In the matter of the Public Inquiries Act, 2009, S.0. 2009, ¢ 33, Sch 6

And in the matter of the Resolution of the Council of the City of Hamilton dated April
24,2019, establishing the Red Hill Valley Parkway Inquiry pursuant to section 274 of
the Municipal Act, 2001, S.0. 2001, c 25

AFFIDAVIT OF JANETTE SMITH
SWORN February 22, 2023

I, Janette Smith, of the City of Hamilton, in the Province of Ontario, MAKE OATH AND

SAY:

1. I am the City Manager for the City of Hamilton (the “City”), and, as such, have knowledge

of the matters contained in this Affidavit.

A. My Background

2. I graduated from the University of Waterloo with a Bachelor of Science and I hold a Master
of Health Science, Community Health from the University of Toronto. Additionally, I have
completed several professional development programs from the Rotman School of Management,

Queen's Executive Development Program and the Schulich School of Business.

3. I have over 30 years of experience in public service prior to joining the City, including
serving in various senior leadership roles at the Region of Peel for the past two decades, including

the Commissioner of Health Services and the Commissioner of Public Works.

4. I have been the City Manager in Hamilton since May 2019. As City Manager, I am the
Chief Administrative Officer. I provide strategic leadership to execute Council policy and uphold
the City’s mission to provide high quality cost conscious public services that contribute to a

healthy, safe and prosperous community, in a sustainable manner.
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5. In carrying out this mandate and the directions from City Council, I work closely with the
City’s senior leadership team comprised of the General Managers of Public Works, Finance &
Corporate Services, Healthy & Safe Communities and Planning & Economic Development, the
Executive Director of Human Resources and the Director of Communication and Strategic

Initiatives (the “Senior Leadership Team”). I report directly to the Mayor and City Council.

6. The purpose of this affidavit is to summarize the ongoing policy and process
improvements the City has developed and implemented both at the Corporate City-wide level and
at the Public Works level that may be relevant to the issues that gave rise to the Inquiry (the

“Inquiry”) regarding the Red Hill Valley Parkway (the “Red Hill”).

7. These policies and initiatives reflect the City’s commitment to continuous quality
improvement and evolve corporate strategy and processes to provide excellence in public service.
As a large corporation, we will need to continue to reinforce the consistent implementation of the

policies and initiatives described below.

I. CORPORATE CITY- WIDE INITIATIVES

8. At Council’s direction, the City has added a number of policies and procedures to

strengthen accountability and transparency.

A. Records and Information Management

9. In September 2022, Council approved a Records & Information Management Policy
applicable to all City employees, including full-time, part-time, casual, contract, voluntcer and
student placement employees. A copy of the Records & Information Management Policy is

provided at Exhibit A.
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10. The purpose of the policy is to ensure consistent standards and practices are maintained

with respect to the management of records in the City’s possession to ensure that information is

available for decision-making, program and service delivery and access requests under the

Municipal Freedom of Information and Protection of Privacy Act, while being retained, preserved

or destroyed in accordance with relevant legislation, regulations and policies.

11. The Records & Information Management Policy identifies the following principles as the

framework for the management of the City’s information assets:

(a)

(b)

(©)

(d)

(©

49)

accountability: information must be managed through its lifecycle by assigning

accountability for the effective and efficient use of information by all staff.

transparency: the public has the right to access information under the control of the

Municipal Freedom of Information and Protection of Privacy Act.

integrity and quality assurance: information must be reliable and accurate and must

be a true representation of an actual event or task.

protection & compliance: legal, regulatory and contractual requirements must be

met regarding the protection and use of information assets must be complied with

availability of information: records and information must be maintained in a
manner that ensures the timely, efficient and accurate retrieval of information by

staff requiring it for the City’s business purposes

retention & disposition: records must be accessible based on legal, regulatory,

fiscal, historical and business operational requirements
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12. Employees are responsible for the proper management of corporate information assets in
compliance with the policy and the Records Retention By-law. A copy of the updated Records

Retention By-law is attached at Exhibit B.

B. Changes to the Code of Conduct

13. The City Code of Conduct governs the manner in which City employees perform their
duties as it relates to local government administration and service to the community. City
employees owe a duty of loyalty and commitment to the City as a condition of accepting
employment with the City of Hamilton. In serving the public interest they are entrusted with access
to a wide range of information, resources and responsibilities. The City expects its employees to
operate with a sense of honesty and accountability in accordance with the values and goals

established in the Mission, Vision and Values of the City.

14. This Code of Conduct and all related Schedules apply to all City employees, including but
not limited to regular, temporary and contract employees, volunteers, students, and interns
(collectively called “Employees”). A copy of the Code of Conduct for Employees is attached at

Exhibit C.

15.  As a function of the City’s commitment to updating and strengthening policies and
processes, the City introduced two Schedules to the Code of Conduct: Schedule F: Interacting
with the Office of the City Auditor, and Schedule G: Sharing of Consultant Reports with Identified

Imminent Risks to Human Health or Safety, described below.
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i. Interacting with the Office of the City Auditor

16. In October 2019, Council approved an amendment to the Code of Conduct to include as

Schedule F, a new policy titled “Interacting with the Office of the City Auditor.”

17. This policy outlines the roles, responsibilities and expectations of all staff when involved
in an audit investigation or other work. Specifically, the policy confirms that City employees must
fully cooperate with the City Auditor, which includes among other things: sharing all relevant
information and providing access to systems, responding courteously, with fairness and honesty
to inquiries and requests for information or assistance, and not limiting or unreasonably delaying
the time allowed to provide information and conduct interviews. A copy of the Interacting with

the Office of the City Auditor policy is attached at Exhibit D.

ii.  Sharing of Consultant Reports with Identified Imminent Risks to Human Health or
Safety

18. In 2019, Council directed staff to prepare a policy that directs City staff to share any
consultants’ reports, documents, memorandums or correspondence that raises any concerns about any

current or future risk to human health and safety.

19. In January 2020, Council approved as an amendment to the Code of Conduct the “Sharing
of Consultant Reports with Identified Imminent Risks to Human Health or Safety” policy, which

applies City-wide (the “Corporate Sharing of Consultant Reports Policy”).

20.  In accordance with the Corporate Sharing of Consultant Reports Policy, the Public Works
department provided specific direction to Public Works staff on how to share consultant reports

which identify imminent risk to human health or safety in a policy document entitled “Sharing of
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Consultant Reports with Identified Imminent Risks to Human Health or Safety” (the “Public

Works Sharing of Consultant Reports Policy”).

21.  Copies of the Corporate and Public Works Sharing of Consultant Reports Policies are

attached at Exhibit E.

22, Pursuant to the Public Works Sharing of Consultant Reports Policy, staff who are advised
of an imminent risk to human health or safety, through a report developed by a consultant, are
required to follow up with the consultant and report the risk to their direct supervisor, as per the

diagram below.

Sharing of Consultant Reports

Start

City staff receives
Consultant Report

Report advises of imminent risk to

human health or safety Ho ectiorirequired

End

Follow-up with Censultant to understand
tisk and seek recommendations

Communicate risks immediately to
Supervisor/designate and Director

Director to communicate risks and
recommendations to General Manager

General Manager to share the information
with City Solicitor and City Manager

City Manager and General Manager ta
communicate the risks te Council
appropriately* and prompthy

End

* Communicatiar modes inclice hat are not lmied 0
AMmall, Brass releases of 1A matian updates
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23. The expectation is that Public Works staff will apply the Sharing of Consultant Reports

Policy to all current and incoming consultant reports as well as to any prior reports that come to

their attention in the course of their duties.

C. Council-Staff Relationship Policy

24. In 2021, Council approved the Council-Staff Relationship Policy, which provides

guidelines on the working relationship between members of Council and municipal staff.

25. One of the key guidelines in the Council — Staff Relationship policy states that Council and
City staff are committed to accountability and transparency among Council and Staff and that staff
are to ensure that “all Council members are provided with the same information on matters of
general concern and/or matters that will be discussed at a meeting of Council or a committee of

Council.” A copy of the policy is attached at Exhibit F.

II. PUBLIC WORKS INITIATIVES

26. In addition to the corporate wide policies and initiatives, the Public Works Department has
implemented a number of changes that may be relevant to the issues giving rise to the Inquiry. In
preparing this section of the Affidavit, I have reviewed the content with the new General Manager

of Public Works, Carlyle Khan, to confirm its accuracy.

A. Public Works Quality Management System

27. The City has sct a vision to be the best place in Canada to raise a child and age successfully.
As part of its role in supporting and achieving this vision, as well as maintaining and enhancing

the community’s trust and confidence, in 2019 the City’s Public Works Department spent
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considerable resources developing and implementing a comprehensive quality management
system known as the “Public Works Quality Management System” [the “PWQMS”]. The multi-
year implementation of PWQMS started in January 2019 with an Oct 23, 2018, strategic planning
session with City’s Public Works Department Departmental Leadership Team setting the stage for

a January launch. A copy of the PWQMS Quality Management Manual is provided at Exhibit G.

