclosure and disposal retention of his/her own personal information that
is in the custody or under the control of the City of Burlington. Privacy is not an absolute right
in all situations. Personal information may be collected, used, disclosed or retained without
the consent of individuals where specific legislation permits.
Occurs when personal information is collected, retained, used, disclosed or disposed in ways
that are not in accordance with the provisions of MFIPPA [Municipal Freedom of Information
and Protection of Privacy Act] and/or corporate policies.
The PIA is a process for identifying, assessing and mitigating privacy risks. A PIA is a due
diligence exercise to analyze the effects of a technology, system, program or service design
on the privacy of individuals.
The person, agency or office of origin that created, acquired, used and retained a body of
records in the course of their work or life. The Principle of Provenance states that The records
created acquired, used and retained by a person, agency or office of origin are kept together
in an archives.
Group of records created as the result of a similar business activity or function. Each record
series acts as a container for records that share a common purpose, or are all linked to the
same service, project or issue.
Means any record of information however recorded, whether in printed form, on film, by
electronic means or otherwise, and includes,
a) correspondence, a memorandum, a book, a plan, a map, a drawing, a diagram, a pictorial
or graphic work, a photograph, a film, a microfilm, a sound recording, a videotape, a machinereadable record, any other documentary material, regardless of physical form or
characteristics, and any copy thereof, and
b) any record that is capable of being produced from a machine-readable record under the
control of the institution by means of computer hardware and software or any other
information storage equipment and technical expertise normally used by the institution. (from
MFIPPA)
Collections of information that provide evidence of business decisions and actions, regardless
of format. Records may also be defined as the output of a process or proof of service.
Records have legal, operational or historical value to the organization.
Records are information that provides evidence of action, service or decision, regardless of
format. They are also information assets, meaning information that has legal, business
and/or historical value for the organization. Records may exist in any information format,
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Definition Source
Confidential Information Policy

Protection of Privacy and
Confidential Information Policy
Protection of Privacy and
Confidential Information Policy
External: Millar, Archives
Principles and Practices
(2010)
By-law 5-2015
(Schedule A: Records
Retention Schedule)
Archives Policy
Protection of Privacy and
Confidential Information Policy
Records Management Policy

By-law 5-2015
(Schedule A: Records
Retention Schedule)
Records and Information
Slimming Day Participant
Handbook
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Term
Records and
Information
Management

Definition
including paper files, photographs, shared drive folders, e-mail and other electronic records.
See the definition for ‘records management’. The terms ‘records management’ and ‘records
and information management’ are interchangeable.

Records
Lifecycle
Records
Management
Records
Retention
Schedule

[Ergo note: While the City used the term ‘records management’ in the past (e.g. the current
policy is called the Records Management Policy), it uses the term ‘records and information
management’ in more recent documentation (e.g. in the job description for the Information
and Archives Co-ordinator position).]
The span of time beginning with a record creation or receipt and ending with final disposition
(either destruction or permanent retention).
The systematic control of all records from their creation or receipt to their ultimate disposition
either by physical destruction or transfer to an archives.
A timetable that governs the life span of a record from its creation or receipt, through active
use within an office and retention in off-site storage, to destruction or transfer to an
archives/permanent storage approved by City Council and the City’s external auditor.

Retention

[Ergo note: The Municipal Act no longer requires approval by an auditor.]
The period of time for which a record must be kept, usually expressed in years.

Secure
Destruction

Papers in the blue and grey recycling bins on City property are not shredded. Think of the
blue and grey bins as public areas, and do not put anything in to those bins which contains
personal, sensitive or otherwise confidential information.

Definition Source
N/A

Records Management Policy
Records Management Policy
Records Management Policy

By-law 5-2015
(Schedule A: Records
Retention Schedule)
By-law 5-2015
(Schedule A: Records
Retention Schedule)

If purchasing or maintaining an office shredder, cross-cut technology is recommended by the
Information and Privacy Commission of Ontario, as a better method than strip shredding for
protecting privacy and confidentiality.
On-site shredding services are recommended for routine and large volume paper records
destruction which may be required at City facilities. Contact Procurement Services if you
would like to receive shredding services under the current third-party service contract.
Paper records at the off-site records storage facility are securely shredded at that location
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Term
Sensitivity (of a
record series)

Series
(in the archives
context)
Structured data
(or structured
information or
structured
records)
Transitory
Records

Uniform File
Plan
Vital Record

Definition
when retention periods expire, following a departmental review and sign-off.
Indicates the general level of confidentiality applied to a record series. This area of the
schedule will include one of the following designations:
• Low - Records are generally considered to be public, and a Freedom of Information
request is not generally required in order to access these records. Examples include
bylaws, annual reports, approved budget books, and non-confidential committee reports.
• Medium - Records are likely to contain information exempt from public disclosure under
the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA). A formal
Freedom of Information request is required under MFIPPA in order to access.
• High - Records are considered to be confidential for internal business purposes, legal
protection or legislative compliance, as in the case of confidential reports to Committee
and Council. A formal Freedom of Information request is required under MFIPPA in
order to access. High sensitivity records may also contain Personal Information Banks,
defined by section 2(1) of MFIPPA as "a collection of personal information that is
organized and capable of being retrieved using an individual's name or an identifying
number or particular assigned to the individual."
Aggregations of files or other records within a larger fonds or group that relate to the same
processes or that are evidence of a common form, purpose or use.
Information with a high degree of pre-defined organization so humans and/or software
applications handling it know exactly where to find each data element. An example is a
relational database with tables, data fields, and relations among fields in different tables.

Records and documents with temporary usefulness and no long-term value, received or
stored in any format. Transitory records may facilitate the completion of insignificant
transactions or be created while preparing an official corporate record. Transitory records are
not required to meet legal or fiscal obligations, do not provide evidence of decision-making,
and are not
directly linked to the provision of City services and operations.
Arrangement/categorization of records that provides a uniform structure for naming and
storing files and documents.
A record that is fundamental to the functioning of an organization and necessary to the
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Definition Source
By-law 5-2015
(Schedule A: Records
Retention Schedule)

External: Millar, Archives
Principles and Practices
(2010)
External: Glossary of Records
Management and Information
Governance Terms, 5th edition

Transitory Records record
series in the Records
Retention Schedule

Records Management Policy
External: Glossary of Records
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Term

Definition
continuance of operations. Also referred to as essential record.
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Definition Source
Management and Information
Governance Terms, 5th edition
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Appendix 3: The Information Governance Maturity Model
Note: The information in this appendix was excerpted from Sections 11.1 and 11.2 and
Appendix 5 of the IM Assessment Report.
Developed by ARMA International (ARMA), the Generally Accepted Recordkeeping Principles®
(the Principles) “constitute a generally accepted global standard that identifies the critical
hallmarks and a high-level framework of good practices for information governance.”22 The
Principles “are meant to provide organizations with a standard of conduct for governing
information and guidelines by which to judge that conduct.”23 There are eight principles, as
briefly described in Figure 11 below.
The Information Governance Maturity Model (IG Maturity Model) is based on the Generally
Accepted Recordkeeping Principles® and the “standards, best practices, and legal/regulatory
requirements that surround information governance.”24 Intended “to be deployed as a quality
improvement tool”25, the IG Maturity Model describes for each Principle the characteristics of
effective IG at five levels of development. The five levels of development are26:
1. Level 1 (Substandard): “This level describes an environment where information
governance concerns are not addressed at all, are addressed minimally, or are
addressed in a sporadic manner. Organizations at this level usually have concerns that
the information governance programs will not meet legal or regulatory requirements and
may not effectively serve their business needs.”
2. Level 2 (In Development): “This level describes an environment where there is a
developing recognition that information governance has an impact on the organization
and that the organization may benefit from a more defined information governance
program. The organization is vulnerable to redress of its legal or regulatory, and
business requirements because its practices are ill-defined, incomplete, nascent, or only
marginally effective.”
3. Level 3 (Essential): “This level describes the essential or minimum requirements that
must be addressed to meet the organization’s legal, regulatory, and business
requirements. Level 3 is characterized by defined policies and procedures and the
implementation of processes specifically intended to improve information governance.
Level 3 organizations may be missing significant opportunities for streamlining the
business and controlling costs, but they demonstrate the key components of a sound

22
23
24
25
26

http://c.ymcdn.com/sites/www.arma.org/resource/resmgr/files/Learn/2017_Generally_Accepted_Reco.pdf
Ibid.
http://www.arma.org/page/IGMaturityModel
Ibid.
Ibid.
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program and may be minimally compliant with legal, operational, and other
responsibilities.”
4. Level 4 (Proactive): “This level describes an organization-wide, proactive information
governance program with mechanisms for continuous improvement. Information
governance issues and considerations are routinized and integrated into business
decisions. For the most part, the organization is compliant with industry best practices
and meets its legal and regulatory requirements. Level 4 organizations can pursue the
additional business benefits they could attain by increasing information asset availability,
as appropriate; mining information assets for a better understanding of client and
customer needs; and fostering their organizations’ optimal use of information.”
5. Level 5 (Transformational): “This level describes an organization that has integrated
information governance into its infrastructure and business processes such that
compliance with the organization’s policies and legal/regulatory responsibilities is
routine. The organization recognizes that effective information governance plays a
critical role in cost containment, competitive advantage, and client service. It
implements strategies and tools for ongoing success.”
Figure 11 contains the Information Governance Maturity Model (Maturity Model), as excerpted
from the following ARMA International publication registered with the American National
Standards Institute (ANSI): Implementing the Generally Accepted Recordkeeping Principles®
(ARMA International TR 30-2017).
The Maturity Model lists the requirements at each of Levels 1-5 for each of the eight Principles
in the Generally Accepted Recordkeeping Principles.
Notes:
1. References in the Maturity Model to ‘information management’ were abbreviated as ‘IM’.
2. References in the Maturity Model to ‘information management program’ were abbreviated as ‘IM
Program’.
3. References in the Maturity Model to ‘information governance program’ were abbreviated as ‘IG
Program’.
4. References in the Maturity Model to ‘information governance’ were abbreviated as ‘IG’.
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Figure 11 – The Information Governance Maturity Model
The Principle

Accountability:
“A senior executive (or a person of comparable authority)
shall oversee the IG Program and delegate responsibility
for IM to appropriate individuals.”

Level 1 (Substandard)
No senior executive (or person of comparable authority) is
aware of the need to manage records or other information
assets.
The information manager role is largely non-existent, or it is
an administrative or clerical role distributed among general
staff.
Employees are not made aware of their responsibilities for
managing the information assets they create or receive.
Information assets are managed inconsistently or not at all.

Level 3 (Essential)
A senior executive (or person of comparable authority) is
both responsible for and actively engaged in setting
strategy for managing information.

Level 4 (Proactive)
A senior executive (or person of comparable authority) is
responsible for and involved in setting the strategy for
managing all of the organization’s information assets.

The information manager role is recognized within the
organization, and the person in that role is responsible for
the tactical operation of the established IM Program on an
organization-wide basis. The information manager is
occasionally engaged in strategic IM initiatives with
executive management.

The organization has appointed an IG professional who
oversees the IM Program.

The IM Program is responsible for electronic and paper
records.

An IG stakeholder committee, representing all functional
areas, meets periodically to review disposition policy and
other IG-related issues.

Senior management is aware of the IM Program and its
value to the organization. The organization envisions
establishing a broader-based IG program to direct various
information-driven business processes in the organization.

The information manager is a senior officer responsible for
all tactical and strategic aspects of the IM Program, which
is an element of the IG program.

All employees receive ongoing, documented training
regarding their IM responsibilities.

Level 2 (In Development)
A senior executive (or person of comparable authority) is
aware of the need to manage information assets but is not
actively engaged in coordinating with individual
departments.
The information manager role is recognized, but the person
in that role is responsible only for tactical operation of the
IM Program, which is concerned primarily with managing
specific records rather than all information assets.
The IM Program primarily covers only paper records. The
information technology function or department is the de
facto lead for storing electronic information, and the
information manager is not involved in discussions about
electronic systems; information assets are not stored in a
systematic fashion.
Only employees with direct IM Program responsibilities
receive training about managing information assets, but
that training is limited to their program responsibilities.
Level 5 (Transformational)
The organization’s governing board and senior
management place great emphasis on the importance of
IG.
The information manager directs the IM Program and
reports to an individual at the senior level of management
(e.g. chief IG officer).
The chief IG officer and the information manager are
essential members of the organization’s governing body.
The organization’s initial goals related to accountability for
information-related business processes have been met,
and it has an established, routinized process to ensure
goals for accountability are reviewed and revised, as
needed.
All employees receive ongoing, documented training
regarding their IM responsibilities, and compliance with this
training is audited and documented regularly.

The organization has created specific goals related to
accountability for records assets and information-driven
business processes.
All employees receive training regarding their IM
responsibilities, but only during orientation.
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Transparency:

The Principle

Level 1 (Substandard)
It is difficult to obtain information about the organization, its
business, or its IM Program in a timely manner.

“An organization’s business processes and activities,
including its IG Program, shall be documented in an open
and verifiable manner, and that documentation shall be
available to all personnel and appropriate, interested
parties.”

Business and IM processes are not well-defined, and no
clear documentation regarding these processes is readily
available.
Employees are not made aware of their responsibilities for
helping ensure transparency.
The organization puts no emphasis on transparency.
The organization cannot readily accommodate requests for
information from regulators, the courts, potential business
partners, investors, buyers, or other entities.

Level 3 (Essential)
Transparency in business practices and IM is taken
seriously, and information is readily and systematically
available, when needed.
There is a written policy regarding transparency in business
operations and in IM.
Employees receive training about the importance of
transparency and the specifics of the organization’s
commitment to transparency, but only during orientation.
The organization has defined specific goals related to IG
transparency.
Business and IM processes are documented.

The organization has no controls to ensure the consistency
of information disclosure.
Level 4 (Proactive)
Transparency is an essential part of the corporate culture.
On a regular basis, the organization monitors compliance
with its transparency policy.
Documentation of business and IM processes is monitored
and updated consistently.
All employees receive ongoing, documented training about
the importance of transparency and the specifics of the
organization’s commitment to transparency.
Requests for information from regulators, the courts,
potential business partners, investors, buyers, or other
entities are managed through routinized business
processes.

The organization can accommodate most requests for
information from regulators, the courts, potential business
partners, investors, buyers, or other entities.
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Level 2 (In Development)
The organization realizes that some degree of transparency
is important in its business processes and IM Program to
meet the organization’s business or regulatory needs.
Although a limited amount of transparency exists in areas
where regulations demand it, there is no systematic or
organization-wide drive to transparency.
Only those employees with direct IM Program
responsibilities receive training related to transparency, but
that training is limited to their program responsibilities.
The organization has begun to document its business and
IM processes.

Level 5 (Transformational)
The organization’s senior management considers
transparency as a key component of IG.
Software tools are in place to help ensure transparency.
All employees receive ongoing, documented training about
the importance of transparency and the specifics of the
organization’s commitment to transparency; compliance
with this training is audited and documented regularly.
Regulators, the courts, potential business partners,
investors, buyers, or other legitimately interested parties
are consistently satisfied with the transparency of the
organization’s processes.
The organization’s initial transparency goals have been met
and it follows a routinized process to ensure its goals for
transparency are reviewed and revised, as needed.
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The Principle

Integrity:
“An IG Program shall be constructed so the information
assets generated by or managed for the organization have
a reasonable guarantee of authenticity and reliability.”

Level 1 (Substandard)
There are no systematic audits or defined processes for
showing that an information asset is authentic, i.e., the
information asset’s origin, time of creation or transmission,
and content are what they are purported to be.

Level 2 (In Development)
Some of the organization’s information assets are stored
with metadata that demonstrate their authenticity, but there
is no formal process for metadata storage or chain of
custody safeguards.

Various organization functions use haphazard methods to
demonstrate authenticity and chain of custody; the
legitimacy of those methods cannot be verified easily.

Metadata storage and chain of custody safeguards are
deemed important, but they are left to the departments to
handle in their own ways.

Level 3 (Essential)
The organization has a formal process to ensure that chain
of custody and the required levels of authenticity can be
integrated into its systems and processes.

Level 4 (Proactive)
For all systems, business applications, and records, there
is a clear definition of metadata requirements that will
ensure the authenticity of information assets.

The organization captures the appropriate metadata
elements to demonstrate compliance with its policies.
All employees receive training related to ensuring the
integrity of information assets, but only during orientation.

The organization’s metadata requirements include security,
signature, and chain of custody safeguards to demonstrate
authenticity.

The organization has specific goals related to integrity.

Metadata-related processes are an integral part of IM
practices.
All employees receive ongoing, documented training
related to ensuring the integrity of information assets.
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Only those employees with direct IM Program
responsibilities receive training related to ensuring the
integrity of information assets, but that training is limited to
their program responsibilities.
Level 5 (Transformational)
There is a formal, defined process for introducing recordgenerating systems, capturing metadata, and meeting other
authenticity requirements, including those related to chain
of custody.
Controls for ensuring the integrity of information assets are
audited regularly.
The organization’s initial goals related to integrity have
been met, and there is a routinized process to ensure goals
for integrity are reviewed and revised, as needed.
All employees receive ongoing, documented training
related to ensuring the integrity of information assets, and
their compliance with that training is audited.
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The Principle

Protection:
“An IG Program shall be constructed to ensure an
appropriate level of protection to information assets that are
private, confidential, privileged, secret, classified, essential
to business continuity, or that otherwise require protection.”

Level 1 (Substandard)
No consideration is given to the organization-wide
protection of information assets. For example, information
is not backed up, and virus protection is absent.

Level 2 (In Development)
Some protection of information assets is exercised. For
example, anti-virus protection may be in place and
information may be backed up sporadically.

Employees are not made aware of their responsibilities for
protecting information assets.

There is a written policy for select information assets
requiring protection (e.g. paper personnel records);
however, the policy does not give clear and definitive
guidelines for all information assets in all formats and on all
media.

Information assets are stored haphazardly and without
centralized access controls; if controls exist, they are
assigned by the document’s author or owner.
Protection methods, if used at all, are left to the discretion
of the divisions and departments within the organization.

Only those employees with direct IM Program
responsibilities receive training about protecting information
assets; but that training is limited to their program
responsibilities.
Protection policies do not address how to transmit
protected information assets among internal or external
stakeholders.

Level 3 (Essential)
The organization has a formal written policy for protecting
information assets, and it has centralized access controls.
For example, firewalls are in place, anti-virus software is
installed, information is backed up regularly, and the breach
response and business continuity plans are documented.
Confidentiality and privacy considerations for information
assets are well-defined throughout the organization.

Level 4 (Proactive)
The organization has implemented systems that provide for
the protection of information assets. Firewalls are in place,
ant-virus software is installed across the enterprise, there
are centralized access controls, information is backed up
routinely, and the breach response and business continuity
plans are reviewed and updated regularly.
Employees receive ongoing, documented training about
how to protect information assets.

The importance of chain of custody is defined.
Employees receive training about how to protect
information assets, but only during orientation.

Auditing of compliance and protection measures is
conducted regularly.

All information protections are in place, including antihacking tools, offsite data backups, and business continuity
and breach response plans; plans are reviewed, tested,
and updated regularly.
Employees receive ongoing, documented training about
how to protect information assets, and compliance with that
raining is audited.
Audits are conducted and results are examined regularly;
continuous improvement is a priority.

Information asset audits are conducted in regulated areas
of the business; audits in other areas may be conducted,
but they are left to the discretion of each functional area.

Incidents of inappropriate or inadvertent information asset
disclosure or loss are rare.

The organization has created specific goals related to
information asset protection.
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Access controls for information are determined by
individual content owners.
Level 5 (Transformational)
Executives, senior management, and other governing
bodies (e.g. board of directors) place great value in the
protection of information.

The organization’s initial goals related to information
protection have been met, and there is an established,
routinized process to ensure that goals for protection are
reviewed and revised, as needed.
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Compliance:

The Principle

Level 1 (Substandard)
There is no clear understanding or definition of the
information assets the organization is obligated to keep.

“An IG Program shall be constructed to comply with
applicable laws, other binding authorities, and the
organization’s policies.”

Employees are not made aware of their responsibilities for
complying with IM policies and processes.