28. The Quality Management System, developed and operated by the Public Works
departmental leadership team, is designed to ensure that Public Works staff can consistently
deliver excellent public services to the residents of Hamilton. Specifically, the PWQMS ensures
that all aspects of operations, maintenance and capital renewal are undertaken in a manner that not
only meets minimum regulatory and corporate standards but secks to continually improve and

enhance outcomes.

29. The Public Works departmental leadership team has ownership and oversight of the
system which includes prioritizing initiatives and program deliverables. As a result of the
PWQMS, a number of foundational processes have been documented, implemented and monitored
for the effective support and implementation of the system to date. Some of these processes and

systems are described below.

i.  Document Management and Control

30. In 2021, a comprehensive Document Control Procedure was put into place across all
divisions and sections of Public Works as part of the PWQMS. A copy of the Document Control

Procedure is provided at Exhibit H.
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31. The Document Control Procedure applies to all documents that are managed within a
controlled process to ensure that staff have access to the correct and latest version of the document
(“Controlled Documents”). “Controlled Documents” include procedure manuals, policies,
guidelines, checklists, forms, and templates. The Document Control Procedure does not apply to

“Records” (as defined below).

32. The Document Control Procedure includes guidelines with respect to the naming and
numbering, version control and the storage and management of Controlled Documents, ensuring

that only the latest and approved documents are used by Public Works staff.

33.  The Document Control Procedure also ensures that City staff can locate and access internal

and external controlled documents relevant to their work, in the format most suitable to their work.

ii. Records Management and Control

34. The Control of Records Procedure applies to any “Records” across Public Works. A
“Record” is defined as any information that states results achieved or evidence action taken to
provide and preserve information about an action or event (“Records”). Records include letters,

documents, maps, drawings, emails and consultant reports.

35. The Control of Records Procedure includes guidelines with respect to Record retention,
disposal, collection, storage and access to ensure that Records are managed appropriately to
facilitate the accessibility, accuracy and security of information to meet operational and legislative

requirements. A copy of the Control of Records Procedure is provided at Exhibit I.
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36. The storage and retention provisions contained in the Control of Records Procedure and
the Document Control Procedure are in accordance with the Corporate wide “Records &

Information Management Policy”, referred to in section “I” above.

iii.  Public Works Project Management Manual

37. In 2020, the Project Management Manual (the “Manual”) was put into place across Public
Works as part of the Public Works Quality Management System. The Manual clearly details the
standard process and tools that must be used by Project Managers in Public Works to plan, deliver,

and close projects. A copy of the updated Project Management Manual is provided at Exhibit J.

38.  The policies outlined in the Manual are based on the: (1) “Project Management Body of
Knowledge Guide”, which is generally considered to be the industry standard for project
management in North America; and (2) a consolidation of existing Public Works project
management processes, tools and templates into one version that applies across all Public Works

Divisions and Sections.

39. The Project Management Manual is applicable anytime two or more of the prescribed

criteria apply, including where:

(a) Multiple City departments or Public Works Divisions and Sections are involved in

a project;

(b) A project has a defined start and end date;

(c) A project is funded from the capital budget; and/or

(dy A project is requested by Council and is public facing.
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40. The Manual outlines the project management process in a detailed how-to guide fashion
using five process groups: Initiating, Planning, Executing, Monitoring and Controlling and

Closing. Some of the key features of the procedures are described below:

(a) Project Charter & Scope: As part of the Initiating stage, Project Managers are
required to create a Project Charter, which provides clear guidance and
communication about who is accountable, what is expected to happen, and how

success will be defined;

(b)  Project Scope & Schedule: As part of the Initiating stage, Project Managers are
required to clearly detail the summary of the work necessary to complete the project

and clearly identify what is in scope and what is out of scope; and

() Project Closing Report: As part of the Closing stage, Project Managers are
required to prepare a Closing Report which includes a summary of planned versus

actual deliverables and the follow-up items (if any).

41. The publication of the Project Management Manual ensures that project managers across
Public Works adopt a consistent approach to project management, which supports efficient
knowledge transfer and continuous improvement, enhances the on-boarding and reporting

processes, and enables improved and consistent project delivery across divisions.

iv.  Public Works Internal Audit & Non-Conformance Procedures

42.  To ensure the effectiveness of the Public Works Quality Management System (PWQMS),

including the policies and procedures detailed above, an audit program internal to Public Works
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and a process for managing non-conformances and non-compliances to the policies has been

established as part of the PWQMS.

43. The Public Works Internal Audit procedure, attached at Exhibit K, outlines the process by
which internal Public Works audits are planned, conducted, and monitored to ensure compliance

with the various PWQMS procedures and policies.

44, The Non-Conformance, Corrective and Preventative Actions Procedure, attached at
Exhibit L, outlines the process for managing non-conformances and non-compliances to ensure

that necessary corrective and preventative actions are implemented and verified.

v.  Continuous Development of the PWQMS

The following high-level assessment diagram demonstrates the progress of the Public Works

Quality Management System implementation since its introduction:

RHV0001044



-13-

High Level Quality Assessment
@ g y

—-—2019
y —e—2020
Commitment
Continual Improvemen Policy ——2021
Nonconformity, Objectives —=—2022

-s—Target 2023

Management Review Risk Management

Internal Process Review Change Management

Monitoring People

Non-conforming Outputs Competence

Transfer of Assets Communication

Asset Management & Service

. Documented Information
Delivery

Provision Record Control

Control of External Processe Planning & Control

Design

1 - Poor: unacceptable, no action on the process / element

2 - Weak: less than acceptable, some evidence of action

3 - Good: acceptable, satisfactory average, element has been addressed and there is documentation

4 - Very good: full performance, the process / element has been documented, enforced and monitored

5 - Excellent: exceptional mastery, the process / element is being monitored and reviewed for conformity / compliance

45.  The PWQMS Roadmap refers to a long-term plan (End State LTP) that will include the

Integration of Asset Management processes into the PWQMS programs.

46.  In 2023, the Internal Process Review plan will include the review of Project Management

and Vendor Management practices within the Department.

47.  Implementing the PWQMS has been a significant, resource intensive initiative, consistent
with the City’s commitment to ensure that all aspects of the operation are undertaken in a manner
that not only meets minimum regulatory and Corporate standards but seeks to continually improve

and enhance service delivery.

—e—End State LTP

RHV0001044



-14-

B. Red Hill Valley Parkwav/Lincoln M. Alexander Parkwav Operation and
Maintenance Plan

48. The Transportation Quality Management System (the “TQMS”) is a part of the broader
PWQMS. The TQMS is a framework that documents processes, procedures, and responsibilities
to maintain and operate the transportation system while meeting applicable legislative and

regulatory requirements safely, effectively and efficiently.

49.  Animportant component of the TQMS is the operational plan concerning the Red Hill and
the Lincoln M. Alexander Parkway (together the “Parkways). A copy of the “Public Works — Red
Hill Valley Parkway/Lincoln M. Alexander Parkway Operation and Maintenance Plan” (the

“Parkway Operation and Maintenance Plan” or the “Plan”) is provided at Exhibit M.

50. The Parkway Operation and Maintenance Plan was issued in March 2021 to assist City
staff with the delivery of the maintenance activities performed within the Parkways corridors. The
arca covered by the Parkway Operation and Maintenance Plan is identified in Appendix A of the

Plan and includes the mainline and ramps of the Red Hill.

51. The maintenance activities are broken down into six asset types, including:
(a) “Roadway”, which includes ramps, medians, shoulders;
(b) “Traffic”, which includes signs, signals, pavement marking and street lighting;

(c) “Bridges and Structural Culverts”;

(d) “Trails and RHV Natural Assets”;

(e) “Drainage”; and
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“Storm Water Management”.

52. Details of the maintenance activitics and the driver of each activity are provided in

Appendix B of the Plan. Drivers of each activity include the following:

(a) Frequency — how often will the activity be completed.

(b) Regulatory — activity is identified in current regulations such as Minimum
Maintenance Standards O. Reg. 239/02 and O. Reg. 366/18 amending document

(c) Safety — activity is required to maintain the safety of the roadway

(d) Maintenance — the activity is required for asset operation

(e) Asset Preservation — activity will contribute to the extension of the asset life by
increasing the time between major interventions

() Planned — activity is part of an ongoing maintenance program and is budgeted and
funded

(g) Reactive — activity will be completed as required when identified through
complaints, inspections and/or road patrols.

53. The specific divisions and sections responsible for the specific assets and asset activities

identified in the Plan are detailed in a separate document titled “PW Asset Responsibilities Within

the Right-of-Way PW-P-026-002" (““Asset Responsibilities Within the Right-of~-Way”). A copy

1s provided at Exhibit N.
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54.  Appendix A of the Asset Responsibilities Within the Right-of-Way titled “Asset

Responsibilities Within the Right-Of-Way — Above Ground Assets” (“Asset Responsibilities -
Above Ground Assets”) identifies the specific divisions and sections responsible for specific

Asset and Asset Activity, as defined in the policy document.

55, See for example the “Roadway” asset category, which would include the mainline and
ramps of the Red Hill.
Asset Activity
£ 3
| = ) -5 -
3 o s S £ £ ;'
9 c ° & o o k=)
Asset Definition o8 4 o 2 o =
=g a c o oy =
cE £ — [v4 o o
g3 s L. = E £
o= b~ a 2 J 2
fe) © a =
0 S £ 5
=
Roadway Part of the highway that is improved,

designed or ordinarily used for vehicular
traffic, but does not include the shoulder,
and, where a highway includes two or more
separate roadways, the term “roadway”
refers to any one roadway separately and
not to all of the roadways collectively. TOMRM | TOMRM ENG ENG ENG
Included are paved roads and other roads
with a stabilized base (e.g. gravel roads).
Roadways also include streets, alleyways,
tunnels, supporting structures, junctions,
crossings and interchanges. (Highway
Traffic Act definition)

TOMRM
- MMS

56.  Work completed pursuant to the Parkway Operation and Maintenance Plan is documented
pursuant to the Document Management and Control (described above). Moreover, all maintenance
activities are tracked in the appropriate maintenance management system, such as the Hansen
system, which is a document and record management system used in various divisions across the
City, including the Transportation Operations and Maintenance division. Notably, the Parkways
arc identified as discrete assets within the maintenance management system to enable clear

performance and compliance monitoring.
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57.  Asthe “Process Owner” of the Plan, the Transportation Quality Management System Unit

is responsible for administrative aspects of implementing the Plan. The Quality Management
System Unit falls in the Transportation Business Initiatives Section of the Transportation

Operations & Maintenance Division of Public Works.

58. As part of their role as Process Owner, the Transportation Quality Management System
Unit may identify instances of non-conformance/noncompliance with the Plan through audits,
internal or external communication, monitoring and measurement of Plan performance and

employee observations/suggestions.

59.  The Parkway Operation and Maintenance Plan and Asset Responsibilities -Above Ground
Assets formalizes the division of labour as it relates to the Parkways, specifically as between
Engineering Services and Transportation, Operations and Maintenance, and clearly outlines the
driver for each maintenance activity, which has led to greater clarity and certainty around the

maintenance of the Parkways.

C. Signs Asset Inspection and Maintenance Procedure

60. The Signs Asset Inspection and Maintenance Procedure is another component of the
TQMS that relates to the Parkways. It was initially issued in 2018 and subsequently updated in
August 2022. A copy of the current version of the Signs Asset Inspection and Maintenance

Procedure is provided at Exhibit O.

61.  The Signs Asset Inspection and Maintenance Procedure is a comprehensive policy
document that details the process by which signage infrastructure and assets are inspected and

repaired or replaced, including signage on the Parkways. The Procedure also identifies the
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individuals responsible for implementing the process and details a monitoring and reporting

process to ensure compliance.

62. This procedure provides greater clarity in the allocation of responsibility and the frequency

of inspection and monitoring of the Parkway signage infrastructure.

D. The COREinternational Review & the Chief Road Official Position

63. In March 2021, the position of Chief Road Official (the “CRO”) was created in Public
Works following an information report to Council detailing the basis for the position. A copy of

the report is provided at Exhibit P.

64.  The information report also provides information regarding a review of the Public Works
department by COREinternational Inc., (“CORE”) which was engaged in 2020 to conduct a
structural health check of the Public Works Department. The purpose of CORE’s review was to
cvaluate changes made to the Public Works organizational structure throughout 2017-2018 to
evaluate the effectiveness of those changes and identify any potential remaining gaps or

weaknesses. A copy of CORE’s report is attached at Exhibit Q.

65. As a result of this review, and after consultation with stakeholders in Public Works, as well
as staff in Human Resources, a temporary Chief Road Official position was created at the Director

level for a period of up to 24-months to act as the “road authority” on an interim basis.

66. The CRO was designed as a senior leadership position within Public Works and reports
directly to the General Manager of Public Works. A copy of the current organizational structure
of the Public Works Department is attached at Exhibit R. As noted in the organizational chart, the

Asset Management section was renamed to “Infrastructure Renewal” as this name better reflects
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the work of that section. The Transportation Operations section is responsible for the work of the

former Traffic Engineering and Operations section.

67. The CRO position was intended to address some fragmentation of the structure and systems
involved in the design, build, operation and maintenance of City roads and to provide consistent

coordination and oversight of Public Works role and responsibilities with respect to City roads.

68. Edward Soldo was appointed as the CRO in June 2021. In the 18 months that the position
was filled, the CRO focused on eliminating the operational weakness related to the oversight of
the operation and maintenance of the City’s transportation network, including through the
following:
e Lcading the development of Standard Operating Procedures related to the planning, design,
construction, maintenance and operations of the transportation network.

e Coordinating a multi divisional and departmental response to the findings of the Roads
Value for Money Pavement Audit.

e Provide technical leadership and champion key transportation initiatives.
e Technical Leadership of Internal/External committees, including managing the Parkway

Management Committee (described below), Interdepartmental Transportation Advisory
Group and the MTO Liaison Committee.

69. In mid-January 2023, the Chief Road Official resigned from the City to pursue an
opportunity to advance their career with a neighbouring southern Ontario municipality. Given the
CRO position was authorized by Council on a trial for 24 months, ending June 2023, Public Works
has been examining the future of this position with the intent to combine the duties of the Chief

Road Official with the Director of Transportation Operations and Maintenance.
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70. The General Manager of Public Works expects that combining the two positions will allow
for greater alignment of operational activities with the asset owner responsibilities, provide for

more effective reporting structure and utilization of existing staffing resources.

71. With respect to the findings of the CORE Review, I can advise that regarding the City’s
overall organizational structure, the City's Human Resources division is undertaking a
comprehensive organizational review of the City focusing on the structure of the senior leadership
roles and its impact on professional development, workload, span of control and advancement

opportunities for all City staff members as well as overall organizational effectiveness.

72.  The initial review will be at a high level and then we intend to work through the
organization — and eventually land on a structure that enables performance and supports work life

balance.

E. Parkwav Managsement Committee

73. I understand that the Inquiry has previously received evidence regarding the Parkway
Coordination Committee (the “PCC”), which was initially formed in 2017 by Dan McKinnon, the
former General Manager of Public Works. The PCC was later named the Parkway Management

Committee (the “PMC”) and formalized in 2019.

74.  As the name suggests, the purpose of the PCC and PMC was to coordinate City staff’s
work on Parkways and to provide leadership on the safe and efficient operation and maintenance

of the Parkways.
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75. Terms of Reference for the Parkway Management Committee were approved on April 8,
2019 (the “PMC Terms of Reference”). A copy of the Terms of Reference is provided at Exhibit

S.

76. The Parkway Management Committee Terms of Reference formalizes important
guidelines for the safe and efficient functioning of the Parkways, including the mandate, scope of

work, staff representation, reporting structure and meeting schedule.

77. The PMC is comprised of management level staff members (such as managers or Directors)
from the following offices / divisions: General Manager, Chief Road Official, Engineering
Services Division including Infrastructure Renewal, Design and Construction; Transportation,
Operations & Maintenance Division including Transportation Operations, Environmental Services

including Forestry and Hamilton Water Division.

78. The CRO is the chair of the PMC and responsible for the preparation of agendas and
minutes. The PMC Terms of Reference provides that PMC members are expected to attend all

meetings or send representatives if they are unable to attend.

79. The mandate of the PMC is described as follows:

The Parkway Management Committee (PMC) shall provide leadership on
the safe and efficient operation and maintenance of the Lincoln M.
Alexander (LINC) and the Red Hill Valley Parkways (RHVP). PMC shall
provide input and guidance to staff and Council on the policies, projects,
and programs related to the operation and maintenance of the LINC and
RHVP, identifying opportunities for improvements, as well as providing
support on matters related to the LINC and RHVP.

80. The PMC Terms of Reference detail an eight-point scope of work, including:
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Providing advice and feedback on matters relating to the ongoing development
needs, reconstruction, maintenance, active use, and funding of the Parkways,
including: road safety; design changes; transit related opportunities; adopting best
practices for roadway design and operations to respond to changing climate; and
consideration and support for the financial requirements as part of the City’s capital

and operation program.

Providing input on issues and initiatives related to the Parkways which may have

impacts on other levels of government, Indigenous groups, and other agencies.