Level 2 (In Development)
The organization has identified some of the rules and
regulations that govern its business and introduced some
compliance policies and practices; the policies are
incomplete, and there are no structured accountability
controls for compliance.

Information is not systematically managed; groups within
the organization manage information as they see fit, based
upon their own understanding of their responsibilities,
duties, and requirements.

Only those employees with direct IM Program
responsibilities receive training about the importance of
compliance with IM policies and processes, but that training
is limited to their program responsibilities.

There is no central oversight or guidance and no
consistent, defensible position on compliance.

There is an information asset hold process, but it is not
well-integrated with the organization’s IM and discovery
processes; the organization lacks full confidence in it.

There is no formally defined or generally understood policy
for imposing legal, audit, or other processes in relation to
information asset production.

Level 3 (Essential)
The organization has identified key compliance laws and
regulations.
Information creation and capture are, in most cases,
systematically carried out in accordance with IM principles.
The organization has a code of business conduct that is
integrated into its overall IG structure and policies.

The organization has significant exposure to adverse
consequences from poor compliance practices.
Level 4 (Proactive)
The organization has implemented systems to capture,
protect, and dispose of information assets in a legally
defensible manner.
Records are linked with the metadata, which are used to
demonstrate and measure compliance.
Employees receive ongoing, documented training about the
importance of compliance with IM policies and processes.

All employees receive training about the importance of
compliance with IM policies and processes, but only during
orientation.

Training and audit-related information is available for
review.

Compliance is highly valued, and it is measurable and
verifiable.

Lack of compliance is consistently remedied by defined
corrective actions.

The information hold process is integrated into the
organization’s IM and discovery processes, and it is
generally effective.

Legal, audit, and other processes that require producing
information assets are well-managed and effective, with
defined roles and repeatable processes that are integrated
into the organization’s IG Program.

The organization has created specific goals related to
compliance.

Level 5 (Transformational)
The importance of compliance in the management of
information assets is clearly recognized at the board and
senior management levels. Auditing and continuous
improvement processes are well-established and monitored
by senior management.
The roles and processes for IM are discovery are
integrated, well-developed, and effective.
All employees receive ongoing, documented training
regarding the importance of compliance with IM policies
and processes; compliance with this training is audited and
documented regularly.
The organization suffers few or no adverse consequences
related to IG and compliance failures.
The organization's goals related to compliance have been
met, and it has an established, routinized process to ensure
its goals for compliance are reviewed and revised, as
needed.

The organization is at low risk of adverse consequences
from poor IM and IG practices.

The organization’s exposure to adverse consequences
from poor IM and IG practices is reduced.
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The Principle

Availability:
“An organization shall maintain its information assets in a
manner that ensures their timely, efficient, and accurate
retrieval.”

Level 1 (Substandard)
Information assets are not readily available when needed,
and/or it is unclear whom to ask when assets need to be
produced.
It is too time-consuming to find the appropriate version of
an information asset, if it can be found at all.
Employees are not made aware of how and where to store
information assets.
The organization lacks finding aids, such as indices or
metadata, for information assets.
Legal discovery and information requests are difficult to
fulfill because it is not clear where information assets,
including specific versions of those assets, are located.

Level 3 (Essential)
There is a best practice for where and how information
assets are stored, protected, and made available.

Level 4 (Proactive)
IG policies have been clearly communicated to all
employees and other parties.

There are clearly defined policies for handling information
assets.

All employees receive ongoing, documented training about
how and where to store information.

Information asset retrieval mechanisms are consistent and
effective.

There are clear guidelines and an inventory that identify
and define information assets and systems, so information
assets are consistently and readily available, when needed.

All employees receive training about how and where to
store information, but only during orientation.
Most of the time, it is easy to determine where to find the
authentic, final version of any information asset.

Appropriate systems and controls are in place for discovery
and other requests for information assets, including the use
of automation for consistent processing of requests.

Level 2 (In Development)
Information retrieval mechanisms have been implemented
in some areas of the organization.
In those areas with information asset retrieval mechanisms,
it is possible to distinguish among official records,
duplicates, and other items.
There are some policies on where and how to store official
records and other information assets, but a best practice is
not imposed across the organization.
Only those employees with direct IM Program
responsibilities receive training about how and where to
store information assets, but that training is limited to their
program responsibilities.
Responding to legal discovery and information asset
requests is complicated and costly due to the inconsistent
treatment of information.
Level 5 (Transformational)
The senior management and board provide support to
continually upgrade processes that affect information asset
availability.
All employees receive ongoing, documented training about
how and where to store information, and they are audited
for compliance regularly.
There is a measurable return on investment because of the
availability of information assets.
The organization’s goals for information asset availability
have been met, and there is an established, routinized
process to ensure that these goals are reviewed and
revised, as needed.

Discovery and information asset request processes are
well-defined and systematic.
Systems and infrastructure contribute to the availability of
information assets.
The organization has created specific goals related to the
availability of information assets.
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Retention:

The Principle

Level 1 (Substandard)
There is no current, documented records retention
schedule or policy.

“An organization shall maintain its information assets for an
appropriate amount of time, taking into account its legal,
regulatory, fiscal, operational, and historical requirements.”

Rules and regulations defining retention are not identified
or centralized; retention guidelines are haphazard, at best.
In the absence of retention schedules and policies,
employees either keep everything or dispose of information
assets based on their own business needs, rather than on
organizational needs.

Level 2 (In Development)
A records retention schedule and policies are available, but
they do not encompass all information assets, have not
undergone an official review, and are not well-known
throughout the organization.
Only those employees with direct IM Program
responsibilities receive training about the requirements for
keeping or disposing of the information assets they create
and receive, but only as the requirements relate to their
program responsibilities.
The records retention schedule and polices are not updated
or maintained regularly.
The litigation hold process is in place, but it may not be
monitored to ensure its effectiveness so relevant
information may be missed.
Educational materials and training activities related to
retention policies are not available.

Level 3 (Essential)
The organization has instituted a policy for the retention of
information assets; a formal records retention schedule that
is tied to rules and regulations is consistently applied
throughout the organization.
All employees receive training about the requirements for
keeping or disposing of the information assets they create
and receive, but only during orientation.

The litigation hold process is in place and compliance is
monitored.

Level 4 (Proactive)
Employees understand how to classify records and other
information assets appropriately.
All employees receive ongoing, documented training about
the requirements for keeping or disposing of the information
assets they create and receive.
Records retention schedules are reviewed on a regular
basis and there is a process to adjust retention schedules,
as needed.
The appropriate retention of information assets is a major
organizational objective.

The organization has created specific goals related to
information asset retention.

Level 5 (Transformational)
The appropriate retention of information assets is an
important consideration at the senior management and
board levels.
All employees receive ongoing, documented training about
the requirements for keeping or disposing of the information
assets they create and receive, and compliance with this
training is audited and documented regularly.
Retention is applied to all information assets in an
organization and is not limited to official records only.
Information assets are consistently retained for the
appropriate periods, per retention schedules.
The litigation hold process is in place, routinely monitored,
and actively reminds employees of requirements
throughout the litigation action.
The organization’s information asset retention goals have
been met, and there is an established, routinized process
to ensure goals are reviewed and revised, as needed.
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The Principle

Disposition:
“An organization shall provide secure and appropriate
disposition for information assets no longer required to be
maintained, in compliance with applicable laws and the
organization’s policies.”

Level 1 (Substandard)
There are no processes or there is no documentation of
processes for transferring or disposing of information
assets.

Level 2 (In Development)
Preliminary guidelines for the disposition of information
assets are established.

Employees are not made aware of their information
disposition responsibilities.

There is a realization of the importance of consistently
suspending the disposition of information assets, when
required.

A process for suspending the disposition of information
assets in the event of investigation or litigation is nonexistent or applied inconsistently throughout the
organization.

Only those employees with IM Program responsibilities
receive training about their information disposition
responsibilities, but that training is limited to their program
responsibilities.

Level 3 (Essential)
Official policy and procedures for the disposition of
information assets have been developed.

Level 4 (Proactive)
All employees receive documented, ongoing training about
their information disposition responsibilities.

The disposition of information assets is not audited or
enforced.
Level 5 (Transformational)
The information asset disposition process covers all
information assets, regardless of media or format.

Official policy and procedures for suspending the
disposition of information assets have been developed.

Information asset disposition procedures are applied
consistently throughout the organization.

Although policies and procedures for the disposition of
information assets exist, they may not be standardized
throughout the organization.

The process for suspending the disposition of information
assets is defined, understood, and used consistently
throughout the organization.

All employees receive training about their information
disposition responsibilities, but only during orientation.

Information assets are disposed of in a manner appropriate
to the assets’ content, media, and format in accordance
with retention policies.

The organization has created specific goals related to the
disposition of information assets.

Information asset disposition is assisted by technology and
is integrated into all applicable data applications,
repositories, and systems.
All employees receive documented, ongoing training about
their information disposition responsibilities, and
compliance with this training is audited and documented
regularly.
Information asset disposition processes are applied
consistently and effectively.
Processes for information asset disposition are regularly
evaluated and updated to account for operational changes.
The organization's information asset disposition goals have
been met and it has an established, routinized process to
ensure goals are reviewed and revised, as needed.
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Appendix 4: IG Maturity Model Benchmarking Results
Note: The information in this appendix was excerpted from Section 11.3 and Appendix 6 in the
IM Assessment Report.
Ergo assessed the City’s RIM Program and its IM practices using the IG Maturity Model and
assigned a current benchmarking rating for each Principle. This assessment is based on our
understanding of the City’s current RIM Program and its IM practices as obtained from the
documentation/data review, the surveys, and consultations with many stakeholders.
Figure 12 provides the high-level results of our benchmarking (i.e. our maturity assessment and
proposed target level for each Principle). As summarized in Figure 12, the City scored a 1.875
average maturity score out of 5 across the eight Principles.
Ergo proposed a Level 3 target level for each Principle because that is the minimum target level
for all organizations. At the IM Strategy Workshop, the IG Committee decided that the City
should aim to attain Level 3 (Essential) in all Principles® within 5 years and conduct a progress
review in Year 4 of the IM Strategy’s implementation to determine the City’s future goal (i.e. aim
to attain Level 4 (Proactive) in all Principles® within a period of time to be determined or aim to
attain Level 4 in selected, prioritized Principles® within a period of time to be determined).
Figure 12 – The Principles Benchmarking Ratings
Definition27

Principle

Accountability

Transparency

Integrity

27

“A senior executive (or a person of comparable authority)
shall oversee the information governance program and
delegate responsibility for information management to
appropriate individuals.”
“An organization’s business processes and activities,
including its information governance program, shall be
documented in an open and verifiable manner, and that
documentation shall be available to all personnel and
appropriate, interested parties.”
“An information governance program shall be constructed so
the information assets generated by or managed for the
organization have a reasonable guarantee of authenticity and
reliability.”

City’s
Current
Level
2

Proposed
Target
Level
3

2

3

1.75

3

http://c.ymcdn.com/sites/www.arma.org/resource/resmgr/files/Learn/2017_Generally_Accepted_Reco.pdf
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Definition27

Principle

Protection

Compliance

Availability

Retention

Disposition

“An information governance program shall be constructed to
ensure an appropriate level of protection to information
assets that are private, confidential, privileged, secret,
classified, essential to business continuity, or that otherwise
require protection.”
“An information governance program shall be constructed to
comply with applicable laws, other binding authorities, and
the organization’s policies.”
“An organization shall maintain its information assets in a
manner that ensures their timely, efficient, and accurate
retrieval.”
“An organization shall maintain its information assets for an
appropriate amount of time, taking into account its legal,
regulatory, fiscal, operational, and historical requirements.”
“An organization shall provide secure and appropriate
disposition of information assets no longer required to be
maintained, in compliance with applicable laws and the
organization’s policies.”

City’s
Current
Level
2

Proposed
Target
Level
3

2

3

1.5

3

1.75

3

2

3

The above ratings are illustrative, but should not overly alarm the City. These scores should be
considered opportunities to target and prioritize key areas for improvement. Indeed, many
organizations with which we have worked started with comparable scores and are either
working toward or have succeeded in attaining the Level 3 targets.
Figure 13 provides the details of our rationale for each benchmarking rating in Figure 12 above.
Note: Because the City is not at Level 4 (Proactive) or Level 5 (Transformational), those levels
are not included in Figure 13. See Appendix 3 for the verbatim requirements for those levels.
Notes:
1. References in the Maturity Model to ‘information management’ were abbreviated as ‘IM’.
2. References in the Maturity Model to ‘information management program’ were abbreviated as ‘IM
Program’.
3. References in the Maturity Model to ‘information governance program’ were abbreviated as ‘IG
Program’.
4. References in the Maturity Model to ‘information governance’ were abbreviated as ‘IG’.
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Figure 13 – Benchmarking Using the Information Governance Maturity Model
Accountability: “A senior executive (or a person of comparable authority) shall oversee the IG Program
and delegate responsibility for IM to appropriate individuals.”
Level 1 (Substandard)
No senior executive (or person of
comparable authority) is aware of the
need to manage records or other
information assets.
The information manager role is largely
non-existent, or it is an administrative or
clerical role distributed among general
staff.
Employees are not made aware of their
responsibilities for managing the
information assets they create or receive.
Information assets are managed
inconsistently or not at all.

Level 2 (In Development)
A senior executive (or person of
comparable authority) is aware of the
need to manage information assets but is
not actively engaged in coordinating with
individual departments.
The information manager role is
recognized, but the person in that role is
responsible only for tactical operation of
the IM Program, which is concerned
primarily with managing specific records
rather than all information assets.
The IM Program primarily covers only
paper records. The information
technology function or department is the
de facto lead for storing electronic
information, and the information manager
is not involved in discussions about
electronic systems; information assets
are not stored in a systematic fashion.
Only employees with direct IM Program
responsibilities receive training about
managing information assets, but that
training is limited to their program
responsibilities.

Level 3 (Essential)
A senior executive (or person of
comparable authority) is both responsible
for and actively engaged in setting
strategy for managing information.
The information manager role is
recognized within the organization, and
the person in that role is responsible for
the tactical operation of the established
IM Program on an organization-wide
basis. The information manager is
occasionally engaged in strategic IM
initiatives with executive management.
The IM Program is responsible for
electronic and paper records.
Senior management is aware of the IM
Program and its value to the
organization. The organization envisions
establishing a broader-based IG program
to direct various information-driven
business processes in the organization.
The organization has created specific
goals related to accountability for records
assets and information-driven business
processes.
All employees receive training regarding
their IM responsibilities, but only during
orientation.

City’s rating:

Level 2

Rationale:
• BLT is aware of the need to manage records or other information assets.
• Two senior executives (City Clerk and Director of IT Services) are responsible for and actively
engaged in setting strategy for managing information.
• City Clerk oversees the IM Program.
• IM Program responsibility delegated to Manager, Records and Information who is responsible for
the tactical, organization-wide IM Program. The Manager is occasionally engaged in strategic IM
initiatives with executive management.
• The City envisions establishing a broader-based IG Program to direct various information-driven
business processes in the organization.
• Some employees have been trained regarding their IM responsibilities, but training is voluntary and
very little training is provided during new employee orientation.
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Transparency: “An organization’s business processes and activities, including its IG Program, shall be
documented in an open and verifiable manner, and that documentation shall be available to all personnel
and appropriate, interested parties.”
Level 1 (Substandard)
It is difficult to obtain information about
the organization, its business, or its IM
Program in a timely manner.
Business and IM processes are not welldefined, and no clear documentation
regarding these processes is readily
available.
Employees are not made aware of their
responsibilities for helping ensure
transparency.
The organization puts no emphasis on
transparency.
The organization cannot readily
accommodate requests for information
from regulators, the courts, potential
business partners, investors, buyers, or
other entities.

Level 2 (In Development)
The organization realizes that some
degree of transparency is important in its
business processes and IM Program to
meet the organization’s business or
regulatory needs.
Although a limited amount of
transparency exists in areas where
regulations demand it, there is no
systematic or organization-wide drive to
transparency.
Only those employees with direct IM
Program responsibilities receive training
related to transparency, but that training
is limited to their program responsibilities.
The organization has begun to document
its business and IM processes.

There is a written policy regarding
transparency in business operations and
in IM.
Employees receive training about the
importance of transparency and the
specifics of the organization’s
commitment to transparency, but only
during orientation.
The organization has defined specific
goals related to IG transparency.
Business and IM processes are
documented.
The organization can accommodate most
requests for information from regulators,
the courts, potential business partners,
investors, buyers, or other entities.

The organization has no controls to
ensure the consistency of information
disclosure.

City’s rating:

Level 3 (Essential)
Transparency in business practices and
IM is taken seriously, and information is
readily and systematically available,
when needed.

Level 2

Rationale:
• The City has documented some of its business processes and some of its IM processes.
• No written policy regarding transparency in business operations and in IM.
• Ad hoc (if any) training about the importance of transparency.
• The City can accommodate most requests for information from regulators, the courts, the public
and others under MFIPPA, or other entities.
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Integrity: “An IG Program shall be constructed so the information assets generated by or managed for
the organization have a reasonable guarantee of authenticity and reliability.”
Level 1 (Substandard)
There are no systematic audits or defined
processes for showing that an
information asset is authentic, i.e., the
information asset’s origin, time of
creation or transmission, and content are
what they are purported to be.
Various organization functions use
haphazard methods to demonstrate
authenticity and chain of custody; the
legitimacy of those methods cannot be
verified easily.

City’s rating:

Level 2 (In Development)
Some of the organization’s information
assets are stored with metadata that
demonstrate their authenticity, but there
is no formal process for metadata
storage or chain of custody safeguards.

Level 3 (Essential)
The organization has a formal process to
ensure that chain of custody and the
required levels of authenticity can be
integrated into its systems and
processes.

Metadata storage and chain of custody
safeguards are deemed important, but
they are left to the departments to handle
in their own ways.

The organization captures the
appropriate metadata elements to
demonstrate compliance with its policies.
All employees receive training related to
ensuring the integrity of information
assets, but only during orientation.

Only those employees with direct IM
Program responsibilities receive training
related to ensuring the integrity of
information assets, but that training is
limited to their program responsibilities.

The organization has specific goals
related to integrity.

Level 1.75

Rationale:
• No systematic audits or defined processes for showing the authenticity of information assets.
• Legitimacy of methods to demonstrate the authenticity of information assets and chain of custody
cannot be verified easily.
• Some of the City’s information assets are stored with metadata (e.g. GIS data) and there are
(formal) processes for metadata storage for those information assets.
• Very few formalized QA/QC methods for any of the City’s data assets.
• No specific City goals related to integrity.
• A hybrid physical and electronic records environment in which it is often time-consuming and
challenging to assemble the single source of truth for a project, decision, etc.
• Lack of systematic audits to ensure authenticity and reliability inevitably has a negative impact on
the quality of the City’s archives.
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Protection: “An IG Program shall be constructed to ensure an appropriate level of protection to
information assets that are private, confidential, privileged, secret, classified, essential to business
continuity, or that otherwise require protection.”
Level 1 (Substandard)
No consideration is given to the
organization-wide protection of
information assets. For example,
information is not backed up, and virus
protection is absent.

Level 2 (In Development)
Some protection of information assets is
exercised. For example, anti-virus
protection may be in place and
information may be backed up
sporadically.

Employees are not made aware of their
responsibilities for protecting information
assets.

There is a written policy for select
information assets requiring protection
(e.g. paper personnel records); however,
the policy does not give clear and
definitive guidelines for all information
assets in all formats and on all media.

Information assets are stored
haphazardly and without centralized
access controls; if controls exist, they are
assigned by the document’s author or
owner.
Protection methods, if used at all, are left
to the discretion of the divisions and
departments within the organization.

Only those employees with direct IM
Program responsibilities receive training
about protecting information assets; but
that training is limited to their program
responsibilities.
Protection policies do not address how to
transmit protected information assets
among internal or external stakeholders.
Access controls for information are
determined by individual content owners.

Level 3 (Essential)
The organization has a formal written
policy for protecting information assets,
and has centralized access controls. For
example, firewalls are in place, anti-virus
software is installed, information is
backed up regularly, and breach
response and business continuity plans
are documented.
Confidentiality and privacy considerations
for information assets are well-defined
throughout the organization.
The importance of chain of custody is
defined.
Employees receive training about how to
protect information assets, but only
during orientation.
Information asset audits are conducted in
regulated areas of the business; audits in
other areas may be conducted, but they
are left to the discretion of each
functional area.
The organization has created specific
goals related to information asset
protection.