Acting as a sounding board and determining appropriate actions in response to

issues and initiatives related to the Parkways.

Provide updates on the PMC’s activities to various groups and committees,
including the Public Work Leadership Team, the Senior Leadership Team, Council

Sub-Committees, such as the Public Works Committee and City Council.

Coordinating reports for City Council and Council Sub-Committees related to the

Parkways.

81. The PMC has been an effective way to ensure coordination between the City’s various

departments and sections that do work related to the Parkways, including the maintenance work

completed by the Transportation Operations and Maintenance division and the asset management

work performed by the Engineering Services division.
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F. Consultant Reports Tracking and Retention — Divisional Procedure

82. The Consultant Reports Tracking and Retention — Divisional Procedure (the “Consultant
Reports Tracking and Retention Policy”) was put in place in the Transportation Operations &

Maintenance Division in May 2021. A copy is provided at Exhibit T.

83. The policy establishes a process for tracking and retaining reports that consultants provide
to City staff members in the Transportation Operations & Maintenance Division. Specifically, the
procedure provides instructions in identifying and documenting general recommendations in
addition to those related to imminent risks to human health or safety that may be included in a

consultant report.

84.  Pursuant to the Consultant Reports Tracking and Retention Policy, the following process
applies upon receipt of a consultant report (regardless of whether a report contains imminent risk

to human):

(a) The assigned project manager summarizes the recommendations included in the
consultant report in the “Consultant Report Summary Form” at Appendix B of the
Consultant Reports Tracking and Retention Policy and advises the Senior Project
Manager Continuous Improvement of the active Consultant Report and expected

completion date.

(b) The Senior Project Manager Continuous Improvement enters the consultant report
information in the “Consultant Report Tracking Sheet” at Appendix C of the

Consultant Reports Tracking and Retention Policy and discusses the feasibility and
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impact of implementing recommendations contained in the “Consultant Report

Summary Form”.

The assigned project manager documents the recommendations that were
implemented and identifies the reason for any recommendations that were not

implemented in the “Consultant Report Summary Form”.

The completed “Consultant Report Summary Form” is reviewed and circulated to
the Senior Project Manager Continuous Improvement, the manager and the director
for signature and subsequently returned to the Senior Project Manager Continuous

Improvement for record keeping.

The Senior Project Manager Continuous Improvement will mark the consultant
report as complete in the Consultant Report Tracking Sheet (at Appendix C) and
store the completed Consultant Report Summary Form with signatures on the

network drive.

The assigned project manager will similarly save the final consultant report and

associated documentation at the appropriate network location.

85. The Engineering Services Division of Public Works is reviewing the feasibility of adopting

a similar policy to track consultant reports.
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G. Staffing Changes

86. Since 2019, there have been a number of staffing changes to the Public Works leadership
team that has supported an infusion of new ideas and processes into the department and enabled

the Public Works culture to continue to improve and evolve.

87. In May 2022, Carlyle Khan, MMA, BAS was appointed as the General Manager of Public
Works after a competitive recruitment process. Mr. Khan has extensive experience in public works
in both municipal government and the private sector and possesses the necessary expertise to lead

the department as it continues to evolve and advance the City’s strategic priorities.

88.  In October 2022, Jackie Kennedy, M. Eng., P. Eng. was appointed as the Director of
Engineering Services. With her prior leadership experience at the City of Toronto and her technical
expertise in civil — environmental engineering, Ms. Kennedy is well equipped to lead the

Engineering Services group.

H. Conclusion

89. The City of Hamilton is dedicated to the ongoing and continuous improvement to achieve
its mission to provide high quality cost conscious public services that contribute to a healthy, safe
and prosperous community, in a sustainable manner for all residents and visitors. The policies,
procedures, quality management system, committees and staffing additions outlined above reflect

the City’s commitment to its mission and to increasing accountability and transparency.
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SWORN by Janette Smith of the City of
Hamilton, in the Province of Ontario, before
me at the City of Hamilton, in the Province
of Ontario, on February 22, 2023 in

accordance with O. Reg. 431/20, 7
A .

Administering Oath or Declaration Remotely. /
Ml St I
Commissioner for Taking Affidavits JANETTE SMITH

(or as may be)
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This is Exhibit “A” referred to inthe Affidavit of JANETTE SMITH
sworn February 22, 2023.

Commissioner for Taking Affidavits (or as may be)
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FSC22057 — Appendix A — Records and Information Management Policy

——

City of Hamilton Corporate Policy (i

Hamilton

Policy Title: RECORDS AND INFORMATION MANAGEMENT

Effective Date:
Last Review Date:
Approved by:

POLICY STATEMENT

The City of Hamilton recognizes that it is responsible for information assets created through the
provision and management of city services. The City also recognizes that information and
records are valuable corporate assets that support accountable, transparent and effective
government administration, customer service, organizational efficiency, decision making,
business continuity and litigation support. The City of Hamilton is committed to managing,
retaining and preserving the information assets of the municipality by maintaining records that
adequately document its business transactions and activities and managing these in a manner
that demonstrates commitment and accountability.

PURPOSE

The purpose of this policy is to ensure consistent standards and practices for the lifecycle
management of records in the custody and control of the City. It defines responsibilities and
authorities in order to establish and maintain a records management discipline at the City. This
is to ensure that information can be made available for decision-making, program and service
delivery and access requests under the Municipal Freedom of Information and Protection of
Privacy Act, while being protected and disposed of (retained and preserved or destroyed) in
accordance with relevant legislation, regulations and policies.

SCOPE

This Policy applies to all City employees, including full-time, part-time, casual, contract,
volunteer and student placement employees.

This policy is relevant to all records, however recorded or stored, in the custody, or under the
control of the City, and to all persons who create, receive, access, maintain and make available
records on behalf of the City in the conduct of its business transactions and activities.

A record shall be considered to be in the custody of the City when the City is responsible for
the keeping, care, watch, preservation or security of the record for a legitimate business
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purpose. A record shall be considered to be under the control of the City when the City is
authorized to make a decision about the use or disclosure of the record.

Out of Scope: The personal, political and constituency records of the City’s Elected
Representatives shall not be considered to be in the custody, or under the control of the City
and may be disposed of as they wish. However, 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, form part of the official records of the City. These records, as well as
correspondence from elected representative to a City employee or from a City employee to an
Elected representative, shall be considered records in the custody and under the control of the
City and shall be subject to the Municipal Freedom of Information & Protection of Privacy Act.

RECORDKEEPING PRINCIPLES

The City of Hamilton recognizes that the effective management of the records in its custody
and under its control is one of its fundamental obligations as a public organization, critical to
assuring the protection of the public’s rights to access information and essential for the City’s
accountability. All employees share responsibility for the proper management of the City’s
information assets. The following Generally Accepted Recordkeeping Principles developed
by the Association of Records Managers and Administrators, provide the framework for
effectively managing the City’s information assets:

Accountability

Information must be managed through its lifecycle by assigning accountability for the effective
and efficient use of information by all staff.

Transparency

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. Information that does not
contain confidential, personal information about the City’s programs, services or governance is
routinely available to the public.

Integrity and Quality Assurance

Information must be reliable and accurate and must be a true representation of an actual event
or task. The City will promote information quality by means of its policies, procedures, and
training and awareness initiatives.

Protection & Compliance

Required to meet legal, regulatory and contractual requirements regarding the protection and
use of information assets.

Availability

The City must maintain records and information in a manner that ensures the timely, efficient
and accurate retrieval of information by staff requiring it for the City’s business purposes.
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Retention & Disposition

The length of time a record must be kept and be accessible is based on the legal, regulatory,
fiscal, historical and business operational requirements. Records must be securely retained
and disposed of following the expiry of their retention periods to mitigate the risk of unauthorized
Or unnecessary access.

POLICY

All employees are responsible for the proper management of corporate information assets.
Accurate, useable and accessible information supports open, transparent and accountable
local government by improving customer service and program delivery.

With the implementation of this policy, the City will:

= |ntegrate Records and Information Management practices with service delivery;

= |ntegrate Records and Information Management practices into business planning;

» |nvest in greater Records and Information Management awareness, training and
communication to improve a culture of collaboration and information sharing;

= Protect personal and confidential information;

= Enable and leverage technology to improve the management of information;

As a critically valuable asset, the City recognizes that records and information must be
managed reliably to improve City programs and services in the same manner and given the
same consideration as other valuable corporate assets.

ROLES AND RESPONSIBILITIES

Office of the City Clerk

= Responsible for the oversight of the corporation’s responsibilities related to the
development and retention of all municipal records in accordance with the Municipal
Act, the City’s Records Retention By-Law, and applicable corporate policies. he City
Clerk has the authority to amend this policy based on legislated change

= Establishing, implementing, monitoring and providing advice on Corporate records
management policies, procedures, systems and standards for the City, including the
management and storage and destruction of both electronic and physical records.

= Accountable for reviewing and updating the policy, as needed, including the authority to
amend based on legislated changes in consultation with the City Solicitor.
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Senior Management (City Manager, General Managers and Directors)

» The City Manager, General Managers and Directors shall ensure compliance with
records and information management policies, procedures, systems and standards
across the organization.

Managers and Supervisors

= Ensure Division business processes comply with the records and information
management policy, procedures, and best practices.

Contracted Service Providers and Volunteers

= Contracted Service Providers and Volunteers shall manage records in accordance with
this Policy, the Records Retention By-law and associated schedules and any other
applicable policies, procedures or standards.

Employees

= Employees shall manage records in accordance with this Policy, the Records
Retention By-law and associated schedules and any applicable policies, procedures
or standards.

= Employees shall maintain records in a manner that ensures the authenticity and
reliability of the records throughout the Information Life Cycle.

LEGISLATION AND ADMINISTRATIVE AUTHORITIES

The Municipal Act requires a municipality to retain and preserve the records of the
municipality and its local boards in a secure and accessible manner; allows for a municipality
to enter into an agreement for archival services with a local or university archives; provides for
a municipality to establish retention periods during which the records of the municipality and
local boards of the municipality must be retained and preserved; and allows for a record of the
municipality to be destroyed if a retention period for the record has been established and the
retention period has expired or the record is a copy of the original.

The Municipal Freedom of Information and Protection of Privacy Act 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; 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;
specifies how the City can collect, use, disclose, retain and dispose of personal information and
personal information banks; provides for an individual’s right of access to personal information
and to correction of that information; and requires the City to develop and maintain an index of
personal information holdings as a means of ensuring that Personal Information Banks are
registered and approved.
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COMPLIANCE

City employees who fail to comply with the Records Management Policy may be subject to
action/ disciplinary action as may be deemed necessary, up to and including dismissal.
REFERENCES

This policy to be read in conjunction with the City’s

Code of Conduct

Computer Acceptable Use Policy

Corporate Protection of Privacy Policy

Records Retention Bylaw

LEGISLATED AND ADMINISTRATIVE AUTHORITIES

Municipal Act, 2001
https://www.ontario.ca/laws/statute/01m25

Municipal Freedom of Information and Protection of Privacy Act
http://www.e-laws.gov.on.ca/html/statutes/english/elaws statutes 90m56 e.htm

Personal Health Information Protection Act
http://www.e-laws.gov.on.ca/html/statutes/english/elaws statutes 04p03 e.htm

CONTACT

Require advice or have Questions, contact: records@hamilton.ca
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APPENDIX A - DEFINITIONS

Record, as defined in the Municipal Act, means information however recorded or stored,
whether in printed form, on film, by electronic means or otherwise, and includes documents,
financial statements, minutes, accounts, correspondence, memoranda, plans, maps, drawings,
photographs and films.

Record, as defined in the Municipal Freedom of Information and Protection of Privacy Act,
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) subject to the
regulations made under the Municipal Freedom of Information and Protection of Privacy Act,
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.

Archival means information assets of enduring significance that have historical and business
value for the City of Hamilton and individuals engaging in historical research.

Confidential Information includes, but is not limited to, privileged information, draft by-laws
or staff reports, third party information, personal information, technical, financial or scientific
information and any other information collected, obtained or derived for or from City records
that must or may be kept confidential under the Municipal Freedom of Information and
Protection of Privacy Act, the Personal Health Information Protection Act.

Control (of a record) means the power or authority to make a decision about the use or
disclosure of a record.

Custody (of a record) means the keeping, care, watch, preservation or security of a record
for a legitimate business purpose. While physical possession of a record may not always
constitute custody, it is the best evidence of custody.

Information includes content, data, documents, knowledge and records.

Information management means the administration of information through a life cycle, its
use and transmission, and the application of techniques to create, modify, or improve
information handling systems.

Records & Information Management means a field of management responsible for
establishing and implementing policies, systems and procedures to capture, create, access,
distribute, use, store, secure, retrieve and ensure disposition of an organization’s records and
information.

Records Retention By-law means the most recent by-law passed that contains the schedule

and the length of time City records must be retained for before they may be disposed of in
order to meet business needs and legislative requirements.
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This is Exhibit “B” referred to in the Affidavit of JANETTE SMITH
sworn February 22, 2023.
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CITY OF HAMILTON

BY-LAW NO. 11-040

To Establish Retention Periods for Records
of the City of Hamilton

CONSOLIDATION

This By-law is a consolidated version and includes amendments made by those
amending by-laws listed on the following page. This consolidation is prepared for the
purposes of convenience only and is not the official or legal version of the By-law. For
accurate reference to the By-law, certified copies should be obtained through the City

Clerk’s Office.

RHV0001044



CITY OF HAMILTON

CONSOLIDATED BY-LAW NO. 11-040

Incorporating amendments made by:

By-law No: Effective Date:

12-254 November 14, 2012 | Amendments to Schedule A

AD12 — Accessibility of Records

CO06 - Council/Standing Committee Meeting
Recordings

EMO3 — Emergency Calls

ES09 — Water Works

ES10 — Drains

FA1801 — Quotations, Tenders and Proposals
TS0301 — Accessible Transportation

13-316 December 11, 2013 | Amendments to Schedule A
CO06 — Council/Standing Committee Meeting
Recordings

18-310 September 26, 2018 | Amendments to Schedule A

ADO8 - Strategic Planning/Management
AD12 — Accessibility of Records — Information
Requests

CO06 — Council/Standing Committee Meeting
Recordings

EMO6 01 — Emergency Preparedness Planning
PEO4 01 — Building, Grading and Structural
Inspections

PEO8 02 — Building Plans and Specifications
COO09 - Vital Statistics — Documentation
EMO6 02 — Emergency Response

HR14 — Volunteer and Unpaid Student Files
TS14 — Motor Vehicle Accident Reports

SHO8 — Public Health
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21-055 April 28, 2021 Amendments to Schedule A

ADO0103 — Employee Certifications

ADO0104 - Training Records

ADO5 — Office Equipment and Furnishings
ADO701 — Posted Fire Safety Plan

AD13 — Security Administration

AD1301 — Security Systems Management
AD1302 — Security CCTV Recording for Public
Conveyance

AD1303 — Security CCTV Recording for Property
or Facility

AD14 - Building and Property Operations and
Maintenance

AD1401 - Building and Property Inspections
AD15 - Facility Bookings

AD17 — Incident/Accident Reports

AD18 — COVID-19 Symptom Screening
Assessments

CO02 — Council Agendas, Minutes and Original
Supporting Documents

CO03 - Council Standing Committees and
Supporting Documents

CO06 — Meeting Recordings

CO0902 - Vital Statistics — Documentation
DPO7 — Official Plan — Former Municipalities
DPO08 - Official Plan Amendments — Former
Municipalities

DP1305 — Provincial Planning Legislation — LPAT
Reform

DP16 — Severances

DP17 — Site Plan Control

DP19 — Variances

DP2001 - Zoning

DP21 — Easements

DP3703 — Landscape Drawings and
Specifications

ESO1 — Operational — Water, Storm and
Wastewater

ES02 & ESO3 - removed

ES0401 — Urban Forestry Planning and
Management

ES0801 — Garbage Collection and Routes
ES0802 — Waste Disposal and Landfill Areas
ES0803 — Resource Recovery Centres
EDO0804 — Composting

EDO0805 — Waste Recycling
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ED0806 — Household Hazardous Wastes
ES0807 — Transfer Stations Operations

ES12 — Water Quality

ES12-01 — Water Supply

ES1202 — Spill Investigations

ES13 — Corporate Energy Policy

ES1301 — Energy and Commodity Contracts
ES1302 — Energy and Commaodity Data

ES14 — Energy Retrofit Projects

HR13 — Employee Terminated Records

LAO1 — Appeals and Hearings (including LPAT &
Property Standards)

PC0301 — Cemetery Burial Plot Records
PC0401 — Park and Cemetery Maintenance
PEO101 — By-law Enforcement — Parking &
Animal Control

PEO103 — Mobile Sign Permits

PEO2 — Hazardous Materials Transportation and
Storage

PWO06 - Investigations

PE0601 — Human/Animal Contact Exposure
Investigations

PEO701 — Licences/Permits — Trade,
Establishment, Mobile

PEQ702 — Licencing Inspections

PEQ703 — Licencing — Lotteries

PEQ802 — Building Plans and Specifications
PE0805 — Building Permits Plans and
Specifications, Other

PE13 — Animal Control

PE15 — Taxicab Driver/Owner Training Courses
PE16 — Provincial Offences Investigations
TS0101 — Lighting Installation and Maintenance
TS03 — Public Transit Operations