City’s rating:

Level 2

Rationale:
• Electronic records on the network: there is a written policy (Information Technology Security
Policy) for protecting information assets and there are centralized access controls.
• Physical records: there is a written policy (Protection of Privacy and Confidentiality of Information
Policy)28 but no centralized access controls except for inactive records stored off-site.
• Privacy training is mandatory for all employees, Councillors, and volunteers who handle personal
information; however, attendance at the Access to Information and Privacy course is voluntary.
• Levels of information sensitivity (a very basic information security classification) in the RRS are
not well known or consistently applied, and don’t apply to structured systems which are excluded.
• City has suitable firewalls and anti-virus protection, and information is backed up regularly.
• Privacy breach response plan and an IT-specific breach response plan are not documented.
• The business continuity plan does not include records.
• Archival material not under physical or intellectual control is at risk of loss or damage.

28

The policy also covers electronically stored information.
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Compliance: “An IG Program shall be constructed to comply with applicable laws, other binding
authorities, and the organization’s policies.”
Level 1 (Substandard)
There is no clear understanding or
definition of the information assets the
organization is obligated to keep.
Employees are not made aware of their
responsibilities for complying with IM
policies and processes.

Level 2 (In Development)
The organization has identified some of
the rules and regulations that govern its
business and introduced some
compliance policies and practices; the
policies are incomplete, and there are no
structured accountability controls for
compliance.

Information is not systematically
managed; groups within the organization
manage information as they see fit,
based upon their own understanding of
their responsibilities, duties, and
requirements.

Only those employees with direct IM
Program responsibilities receive training
about the importance of compliance with
IM policies and processes, but that
training is limited to their program
responsibilities.

There is no central oversight or guidance
and no consistent, defensible position on
compliance.

There is an information asset hold
process, but it is not well-integrated with
the organization’s IM and discovery
processes; the organization lacks full
confidence in it.

There is no formally defined or generally
understood policy for imposing legal,
audit, or other processes in relation to
information asset production.
The organization has significant
exposure to adverse consequences from
poor compliance practices.

Level 3 (Essential)
The organization has identified key
compliance laws and regulations.
Information creation and capture are, in
most cases, systematically carried out in
accordance with IM principles.
The organization has a code of business
conduct that is integrated into its overall
IG structure and policies.
All employees receive training about the
importance of compliance with IM
policies and processes, but only during
orientation.
Compliance is highly valued, and it is
measurable and verifiable.
The information hold process is
integrated into the organization’s IM and
discovery processes, and it is generally
effective.
The organization has created specific
goals related to compliance.
The organization’s exposure to adverse
consequences from poor IM and IG
practices is reduced.

City’s rating:

Level 2

Rationale:
• The RRS defines the information assets the City is obligated to keep but RRS awareness and
use are limited (and structured systems are excluded from the RRS).
• Information is not systematically managed; groups within the City manage information as they
see fit, based upon their own understanding of their responsibilities, duties, and requirements.
• There is no formally defined or generally understood policy for imposing legal, audit, or other
processes in relation to information asset production.
• The City has a code of business conduct.
• Compliance is not measurable or verifiable.
• The City has some exposure to adverse consequences from poor compliance practices.
• RIM Program training addresses the importance of compliance with IM policies and processes
(where existing), but the completion of training is voluntary and very limited IM training is provided
during new employee orientation.
• More systematic control and management of some paper records, as compared to electronic
records for which control and management is ad hoc.
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Availability: “An organization shall maintain its information assets in a manner that ensures their timely,
efficient, and accurate retrieval.”
Level 1 (Substandard)
Information assets are not readily
available when needed, and/or it is
unclear whom to ask when assets need
to be produced.
It is too time-consuming to find the
appropriate version of an information
asset, if it can be found at all.
Employees are not made aware of how
and where to store information assets.
The organization lacks finding aids, such
as indices or metadata, for information
assets.
Legal discovery and information requests
are difficult to fulfill because it is not clear
where information assets, including
specific versions of those assets, are
located.

Level 2 (In Development)
Information retrieval mechanisms have
been implemented in some areas of the
organization.

Level 3 (Essential)
There is a best practice for where and
how information assets are stored,
protected, and made available.

In those areas with information asset
retrieval mechanisms, it is possible to
distinguish among official records,
duplicates, and other items.

There are clearly defined policies for
handling information assets.

There are some policies on where and
how to store official records and other
information assets, but a best practice is
not imposed across the organization.
Only those employees with direct IM
Program responsibilities receive training
about how and where to store information
assets, but that training is limited to their
program responsibilities.
Responding to legal discovery and
information asset requests is complicated
and costly due to the inconsistent
treatment of information.

Information asset retrieval mechanisms
are consistent and effective.
All employees receive training about how
and where to store information, but only
during orientation.
Most of the time, it is easy to determine
where to find the authentic, final version
of any information asset.
Discovery and information asset request
processes are well-defined and
systematic.
Systems and infrastructure contribute to
the availability of information assets.
The organization has created specific
goals related to the availability of
information assets.

City’s rating:

Level 1.5

Rationale:
• Information retrieval mechanisms have been implemented in some areas of the City.
• Some information assets are not readily available when needed, and/or it is unclear whom to ask
when assets need to be produced. It can be time-consuming to find the appropriate version of an
information asset, if it can be found at all.
• Not all employees are made aware of how and where to store information assets, including
archival records.
• There is a lack of finding aids for many information assets.
• Responding to legal discovery and information asset requests is occasionally complicated and
costly due to the inconsistent treatment of information; consequently, it is not always clear where
information resides, many repositories must often be searched, and there is considerable
duplication.
• It is not always possible to distinguish between official records and duplicates.
• RIM Program training includes some consideration of where to store information assets; however,
training attendance is voluntary and very limited RIM Program training is provided during new
employee orientation.
• Frequent challenges to timely, efficient retrieval of information.
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Retention: “An organization shall maintain its information assets for an appropriate amount of time,
taking into account its legal, regulatory, fiscal, operational, and historical requirements.”
Level 1 (Substandard)
There is no current, documented records
retention schedule or policy.
Rules and regulations defining retention
are not identified or centralized; retention
guidelines are haphazard, at best.
In the absence of retention schedules
and policies, employees either keep
everything or dispose of information
assets based on their own business
needs, rather than on organizational
needs.

Level 2 (In Development)
A records retention schedule and policies
are available, but they do not encompass
all information assets, have not
undergone an official review, and are not
well-known throughout the organization.
Only those employees with direct IM
Program responsibilities receive training
about the requirements for keeping or
disposing of the information assets they
create and receive, but only as the
requirements relate to their program
responsibilities.
The records retention schedule and
polices are not updated or maintained
regularly.
The litigation hold process is in place, but
it may not be monitored to ensure its
effectiveness so relevant information may
be missed.

Level 3 (Essential)
The organization has instituted a policy
for the retention of information assets; a
formal records retention schedule that is
tied to rules and regulations is
consistently applied throughout the
organization.
All employees receive training about the
requirements for keeping or disposing of
the information assets they create and
receive, but only during orientation.

The litigation hold process is in place and
compliance is monitored.
The organization has created specific
goals related to information asset
retention.

Educational materials and training
activities related to retention policies are
not available.

City’s rating:

Level 1.75

Rationale:
• RRS has been documented; however, it needs to be reviewed and updated to ensure it remains
current (it was last revised in January 2015). Note: At the March 26th IG Committee at which the
IG Assessment Report was reviewed, the Manager of Records and Information advised that a
RRS revision is planned for 2019.
• RRS does not include structured data, a significant volume of the City’s information assets.
• RRS not used consistently throughout the City.
• RIM Program training addresses the retention of records; however, training attendance is
voluntary and very little IM training is provided during new employee orientation.
• The litigation (legal) hold process is informal and not monitored to ensure its effectiveness so
relevant information may be missed.
• Some educational materials and training activities related to records retention are available.
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Disposition: “An organization shall provide secure and appropriate disposition for information assets no
longer required to be maintained, in compliance with applicable laws and the organization’s policies.”
Level 1 (Substandard)
There are no processes or there is no
documentation of processes for
transferring or disposing of information
assets.

Level 2 (In Development)
Preliminary guidelines for the disposition
of information assets are established.

Employees are not made aware of their
information disposition responsibilities.

There is a realization of the importance
of consistently suspending the
disposition of information assets, when
required.

A process for suspending the disposition
of information assets in the event of
investigation or litigation is non-existent
or applied inconsistently throughout the
organization.

Only those employees with IM Program
responsibilities receive training about
their information disposition
responsibilities, but that training is limited
to their program responsibilities.
The disposition of information assets is
not audited or enforced.

Level 3 (Essential)
Official policy and procedures for the
disposition of information assets have
been developed.
Official policy and procedures for
suspending the disposition of information
assets have been developed.
Although policies and procedures for the
disposition of information assets exist,
they may not be standardized throughout
the organization.
All employees receive training about their
information disposition responsibilities,
but only during orientation.
The organization has created specific
goals related to the disposition of
information assets.

City’s rating:

Level 2

Rationale:
• Documented processes exist to guide the transfer and disposition of physical records.
• RIM Program training addresses information disposition responsibilities; however, training
attendance is voluntary and very limited information disposition information is provided during
new employee orientation.
• There is an informal process for suspending the disposition of information assets (excluding
structured data) in the event of investigation or litigation.
• The disposition of information assets is not audited or enforced.
• The disposition of structured data assets has almost universally not been implemented.
• Disposition of electronic records (including e-mail) is mostly ad hoc and undocumented.
• Nothing in the RRS is designated “archival.”
• Identification of records to be disposed of by transfer to the City Archives is not made by a
professionally trained Archivist.
• The so-called ‘permanent’ records are not placed under archival control within an archival
system.
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Appendix 5: Version Control Log
Figure 14 provides the history of the drafting and finalization of the IM Strategy.
Figure 14 – Version Control Log
Date
May 10, 2019
June 13, 2019

Description
Draft strategy submitted to the IG
Committee
Final strategy submitted to the IG
Committee reflecting revisions arising
from the May 27 IG Committee meeting
at which the draft IM Strategy was
reviewed
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WHAT IS INFORMATION?
Information includes everything from a single piece
of data to the most complex research and policy
documents.
It is generated from many sources and resides in
multiple different formats (e.g. paper, databases,
web content, email, word documents, CAD
drawings, photos, spreadsheets, and geospatial
data).
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1

WHY IS INFORMATION MANAGEMENT (IM)
IMPORTANT?
IM allows us to capture the full potential value of our information assets by making the right
information available to the right person, in the right format and at the right time.
It also includes the management of other information functions, such as technology, security and
metadata management.
Information Lifecycle
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2

EVALUATING THE CITY’S INFORMATION MATURITY
Report Card

 Ergo Information Management Consulting Inc.
retained 2018-2019

 Information Governance Maturity Assessment
 City’s average score of 1.875 out of 5
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Principle

City’s Grade
(out of 5)

Accountability

2

Transparency

2

Integrity

1.75

Protection

2

Compliance

2

Availability

1.5

Retention

1.75

Disposition

2

3

WHY THE NEED FOR CHANGE?
Concern

Results In

Independent and overlapping silos/systems
of information

Limits collaboration, creates duplication and
inability to confirm accuracy of information

Ad hoc practices, lack of consistency on
where information is saved and how
(folder and file name, email)

Time spent searching through drives to find the
source of truth, if it can be found at all

Information not managed through its
lifecycle, poor adoption of the records
retention schedule

Transitory records being kept, corporate
records not available, challenges responding to
access requests and creating legal risks

Exclusion of structured data from lifecycle
policies, lack of best practices to structured
data

Poor quality assurance, reduced reporting
abilities, limiting customer service

Lack of clearly defined roles and
responsibilities

Ambiguity for who is accountable for
information, how it is created, edited, used and
managed
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BENEFITS A STRATEGY BRINGS
 Improves the maturity of information in the City and sets out the goals, plan and
success measures

 Addresses the concerns and needs of making information more available, more
trustworthy, more secure and easier to manage.

 Ensures clarity that we all have a role in managing our information.
 Addresses the affect digital transformation and reliance on remote-working has had
on managing electronic information.

 Focuses on master sources of data, integration, mobile-driven and digitization needs.
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VISION

City information is reliable, available,
managed and protected, driving
effective decision-making and service
delivery.
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GOALS

Establish
information
governance

Improve the
availability
of
information

Enhance
information
protection
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Simplify
information
management

7

• To be the trusted steward of the public’s

ESTABLISH
INFORMATION
GOVERNANCE

information, we must be able to demonstrate we
have appropriate IM governance models in place.

• By identifying who is responsible for each
information source we introduce accountability for
IM and help ensure the information is kept accurate
and up-to-date.

• Fostering a culture of IM ensures we share our
knowledge and put it to work in new and innovative
ways.
146
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2021 Action Plan
Engage Council and Leadership in determining
the value of making information open to the
public as a trusted asset
Strengthen the IM policy framework with a
focus on enterprise information management
practices and security
Develop a culture of information sharing,
subject to overriding privacy, confidentiality
and security considerations, to foster
collaboration
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SUCCESS MEASURES
↑ Awareness of information and
record-keeping principles
↑ Number of datasets available
to the public
↑ Content catalogued in the
Open Data portal
↑ Usage of Access Shared folders
and collaboration

9

• The City generates and collects vast amounts of

ENHANCE
INFORMATION
PROTECTION

information. Some of this is highly sensitive, personal or
irreplaceable.

• Protecting information from unauthorized access, use,
disclosure, modification and destruction is critical. It also
helps to reduce risk and to ensure our information assets
are available for business continuity, especially in
emergencies and times of crisis.
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2021 Action Plan
Enhance training in information security and
privacy
Ensure that appropriate privacy and
security controls are considered during
procurement of new information systems
(i.e. privacy impact assessments)
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SUCCESS MEASURES
↑ Number of staff trained in
information security and privacy
practices
↓ Number of privacy and security
breaches

11

• As custodians of the public’s information, we must seek

IMPROVE THE
AVAILABILITY OF
INFORMATION

opportunities to make it more available to the public. We
should provide as much access to information as possible
subject to any overriding privacy, confidentiality and
security considerations.

• For information to be trustworthy it must be up-to-date,
authoritative, authentic, reliable and usable for as long as
it is required.
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SUCCESS MEASURES

2021 Action Plan

↑ Percentage of staff who trust the
information they access is accurate
and up-to-date
↑ Corporate system integration
and data management

Ensure that digital transformation is
accompanied by creation, quality and
maintenance standards
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• The amount of information the City collects and

SIMPLIFY
INFORMATION
MANAGEMENT

retains is increasing exponentially. Email contributes
significantly to this growth and presents challenges
for good IM.

• Systems, processes, resources and technology must
be geared to making IM easier for staff.

• Simpler IM tools and processes will help foster a
culture of IM that ensures we get the most from our
information assets.
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2021 Action Plan

SUCCESS MEASURES

Develop and implement an IM awareness
plan, including mandatory training to
improve competencies
Improve the information lifecycle (creation,
capture, declaration, classification, search
and retrieval, storage and security,
retention and disposition)

↑ Participation in information
management and privacy training
↑ Compliance with retention
schedule
↓ Liability and risk of spoliation in
litigation
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THANK YOU
Questions or comments to corporaterecords@burlington.ca
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Appendix C to CL-13-21

Practical Tips on Managing Information

Need assistance? Contact corporaterecords@burlington.ca
For more information go to 360.burlington.ca
Information is one of the City’s most valuable assets. Like the work that goes into
ensuring other City assets are safe and in good condition, the City of Burlington has
legislative requirements in the Municipal Act and the Municipal Freedom of
Information and Protection of Privacy Act (MFIPPA) to maintain the information we
collect, create or handle. We call this practice, information management (IM).

Developing consistent and uniform information management habits across the
organization is critical in helping the City of Burlington to:
 find information quickly and easily
 leverage and analyze information that is timely and relevant
 reduce duplication
 protect the personal information of our customers
 protect the City’s reputation.

Records Retention Schedule
A records retention schedule is a policy
that defines how long corporate
records must be kept based on legal,
legislative, industry and operations
requirements. It indicates how the
record should be disposed of at the
end of its lifecycle. The City’s Records
Retention Schedule was approved by
By-law 5-2015. It is available on 360.

Corporate Repositories
When information is not managed through
its lifecycle, the volume of information
increases, , there’s duplication and
confirming accuracy is difficult. This results in
increased search time to find the source of
truth. The quality of the information may be
poor, which limits customer service, access
requests and can cause legal issues.
A corporate repository is a City approved
storage location, and can include network
drives, enterprise systems and Image Site.
The City has network drives in place to
provide storage for electronic documents
and files.

What is information?
The City uses the ARMA definition of information. “Any content (unstructured
electronic records, physical records, video, voicemail messages, text and instant
messages, website, intranet and social media content) and data (structured in a
database or in the Cloud”.

S:\1 TEMPORARY: Use for documents and
files that are temporary or to share
internally, contents will be deleted every
60 days. Can be deleted, changed or read
by every city employee

What is a record?
The City uses the MFIPPA definition of record. “Any record however recorded,
whether in printed form, on film, by electronic means, or otherwise”. Records can
be corporate or transitory in nature.

S:\ Best used for sharing files between
departments or across the organization

Corporate records refer to records that provide evidence of a business

T:\Dept\: Best used for sharing files within
your department, storing active files for
departmental initiatives and projects,
storing closed/inactive files when a project
or service is complete.

Transitory records refer to records that have a short-term or temporary

usefulness and should be deleted when they are no longer needed. You do not
need to document the destruction of transitory records.

H:\ Best used for storing your own
personal/sensitive employee information –
e.g. your resume, headshot, career
development plans. Not to be used to
store corporate records.

Use the “Keep It or Pitch It” tool on 360 to follow steps to manage your
information.

Your PC and laptop hard drives are not
backed up. Saving records to these places
risks corporate knowledge loss and failure.

decision and are necessary for legal, financial, operational, historical or archival
requirements. These records should be retained and disposed of according to the
City of Burlington Records Retention Bylaw.
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Practical Tips on Privacy Protection

Need assistance? Contact access&privacy@burlington.ca
For more information go to 360.burlington.ca
Email Management

Naming Conventions

Used properly, email can be an invaluable communication tool, but when it
starts to pile up, it can be the cause of disorganization, stress and anxiety. To
help combat email overload, it’s important to remember we all have a role to
play in curbing the explosion of unwanted email.

Effective management of
electronic records begins with
accurate file names. Benefits of
consistent file and folder naming
are:

Consider email etiquette and ask yourself “is an email needed?”
 Don’t “reply all” – it adds unnecessary volume, avoid “thank you”
emails
 Refrain from cc’ing others “just in case”, talk to your colleagues about
the types of messages they want to be copied on
 For quick messages that don’t need to be retained, consider picking up
the phone instead
 Ensure the subject line is clear and concise and keep it professional and
avoid opinions, judgements or personal feelings

Emails are records too – who own’s the email?
Emails and their attachments may be corporate records if they are made or
received in connection with City business. When an email is a transitory record it
can be deleted when no longer of use.
Whether corporate or transitory, email records can be disclosed in response to a
freedom of information (FOI) request. This means your emails could be shared with
the public, published by the media or presented as evidence in court.
When an email is a corporate record, it should be stored in PDF format on a
network drive so its protected from loss and its available when needed. To clarify
who’s responsible for saving email records:



Files are easily distinguished
one from another



File names are easier to
browse



Retrieval is facilitated for all
users (not just the file’s
creator)

The City has naming conventions
guidelines on 360.

Inactive Records & Archives
If records are no longer actively
being used, you can transfer them
off-site by completing the Inactive
Storage Service Request and
Transmittal sheet on 360. If you
need records to be returned a
weekly order is placed on
Wednesdays. Note: Staff can
accommodate next day delivery
requests for Urgent FOI or legal
discovery requests.



Sender - when email messages are exchanged within the City, the person
who initiated the correspondence is responsible for classifying and filing it.



Recipient – when an individual receives an email from outside of their
institution, the recipient is responsible for its classification.



Group - where a group of people work together on a project, committee,
The City of Burlington has a small
task force, etc., assign the responsibility for managing all email messages of archive collection that focuses on
the group to one individual. Or the group may decide to set up a shared
the history of the City as a
folder into which all members may file emails related to the project,
corporation and its predecessor
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committee, etc.
municipalities.

Keeping records longer than necessary is
costly to the City and complicates the
City’s compliance with MFIPPA. Records
must be disposed of (i.e. destroyed or
transferred to the archives) once the
retention period in the Retention
Schedule has expired.
To destroy corporate records that have
met retention, a Certificate of
Destruction form must be authorized by
the departmental Director. Use the
Certificate of Destruction form on 360.
Where records pertain to an ongoing or
reasonably foreseeable legal action or
other investigation, you may be
approached by Legal staff to keep the
records under the Legal Holds process.
For steps to follow, use the Legal Holds
process on 360.
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SUBJECT: Information Management Policy
TO:

Corporate Services, Strategy, Risk & Accountability Cttee.

FROM:

Office of the City Clerk

Report Number: CL-27-21
Wards Affected: All
File Numbers:
Date to Committee: November 10, 2021
Date to Council: November 23, 2021

Recommendation:
Approve the Information Management (IM) Policy attached as appendix A to office of
the city clerk report CL-27-21; and
Repeal the Records Management (RM) Policy attached as appendix B to office of the
city clerk report CL-27-21.

PURPOSE:
The purpose of the report is to approve a new Information Management Policy and
repeal the previous Records Management Policy. The goal of the new Policy is to clarify
the City’s expectations and requirements regarding the creation and life cycle
management of information in the custody, or under the control of the City. It defines
responsibilities, authorities and relationships in order to establish and maintain an
information management discipline at the City. This is to ensure that information can be
made available for decision-making, program and service delivery, and Municipal
Freedom of Information and Protection of Privacy Act (MFIPPA) access requests while
being protected and disposed of (retained and preserved or destroyed) in accordance
with relevant legislation, regulations and policies.

Vision to Focus Alignment:



Building more citizen engagement, community health and culture
Deliver customer centric services with a focus on efficiency and technology
transformation
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Background and Discussion:
The Municipal Act, 2001, S.O. 2001, c. 25 as amended requires the City to retain and
preserve the records of the municipality and its local boards in a secure and accessible
manner and provides that the City establish retention periods during which the records
of the municipality and local boards of the municipality must be retained and preserved.
The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA), R.S.O.
1990, c. M.56, as amended provides the general right of access to certain records and
personal information under the control of the City, subject to stipulated exemptions to
that right. It also requires the City to develop and maintain an inventory of its information
holdings as a means of organizing information for the purpose of general access, and
specifies how the City can collect, use, disclose, retain and dispose of personal
information and personal information banks.
In 2012, the City adopted a Records Management Policy, attached as Appendix B to
this report. The Policy and companion strategy addressed that records management is
the responsibility of all staff in the city as they create records in their everyday work. It
defined a strategic structure for records management to be used to ensure that records
are maintained adequately and commensurate with legal and operational requirements.
Over the years the concept of records management has expanded as the types, and
format of information that can be recorded, has grown. While the City has been
successful in managing its paper records program, managing its electronic records,
email and structured data has presented challenges. In response to these challenges in
2018 staff retained professional Information Management consultant, Ergo Group Inc.,
to review the City’s information program, assess its information maturity and provide a
road of map of improvement recommendations.
The City’s ability to deliver efficient and effective services depends upon accurate, upto-date information that can be readily accessed as needed. The management of public
information is an integral part of the effective administration and governance and results
in:
•

Sound decision-making

•

Efficient and effective customer service

•

Managing business information and resources

•

Meeting legal and accountability requirements

•

Documenting significant events and preserving historic and culturally important

•

records
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Strategy/process
Several of the recommendations from the Ergo report relate to approaching information
management from a holistic or enterprise lens, as opposed to the ad hoc approaches of
the past. This is in line with principles of open information, a component of Open
Government endorsed by Council in April 2020.
Open Government, from an access and privacy perspective, means the City is “open by
default”. The intent is that limited only by the extent necessary to comply with privacy,
confidentiality and security obligations, City information should be available both
internally (across departments and silos) and to the public. The resulting efficiencies
and the benefits to both evidence-based decision-making and economic development
are well-documented. The IM Policy marks the City’s first foray into open government by
committing to approaching information management so it’s’ treated as an asset,
accurate, complete and consistent.
One of the gaps identified in the Ergo report was that the existing Records Management
Policy, approved by Council in 2012, did not specifically address ownership of records
created by staff. Several of the focus groups and surveys conducted revealed that staff
continued to view information from a proprietary perspective.
In reviewing the Records Management Policy, IM Staff identified that the Policy was
outdated, as it did not capture the information practices being employed at the City for
physical (paper) records, nor did it address other forms of information such as electronic
records, or data.
Staff researched other records and information policies from both the municipal sector,
but also post-secondary institutions as well including the Cities of Toronto, Brampton,
London, Waterloo, Guelph and Richmond Hill.
Options Considered
The Policy, attached as Appendix A, was revised significantly to reflect the willingness
to centralize governance of information at the City.
Rather than simply amend the Records Management Policy to address ownership, a
fulsome review resulted in many improvements to not only document current practices
more fully, but also to reflect governance models and begin discussions of centralized
enterprise information.
The IM Policy was developed based on municipal best practices, as well as ISO
standards for records management and Association of Records Managers and
Administrators (ARMA) material dealing with the issues of the management of paper
and electronic records and electronic records systems.
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The policy is formulated to establish a common understanding and a clear corporate
direction in the area of information management and records systems in general. The
following is an overview of the features of the Information Management Policy.
1. It defines a ‘record’ as provided for in the Municipal Freedom of Information and
Protection of Privacy Act, to include any information however recorded whether
in printed form, on film, by electronic means or otherwise.
2. It defines “information” as any content (unstructured electronic records, physical
records, video, voicemail messages, text and instant messages, website, intranet
and social media content) and data (structured in a database or in the Cloud
3. It demonstrates principles of open government, namely that the City operates in
the service of the public in general and information that can be made available to
staff and the public should be made available whenever practical.
4. It recognizes the shared responsibility for the management of the City’s
information holdings between the City Clerk and the Chief Information Officer.
5. It speaks to the role of the City’s Information Governance (IG) Committee,
established in 2017 through the IT Corporate Strategic Plan as providing
strategic guidance and direction on a wide range of topics impacting the City as
they pertain to information management. These include change management,
risk management, collaborative tools and technologies, and support and
development across the organization.
6. It requires City employees to manage information throughout the information
management lifecycle so that it is reliable and accurate, and a true
representation of the actual event or task.
7. The City will maintain its records and information in accordance with the
Retention Schedule and the Policy addresses authorized destruction processes.
8. It establishes that information, however recorded or stored, is the property of the
City and that these are subject to the access and privacy provisions of MFIPPA,.
9. It excludes the personal, political and constituency records of City Council
Members and advocates they be stored and managed separately. But includes
records created or received by Members of Council in their capacity as members
of a committee of Council or when acting at the specification of Council, as well
as records produced by the Mayor as Chief Executive Officer.
10. It distinguishes between:
 corporate records, that must be retained and managed for the
applicable retention periods as set out in the City’s approved Retention
Schedule and not destroyed or caused to be destroyed except in
accordance with the proper authority, and
 transitory records, that will not be retained as part of the usual and
ordinary course of business of the City and that may be deleted or
otherwise destroyed.
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11. It establishes that corporate records must be recorded or stored in or by the
official records systems of the City, and
The City’s Leadership Team approved the Information Management (IM) Policy on
February 10, 2021 and recognized that with the introduction of the policy and
corresponding IM Strategy, departments would have to formally incorporate the City’s
approved information management practices into their mode of operation.
Accordingly, the Information Management team has been tasked with the
implementation of a training and communication program that will provide for an
awareness strategy for all levels of the organization. This training program was started
in April 2021 and will continue into 2022.

Financial Matters:
There are no financial implications associated with the approval of this report.

Climate Implications
Reducing the printing of physical paper records contributes to lowering greenhouse gas
emissions and provides cost savings to the City both in terms of off-site records storage
centre and transfer/transport from the centre to City Hall, supplies and printing devices.
In contrast, studies are emerging of the harmful impacts of the energy needed for
internet and electronic devices, the rapid growth of discarded devices and negative
effects of e-waste.

Engagement Matters:
The proposed Policy was developed in consultation with the IG Committee. The IG
Committee consists of representatives from across the organization and is still in action
at present. Members of Burlington Leadership Team were engaged in the development
and responsible for sharing the proposed Policy within their respective areas for impact.

Conclusion:
Rather than simply amend the Records Management Policy to address ownership, a
fulsome review resulted in many improvements to not only document current practices
more fully, but also to reflect governance models and begin discussions of centralized
enterprise information.
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The proposed IM Policy broadens the scope beyond physical records to “information in
all formats within the City’s custody and control including those actively used, inactive
and permanently retained/archival records holdings”, and includes policy statements
based on ARMA best practices to reflect that information is a valuable corporate asset
and public resource and must be managed reliably and given the same consideration as
other corporate resources.
The proposed Policy refers to policies and procedures that support the IM policy and
addresses gaps in identifying constituent records and regional records held by the
Region of Halton.
It serves as the first of many policies being reviewed and revised to modernize the
governance structure of information management at the City and to address gaps and
reducing risk by adopting information, and privacy best practices.
Respectfully submitted,
Amanda Fusco
Manager of Records and Information | Deputy City Clerk
Amanda.fusco@burlington.ca

Appendices:
A. Information Management Policy
B. Records Management Policy

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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Corporate Policy
General
Information Management
Approved by Council:
Report Number:
Effective:
Reviewed:
Amended:
Next Review:
Note:

Policy Statement:
At the City of Burlington (the “City”) information is created, received and used every day.
Information is a valuable corporate asset needed to support effective decision making, meet
operational requirements, ensure openness and transparency, protect legal, fiscal and other
interests of the City, and to adhere to legislative requirements.
City’s information serves as a valuable public asset and supports the delivery of services, makes
government information more accessible and builds trust and confidence in government.
As a critically valuable resource, it is recognized that information must be managed reliably to
improve City programs and services in the same manner and given the same consideration as
other valuable corporate resources.
The City maintains policies and standard operating procedures that support this policy and
provide practical advice to employees including, but not limited to the:







Protection of Privacy and Confidentiality of Information Policy,
Computer and Acceptable Use Policy,
IT Security Policy,
Mobile Device and Bring Your Own Device (BYOD),
Code of Good Governance, and
Employee Code of Conduct.
Page 1 of 10

Information Management Policy
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Corporate Policy
The following principles and practices establish the framework for effectively managing
information assets at the City.
Accountability and Transparency


The City manages its information holdings through an Information Management program
that is administered by the City Clerk in collaboration with the Chief Information Officer.



The Information Management program is subject to internal audits and will regularly
report on performance indicators including compliance with the program and training
requirements designed to continually improve the City’s program.



The City’s Information Governance Committee provides strategic guidance and direction
on a wide range of topics impacting the City as they pertain to information management.
These include change management, risk management, collaborative tools and
technologies, and support and development across the organization.



All users and authors of corporate information will be accountable for ensuring that their
information management obligations are satisfied throughout the information
management lifecycle.



The City operates in the service of the public in general. Information that can be made
available to staff and the public should be made available whenever practical.



The access to and disclosure of corporate information is administered in accordance
with the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA).

Integrity and Protection


Information generated or managed by or for the City will be reliable and accurate, must
be a true representation of the actual event or task.



Records must not be altered or tampered with and shall be legible for consumption.



The City will protect informational assets of the City so that they can be accessed, used
and distributed as required in accordance with relevant legislation, by-laws, policy and
leading practices.

Availability and Compliance
 Information will be maintained in a manner that ensures timely and efficient retrieval of
reliable information when it is needed.
Page 2 of 10
Information Management Policy
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Corporate Policy


Information must be stored in an official City repository, system or software to ensure
that it can be accessed when needed. Unless a document or data contains personal,
confidential or privileged information it should be available and accessible.



The public has the right to access information under the control of the City in accordance
with the Municipal Freedom of Information and Protection of Privacy Act. Employees and
the public also have the right to access and have any errors corrected in their personal
information which the City has in its custody or under its control.



The City will maintain its records and information for an appropriate time, as defined in
the Records Retention Schedule, taking into account legal, regulatory, fiscal, operational
and historical requirements.



The City Clerk or delegated employees will sign off and approve the disposition of all
original business records prior to destruction in accordance with the Records Retention
Schedule and records destruction procedure.



The City will provide secure and appropriate disposition for information that is no longer
required to be maintained in accordance with applicable laws and corporate policies.



The City promotes compliance with this policy and associated procedures, standards,
guidelines and best practices by supporting all employees to meet their records and
information management responsibilities though education and training.

Ownership


The City of Burlington (“the City”) owns the information (data, records, documents, and
content) that employees create, receive and maintain during the course of their
corporate duties.



Records created by City Councillors acting in their political or constituency capacity are
not corporate records where these records are stored and managed separately from City
records.



The Mayor, as Head of Council and Chief Executive Officer, is considered an Officer of
the city and as such records that relate to mayoral duties, are considered to be in the
City’s custody or control and subject to MFIPPA.

Page 3 of 10
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Corporate Policy


Regional Council members should ensure that records that pertain to Region of Halton
business are held by the regional division that is responsible for maintaining the records
in accordance with to the Region of Halton’s Records Retention By-law.

Scope:
This policy applies to information in all formats within the City’s custody and control including
those actively used, inactive and permanently retained/archival records holdings.
This policy applies to all City staff, consultants, contractors, volunteers and part-time employees
who create and consume information during the course of their duties at the City.

Objectives:
An Information Management program applies systematic controls and standards to the creation,
security, use, retention, conversion, disposition and preservation of recorded information. The
Information Management Policy will ensure the City is:










Managing information through its life cycle to meet all legislated requirements for
record keeping in an accountable and transparent manner under the oversight of
the City Clerk, Chief Information Officer and the Information Governance
Committee,
Managing information holdings, making them readily available for evidencebased decision-making,
Meeting information access requests, including those made under legislation and
community benefit,
Retaining permanently records of archival or historical significance in order to
enhance the corporate memory of the City of Burlington and the collective
memory of the community,
Ensuring authorized destruction of records that have reached their scheduled
retention periods pursuant to the City of Burlington’s Records Retention
Schedule,
Ensuring the security of vital records,
Promoting organizational efficiency and economy through sound record keeping
practices, including reducing storage costs through the use of records storage
centres and appropriate technology, and
Remains compliant with legislated obligations (MFIPPA, Copyright Act, etc.)

Consequences of Non-Compliance
Page 4 of 10
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Corporate Policy
Failure to comply with this Policy may result in disciplinary action up to and including
termination.
Individuals who willfully disclose personal information or maintain a personal information bank in
contravention of MFIPPA, or individuals who alter, conceal, or destroy a record, or cause any
other person to do so, with the intention of denying a right under MFIPPA to access the record or
information contained in the record, is guilty of an offence and liable to a fine not exceeding $5,000
in accordance with section 48(2) of MFIPPA.

Definitions:
For the purpose of this policy, unless otherwise stated, the following definitions shall
apply:
Term
Control
record)

Definition
(of

a The power or authority to make a decision about the use or
disclosure of information. 1

Constituency
information

Information received or created by City councillors acting in a
political or constituent capacity and is stored and managed
separately from corporate records.

Corporate records Information related to city business that must be retained and
and information
disposed of according to the City of Burlington Records
Retention By-law.
Custody
record)

1
2

(of

a The keeping, care, watch, preservation or security of
information for a legitimate business purpose. While physical
possession of information may not always constitute custody, it
is the best evidence of custody. 2

City

The Corporation of the City of Burlington.

Destruction

The physical or electronic disposal of records or data by means
of shredding, recycling, deletion or overwriting. This also
includes the destruction of records or data residing on

https://www.ontario.ca/laws/statute/90m56
https://www.ontario.ca/laws/statute/90m56
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Corporate Policy
Term

Definition
computers and electronic devices supplied or paid for by the
Corporation.

3
4

Inactive Records

Those records no longer required to carry out the administrative
or operational functions for which they were created or received
but must be kept for administrative, fiscal, legal, or historical
purposes in accordance with the approved records retention
schedules pursuant to Records Retention By-law.

Information

Any content (unstructured electronic records, physical records,
video, voicemail messages, text and instant messages,
website, intranet and social media content) and data (structured
in a database or in the Cloud). 3

Information
Management

The lifecycle of information — the acquisition of information
from various sources, the custodianship of that information, the
distribution of that information, and the disposition of the
information through deletion or archiving as dictated by the
organization’s information governance policies. 4

Lifecycle

The span of time beginning when information is created or
received, actively used, inactively stored and retained, to their
ultimate disposition either by disposal or transfer to Archives.

Permanent

That records and information shall be preserved for the life of
the City and never destroyed or removed from the official
records keeping system.

Personal
Information

Information relating to the race, national or ethnic origin, colour,
religion, age, sex, sexual orientation or marital or family status
of the individual, the education or the medical, psychiatric,
psychological, criminal or employment history of the individual
or information relating to financial transactions in which the
individual has been involved, any identifying number, symbol or
other particular assigned to the individual, the address,
telephone number, fingerprints or blood type of the individual,

https://www.arma.org/page/Information
https://www.arma.org/page/Information
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Term

Definition
the personal opinions or views of the individual except if they
relate to another individual, correspondence sent to an
institution by the individual that is implicitly or explicitly of a
private or confidential nature, and replies to that
correspondence that would reveal the contents of the original
correspondence, the views or opinions of another individual
about the individual, and the individual’s name if it appears with
other personal information relating to the individual or where the
disclosure of the name would reveal other personal information
about the individual. 5

Privileged
Information

Information subject to solicitor-client privilege.

Record

Any record of information however recorded, whether in printed
form, on film, by electronic means or otherwise, and includes
correspondence, memorandums, books, plans, maps,
drawings, diagrams pictorial or graphic works, photographs,
film, microfilm, sound recordings, video, machine readable
records, any other documentary material, regardless of
physical form or characteristics, and any copy thereof, and any
record that is capable of being produced from a machine
readable record under the control of the institution by means of
computer hardware and software or any other information
storage equipment and technical expertise normally used by
the institution. 6

Records Retention A timetable that governs the life span of a record from its
By-law
creation or receipt, through active use within an office and
retention in off-site storage, to destruction or transfer to an
archives/permanent storage approved by City Council and the
City’s external auditor.

5
6

https://www.ontario.ca/laws/statute/90m56
https://www.ontario.ca/laws/statute/90m56
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Term

Definition

Structured Data

Structured data is data that adheres to a pre-defined data
model and conforms to a format with relationship between the
different rows and columns. 7

Transitory record Information with temporary usefulness and no long-term value,
and information
received or stored in any format. Transitory information may
facilitate the completion of insignificant transactions or be
created while preparing an official corporate record. Transitory
records are not required to meet legal or fiscal obligations, do
not provide evidence of decision-making, and are not directly
linked to the provision of City services and operations.
Vital Record

Records that are fundamental to an organization’s ability to
function containing information critical to the continued
operation or survival of an organization during or immediately
following a crisis. Such records are necessary to continue
operations without delay under abnormal conditions. They
contain information necessary to recreate an organization’s
legal and financial status and preserve the rights and
obligations of stakeholders, including employees, customers,
investors and citizens. 8

Unstructured
Information

Content including but not limited to, electronic records, physical
records, video, voicemail messages, text and instant
messages, website, intranet and social media content. 9

References:
The City requires that its records be managed in a systematic and logical manner
according to the:

7

https://www.bigdataframework.org/data-types-structured-vs-unstructured-data/

https://www.ironmountain.com/resources/whitepapers/i/important-versus-vital-records-the-magic-5-you-cantlive-without
9
https://www.bigdataframework.org/data-types-structured-vs-unstructured-data/
8
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•
•
•

Municipal Act,
Municipal Freedom of Information and Protection of Privacy Act,
City’s Records Retention By-law.