TS0301 — Accessible Transportation

TS0302 — Transit Customer Experience and
Innovation

TS0303 — Transit Revenues

TS0304 — Public Transportation Planning
TS0305 — Public Transportation Scheduling
TS0306 — Public Transportation Infrastructure
TS0401 — Infrastructure Design and Construction
TS06 — Road Maintenance — Regular
Maintenance

TS0601 — Road Maintenance —
Water/Wastewater/Stormwater Assets
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TS0602 — Roads Inventory Management
TS0603 — Road Maintenance Standards and
Reports

TS07 — Traffic Signs and Signals Equipment
TS08 — Traffic Control Signals, Pedestrian
Crossovers and Turn Lanes/Intersections
TS0901 — Temporary Road and Lane Closures
TS1001 — Bridge Maintenance

TS13 — Sidewalk Maintenance

TS14 — Motor Vehicle Accident Investigations
TS15 — Engineering Drawings and Specifications
TS1501 — Engineering Business Planning
Programs

TS1502 — Engineering Standards, Policies and
Quality Assurance

VEO1 — Fleet Management

VEO2 - Transportable and Mobil Equipment
VEO3 - removed

VEOQO5 — Garage Management

VEO503 — Vehicle Inspections

VEO0504 — Vehicle Fuel Records

23-006 January 25, 2023 CO06 — Meeting Recordings
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Authority: Item 15, Audit, Finance &
Administration Committee
Report 11-001 (FCS11014)
CM: January 26, 2011

Bill No. 040

CITY OF HAMILTON

BY-LAW NO. 11-040

TO ESTABLISH RETENTION PERIODS FOR RECORDS
OF THE CITY OF HAMILTON

WHEREAS subsection 254(1) of the Municipal Act, 2001 (the Act) provides that a

municipality shall retain and preserve its records in a secure and accessible manner;

AND WHEREAS subsection 255(3) of the Act provides that a municipality may,
subject to the approval of the municipal auditor, establish retention periods during

which its records must be retained and preserved;

AND WHEREAS subsection 255(2) of the Act provides that a municipality’s records
may be destroyed if a retention period for the record has been established and the

retention period has expired;

AND WHEREAS Records Retention By-law 06-333, adopted by the Council of the City
of Hamilton on October 25, 2006, established retention periods for records of the City

of Hamilton;

AND WHEREAS it is now appropriate to repeal Records Retention By-law 06-333 and

to replace it with an updated records retention by-law;

NOW THEREFORE the Council of the City of Hamilton enacts as follows:

1. In this By-law:
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(a)

(b)

(€)

(d)
(e)

(f)

(@)

(h)

)

(k)

()

To Establish Retention Periods for Records of the City of Hamilton
Page 2 of 7

“active” refers to the time frame a record is actively used in a department or
retained in the department;

“archival record” means a permanent, public record determined to be of
sufficient historical, continuing or enduring value as to warrant the added cost
of storage, conservation and preservation. Not all permanent records are
archival records. All records deemed to be archival, by a Municipal Archivist,
are records that the City Clerk is responsible for maintaining;

“City” means the municipality of the City of Hamilton or the geographic area of
the City of Hamilton, as the context requires;

“Council” means the Council of the City;

“inactive” refers to the time frame a record is retained in a departmental file
location or in the Corporate Records Storage Facility until it has fulfilled its
retention requirements;

“‘Manager of Records & Freedom of Information” means the Manager of
Records & Freedom of Information for the City or their designate;

“official record” means an original record, generated or received, in the City’s
custody and control that serves important functions of the City supporting
program delivery or policy development, committing the City to action,
meeting legal, financial, operational and other official requirements, or
providing evidence of obligations, responsibilities, decisions and actions;

“permanent record’ means a record that possesses enduring legal, fiscal or
administrative value and must be preserved permanently. The responsibility
of preserving permanent records lies with the responsible department as set
out in Schedule “A” to this by-law;

“record” means information however recorded or stored, whether in printed
form, on film, by electronic means or otherwise, and includes but is not limited
to documents, financial statements, minutes, accounts, e-mails,
correspondence, memoranda, plans, maps, drawings, photographs, and films,
complete and unchanged;

“record classification” is a group of identical or related records that are used
and filed as a unit and that permit evaluation as a unit for retention scheduling
purposes. This By-law is based on records classification as set out in the File
Plan, attached as Schedule “A”;

‘responsible department” means the office or department with primary
responsibility for retaining a record;

“retention schedule” means the schedule prescribing retention periods for
records as set out in Schedule “A”;
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To Establish Retention Periods for Records of the City of Hamilton
Page 3 of 7

(m) “signing authority” means the General Manager of the responsible department

(n)

(0)

or their designate;

“transitory record” means a record, including but not limited to an e-mail, voice
mail or text message, and web pages, having only temporary value and which
is not required to meet statutory obligations, set policy, establish guidelines or
procedures, certify a transaction, become a receipt or provide evidence of
legal, financial, operational or other decisions for the City, including but not
limited to a record that is:

(i) retained solely for convenience of reference;

(i) of insignificant value in documenting the business transactions of the
City;

(iii) required solely for the completion of a routine activity, or the preparation
of another record;

(iv) not related to the business of the City;
(v) not an integral part of a record;
(vi) a miscellaneous notice or memorandum of a minor administrative nature;

(vii) a duplicate copy of a document such as a report or memorandum,
retained only for distribution or convenience;

(viii) a copy of a record unless such copy has been annotated to reflect
significant input;

(ix) a publication, telephone directory, catalogue, pamphlet or periodical that
does not form part of any record;

(x) one of a number of multiple copies of a record such as minutes, reports
or agendas;

(xi) unsolicited advertising information;

(xii) a preliminary draft of a letter, memorandum or report, or information
notes that do not represent significant steps in the preparation of a final
document; or

(xiii) a tape or notes from a meeting for which the minutes or reports have
been adopted or finalized; and

“vital record” means a record that is essential to the continuation or resumption
of City business, to fulfill obligations to ratepayers, employees, Federal and
Provincial governments, or to recreate the financial or legal status of the City in
case of an emergency. The protection of vital records is the responsibility of
the responsible department holding these records.
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To Establish Retention Periods for Records of the City of Hamilton
Page 4 of 7

. This By-law shall not apply to transitory records and such records may be
destroyed at any time.

. Any record in a category set out in Schedule “A” shall be retained for the period set
out for such category and may thereafter be destroyed.

. The Manager of Records & Freedom of Information shall determine the appropriate
classification of records, taking into account the legal, financial, administrative,
operational and historical values of each record, and shall:

(a) monitor the retention schedule and ensure that the schedule complies with all
legislative requirements; and

(b) in determining the retention for any record, consult with the signing authorities
and the City Clerk and the City Solicitor.

. Where any record may be destroyed under this By-law, the following procedure
shall apply:

(@) where a record has been retained in the custody of the responsible
department, the signing authority shall notify the Manager of Records &
Freedom of Information in writing of the scheduled destruction of the record,
such notice to include the scheduled destruction date and to identify the
record to be destroyed; and

(b) where the record has been retained in the custody of the office of the City
Clerk, the Manager of Records & Freedom of Information shall notify the
signing authority in writing of the scheduled destruction of the record, such
notice to include the scheduled destruction date and to identify the record to
be destroyed.

. Where notice has been provided under subsection 5(a) or (b):

(a) the signing authority shall notify the Manager of Records & Freedom of
Information in writing, before the scheduled destruction date, if in their opinion
any record included in the notice should be retained for a further period, and
the rationale for further retention;

(b) if, in the opinion of the Manager of Records & Freedom of Information,
circumstances warrant retention of the record for a further period, the
destruction of the record shall be postponed for such further period as may be
determined by the Manager of Records & Freedom of Information, in
consultation with the signing authority; and

(c) if no notice is received under subsection 6(a) before the scheduled destruction
date, the record shall be deemed to be authorized for destruction.
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To Establish Retention Periods for Records of the City of Hamilton
Page 5 of 7

7. The following principles shall govern the destruction of records:

(a)

(b)

(c)

no record shall be destroyed unless first classified according to Schedule “A”
of this By-law;

all records shall be destroyed in a manner that preserves the confidentiality of
any information contained in such records; and

any record pertaining to pending or actual litigation or investigation or a
request under the privacy legislation shall not be destroyed until such record
is no longer required for such purpose.

8. Schedule “A” is attached to and forms part of this By-law.

9. By-law 06-333 is repealed.

10.This By-law comes into force on the day it is passed by Council.

PASSED this 26" day of January, 2011.

R. Bratina R. Caterini

Mayor

City Clerk
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To Establish Retention Periods for Records of the City of Hamilton
Page 6 of 7

Schedule “A” to By-law 11-040

Retention By-law/File Plan Index

There are 15 City-wide functions identified in the Retention By-law/File Plan to reflect
the general nature of the programs and activities undertaken by the City. The 15

functions are:

10.