Roles:
Accountable:
Burlington’s Leadership Team will;
 be accountable for information under their jurisdiction or in their
department/service area,
 ensure the Information Management Policy and any associated procedures used
to guide staff are adopted and reviewed regularly, and
 promote a culture and business practice that ensures City information is shared
and accessible to the greatest extent possible, while respecting privacy
requirements of personal information and other confidentiality obligations.
The City Clerk will:
 ensure the appropriate retention and availability of corporate records and
information assets in accordance with the Municipal Act,
 be accountable for the administration of the Information Management Program
within the City,
 ensure that privacy impact assessments are implemented when onboarding new
or changed technology, systems and processes in partnership with the CIO, and
 ensure oversight of and compliance with this policy.
The Chief Information Officer in partnership with the City Clerk will:
 implement and integrate records and information management policies,
standards, and procedures in enterprise architecture, systems and technologies,
where appropriate,
 ensure that databases are administered and integrated where possible, remaining
functionally reliable and sustainable, and
 ensure records and information management considerations, including retention
and disposition, are built into technological systems or applications involving
corporate information assets prior to implementation.
The Information Governance Committee members will:
 ensure the administration and communication of this policy broadly to employees
in their department/service areas, and
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integrate the appropriate management of information assets into the
development, implementation, evaluation and reporting activities of service area
programs and services.

The Manager of Records and Information will:
 establish safeguards to protect archival records and information to preserve
corporate memory,
 develop standards, procedures, guidelines, training material and other tools as
required,
 assist employees, Members of Councils and the public on matters pertaining to
the creation, use, storage, retention and disposition of city information assets,
 ensure that legislative updates are incorporated into the City’s records retention
schedule, and
 ensure that the corporate destruction procedure is followed.
The Information Management & Archives Coordinator will:
 ensure the timely review, updating and dissemination of the policy.

Responsible:
All City employees who manage information during the course of their duties at the City,
will adhere to information management requirements contained in this policy and other
related standards and procedures, including the Records Retention By-law.
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Appendix B to CL-27-21

Corporate Policy
General
Records Management
Approved by Council on: November 26, 2012
Report Number: CL-23-12
Effective: November 26, 2012
Reviewed on: February 2019
Amended:
Next Review: January 2020
Note:

Policy Statement:
The Corporation of the City of Burlington requires that all records in its custody or control
be managed in a systematic and logical manner according to the approved Uniform File
Plan and Records Retention By-law to meet all obligations within applicable legislation
including the Municipal Freedom of Information and Protection of Privacy Act.

Scope:
This policy applies to records in all formats within the City’s custody and control including
active, inactive and permanently retained/archival records holdings.
This policy governs expectations for staff and management in roles directly responsible
for records management as well as those who create and consume records during the
course of their duties at the City.

Objectives:
The Records Management policy is to achieve:
•
•

Good faith retention of records needed to meet administrative and operational
requirements.
Retention of records needed to meet statutory obligations.
Page 1 of 5

Records Management

173

Corporate Policy
•
•
•
•
•
•
•
•

Permanent retention of records of archival or historical significance in order to enhance
the corporate memory of the City of Burlington and the collective memory of the
community.
Effective creation, retrieval, and maintenance of current records.
Security of vital records.
Regular, authorized destruction of records that have reached their scheduled retention
periods pursuant to the City of Burlington’s Records Retention By-law.
Improved flow of information throughout the organization.
Improved accountability and transparency of decision making.
Ability to respond efficiently to information requests from the public, council and staff.
Demonstration and documentation of compliance with applicable laws, regulations and
standards.

Definitions:
For the purpose of this policy, unless otherwise stated, the following definitions shall
apply:

Term

Definition

Record

Means any record of information however recorded, whether in
printed form, on film, by electronic means or otherwise, and
includes,
a) correspondence, a memorandum, a book, a plan, a map, a
drawing, a diagram, a pictorial or graphic work, a
photograph, a film, a microfilm, a sound recording, a
videotape, a machine readable record, any other
documentary material, regardless of physical form or
characteristics, and any copy thereof, and
b) any record that is capable of being produced from a machine
readable record under the control of the institution by means
of computer hardware and software or any other information
storage equipment and technical expertise normally used by
the institution.
(from MFIPPA)

Records
Management

The systematic control of all records from their creation or
receipt to their ultimate disposition either by physical destruction
or transfer to an archives.

Records Lifecycle

The span of time beginning with a record creation or receipt and
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Term

Definition
ending with final disposition (either destruction or permanent
retention).

Inactive Records

Those records no longer required to carry out the administrative
or operational functions for which they were created or received
but must be kept for administrative, fiscal, legal, or historical
purposes in accordance with the approved records retention
schedules pursuant to Records Retention By-law.

Records Retention
Schedule

A timetable that governs the life span of a record from its
creation or receipt, through active use within an office and
retention in off-site storage, to destruction or transfer to an
archives/permanent storage approved by City Council and the
City’s external auditor.

Uniform File Plan

Arrangement/categorization of records that provides a uniform
structure for naming and storing files and documents.

Principles:
Records and record keeping are the building blocks to ensuring an organization’s
decision-making and implementation processes are traceable and transparent to those
who need or have authority to request the information. The following are the key
principles followed for an effective records management policy:

Accountability
Senior management will ensure the records management policy and procedures used to
guide staff are adopted and reviewed regularly, program responsibility is delegated to
appropriate staff and program audits are addressed. All users and authors of corporate
records will be accountable for ensuring that their records management obligations are
satisfied throughout the records management lifecycle.

Integrity
The corporation will strive to protect the informational assets of the City so that they can
be accessed, used and distributed as required in accordance with relevant legislation,
by-laws, policy and leading practices. The records management program is constructed
so the records and information generated or managed by or for the corporation have a
reasonable guarantee of authenticity and reliability.
Page 3 of 5
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Transparency
The City operates in the service of its customers and the public in general. Information
that can be made available to staff and the public should be made available whenever
practical. The processes and activities of the corporate records management program
will be documented in an understandable manner and be available to all personnel and
interested parties.

Efficiency
The records management program will emphasize the efficient and economical use of
City resources dedicated to records management activities.

Effectiveness
Leading practices, flexibility and performance measurement will be incorporated into the
records management program.

Protection
Records that are private, confidential, privileged, or essential to business continuity and
disaster recovery will be identified and protected with appropriate security measures.

Availability
Records will be maintained in a manner that ensures timely and efficient retrieval of
reliable information when it is needed.

Retention
The corporation will maintain its records and information for an appropriate time, taking
into account legal, regulatory, fiscal, operational and historical requirements.

Disposition
The corporation will provide secure and appropriate disposition for records that are no
longer required to be maintained in accordance with applicable laws and corporate
policies.
(Principles are based upon Generally Accepted Recordkeeping Principles from ARMA
International – www.arma.org/garp)

References:
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The Corporation of the City of Burlington requires that its records be managed in a
systematic and logical manner according to:
•
•
•
•

the corporate Uniform File Plan,
the Records Retention By-law,
Municipal Freedom of Information and Protection of Privacy Act,
Applicable provincial and federal legislation.

Roles:
Accountable:
The Information Management & Archives Coordinator is the position answerable for the
timely review, updating and dissemination of the policy to the functional areas.

Responsible:
Staff with records responsibilities through-out the organization will be performing the
work to achieve the policy’s goals.
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SUBJECT:

Public Appointment Policy and committee review update

TO:

Corporate Services, Strategy, Risk & Accountability Cttee.

FROM:

Office of the City Clerk

Report Number: CL-26-21
Wards Affected:All
File Numbers:
Date to Committee: November 10, 2021
Date to Council: November 10, 2021

Recommendation:
Rescind the Appointments to Boards and Recruitment of Citizens for Committees Policy
attached as appendix A to office of the city clerk report CL-26-21; and
Approve the Public Appointment Policy attached as appendix B to office of the city clerk
report CL-26-21.

PURPOSE:
Vision to Focus Alignment:


Building more citizen engagement, community health and culture

Background and Discussion:
The Appointments to Boards and Recruitment of Citizens for Committees Policy,
(Appendix A) was last reviewed in 2012, and was slated for renewal in 2017. In addition,
Council directed staff to conduct a policy review on April 20, 2020. A review has been
conducted, resulting in a recommendation to adopt a new policy, entitled the Public
Appointment Policy, (Appendix B). The proposed policy includes significant updates,
providing an outline for the appointment process, and introducing diversity and inclusion
provisions. The policy is a result of a review of other municipal appointment policies,
consultation from the public and with staff to ensure that what has been recommended
is made for Burlington. In addition, at the September 29, 2021 Council Workshop,
members of Council asked for an update to the Advisory Committee Review (MO-04-
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20) approved by Council on April 20, 2020. An update is provided in this report and by
way of Appendix C.
Incorporating Diversity, Equity, and Inclusion
On December 14, 2020 City Council, through report RS-13-20, endorsed the Halton
Equity and Diversity Roundtable Charter. The Charter has 10 commitments that are in
place to help build inclusive communities. The proposed policy reflects the Charter and
its commitments, making diversity, equity and inclusion a theme that threads throughout
the policy. The following concepts have been incorporated into the draft policy to
support, diversity, equity, and inclusion:
 Encouraging all residents to apply to serve. Removal of the reference to citizen,
as there are no citizenship requirements for appointment to an advisory
committee. Caveat in place for any external boards that may have different
citizenship requirements.
 Entire process is mapped out to demonstrate that it is open and transparent and
is a commitment to applicants that they will be treated in an equitable manner. In
addition, a standard operating procedure will be created to document
administrative details on how the process will unfold. Once completed, this
document will be made public.
 The application will be amended to include a voluntary self-identified diversity
and inclusion questionnaire. The data from this questionnaire will be used by
Council and its nominating panels when making decisions in support diversity
and inclusion through their selection processes. Staff will use the data to ensure
that its recruitment campaigns are reaching marginalized communities and
groups. Future iterations of the data may involve high level reporting.
 The proposed policy provides guidance to nominating panels on selection
framework. The framework provides several considerations, including diversity
and inclusion. In addition, an applicant matrix for each committee will be
prepared and provided to all members of Council providing applicant name,
ward, and diversity information.
Applicants Defined
The current policy provides clear direction on who is eligible. The proposed policy also
has included who is not eligible to serve on a committee or board. Staff are not eligible
to serve as a city appointee to a committee or board, and adding this language provides
clarity. It is also recommended that relatives of members of Council should be not
eligible to serve as a Council appointee to a board. Allowing for relatives to be
appointed may lend to a perception that the process is biased.
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Current Member (Incumbent) Provisions
Throughout the proposed policy there are references to how current members or
incumbents are treated throughout the process. The proposed policy also includes a
provision for current members at their term limit, and a process they may follow if they
want to be appointed beyond their term. This allows for the general public to see how
the process works for current members and demonstrates transparency within the
process.
No Late Applications
The proposed policy makes clear that the deadline must be adhered to. Applications
received after the deadline will not be considered. This will ensure that no individual has
extra time to prepare an application and supports procedural fairness. There are
provisions for the City Clerk to extend the recruitment if there is a lack in applications.
The Nomination Process
Staff are recommending a shortlisting process for applications. Shortlisting applications
for interview by a nominating panel has been a piloted for about one year. Council
approved the pilot in December 14, 2020 upon recommendation from report CL-24-20.
The proposed policy provides additional detail on how the process will unfold, with
panels receiving additional instruction; all of this is put in place to support equity.
Throughout this process the nominating panel will be supported by a representative
from the Office of the City Clerk who will serve as an Advisor to the panel. The Advisor
is neutral, they will provide guidance on the nomination process, provide logistical
support, prepare nomination reporting, and attend interviews in an observer capacity.
With this new policy the Office of the City Clerk will not participate in applicant scoring or
shortlisting to remain neutral throughout the process.
New Appointment Terms and Term Limits
The proposed policy is supporting a two-year term for all advisory committees.
Committee of Adjustment will remain a four-year term as per legislation (concurrent with
the term of Council). In support of renewal on committees and boards, a term limit of six
years for a committee or board, and eight years for the Committee of Adjustment is
recommended. These terms and limits were approved in principle by Council on
September 28, 2020 through report CL-17-20 which provided an overview of the
feedback from the extensive surveying on advisory committees completed in 2019.
Those who have served their maximum time will be required to take at least one year off
from serving on the particular committee, however, they are welcome to serve on
another committee.
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A fundamental change to terms and appointments is that there will be no future
appointments made beyond the term of Council. This appointment standard is apparent
throughout the jurisdictional scan and supports that appointees should reflect the
current Council.
Alternates – A new Approach
Currently, alternates are part of advisory committees but are non-voting members. This
creates a two-tier system of appointees. Some residents have expressed confusion on
what their status has been when appointed as an alternate. Moving forward, alternates
appointed by Council are in waiting, not made public or invited to participate on the
committee in an official capacity.
Should a vacancy occur before the end of the two-year term, the Office of the City Clerk
will contact the alternate, in order of nominating panel preference, to verify that they are
still eligible and interested to serve. If they are interested, they will be invited to attend
the meeting as a voting member. The Office of the City Clerk will advise Council and the
committee of any alternates being called upon to serve through a memorandum to the
Committee and included in the Council Information Package.
New Process for External Institution Recommendations for Appointment
The proposed policy has created a process for how liaison or external groups with
membership on an advisory committee makes recommendation for appointment. The
external institution will provide nominations to Council in order of preference in
confidence. Council will review the list and make recommendation. Council has the right
not appoint the recommended appointments and request additional nominations. Term
limits will apply to these appointees.
Reconciling the Advisory Committee Review
On April 20, 2020 Council approved recommendation MO-04-20 providing Council
direction for the Advisory Committee Review. At the September 29, 2021 Council
Workshop, the question was asked for an update and clarification on proposed changes
to the existing committee structure.
Advisory Committees Future State
The advisory committees require establishing an additional layer to the governance
system, with the common framework as its procedural center. Should Council endorse
this change, it will have an impact on how items are considered. Some reports that may
have been introduced at a standing committee would be first brought to an advisory
committee for recommendation and review. Once an advisory committee has dealt with
the item it would then be reported to Council through the assigned standing committee.
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These changes would allow for more active advisory committees, providing its members
with additional duties and responsibilities.
Building a common framework for advisory committees will take a substantive amount
of time. In creating a new system, the mechanics and rules will need to be refined. As
the general context has changed, each terms of reference will require a review,
consultation with staff to ensure understanding, and role clarity. In order to succeed, the
new approach will require significant corporate buy-in, support and accountability from
management, and without this support, the system will lapse to its current state. The
work completed in 2021, the budgeting and annual reporting process, onboarding and
training program, and the public appointment policy will become supports to the
common framework.
Update on Work Completed
Working through the review, staff brought forward a comprehensive report at the
September 17, 2020 CSSRA Committee meeting that provided information on the
consultation completed in 2019, and getting Council endorsement on key terms, which
reconciled recommendation # 2 and recommendation #3. At that meeting, Council
directed staff to reinstate the committees, and this constituted a fundamental change,
which meant the review had to be re-prioritized to support the operation of current
committees. In addition to MO-04-20, through completing recommendation #3,
additional deliverables were added to the Office of the City Clerk’s workplan.
Appendix C to this report provides a detailed breakdown on what progress has been
made on MO-04-20 and recommendation #3. The following reports, presented through
2020-2021, have addressed portions of the committee review and were in service of
supporting the current advisory committee members:
CL-24-20 Short Listing of Applicants (December CSSRA)
CL-10-21 - Interim advisory committee budget allocation process (April CSSRA)
CL-16-21 Training and onboarding strategy for committee appointees (June CSSRA)
CL-26-21 Public Appointment Policy and Committee Review Update (November
CSSRA)
In addition to the work to repair the Advisory Committee system, several internal
processes and actions have been identified throughout 2020 and 2021 that required
remediation. Some of these items represent a risk to the Corporation, and therefore
these items have taken precedence over the advisory committee review. One public
example were the risks addressed in SD-30-20 which were fixed through report CL-0521 (April 2021 CSSRA) and resulted in Procedure By-law amendments establishing a
formal process on how motions or reports received from members of Council are
processed. As the year concludes, the committee review and deliverables must wind
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down, with election policy and administrative deliverables increasing. Throughout the
months of May through September significant work has been completed towards
procuring vote tabulation services for the 2022 election, some details will be shared with
Council in December. Further, there are election policies and a staff direction to create
an election contribution rebate program. It is the goal of the Office of the City Clerk that
most of this work occur before the election year.
Strategy/process
Should Council approve the policy there will be a transition period. For those appointed
for one year in the upcoming recruitment campaign, this year will not count towards the
maximum term limits. In addition, the standard operating procedure may be in
development for the first recruitment campaign. It is anticipated that this procedural
work will be completed by the 2022 Fall Campaign.

Financial Matters:
Not applicable.

Climate Implications
Where possible, remote meeting tools will be used to conduct interviews, and this will
reduce the carbon footprint associated with the nominating panel’s processes.

Engagement Matters:
A public survey hosted on the GetInvolvedBurlington.ca webpage, open from April 30,
2019 through to June 7, 2019, received 385 respondents. The public survey posed
questions to determine barriers to participation, advisory committee experience, and
asked for suggestions to improve the system. Some of the information provided
pertained to the recruitment and selection of public appointees to boards and
committees. This information has been helpful in determining what services should be
reviewed.
In addition, the Burlington Inclusivity Advisory Committee was consulted on proposed
diversity and inclusion additions to the policy. They were also canvassed on their
experience in the current process in order to identify any barriers.
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Conclusion:
The updated public appointment policy will provide the necessary structure and rigor to
the process.
Respectfully submitted,
Kevin Arjoon
City Clerk
905-335-7600 ext. 7702

Appendices:
A. Appointments to Boards and Recruitment of Citizens for Committees Policy
B. Proposed Public Appointments Policy
C. Reconciliation of items completed by the Committee Review.

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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Corporate Policy
Council, Boards and Committees
Appointment to Boards and Recruitment of Citizens for Committees
Approved by:

Council

on

Report No.:

CL-1-04

Effective:

Reviewed:

April 13, 2012

Amended:

Next Review:

2017

Note:

February 2, 2004

February 2, 2004

Policy Statement:
Appointment to Boards and Commissions
One member of Council will be appointed to each of the following boards: Joseph Brant
Memorial Hospital Board, Burlington Museums Board, Burlington Economic Development
Corporation Board, Burlington Public Library Board, Burlington Art Centre Board, Tourism
Burlington Board.

Recruitment of Citizens For City of Burlington Committees
Effort is made to recruit volunteers from a broad range of backgrounds and experiences to
represent the community.
The following criteria will guide the selection of committee members:
•
•
•
•

•

Individuals who live in the City of Burlington or operate a business in the City of
Burlington
Individuals who are 18 years of age or older, unless youth representation is sought.
Information contained in the committee’s terms of reference and the volunteer’s skills,
experience and/or professional credentials
Ability to participate in committee meetings and to assist with the work of the
committee

Based on the level of risk involved in the volunteer’s role, appropriate
screening measures will be used.

One Councillor will be appointed as a liaison for each citizen advisory committee.
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Committee of Adjustment members’ term is based on the Council term, extending until their
successors are appointed, unless otherwise required by legislation.
Members of the remaining committees are placed for two to four years on a staggered term
basis until their successors are appointed, with membership changing either on an annual basis
(approx. 1/3 membership changeover each year) or with the Council term (approx. 1/3
membership changeover each council term).

Scope:
This policy applies to all council approved citizen committees and boards as noted in the policy
statement.

Roles:
Accountable:
The Manager of Committee Services is responsible for the timely review, updating and
dissemination of the policy to the functional areas.

Responsible:
Committee Services and other City staff that work with Boards and Committees will be
performing this work.

Procedural Matters
•

All volunteers must complete an application form and will attend an interview based on the
interview process outlined in the terms of reference for the specific committee they are
interested in.

•

Applicants who indicate multiple committees on their application will be interviewed by a
minimum of two representatives of Council. The Council representatives will consult with
the identified Council liaison and recommend citizen appointments to Council for the
relevant term.

•

Recruitment of citizens for City of Burlington committees will begin with public advertising
in local newspapers and posting information on the City’s website at www.burlington.ca
Page 2 of 3
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•

All existing committee members will also receive a mailing about the application deadline
for the upcoming term.

•

Note that appointments to the Burlington Housing and Development Liaison Committee and
the Development Charges Advisory Committee will be exempted from the requirements
that opportunities be advertised and candidates be interviewed.
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Corporate Policy
Council, Boards, Committees
Public Appointments
Approved by Council on: MMMM d, yyyy
Report Number:
Effective: MMMM d, yyyy
Reviewed on: MMMM d, yyyy
Amended: MMMM d, yyyy
Next Review: MMMM d, yyyy
Note:
The purpose of this policy is to provide a process on how public appointments to
advisory committees and local boards are conducted at the City of Burlington.

Policy Statement:
Advisory committees and local boards give a voice to residents on matters that affect
their municipality. These committees contribute to the overall sense of community and
belonging, and are integral to the City’s governance system.
All residents of Burlington are encouraged to apply to serve on a committee or board.
Committees and boards should be reflective of the diverse communities that comprise
Burlington. Lived experience, and the skills and attributes brought by an applicant are
all valued qualities.
To ensure that marginalized communities are represented on committees and boards,
diversity and inclusion are key factors when establishing recruitment campaigns, the
nomination process, and when making appointment decisions.
The policy is prescriptive to demonstrate that its processes are open and transparent.
Further, this policy will be administered consistently to ensure all applicants have an
equitable experience. A standard operating procedure will be developed that will work
in concert with this Policy, and will be made available to the public.
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Scope:
The Public Appointment Policy applies to all public appointments to committees,
boards made by Council. This policy also addresses how working groups are
appointed by the City Manager.

Objectives:
General
All members are appointed at the pleasure of City Council. City Council retains the
right to remove any appointed member at any time and for any reason unless
legislation provides otherwise.
Committee and board appointments will not extend beyond the current term of
Council. No Council shall appoint beyond their term of Council, encumbering a future
Council.
Burlington residents and business owners can only be appointed to one committee at
a time. Members of a local business improvement area (BIA) can serve on their
respective BIA and a Burlington committee.
External boards and committees may have differing rules. Where there is a difference
the external board rules or existing legislation will prevail.
This policy shall supersede appointment provisions in existing advisory committee
terms of references.
Eligibility
To serve on a committee or board applicants must meet the following criteria:



A resident of Burlington or a person who owns a business in Burlington
18 years of age or older (age of majority)

For external boards there may be additional citizenship requirements. Specific
requirements will be indicated on the online recruitment posting.
Should an appointee of a committee move out of Burlington, or a business owner
cease to own their Burlington business, they will cease to be eligible to serve the
remainder of their term and must submit their resignation.
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Who is not eligible?
City staff from the Corporation of the City of Burlington are not permitted to apply or be
appointed to a committee or board. Staff may be required by their employment to
attend as liaison to a committee or board by virtue of their position.
Relatives of members of Council (spouse, children, and parents, or those living in the
same household as the member of Council) are not eligible for appointment or any
external agency appointments made by Burlington City Council.
Recruitment
The City Clerk or designate is accountable for recruiting to fill vacancies on
committees and boards. In conducting the recruitment, the City Clerk will work with
Corporate Communications to determine the best approach and tactics to be
implemented for each recruitment campaign. The main recruitment goal is to deliver a
slate of candidates to Council that is reflective of the diverse communities that
represent the City of Burlington.
Recruitments will be a minimum of two weeks (calendar days) in duration.
Recruitments may be required to be longer than two weeks, for example, when
recruiting for a large amount of appointees, or in search of appointees with a
specialized skillset or qualifications.
Other Tactics Implemented during a Recruitment Campaign
Depending on the recruitment, the Office of the City Clerk may explore other tactics or
working with user groups to further communicate opportunities to serve. Any
alternative tactics employed during the recruitment campaign will be reported in the
open session appointment report to Council.
How to Apply
Applicants are encouraged to apply through the online application form. Should there
be accessibility concerns, or extenuating circumstances, accommodations may be
arranged by contacting the Office of the City Clerk.
Applicants are encouraged to submit supplemental information such as a resume or
cover-letter.
Applicants may only apply to two committees or boards. In their application if they
select two choices, they must rank their selections. Applicants will only be appointed to
one committee or board.
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Voluntary Self-Identified Diversity Questionnaire
Applicants are strongly encouraged to complete the voluntary self-identified diversity
questionnaire.



Council will use this data when making appointment decisions to support
diversity and inclusion on its committees and boards.
Staff will use the data to ensure that its recruitment campaigns are reaching
marginalized communities and groups.

Future iterations of the data may form part of public reporting on the public
appointment process. The Office of the City Clerk will ensure that the data is reported
at a high level, anonymized and that no individuals are identifiable, in accordance with
the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA).
Applications are Protected
All applications and personal information received are protected under MFIPPA. If
appointed, only the appointees first and last name, and their term will be made public
through the appointment report and the City’s website.
Retention of Applications
Applications from former recruitments will not be kept on file. Applicants that wish to
re-apply for a position on a committee or board must re-apply.
Current Member Applications Mandatory
All members of advisory committees or local boards whose term are expiring will be
notified by their representative from the Office of the City Clerk in writing and provided
with the link to the webpage with committee and board opportunities and the link to the
online application.
Current members who wish to continue serving on the same committee must re-apply.
All current members who re-apply will be granted an interview and their attendance at
the interview is mandatory.
Current board members should be evaluated in the same way, and by the same
criteria as new applicants. In addition, the nominating panel may consider meeting
attendance records.
Current Members who Serve their Maximum Term
Current members who have served their maximum amount of terms, who wish to be
considered for re-appointment, may re-apply. Their application must include a letter to
the nominating panel, and Council explaining the extenuating circumstances, and why
they should be re-appointed for another term.
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Application Deadline
The application deadline is determined by the City Clerk. Submissions received after
the deadline will not be considered. A notification will be sent to late applicants to
ensure that they are aware.
Extensions to the Deadline
Where it is determined that there is an insufficient amount of applications to fill the
vacancies, the deadline will be extended by the City Clerk. Public notice will be
provided by way of the City website. Any additional notice shall be determined by the
City Clerk in consultation with Corporate Communications.
Nominating Process
After the deadline, the Office of the City Clerk will organize the applications received
and ensure that an applicant matrix for each committee or board is created. Matrixes
will be distributed to all members of Council. Each matrix shall contain at minimum the
following information.







Applicant Name
Ward
Current Member: Yes/No
Diversity Information (includes Gender/Age Range)
First Choice
Second Choice

Nominating Panels are comprised of the Chair, if the Chair is applying then the Vice
Chair, the Council Liaison and the Staff Liaison. If the recruitment occurs at the
beginning of a new Council term, then the panel will include a previous member not
applying for re-appointment, or a combination of Chair and Vice Chair.
A representative of the Office of the City Clerk will form part of the nominating panel,
as an advisor. This advisor is neutral, they will provide guidance on the nominating
process, provide logistical support, prepare nomination reporting, and attend
interviews in an observer capacity.
Short Listing Process
The short-listing process consists of the following steps:


The nominating panel will review all applications that expressed an interest to
serve on the committee or board. Their review will be based on the body’s
terms of reference, the advertised desired skillsets, and the selection framework
provided in this policy.

Page 5 of 10
Public Appointments
192

CL-26-21 Appendix B

Corporate Policy




The nominating panel will convene to review applications, and by consensus
determine a shortlist of candidates.
Once a shortlist is developed a representative from the Office of the City Clerk
will schedule interviews.
All current members, with term(s) left to serve shall be provided with an
opportunity to interview.

Interview Process
In support of equity all interviews will be conducted in the same manner and each
candidate will be asked the same questions.
All members of the nominating panel must be present at all interviews, to be eligible to
contribute to the recommendation.
The nominating panel shall conduct all interviews in private and information received
at these interviews shall be confidential.
All notes and scoring by the nominating panel shall be submitted to the Office of the
City Clerk.
Selection Framework for Nomination Panels
Through this policy, Council provides the following guidance to its nomination panels
when making appointment recommendations to committees and boards.


Overall committee composition should:
o be a balance between experienced and new members, and lived
experience versus skills and abilities,
o achieve geographic representation,
o be representative of diversity and demographics of the community which
may include, age ranges, gender, sexual orientation, Aboriginal status,
race, and disability

The nominating panel shall provide a recommendation for each vacant position, and
dependent on the quality of applicants, select alternate appointees, according to
committee terms of reference, and in preferential order.
Appointments Terms
Council shall appoint members for two-year terms. Appointees shall be able to serve
up to three terms for a total of six years served on a committee or board.
Appointments to the Committee of Adjustment are to be consecutive with the term of
Council. Committee of Adjustment members may serve up to two consecutive terms,
eight-years total.
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Appointments shall not be made beyond the term of Council.
For appointees filling mid-term vacancies, their initial term shall not be counted
towards their maximum term served.
When applicants have reached the maximum terms served, they must take at least
one year off from the specific committee. These applicants are invited to apply to
another committee or board opportunity with the City of Burlington.
Current members who have served their maximum terms, who are seeking
reappointment may be reappointed due to extenuating circumstances. In their
reappointment Council may approve for a full term or a partial term.
External Boards may have term rules as per their governing legislation. The Office of
the City Clerk will advise nominating panels, and Council if there is a discrepancy with
the Public Appointment Policy. The decision to re-appoint a member is at the
discretion of Council.
Alternates
A nominating panel may recommend a number of alternates (at the discretion of the
nominating panel, in order of preference) who stand with first consideration status if a
vacancy occurs during the term. The list of alternates will be maintained by the Office
of the City Clerk. There are no alternates appointed for external boards.
If a vacancy occurs before the end of the term, the Office of the City Clerk will contact
an alternate in order of nominating panel preference to verify that they are still eligible
and interested to serve. If they are interested they will be invited to attend the meeting
as a voting member. The Office of the City Clerk will advise Council and the committee
of any alternates being called upon to serve, through a memorandum in the Council
Information Package.
Approval Process
A report from the Office of the City Clerk communicating the recommendations from
the Nominating Panel will be prepared for Council approval. The report will have a
public and a confidential component, as determined by the City Clerk.
Appointments to Advisory Committees from External Institutions
Based on an advisory committee terms of reference, external institutions may
nominate a member(s) to serve on their behalf. These appointments are subject to
Council approval, and the following process must be undertaken.
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At the end of a term, or when there is a vacancy from an external institution appointee,
the Committee Clerk will provide a communication to the external institution inviting
them to nominate members for appointment and include the following:



Demonstrate how the skills or interests of the nominees are relevant to the
committee.
Provide a short biography of all nominees put forward.

The external institution shall provide a confidential communication to the City Clerk
providing nominations to the advisory committee for Council’s consideration.
In the interest of promoting renewal, term limits will be applied to members appointed
from external institution nominations. In consideration of the nominations, Council may
direct staff to go back to the external institution to ask for clarification or additional
nominees.
Public Appointees made Public
When Council approves appointments, they will appoint and release the confidential
appendix, consisting of appointments and terms. The appendix will be made public,
and the Office of the City Clerk will insert its contents into the minute record, at the
meeting the approval was obtained.
Advising Applicants of Appointment
Throughout the nomination and selection process, applicants may contact the Office of
the City Clerk for an update.
After Council has made its decision on appointments, all applicants will be notified of
the outcome of their application.
Successful members will receive an email from a representatitve of the Office of the
City Clerk and a formal letter signed by the Mayor of their appointment, along with
orientation materials. Based on the appointment, members may be required to obtain
a Vulnerable Sector Check.
Unsuccessful applicants will receive a letter from the City Clerk. If the applicant was
shortlisted for an interview, they will be encouraged to participate on a corresponding
subcommittee and provided with the appropriate contact information.
Subcommittees of Council
Subcommittee members may be appointed outside the Public Appointment policy,
however, ratification of appointment is done by the committee or board with a
correspondence to Council issued through the Council Information Package.
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Staff Working Groups
Staff who create working groups may use the recruitment tactics outlined by this
policy. The recruitment and gathering of applications may be facilitated by the Office of
the City Clerk. All appointments to working groups are made by the City Manager.

Definitions:
For the purpose of this policy, unless otherwise stated, the following definitions
shall apply:
Term

Definition

City Website

Means the official internet website of the
City of Burlington whose uniform locator
is known as www.burlington.ca.

Committee

Committees created by Council to
provide advice on a prescribed mandate
as detailed in a terms of reference
document.

Council Informtaion Package

A package of information distributed
weekly by the Office of the City Clerk
and posted to the City’s website
consisting of but not limited to internal
informational communications in
memorandum format and
correspondence from external bodies
including other municipalities and levels
of government.

Local Board

An external board or agency that
requires public members appointed by
Burlington City Council.

Standard Operating Procedure

Are entirely administrative documents,
and address and provide very specific
instructions on how to accomplish a
particular task or complete a unique
process.
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Term

Definition

Staff Working Group

Proposed by staff by way of a staff report
and authorized by Council resolution.
Must have a clear mandate that has a
beginning and an end. Will inform a staff
report on the matter that is brought back
to Council. Appointments may be made
outside the public appointment policy
and with the slate of selected
appointments reviewed by the City
Manager. Staff working group meetings
are not clerked by a representative of the
City Clerk.

References:
Code of Conduct for Local Boards and Committees
Advisory Committee Handbook
Council Procedure By-law

Roles:
Accountable:
City Clerk, or designate is responsible for the timely review updating and
dissemination of the policy in the functional area.
Responsible:
Committee Clerk, or designate, carrying out the policy and to ensure that the
principles of the policy as outlined in its statements are upheld.
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Action
1. For all existing and future committees, review and
create consistent terms of reference that provide
standardized information about the role of the committee
including:
the general role of an advisory committee, what it is, what
it isn’t, and its relationship to council the unique purpose of
the committee
any specific tasks/activities expected to be undertaken by
the committee in addition to advice being given to council
(for example: public engagement, educational workshops
or seminars, cycling or walking tours, etc.)
the expected tenure of committee and whether it will be a)
legislated, b) standing (permanent), or c) task-oriented
with a sunset provision
a provision for mandated review, whether coinciding with
each term of council or some other frequency
the expected level of administrative support to be provided
by clerks and the council-member-designate on the
committee
a dispute resolution process
the expected meeting schedule and frequency
a communications protocol for the committee, including
stand-alone websites, webpages, and social feeds
other matters arising as needed
details related to chair and membership, including
alternates, and terms of office

Deliverable
To be incorporated into the common framework.

Partially complete through Report CL-26-21 Public
Appointment Policy (November 2021)
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standardized training and orientation for new and returning
members
standardized recruitment and appointment procedures,
including a broader range of methods used to recruit/notify
the community of opportunities to volunteer
a code of conduct for members at meetings and when
dealing with staff, the public and council
related budget, and the appropriate mechanism to request
changes to budget
2. In service to recommendation #1 above, schedule a
workshop for council to gain a consensus on the role,
function, structure, standardized terms of reference,
recruitment and tasks of advisory committees in general,
and specifically the ones under the review section.
3. Review the input received from the public,
council, action labs, and advisory committee
review volunteer working team report and advise how the
recommendations will be used.
4. Report back on options for greater engagement
opportunities using digital technologies, civic lotteries, and
other tools, and in what circumstances each tool would be
best deployed.
5. Report back with a plan for open government to
enhance transparency, accountability, and connection
between community members and city hall.

Completed through Report CL-16-21 Training and
onboarding strategy for committee appointees (June 2021)
Completed through Report CL-26-21 Public Appointment
Policy (November 2021)
Currently have a code of conduct for local boards and
committee – will review and bring back to Standing
Committee.
Interim process established through CL-10-21 Committee
budget allocation process (April 2021)
Completed - Key definitions and committee elements
approved in principle by report CL-17-21 Advisory
Committee Review (September 2020)

Completed - Items reviewed in placed into buckets – Just
Do It, Part of the Review, and Parking Lot – List of
actionable items will be at the end of this list. CL-17-21
Advisory Committee Review (September 2020)
Corporate Communications & Engagement will be creating
an engagement roster. Report will be provided in 2022.

Put on hold until after the common framework is
completed. The following reports support overall
transparency and accountability and will be referenced in
the strategy.
CL-01-21 Update on accountability and transparency
initiatives (January 2021)

199

CL-26-21 Appendix C
Reconciliation of Advisory Committee Deliverables

6. Report back on options for resident recognition
programs and/or events, and exploring, among other
possibilities:
a) revised/rebranded Burlington’s Best/Civic
Recognition/Inspire Burlington.
b) partnership with the Key to the City program; and/or
c) incorporating recognition into the annual Burlington Day
festivities being developed by the mayor’s office in
partnership with the recreation services department to
launch in 2021.
7. Maintain the provincially legislated committees intact specifically Accessibility Advisory and Heritage Advisory and complete recruitment of any new members and
alternates where there are vacancies. Once the
consistency exercise of recommendation #1 is complete,
update the terms of reference accordingly to include
standardized information applicable to all committees.
8. Maintain those committees intact which have a clear
mandate, longstanding history and are functioning well,
specifically the Mundialization Committee, Downtown
Parking Advisory Committee, and Sustainable
Development Advisory Committee. Once the consistency
exercise of recommendation #1 is complete, update the

CL-09-21 – Public Notice Policy (March 2021)
CL-15-21 – Lobbyist Registry (April 2021)
CL-28-21- Lobbyist Registry Implementation (September
2021)
CL-27-21 -Information Management Strategy (November
2021)
Committee Clerks conducted consultation with members of
Council in the Summer of 2021. The data has been
collected and placed into themes. Due to a lack of
resources this project is on hold.

Decision at September 28, 2021 to reinstate all existing
advisory committees has been actioned. Terms of
reference for these committees will be reviewed as part of
the common framework exercise.
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terms of reference accordingly to include standardized
information applicable to all committees.
9. Maintain, as-is, the newly formed Agricultural and Rural
Affairs Advisory Committee which, as a new committee,
already has updated terms of reference, current
membership and a workplan. Once the consistency
exercise of recommendation #1 is complete, update the
terms of reference accordingly to include standardized
information applicable to all committees
10. Report back on the possibility of creating one advisory
committee related to mobility that would incorporate the
existing Cycling Advisory Committee
and Integrated Transportation Advisory Committee.
Determine whether to incorporate the proposed
Transit Committee or establish as a stand-alone
committee, using the terms of reference
of the former Transit Committee (Appendix A) as a starting
point for review
11. Strike a task force of community members to review
the terms of reference developed for the former Waterfront
Access and Protection Advisory Committee (Appendix B),
and the recommendations arising from their final report to
council (Appendix C) and report back with a
recommendation on a structure moving forward for a
Waterfront Committee, whether task-oriented/temporary,
permanent standing committee, or other structure.
12. Consult with the Millennial, Seniors’ Advisory, and
Inclusivity Advisory Committees on items including, but not

Wil be part of the work done through the Common
Framework.

Wil be part of the work done through the common
framework.