11.

12.

13.

14.

15.

Function Name
Administration

Council & Legislative Services
Development & Planning
Emergency Services
Environmental Services
Finance & Accounting

Human Resources
Information Management
Legal Affairs

Media & Public Records
Parks, Recreation & Culture
Protection & Enforcement Services
Social & Health Care Services
Transportation Services

Vehicles & Equipment

Alphabetic Designator
AD
CO
DP
EM
ES
FA
HR
IM
LA
MP
RC
PE
SH
TS

VE
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To Establish Retention Periods for Records of the City of Hamilton
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The Components of the File Plan are:

Column Heading
Primary
Secondary
Tertiary

Series Title

Scope Notes

Active

Inactive

Total Retention

Vital Record
Archival Record

Responsible
Department

Remarks

Retention Codes
Code

Current (C)

Permanent (P)

Superseded (S)

Termination (T)

Explanation
The two character alphabetic designator for the functional grouping.
The two digit numeric designator for the secondary grouping.
The two digit numeric designator for the tertiary grouping.

The general title identifying a record series for retention scheduling
purposes.

A brief description of the ‘series title’ or records series content, as well
as examples of specific types of records that should be included in the
series. Exclusions are also noted in the scope notes.

The amount of time in years that a record should be kept in an easily
accessible location.

The amount of time in years that a record should be keptin a
departmental storage location or the Corporate Records Storage
Facility.

The sum of the active and inactive retention periods that a records
must be kept before disposal.

Those records that are essential to resume or continue City business.
Those records series that are evaluated for archival preservation.

The department that has primary responsibility for all records
classified under a particular records series.

This column contains comments relating to the records series.

Explanation

Records to be kept in this phase until the end of the calendar year
(December 31).

A record that must be preserved permanently by the responsible
department.

This record is replaced by an updated version.

The termination of an event as defined in the Remarks column of the
File Plan.
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Administration

General general administrative nature.
AD 01 01 Associations and  |Records associated with professional C+1 2 C+3 Originating
Organizations associations, clubs, societies and
organizations in which an employee has a
membership or interest. This record
series may include minutes, annual
reports, membership information, etc.
AD 01 02 Certifications and  |Records associated with City funded C+1 2 C+3 Originating
Memberships Assaociation and Organization certification
or memberships.
AD 01 03 Employee Records relating to employee professional| T+2 3 T+5 Originating T = Expiration of
Certifications certifications which are kept by the Department  |certification.
employee's originating division.

AD 01 04 Training Records  |Records relating to employee training C T+6 T+6 Originating T= Termination of
which are kept by the employee's months | months Department  lemployment
originating division.

AD 02 Staff Committees  |Records associated with activities of staff | C+1 3 C+4 Originating

and Meetings

committees, task forces and meetings
representing the function of routine
administrative and office services. The
record series may include notices of
meetings, agendas, minutes, etc.

Excludes: Council and Standing
Committee Agendas and Minutes

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Seminars

Administration

’

conventions, seminars, workshops and
special functions. This record series may
include information kits, presentation
handouts and proceedings.

Y
sponsored by the
Municipality are
subject to archival
review

AD

04

Inventory Control

Records associated with inventory listings
and reports and control of supply stock
levels.

C+1

C+5

Originating

AD

05

Office Equipment
and Furnishings

Records associated with design, selection
and maintenance of owned and leased
office equipment and furniture. This
record series may include inventories,
specifications and repair work orders.
Excludes: Service Agreements, Capital
Assets and Insurance Policies

C+2

Originating
Department

T = Disposal of item

AD

06

Office Services

Records associated with word processing,
photocopying, mail, postal and courier
services, catering and corporate printing.
This record series may include the inter-
office mail system, mail and fax logs,
internal mail lists, logging or tracking,
postal and mail directives, postal code
directories, printing job requisitions,
Canada Post regulations, courier service
and tracking of lost or damaged mail.

C+1

C+3

Originating

AD

07

Policies and
Procedures

Records associated with the development
of policies and procedures, manuals,
guidelines and directives, either Corporate
or Departmental. This series includes
working documentation.

Originating

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Administration

AD 07 Posted Fire Safety |Records relating to facility posted fire S P Originating
Plan evacuation plans. Department
AD 08 Strategic Planning / |Records associated with strategic S+5 S+10 Originating Subject to archival
Management planning including VISION 2020, Council's review
Strategic Plan Review, Strategic Plan
implementation (including business
planning process, VISION 2020 corporate
training and integration). This records
series also includes Department and
Divisional strategic plans.
AD 09 Travel and Records associated with employee travel C+1 C+6 Criginating
Accomodation and accomodation of official City
business. This series includes receipts
and ticket stubs.
AD 10 Uniforms and Records associated with uniforms used by S S Originating
Clothing municipal staff.
AD 11 Intergovernmental |Records associated with communication C+1 C+5 Originating
Relations between different governement levels
AD 12 Accessibility of Records associated with requests for T+2 T+2 Clerks T= Close of file

Records -
Information
Requests

access to information under the Municipal
Freedom of Information and Protection of
Privacy Act (MFIPPA). This record series
may include records written submissions
to the Information and Privacy
Commissioner (IPC) on appeals and
orders.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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y
Administration

Administration

g )
request for access, and other records

regarding the security and safety of
offices / facilities, buildings, properties
public / citizens and employees such as
security passes and control of keys.
Records include management tracking
document data, statistical data,
operational logs, operational briefs, tour of
duty reports, run sheets, requests and
operational resource assighments.
Records include hardcopy and electronic
incident report files and associated
attachments (i.e. links, pictures). Records
also include all digitally created Security
CCTV video files that have been
associated with an incident report file, and
have been removed from the original
source media and preserved for
applicable use. Records may also contain
supporting physical material and or
evidence related to the incident.

Management

g
closed, or

superseded.

AD

13

01

Security Systems
Management

Records include software and system
activity database and archival database
files. Electronic access control logs are
limited by software at 365 days (1 Year),
with active and archival files being held for
a period up to 2 years. Applicable
software and systems include CCTV
administration (not CCTV Video Files),
electronic access control, intrusion
monitoring, key management, ID
credential, environment sensors and
duress notification.

C+2

Facilities
Management

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Recording for
Public Conveyance

Administration

Security Closed Circuit Television Video
(CCTV) video files or audio from public
conveyance/ vehicle assets.

Management

AD

13

03

Security CCTV
Recording for
Property or Facility

Records include digitally created Closed
Circuit Television Video (CCTV) Security
video files or audio from physical structure
assets. Records may also contain
supporting meta data material and/or
evidence related to the incident.

31 Days -

31 Days

Facilities
Management

AD

14

Building and
Property
Operations and
Maintenance

Records relating to the operation and
maintenance of city buildings, facilities,
and structures including janitorial and
cleaning services, grounds maintenance,
and activities are pertaining to mechanical
systems and utilities. Utility systems
include air conditioning, ventilation,
heating, other environmental control
systems, lighting and electrical systems,
water, and plumbing systems. Grounds
maintenance includes the maintenance of
the grounds around buildings and
properties.

C+2 4

C+6

Facilities
Management

AD

14

01

Building and
Property
Inspections

Records relating to the inspection of
leased and owned city buildings, facilities,
structures, and properties.

C+2 P

Facilities
Management

AD

15

Facility Bookings

Records associated with the booking of
facilities at municipal sites including
permits for the use of City-owned parks
and recreational facilities.

C+2

C+2

Facilities
Management

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Administration

AD 16 Customer Service |Records associated with general inquiry |3 Mnths 3 Months Customer
Inquiries telephone calls received and recorded for Service
quality purposes in the operation of the
Customer Contact Centre
AD 17 Incident/Accident  |Records associated with accidents T+2 T+5 Originating T=Completion of

Reports

involving City personnel

investigation and
Corrective Actions

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Council Legislative Services

CO

01

By-laws

Records associated with draft and final
versions. This record series may
include working documentation used in
the development of by-laws.

P Y Y Clerks

CO

02

Council Agendas,
Minutes and Original
Supporting Documents

Records associated with Council
agendas, minutes and original
supporting documents to agendas and
minutes. This records series includes
communications, committee reports,
original motions/notices of motion,
Council Communication Updates and
Closed Session minutes and
documentation.

P Y Y Clerks

CO

03

Council Standing
Committees and
Supporting Documents

Records associated with Standing
Committee of Council including
Committee of the Whole (COW) and
Board of Health agendas, minutes,
reports and original supporting
documents. This records series
includes communications, delegation
requests, staff reports, staff
presentations, original motions/notices
of motion, and Closed Session minutes
and documentation.