(Millennial, Seniors Advisory, Youth) have the potential to
evolve into a different structure that allows for more
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limited to role, activities, staff support, structure,
engagement. Have been looking at different structures and
membership selection and recruitment, tenure (standing or models. This will be determined during the common
framework.
task-oriented), recommendations from the residents’
report, and report back to council with options. Once the
consistency exercise of recommendation #1 is complete,
Inclusivity Advisory Committee will be evaluated, and its
update the terms of reference accordingly to include
terms of reference will be part of the work done through
standardized information applicable to all committees.
the common framework.
Items unique to specific committees to be discussed:
a) for the Millennial Committee: a name change to reflect
the young adult population, and an age range to be
determined (eg. 25-40, post-high-school 19-40, etc.).
b) for the Seniors’ Advisory Committee: a name change to
reflect older adults, and an age range review (eg. starting
at 55+).
c) for the Inclusivity Advisory Committee: options to
incorporate inclusivity in each advisory committee, with a
dedicated member, or maintain a stand-alone committee.
13. Consult with the recreation services department to
build on and potentially formalize the newly established
Burlington Youth Council to engage high school students
in Burlington and provide a connection to city council.
3. Review the input received from the public, council, action labs, and advisory committee review volunteer working
team report and advise how the recommendations will be used. The following actions were drawn from the resident
engagement that occurred in 2019 these items also form part of the review.
Just do it!
Shifting the focus from “citizen” to resident, was a
Completed through Report CL-26-21 Public Appointment
Policy (November 2021)
recommendation made several times throughout the
various engagement results, the Review Team and at the
action labs.
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Increasing efforts to attract diverse applicants to apply to
serve on committees of Council. Staff agree with the
feedback and will work on enhancing its recruitment
strategy. (For more information please go to the
Assumptions Section.)
Develop an awareness campaign, several respondents
indicated that there should be more civic educational items
to help orient those new to the community or not plugged
in on how to get involved with committees and the overall
governance system. Staff can commit to working with
communications to build an awareness campaign which
may augment as the review develops.
Clerks department will be assuming secretariat duties for
all advisory committees of Council, including the
Downtown Parking Advisory Committee and the
Sustainability Development Advisory Committee. In
assuming these duties, the Clerks department will ensure
that all committees are supported to a certain standard
and will ensure that all advisory committee members have
an equitable experience.
Review the Clerks department web presence to ensure
that it is user focused. This work has begun as part of the
“three month” post COVID plan, and be completed along
with our regular duties and the changes will be iterative in
nature.
There was a large focus on providing residents with the
means to communicate directly with Council either by way
of delegations, presentations and written correspondence.
Staff will be bringing amendments to the Procedure By-law

This has occurred through various recruitments. Through
Report CL-26-21 Public Appointment Policy (November
2021) diversity information will be gathered to help inform
whether the Office of the City Clerk is reaching
marginalized communities.
Has started through working with Corporate
Communications. Insert in Summer 2021 City Talk that
went to all homes in Burlington. New webpage dedicated
to providing instruction on how to connect created. How-to
videos have been provided and will be posted to the City’s
website.
Action completed January 2021. These appointees have
been included in the orientation and onboarding initiatives.

Preliminary work has begun with mapping out the Office of
the City Clerk’s web presence. Work will be folded into the
corporate web revitalization program.

Webpage completed – and small communications
campaign has been developed to support engagement
with Council through its formal channels. Provisions for
Correspondence and Petitions created through by-law
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to enhance communication between residents and Council
in the creation for rules and standards for Council
correspondence, and petitions.
Creating opportunities for the advisory committees of
Council to meet with members of Council, staff are
interested in exploring ways in which this can occur. There
may be training opportunities, and recognition events that
can foster that connection. Due to COVID-19 in person
interactions and group gatherings are limited, however
there may be opportunities to conduct online or virtual
events.
Through the engagement staff received comments with
respect to accountability, transparency directed at the
Clerks department and to the city in general. The Clerks
department is conducting a review of its current services in
a state of good repair and, through the implementation of
various policies and Procedure By-law amendments, will
reconfirm its commitment to public service and
accountability to the public.

Based on the action lab feedback, recommending or
suggesting that applicants who did well in the interview
process, apply to serve on a subcommittee. This will help
to maintain interest and provide an opportunity to
experience the committee system and gain exposure to
the municipality. This can be incorporated into current
appointment practice.

amendments CL-17-20 (October 2020) to enable
correspondence and petitions at Committee and Council.
Chairs meeting is planned for Q4 2021. More opportunities
will be investigated for the future.

Through the following reports, the Office of the City Clerk
has tried to strength and support principles of
accountability and transparency:
CL-01-21 Update on accountability and transparency
initiatives (January 2021)
CL-09-21 – Public Notice Policy (March 2021)
CL-15-21 – Lobbyist Registry (April 2021)
CL-28-21- Lobbyist Registry Implementation (September
2021)
CL-27-21 -Information Management Strategy (November
2021)
Completed through Report CL-26-21 Public Appointment
Policy (November 2021)
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Part of the Review
Staff will be looking at ways in closing the loop with
Completed through Report CL-16-21 Training and
advisory committees, by enhancing training and with aims onboarding strategy for committee appointees (June 2021)
to include the bigger picture into advisory committees and
overall resident engagements that are hosted by the
Clerks department. In response to the April 20, 2020
resolution, a review of the current training strategy will be
brought back to Council for information purposes.
Several responses spoke to negative interactions between To be incorporated into the common framework.
staff, committee members, and council members. Through
a new committee policy, definitions will be created.
Committee mandate, and role clarity within advisory
committees will also be themes that thread throughout the
policy, training and committee reference materials.
Training will also be held to ensure that all participants
have a collective understanding of the terms and roles and
are sufficiently informed to have conversations with each
other when ambiguity arises.
A common theme in survey responses was the need to
Interim process established through CL-10-21 Committee
build connectivity between an advisory committee, the
budget allocation process (April 2021) – through this report
standing committee it reports to and Council.
there has also been discussion with committees on the
Strengthening relations and connectivity between different annual report being a chance to showcase the
committees, in order to foster two-way dialogue between a accomplishments of the Committee. Chairs are actively
standing committee and its advisory committees will be
encouraged to delegate to standing committee on their
annual report.
taken into consideration when building the committee
policy.
To be incorporated into the common framework.
Through the committee policy, staff will be working on
developing a reporting mechanism, either annually or
semi-annually to the standing committee to provide an
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update on the Advisory Committee’s actions and
highlighting some of the matters addressed at their
committee.
In addition, advisory committee workplan information will
be sent to the standing committee to be received and filed,
for the standing committee to be informed of advisory
committee work. Staff will also be looking into the
feasibility of providing, by way of information items,
approved advisory committee minutes to be received and
filed.
Feedback from the staff survey indicated that there should
be staff liaisons assigned to all advisory committee as a
resource, and this will be investigated for potential
inclusion in the committee policy.
Reducing barriers to participation. Throughout the survey
there was a general lack of awareness of the public
appointment process, this sentiment was echoed by the
Review Team. These comments will be reviewed when
building the new public appointment policy. The policy will
establish diversity, equity and inclusion as primary values,
and seek to eliminate any potential barriers to
participation.
Building on the action to build an awareness campaign
from the previous section, staff will investigate creating a
civic education program to be brought forward as part of
the review. Civics, especially at the municipal level, is not
the main focus in current curriculum, and some residents
may not be aware of the opportunities to get involved with

Interim process established through CL-10-21 Committee
budget allocation process (April 2021)

At this time all advisory committees have an assigned staff
liaison.

Report CL-26-21 Public Appointment Policy (November
2021) upon approval there will be some outreach to
community on the changes and the changes that have
been made to make the policy and the program more
accessible.

Due to a lack of resources in the Office of the City Clerk
this initiative has been on hold.
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municipal government. Staff will work towards developing
civic education tools and materials for all types of learners.
Survey respondents and the Review Team indicated their
support for continuing advisory committees but also look
towards different ways for Council to get the advice they
need. Through the review, alternative formats for
engagement on Council topics will be reviewed and
brought forward.
Parking Lot – For Future Use

Corporate Communications & Engagement will be creating
an engagement roster. Report is anticipated to be provided
in 2022.

Several items were placed in a parking lot future use these
items were not actioned and may be considered in future
strategic planning for the Office of the City Clerk.
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SUBJECT: 2022 calendar of meetings for Council and standing
committees
TO:

Corporate Services, Strategy, Risk & Accountability Cttee.

FROM:

Office of the City Clerk

Report Number: CL-31-21
Wards Affected: N/A
File Numbers: 130-01
Date to Committee: November 10, 2021
Date to Council: November 23, 2021

Recommendation:
Approve the 2022 calendar of meetings for Council and standing committees attached
as appendix A to office of the city clerk report CL-31-21; and
Enact an amendment to Procedure By-law 31-2021, attached as appendix C to office of
the city clerk report CL-31-21, amending section 21 of Procedure By-law 31-2021
regarding the inaugural meeting of Council.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
Annually, the Office of the City Clerk brings forward a proposed schedule of Council and
standing committee meetings for the upcoming calendar year. The proposed 2022
calendar, attached as Appendix A, provides 9 regular cycles of meetings instead of the
usual 11. Due to the 2022 municipal election, meeting cycles are not proposed in
October and November. Also, attached as Appendix B is the listing of 2022 committee
dates with deadlines for reports and motion memorandums from members of Council.
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Changes to Council’s term of office:
The Municipal Act was amended in 2017 to change the term of office for a member of
Council of an upper-tier municipality to begin on November 15 of an election year.
Previously, the new Council term began on December 1 of an election year. The 2022
calendar reflects the November 15 date for the new term of Council.
Lame duck provisions:
Section 275 of the Municipal Act, 2001 sets out restrictions of Council after Nomination
Day (August 19, 2022) and Voting Day (October 24, 2022).
Council will be in a lame duck period if it can be determined with certainty that two
current members of Council would not be on the new 2022-2026 term of Council. Staff
will monitor the following two timeframes to determine if Council may be restricted in its
acts:




if, on August 19, 2022 (Nomination Day), two or more current members of
Council decide not to run for office then Council would be considered lame duck
until the beginning of the new term of Council (November 15, 2022).
if, on October 24, 2022 (Election Day), two or more current members of Council
are not re-elected or acclaimed then Council would be considered lame duck
until the beginning of the new term of Council (November 15, 2022).

Restrictions included in a lame duck period are:
(a) the appointment or removal from office of any officer of the municipality;
(b) the hiring or dismissal of any employee of the municipality;
(c) the disposition of any real or personal property of the municipality which has a
value exceeding $50,000 at the time of disposal; and
(d) making any expenditures or incurring any other liability which exceeds $50,000.
Subsection 275 (4) of the Municipal Act clarifies that (c) and (d) do not apply if these
dispositions or expenditures were previously approved in the budget by August 19,
2022 (Nomination Day) and, Subsection 275 (4.1) clarifies that Council may take all
necessary and appropriate actions in the event of an emergency.
We have proposed a September cycle of meetings and will be cognizant of the lame
duck provisions as we list reports for that cycle.
Scheduling factors:
The following dates were factored into the 2022 calendar:




March Break: March 14-18;
Federation of Canadian Municipalities conference: June 2-5; and
Association of Municipalities of Ontario conference: August 14-17.
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In addition, the closing of City of Burlington administrative offices for statutory and other
holidays are noted on the calendar. These dates have been confirmed with our human
resources department.
Election dates:
The following dates are noted on the calendar related to the election:
May 2, 2022 - Registration Day
August 19, 2022 - Nomination Day
October 24, 2022 - Election Day
November 15, 2022 - Start of the 2022-2026 Council term and inaugural meeting
of Council
Council orientation:
Staff are looking to hold orientation sessions for Council on November 22, 23 and 24,
2022 and will coordinate these sessions with the service information workshops related
to the budget.
2023 budget:
Council Workshops are scheduled on November 29 & 30 and December 12 & 15, 2022
to provide information related to the city’s services in preparation for the 2023 budget
discussions. The 2023 budget overview report is scheduled on January 12, 2023 with
the budget review and approval proposed for February 2023.
Advisory committees during an election year:
Regular monthly advisory committee meetings will pause as of June 30, 2022 due to the
election. This was undertaken in 2018 and is practiced by several municipalities. During
the rest period, subcommittees may meet to continue their work on any planned
projects or events and staff will provide any required support. In addition, meetings may
be scheduled for the two legislated advisory committees (Heritage and Accessibility) if
there is urgent business to be discussed.
Given that a number of staff who support advisory committees also assist with the
election and committee members may be involved on election campaigns, pausing
advisory committees during the election period decreases potential conflicts.
Amendment to Procedure By-law 31-2021:
Procedure By-law 31-2021 requires an amendment to section 21 regarding the
inaugural meeting of Council to align with the Municipal Act changes to the term of
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office. Attached as Appendix C is an amending by-law replacing section 21 of the
Procedure By-law with the following wording:
21.

Inaugural Meeting of Council

21.1

Following an election, the inaugural meeting of Council will be held in Burlington
at 6:30 p.m. on the first Tuesday following the start of the new term of office,
being November 15, at a location to be fixed by the Clerk.

Strategy/process
To avoid scheduling conflicts, staff collaborate with the Regional Clerk at the Region of
Halton, as well as internal city departments.

Financial Matters:
Not applicable.
Other Resource Impacts
Not applicable.

Climate Implications
Due to COVID-19, the city will continue with virtual meetings into 2022. In hosting virtual
meetings, there may be some reductions to the carbon footprint associated with
attending in person meetings.

Engagement Matters:
When drafting the calendar, staff worked with the Regional Clerk, and members of the
Burlington Leadership Team.
Following Council approval of the 2022 calendar of meetings, a calendar will be
produced for Council, and key staff. Additional copies will be made available in the
Office of the City Clerk. In addition, the schedule is posted to the city’s website, and in
the electronic meeting calendar which is updated throughout the year. The public can
subscribe for calendar updates which provides email reminders on upcoming meetings
throughout the year.
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The Office of the City Clerk also submits social media workorders when agendas are
public. These workorders generate social media posts, which promote the meetings to
residents.

Conclusion:
The proposed 2022 calendar of meetings for Council and standing committees will
provide public notice of a regular cycle of meetings, ensuring that city business is
conducted in an open manner while taking the 2022 municipal election into
consideration.
Respectfully submitted,
Georgie Gartside
Committee Clerk
georgie.gartside@burlington.ca

Appendices:
A. 2022 calendar of meetings
B. 2022 calendar of meetings (Excel) with deadlines
C. By-law XX-2021, Procedure By-law amendment

Notifications:
Graham Milne, graham.milne@halton.ca

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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2022 Calendar of Meetings
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Tuesdays Council – 1 p.m. &
6:30 p.m.

Mondays 9:30 a.m./1 p.m. Council
Workshop

Registration Day for
2022 Election

Tuesdays 9:30 a.m. – Community
Planning, Regulation & Mobility
Committee

Thursdays 9:30 a.m. – Environment,
Infrastructure & Community Services
Committee

Nomination Day

Tuesday 6:30 p.m. –Community
Planning, Regulation & Mobility
Committee Public Meeting

Regional Committee

Wednesdays 9:30 a.m. – Corporate
Services, Strategy, Risk &
Accountability Committee
Wednesdays 3:30 p.m. - Audit
Committee
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S

M

T

W

T

Election Day

1

2

3

4

5

6

7

Start of new Council term

8

9

10

11

12

13

14

Inaugural Meeting of
2022-2026 City Council

15

16

17

18

19

20

21

Special Meeting Times TBD

22

23

24

25

26

27

28
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Assoc. of Municipalities of Ontario
Conf.
Fed. of Canadian Municipalities Conf.
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2022 Calendar of Meetings with Deadlines

Committee Meeting Date
Monday, January 3, 2022
Monday, January 10, 2022
Tuesday January 11, 2022
Wednesday, January 12, 2022
Thursday, January 13, 2022
Monday, January 17, 2022
Tuesday, January 18, 2022
Wednesday, January 19, 2022
Tuesday, February 1, 2022
Wednesday, February 2, 2022
Thursday, February 3, 2022
Tuesday, February 8, 2022
Wednesday, February 9, 2022
Wednesday, February 9, 2022
Monday, February 14, 2022
Tuesday, February 15, 2022
Wednesday, February 16, 2022
Monday, February 21, 2022
Tuesday, March 1, 2022
Wednesday, March 2, 2022
Thursday, March 3, 2022
Tuesday, March 8, 2022
Wednesday, March 9, 2022
March 14-18, 2022
Monday, March 21, 2022
Tuesday, March 22, 2022
Wednesday, March 23, 2022
Tuesday, April 5, 2022
Wednesday, April 6, 2022
Thursday, April 7, 2022
Monday, April 11, 2022
Tuesday, April 12, 2022
Wednesday, April 13, 2022
Friday, April 15, 2022
Monday, April 18, 2022
Tuesday, April 19, 2022
Wednesday, April 20, 2022
Monday, May 2, 2022
Tuesday, May 3, 2022
Wednesday, May 4, 2022
Thursday, May 5, 2022
Tuesday, May 10, 2022
Monday, May 16, 2022
Tuesday, May 17, 2022
Wednesday, May 18, 2022
Monday, May 23, 2022
Wednesday, May 25, 2022
June 2-5, 2022
Monday, June 6, 2022
Tuesday, June 7, 2022

CL-31-21 Appendix B

Committee Meeting Type
New Years Day observed
Corporate Services, Strategy, Risk and Accountability Committee
Community Planning, Regulation & Mobility Committee
Regional Council Workshop
Environment, Infrastructure & Community Services Committee
Council Workshop
City Council
Regional Council
Community Planning, Regulation & Mobility Committee
Corporate Services, Strategy, Risk and Accountability Committee
Environment, Infrastructure & Community Services Committee
Community Planning, Regulation & Mobility Committee – Public Meeting
Regional Council Workshop
Audit Committee
Council Workshop
City Council
Regional Council
Family Day
Community Planning, Regulation & Mobility Committee
Corporate Services, Strategy, Risk and Accountability Committee
Environment, Infrastructure & Community Services Committee
Community Planning, Regulation & Mobility Committee – Public Meeting
Regional Council Workshop
March Break
Council Workshop
City Council
Regional Council
Community Planning, Regulation & Mobility Committee
Corporate Services, Strategy, Risk and Accountability Committee
Environment, Infrastructure & Community Services Committee
Council Workshop
Community Planning, Regulation & Mobility Committee – Public Meeting
Regional Council Workshop
Good Friday
Easter Monday
City Council
Regional Council
Nomination and Registration Period Begins for 2022 Municipal Election
Community Planning, Regulation & Mobility Committee
Corporate Services, Strategy, Risk and Accountability Committee
Environment, Infrastructure & Community Services Committee
Community Planning, Regulation & Mobility Committee – Public Meeting
Council Workshop
City Council
Regional Council Workshop
Victoria Day
Regional Council
FCM Conference
Corporate Services, Strategy, Risk and Accountability Committee
Community Planning, Regulation & Mobility Committee
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Items Ratified by Council on:

Deadline to Clerks Department is
12:00 p.m. on:

Tuesday, January 18, 2022
Tuesday, January 18, 2022

Tuesday, January 4, 2022
Tuesday, January 4, 2022

Tuesday, January 18, 2022
Tuesday, February 15, 2022

Tuesday, January 4, 2022

Tuesday, February 15, 2022
Tuesday, February 15, 2022
Tuesday, February 15, 2022
Tuesday, February 15, 2022

Wednesday, January 19, 2022
Wednesday, January 19, 2022
Wednesday, January 19, 2022
Wednesday, January 26, 2022

Tuesday, February 15, 2022
Tuesday, March 22, 2022

Wednesday, January 26, 2022

Tuesday, March 22, 2022
Tuesday, March 22, 2022
Tuesday, March 22, 2022
Tuesday, March 22, 2022

Wednesday, February 16, 2022
Wednesday, February 16, 2022
Wednesday, February 16, 2022
Wednesday, February 23, 2022

Tuesday, April 19, 2022

Tuesday, April 19, 2022
Tuesday, April 19, 2022
Tuesday, April 19, 2022
Tuesday, April 19, 2022
Tuesday, April 19, 2022

Wednesday, March 23, 2022
Wednesday, March 23, 2022
Wednesday, March 23, 2022

Tuesday, May 17, 2022
Tuesday, May 17, 2022
Tuesday, May 17, 2022
Tuesday, May 17, 2022
Tuesday, June 21, 2022

Wednesday, April 20, 2022
Wednesday, April 20, 2022
Wednesday, April 20, 2022
Wednesday, April 27, 2022

Tuesday, June 21, 2022
Tuesday, June 21, 2022

Wednesday, May 25, 2022
Wednesday, May 25, 2022

Wednesday, March 30, 2022

Wednesday, June 8, 2022
Wednesday, June 8, 2022
Thursday, June 9, 2022
Tuesday, June 14, 2022
Wednesday, June 15, 2022
Monday, June 20, 2022
Tuesday, June 21, 2022
Friday, July 1, 2022
Monday, July 4, 2022
Tuesday, July 5, 2022
Wednesday July 6, 2022
Thursday, July 7, 2022
Monday, July 11, 2022
Tuesday, July 12, 2022
Wednesday, July 13, 2022
Monday, August 1, 2022
August 14-17, 2022
Friday, August 19, 2022
Monday, September 5, 2022
Tuesday, September 6, 2022
Wednesday, September 7, 2022
Thursday, September 8, 2022
Monday, September 12, 2022
Tuesday, September 13, 2022
Friday, September 30, 2022
Monday October 10, 2022
Monday, October 24, 2022
Wednesday, November 9, 2022
Tuesday, November 15, 2022
Tuesday, November 15, 2022
Tuesday, November 29, 2022
Wednesday, November 30, 2022
Monday, December 5, 2022
Tuesday, December 6, 2022
Wednesday, December 7, 2022
Thursday December 8, 2022
Monday, December 12, 2022
Tuesday, December 13, 2022
Wednesday, December 14, 2022
Wednesday, December 14, 2022
Thursday, December 15, 2022
December 23 - 30, 2022
Monday, January 2, 2023
Monday, January 9, 2023
Tuesday, January 10, 2023
Wednesday, January 11, 2023
Thursday, January 12, 2023 AM
Thursday, January 12, 2023 PM
Tuesday, January 17, 2023
Wednesday, January 18, 2023
Monday, January 23, 2023
Tuesday, January 24, 2023
Wednesday, January 25, 2023

Regional Council Workshop
Audit Committee
Environment, Infrastructure & Community Services Committee
Community Planning, Regulation & Mobility Committee – Public Meeting
Regional Council
Council Workshop
City Council
Canada Day
Corporate Services, Strategy, Risk and Accountability Committee
Community Planning, Regulation & Mobility Committee
Regional Council Workshop
Environment, Infrastructure & Community Services Committee
Council Workshop
City Council
Regional Council
Civic Holiday
AMO Conference
Nomination Day for 2022 Municipal Election
Labour Day
Community Planning, Regulation & Mobility Committee
Corporate Services, Strategy, Risk and Accountability Committee
Environment, Infrastructure & Community Services Committee
Audit Committee
City Council
National Day for Truth and Reconciliation
Thanksgiving
Municipal Election
Regional Council
New term of Council begins
Inaugural Meeting of City Council
Council Workshop - service information presentations for the budget
Council Workshop - service information presentations for the budget
Corporate Services, Strategy, Risk and Accountability Committee
Community Planning, Regulation & Mobility Committee
Inaugural Meeting of Regional Council
Environment, Infrastructure & Community Services Committee
Council Workshop - service information presentations for the budget
City Council
Regional Council
Audit Committee
Council Workshop - service information presentations for the budget
Holiday Shutdown
New Years Day observed
Corporate Services, Strategy, Risk and Accountability Committee
Community Planning, Regulation & Mobility Committee
Regional Council - Agency Budget
Environment, Infrastructure & Community Services Committee
Corporate Services, Strategy, Risk and Accountability Committee - 2023 Budget Overview
Community Planning, Regulation & Mobility Committee – Public Meeting
Regional Council - Budget
Council Workshop
City Council
Regional Council
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Tuesday, June 21, 2022
Tuesday, June 21, 2022
Tuesday, June 21, 2022

Wednesday, May 25, 2022
Wednesday, May 25, 2022
Wednesday, June 1, 2022

Tuesday, July 12, 2022

Tuesday, July 12, 2022
Tuesday, July 12, 2022

Wednesday, June 22, 2022
Wednesday, June 22, 2022

Tuesday, July 12, 2022
Tuesday, September 13, 2022

Wednesday, June 22, 2022

Tuesday, September 13, 2022
Tuesday, September 13, 2022
Tuesday, September 13, 2022
Tuesday, September 13, 2022

Wednesday, August 24, 2022
Wednesday, August 24, 2022
Wednesday, August 24, 2022
Wednesday, August 24, 2022

Tuesday, December 13, 2022
Tuesday, December 13, 2022
Tuesday, December 13, 2022
Tuesday, December 13, 2022

Wednesday, November 23, 2022
Wednesday, November 23, 2022

Tuesday, December 13, 2022
Tuesday, January 24, 2023

Wednesday, November 23, 2022

Special Council on Dec. 14
Tuesday, January 24, 2023

Wednesday, November 30, 2022

Tuesday, January 24, 2023
Tuesday, January 24, 2023

Tuesday, January 3, 2023
Tuesday, January 3, 2023

Tuesday, January 24, 2023
Tuesday, January 24, 2023
Tuesday, January 24, 2023

Tuesday, January 3, 2023
Tuesday, January 3, 2023
Wednesday, January 4, 2023

February 2023
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The Corporation of the City of Burlington
City of Burlington By-law XX-2021
A by-law to amend By-law 31-2021 to provide for the rules of order of
Council and its Committees
File:110-04-1 (CL-31-21)
Whereas section 238(2), of the Municipal Act, S.O. 2001, c.25 requires that every
municipality and local board shall pass a procedure by-law for governing the calling, place
and proceeding of meetings; and
Whereas the Corporation of the City of Burlington (the “City of Burlington”) has enacted
Procedure By-law 31-2021; and
Whereas in 2017, Bill 68, Modernizing Ontario's Municipal Legislation Act, amended the
Municipal Act to change the term of office for Council to begin on November 15 in an election
year;
Now therefore the Council of the Corporation of the City of Burlington hereby enacts as
follows:
1.

2.

Section 21 of By-law 31-2021 is amended by deleting the section in its entirety and
inserting the following in its place:
21.

Inaugural Meeting of Council

21.1

Following an election, the inaugural meeting of Council will be held in
Burlington at 6:30 p.m. on the first Tuesday following the start of the new
term of office, being November 15, at a location to be fixed by the Clerk.

Subject to the amendments made in this By-law, in all other respects, By-law 31-2021
is hereby confirmed unchanged.

4.

This By-law comes into force on the date of its passing.

Enacted and passed this 23rd day of November, 2021.
Mayor Marianne Meed Ward
City Clerk Kevin Arjoon
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SUBJECT: 2022 municipal election planning and advocacy
TO:

Corporate Services, Strategy, Risk & Accountability Cttee.

FROM:

Office of the City Clerk

Report Number: CL-32-21
Wards Affected: All
File Numbers:
Date to Committee: November 10, 2021
Date to Council: November 10, 2021

Recommendation:
Request the Halton District School Board and Halton Catholic District School Board
schedule a Professional Development Day on Municipal and School Board Election
Day, October 24, 2022; and
Forward a copy of this resolution to the Honourable Steve Clark, Minister of Municipal
Affairs and Housing; the Honourable Stephen Lecce, Minister of Education; the
Association of Municipal Clerks and Treasurers of Ontario; the Association of
Municipalities of Ontario; Region of Halton; Town of Halton Hills; Town of Milton and
Town of Oakville.

PURPOSE:
Requesting the support of Burlington City Council in advocating for a Professional
Development Day on Municipal Election Day October 24, 2022.

Vision to Focus Alignment:


Building more citizen engagement, community health and culture

Background and Discussion:
Municipal and School Board elections are planned and delivered in accordance with
policies and procedures that are necessary to conduct an election in a manner that
reflects the principles of the Municipal Elections Act, 1996, SO 1996, c32, as amended,
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(MEA) as amended, and its regulations. The Office of the City Clerk is responsible for
administering municipal elections in a fair and objective manner and strives to deliver
progressive and innovative elections.
The COVID-19 pandemic continues to be an evolving public health concern. Staff
continues to monitor guidance from public health authorities and observe trends and
practices in elections. A number of Ontario municipalities have held by-elections during
the peak of the pandemic, and through their experiences we must consider its impact on
all election processes, including securing and safe operation of voting locations, and the
hiring of Voting Day staff.
When determining voting locations, the City relies on the school facilities provided by
both school boards as voting locations in municipal and school board elections. Schools
provide accessible and community based voting locations and it is our intention to utilize
space in schools in the 2022 municipal election to be held October 24, 2022.
Similar to 2017, we have begun discussions with both the Halton District School Board
and the Halton Catholic District School Board on the possibility of designating voting
day as a Professional Development (PD) day. Strategically this is ideal, as there are
consistent concerns for student safety, in addition to public health concerns with
COVID-19 in schools. While we were unsuccessful in obtaining the PD day in 2018,
other jurisdictions were. For 2022 The Association of Municipal Clerks and Treasurers
of Ontario (AMCTO) a professional association of municipal administrators in Ontario
has taken an advocacy approach for PD days across Ontario.
Strategy/process
Determining Voting Locations
Physical voting locations for advance voting and voting day will be determined by the
City Clerk, in accordance with the MEA. Additional locations and advance voting
opportunities will be considered to address wait times and to allow for physical
distancing, following public health guidance.
Municipalities across Ontario are working to partner with local school boards to ease the
stress of using these facilities as voting locations. While legislation allows the Clerk to
use schools as polling stations, getting the support of local principals may be difficult.
This will be particularly challenging in the midst of a pandemic.
Advocacy by AMCTO
Advocating for voting day to be designated as PD day for school boards is supported by
AMCTO. AMCTO have requested, in successive submissions, amendments to the
MEA, requesting that the Province mandate a Province-wide PD Day. In an effort to find
an interim ‘non-legislative’ solution to this problem. The Association President recently
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issued a letter to all school boards advocating for this change. In addition, they have
emailed its membership with a communique and a draft resolution for Council’s to
consider. Advocacy materials are attached as Appendix A. Council lending their support
may help persuade the School Boards, and administration. Therefore, staff recommend
that Council support this advocacy work and request the Halton District School Board,
Halton Catholic District School Board, Conseil scolaire Viamonde, and scolaire
catholique MonAvenir to schedule a Professional Development Day on Municipal and
School Board Election Day, October 24, 2022.

Financial Matters:
None.

Climate Implications
None.

Engagement Matters:
Although there are no significant regional implications associated with this report, it
should be noted that the local Municipal Clerks in Halton Region will be working closely
with the Regional Clerk to ensure that the vote is compiled for the Regional Chair
position.

Conclusion:
The City Clerk requests Council’s support in advocating that school boards declare a
PD day for voting day, October 24, 2022 to ensure student safety, the greatest possible
use of the facility, respecting COVID health and safety protocols, physical distancing
and limitations on capacities that may still be in place in 2022.
Respectfully submitted,
Kevin Arjoon
City Clerk
Kevin.Arjoon@burlington.ca
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Appendices:
A. AMCTO Advocacy Background Material

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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Draft Council Resolution Template (For illustrative purposes to help
inform the development of your own council resolution)
WHEREAS Monday, October 24 2022 is Municipal and School Board election day, and
municipal clerks who administer Municipal and School Board elections are in the middle
of planning for this important democratic event.
AND WHEREAS municipalities have statutory authority to use schools as polling
places under section 45 of the Municipal Elections Act, 1996.
AND WHEREAS schools are often the largest, most centrally located and accessible
facility in communities which make them ideal locations to host polling stations.
AND WHEREAS many school boards across the Province already work with
municipalities to schedule a Professional Development Days (PD Days) on municipal
election day every four years.
AND WHEREAS the [Insert Municipality] municipal clerk runs the elections for [Insert
School Board(s)].
AND WHEREAS in 2018, approximately 25% of school boards agreed to make
Municipal and School Board Election Day a PD Day. Approximately another 60%
had PD days in October already. Almost 30% of had days within a week of municipal
election day and there are a number of school boards that schedule PD Days on
Mondays already. And therefore, it is possible to make arrangements for a PD Day to
fall on Municipal and School Board Election Day.
AND WHEREAS school boards and municipalities can work together, to increase these
rates and make it easier for local voters to cast their ballots while ensuring student
safety.
AND WHEREAS partnering with municipalities once every four years to ensure that
municipal and school board elections fall on a PD Day has a number of benefits to
School boards, schools and the broader community including:
•
•
•
•

Easing the facilitation of Election Day so that Clerks can ensure a smooth
democratic process which elects school board trustees as well as local
council members.
Ensuring public health promotion and protection through more adequate
physical distancing in these larger venues.
Enhancing the principles of safe schools for both students and teachers by
reducing the number of people in the school.
Providing voters with a large, accessible location to cast their votes for their
school board and municipal representatives.
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AND WHEREAS school boards are entering into deliberations about the 2022-2023
School year calendar in order to submit their proposed calendars to the Ministry of
Education by May 2022.
BE IT RESOLVED the [Insert Municipality Council] request that the [Insert School
Board(s)] schedule a Professional Development Day on Municipal and School Board
Election Day, October 24th 2022.

Copied to:
•
•
•
•

Hon. Steve Clark, Minister of Municipal Affairs and Housing
Hon. Stephen Lecce, Minister of Education AMCTO
AMCTO
Association of Municipalities of Ontario
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SUBJECT: Council Remuneration Review Working Group
recommendations
TO:

Corporate Services, Strategy, Risk & Accountability Cttee.

FROM:

Office of the City Clerk

Report Number: CL-33-21
Wards Affected: All
File Numbers:
Date to Committee: November 10, 2021
Date to Council: November 23, 2021

Recommendation:
Approve the recommendations from the Council Remuneration Review Working Group
on council compensation, expense limits and resources attached as appendix A to
office of the city clerk report CL-33-21.

PURPOSE:
To report on the activities and recommendations of the Council Remuneration Review
Working Group (CRRWG), an objective third party, which undertook a review of council
remuneration, benefits, expenses and resources.

Vision to Focus Alignment:



Building more citizen engagement, community health and culture
Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
In April 2021 through report CL-08-21, Council approved the terms of reference for the
CRRWG on Council remuneration, benefits, expense limits and resources.
The mandate of the CRRWG is to complete the necessary research, review existing
policies and practices, make comparisons with similar sized peer and neighbouring
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municipalities, and produce an independent report with recommendations for the total
level of compensation, benefits and expenses for the term of office commencing
November 14, 2022.
The CRRWG’s membership included balanced representation from stakeholders
including:


a representative from a financial institution in the City of Burlington,



a local board member,



a citizen advisory committee member,



a representative from the Chamber of Commerce



a representative of a community social services organization (e.g. Community
Development Halton), and



two (2) City of Burlington residents.

The slate of members was established by canvassing members from the previous
term(s) and filling vacancies through direct appointment based on the representation in
the Terms of Reference. In keeping with the Committee Framework approved in
principle, the City Manager authorized the appointment of the following individuals were
appointed to the Group:
Dave Conrath (Chair)
John Chisholm
Sean Ballard
Colleen Mulholland
Diana Tuszynski
Sharon Portelli
Rameen Sabet
Carrie Overholt
The CRRWG began meeting in June and met 7 times to discuss research, review notes
and brainstorm, and prepare their final report. Members of Council and the City
Manager were interviewed individually to gain their perspective related to remuneration,
benefits, expenses, and resources.
Throughout its term the CRRWG was supported by the staff from the Office of the City
Clerk, Finance Department and the Executive Director of Human Resources. The
recommendations and report of the Committee is attached as Appendix A.
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Financial Matters:
None.

Climate Implications
None.

Engagement Matters:
The Terms of Reference for the Council Remuneration Review Working Group were
listed on a public agenda in April 2021 for Council’s consideration. The Group’s
agendas and minutes were publicly posted on www.burlington.ca.

Conclusion:
The Group has spent a considerable amount of time reviewing all of the background
information provided to them and analyzing information from comparator municipalities.
The recommendations presented by the Group are intended to support good
governance and fiscal accountability.
Respectfully submitted,
Amanda Fusco
Deputy City Clerk
Amanda.fusco@burlington.ca

Appendices:
A. Report from Council Compensation Review Committee

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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Remuneration Committee Report – 2021
Before we begin our report per se, we want to express our sincere appreciation for the
great support we received from the City of Burlington’s staff. This includes everything
from organizing our meetings, to taking minutes of them, to providing us well
researched answers to our many questions. Those involved include: Kevin Arjoon,
Amanda Fusco, Laura Boyd, Sandy O’Reilly, Kristin Sprukulis and Debbie Hordyk.
Others may have been involved as well, and our gratitude is extended to them.
Our report will be broken down into several sections as our mandate covers issues
beyond direct remuneration. These include the adequacy of support staff, expense
budgets and the Deputy Mayor position, which was raised by the previous
Remuneration Committee.

Salaries
Overall there is little discontent with the current salary structure, including annual
increases based on the relevant Consumer Price Indices (CPIs). Perhaps one reason
that annual earnings were not identified as a significant issue is that all Burlington
Councillors and the Mayor are also members of the Halton Region’s Council, and are
remunerated for that position as well. Hence, when comparing a Councillor’s annual
total salary with other similar jurisdictions (extensive data were provided by the city’s
staff), they fared well as there are two sources of income.
Recommendation: The salary structure currently used, including annual increases
based on CPIs, is maintained.

Benefits
The issue that the benefit package is significantly different for those over 65 was raised
by at least two Councillors. This difference exists as Councillors receive the same
benefit package as City employees. We heard through the interview process that this is
an issue of fairness and equity. We are aware that there is a review being undertaken
by the City of all human resources policies with a lens of diversity and inclusion.
Recommendation: The appropriate city staff should conduct a review of its benefit
packages at they apply to City Councillors considering the bases of equity during their
review of all human resources policies.

Expense Budgets
The general expense budget has been increased by $1,000 in response to the
recommendation of the last Remuneration Committee which met in 2017. While there
were no major concerns about the limitations established by the budgets, constraints

235

Appendix A to report CL-33-21
brought on by the pandemic were raised as an issue. For example, the ability to
increase mailings to constituents due to the limitations placed on public meetings were
constrained by some Councillors’ budgets. The question was raised regarding the
ability to accumulate past surpluses that could be used in such situations. A staff
member indicated how it might be done. It was also noted that the expense budgets
were not indexed.
Recommendations: The Council Expense Manual be amended to provide the following:




Establish a reserve account accessible by all members of Council, made up of
surpluses that exist at the end of the year. This would require establishing a
policy for when and how such funds might be accessed.
Increase each expense account by the increase in the relevant CPIs each year.

Staffing
All members of Council, without exception, stated their satisfaction with the staff support
that each was receiving on an individual basis.
A review of the current staffing structure and previous Remuneration Committee reports
revealed that over the years each Councillor was provided access to a full-time
Councillor’s Assistant, a City employee. The full-time Mayor’s Assistant, approved by
the 2017 Remuneration Committee, has not been put into effect. While the Mayor has
access to several support personnel, none are City employees.
Historically Mayors have chosen to hire their own assistants. This has been based on
the fact that the Mayor’s role is vastly different from that of a Councillor, from which
most mayors arise. And this has been recognized by the current Mayor. Still, through
interviews and the arguments supporting the recommendation made in 2017, we
believe that the transitioning between Mayors would be enhanced with a full-time City
employee whose experience could foster an easier transition.
Recommendation: The Office of the Mayor hire a full-time permanent assistant who
would be able to serve consecutive Mayors.

Customer Relationship Management System (CRM)
The City has a Customer Relationship Management System in house that allows
enquiries from “customers” to be tracked, followed up and resolved. It is intended to be
used in all customer-facing services and is being implemented in a phased approach.
Due to privacy laws that govern City records (the ones that come into the CRM) and
constituent records, there is a need to separate the two. A separate constituent record
solution is being researched. This will be funded by each Councillor using their
allowance. The cost per office (including access by the Councillor and their CA) is
expected to be approximately $2,000 per year.
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The use of the constituent records system was mentioned in a number of interviews as
it was a major concern for most of the Councillors, and as it relates to staff support it is
mentioned here. As it appears to be a work in progress we are not in a position to make
recommendations. However, it may well be a subject of concern for the committee that
succeeds us four years from now.

Deputy Mayor
Having been raised by the preceding Remuneration Committee we delved into this as
well. Most Councillors felt that there was no need for an elected position of Deputy
Mayor. However, there was clearly a recognition that there is a need for a Councillor to
step into the role of Mayor when the person so elected is unavailable to fulfill that role.
The current solution is to assign the role of “deputy mayor” or “interim mayor” on a
rotating basis, with the rotation done quite frequently. Any cycle of rotation should
ensure that the Councillor assigned as Deputy/Interim Mayor has an adequate
understanding as to what is on the Mayor’s plate so that the ability to fill the Mayor’s role
when needed, while not seamless, would not be exceedingly awkward. This process
would need to be defined by Council.
Recommendation:




In the short term, Council and the Mayor should choose a rotation cycle length
that leads to the most seamless transition for the “Deputy Mayor” should that role
be required.
In the longer term, Council and the Mayor should develop a clear definition of the
role of “deputy” or “interim” mayor and incorporate this within a policy or by-law
regarding its use.

Respectfully submitted,
Sean Ballard, John Chisholm, Dave Conrath, Colleen Mulholland, Carrie Overholt,
Sharon Portelli, Rameen Sabet, Diana Tuszynski
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