P Y Y Clerks

CO

04

Agencies, Boards and
Committees

Records associated with municipal
agencies, boards and commissions.
This records series includes agendas,
minutes, notices of meetings.

P Y Y Clerks

CcO

05

Appointments to
Agencies, Boards and
Committees

Records associated with appointments
to Agencies, Boards and Committees.
This records series includes
applications.

T Y Y Clerks

T = Term of Office

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Council Legislative Services

CO

06

Meeting Recordings

Records associated with audio and
visual recordings of Council Meetings,
Standing Committee Meetings,
Subcommittee and Advisory Committee
Meetings - maintained as a resource
tool only - not considered the official
records of Council/Committee
proceedings.

Y*

Clerks

T=Term of Office
*Only applied to
Inaugural Meeting of
Council

Subject to archival
review at end of term
of Council

CO

07

Federal Legislation

Records associated with Federal
legislation

Originating

COo

08

Provincial Legislation

Records Associated with Provincial
Legislation

Originating

CO

09

Vital Statistics

Records associated with births, deaths
and marriage registrations.

Clerks

CcOo

09

02

Vital Statistics -
Documentation

Includes records of vital events
including marriage applications, voided
marriage licenses and death
registration paperwork (including Form
17s). This series does not inlcude
Marriage and Death Registers.

C+3

Clerks

CO

10

01

Elections

Records associated with notices, lists
of official voters' lists, name polling,
polling places, nominations, ballots,
official and unofficial results inlcuding
recounts, preliminary voters lists and
ward boundary information.

90 days

T + 90 days

Clerks

T = Election of new
Council

CcO

10

02

Election Results

Election Results

Clerks

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP

01

Demographic Studies

Records associated with protection, flood
control, environmentally significant
areas, watersheds, natural resources
conservation and management,
reasearch and monitoring in natural
areas.

C+5

C+10

Planning

DP

02

Economic Development

Records associated with economic
development plans for the City and area.

C+5

C+10

Planning

DP

03

01

Natural Environment
Planning

Records associated with conservation,
flood control, valley land, waterfront,
dangerous substance transportation,
pollution, natural resources and
watersheds. This series also includes
long range planning and policies, plans,
protection and preservation of natural
geographic areas.

C+5

C+10

Planning

DP

03

02

Natural Resources

Records associated with forest and
aggregate management, and water and
soil conservation.

C+5

C+10

Planning

DP

04

Residential
Development

Records associated with the
development of available housing. This
series includes affordable hosuing, rental
accomodation, multiple occupancy,
housing cost statistics, federal and
provincial agencies and programs.

C+5

C+10

Planning

DP

05

Tourism Development

Records associated with the planning,
development and promotion of the
tourism industry within the municipality.

C+5

C+10

Planning

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP

06

Condominium Plans

Records associated with registered and
unregistered condominium plans. This
record series includes applications,
drawings, reports, and certificates of
approval and working documentation.

Planning

Applications can be
destroyed 2 years
after final decision

DP

07

Official Plan - Former
Municipalities

Records associated with the official
plans from the former 7 municipalities -
Ancaster, Dundas, Flamborough,
Glanbrook, Hamilton, Stoney Creek and
Regional Municipality of Hamilton-
Wentworth.

C+1

Planning

DP

08

Official Plan
Amendments - Former
Municipalities

Records associated with official plan
ammendments for various official plans
from the 7 former municipalities -
Ancaster, Dundas, Flamborough,
Glanbrook, Hamilton, Stoney Creek and
Regional Municipality of Hamilton-
Wentworth.

T+1

49

T+50

Planning

T=Final Decision

DP

09

Official Plan - Post
Amalgamation

Records associated with the
development of the new official plan for
Hamilton.

C+1

Planning

DP

10

Rural Planning

Records associated with rural planning
policy issues.

C+1

Planning

DP

11

Institutional Planning

Records associated with institutional
planning policy issues.

C+1

Planning

DP

12

Open Space Planning

Records associated with open space
planning policy issues.

C+1

Planning

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP 13 00 Provinicial Planning Records associated with provinical C+1 P Planning
Legislation legislation (i.e. Parkway belt West, NEC,
Planning Act, etc.) and matters from a
planinng perspective.
DP 13 01 Provinicial Planning Records associated with provinical C+1 P Planning
Legislation - NEC legislation related to the NEC.
DP 13 02 Provinicial Planning Records associated with provinical C+1 P Planning
Legislation - Parkway |legislation related to the Parkway Belt
Belt West West.
DP 13 03 Provinicial Planning Records associated with provinical C+1 P Planning
Legislation - Provincial |legislation related to the Provincial Policy
Policy Statement Statement.
DP 13 04 Provinicial Planning Records associated with provinical C+5 P Planning
Legislation - Planning |legislation related to the Planning Act.
Act
DP 13 05 Provinicial Planning Records associated with provinical C+5 P Planning
Legislation - LPAT legislation related to LPAT reform.
Reform
DP 14 Growth Related Records associated with GRIDS. T+1 C+10 Planning
Integrated Development
Strategy (GRIDS)
DP 15 Social Planning Records associated with social planning | T+2 C+10 Planning
policy studies.
DP 16 Severances Records associated with the division of T P Planning T=Final Decision

parcels of land. This series includes
applications, background information,
appeals and decisions of the Local
Planning Appeal Tribunal.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP

17

Site Plan Control

Records associated with the approval
procedure of providing services to
buildings and individual lante sites. This
records series includes information on
access, sewers, water, utilities, appeals
and decisions of the Local Planning
Appeal Tribunal.

49

T+50

Planning

T=Final Decision

DP

18

Subdivision Plans

Records associated with the control of
registered and unregistered subdivision
plans. This series includes drawings,
reports, background information, notices,
and certificates of approvals and working
documentation.

Planning

Application 2 years
after final decision

DP

19

Variances

Records associated with the approval of
applications for variances or the
expansion of non-conforming uses of
land under the zoning by-law. This
series includes notices, reports and
necessary documents including appeals
and decisions of the Local Planning
Appeal Tribunal.

T+3

Planning

T=Final Decision

DP

20

01

Zoning

Records associated with the
development of standards to designate
zones of land for specific purposes. This
records series inciudes applications for
zoning and rezoning, reports, notices,
approvals, reviews, appeals,
Development Agreement comments and
decisions of the Local Planning Appeal
Tribunal.

Planning/Buildi
ng

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP

20

02

Zoning Verification and
Property Information
Reports

Records associated with issued zoning
verifications and or property information
reports. This record series includes
applications, zoning verifications and
other correspondence.

T+3

Building

T=Date of Issuance

DP

21

Easements

Records associated with the
municipality's interest in maintaining
public services such as water and sewer
on privately owned property and
constructing a right-of-way road or
erecting utility structures, for example.

T+7

Public Works

T= Discharge of the
right in the land
registry office.

DP

22

Encroachments

Records associated with properties in
the municipality that have
encroachments.

T+1

T+6

Planning

T=Termination of right

DP

23

Annexation/Amalgamati
on

Records associated with the merging of
neighbouring municipal lands to
accommodate growth.

C+1

C+10

Planning

DP

24

Community
Improvement Projects

Records associated with the planning
and development of rehabilitation
programs for the community area. This
series inlcudes provincial and federal
program funding, studies and statistics.

T+1

T+7

Planning

T=Completion of
project

DP

25

Municipal Addressing

Records associated with the municipal
addressing system.

C+5

C+10

Planning

DP

26

Reference Plans

Records associated with planning
reference plans.

C+5

Planning

DP

27

Industrial / Commercial
Development

Records associated with the
development of land for commercial and
industrial purposes.

C+1

C+10

Planning

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP 28 Institutional Records associated with the C+1 C+10 Planning
Development development of land for institutional
purposes.
DP 29 Development Permit Records associated with the C+1 C+5 Planning
System development permit system.
DP 30 NEC Development Records associated with NEC C+1 C+5 Planning
Permits development permits
DP 31 Official Plan, Other Records associated with the official plan S S+5 Planning
Municipalities of other municipalities.
DP 32 Facilities Constructions [Records associated with new building T T+6 Originating T=Completion of
and Renovations and alterations to existing municipal project
structures.
DP 33 Mapping Records associated with the S S+10 Planning
management of the municipal mapping
system. This series includes blueprints,
charts, sketches, maps and plans.
DP 34 01 Downtown Renewal Records of a general nature that cannot C+1 C+2 Planning
be filed under a specific subject relating
to downtown renewal.
DP 34 02 Downtown Hamilton Records associated with the Downtown C+1 C+7 Planning
Residental Loan Hamilton Residental Loan Program.
Program
DP 34 03 Commercial Property |Records associated with the Commercial| C+1 C+7 Planning
Improvement Grant Property Improvement Grant Program.
Program
DP 34 04 Enterprise Zone Records associated with the Enterprise C+5 C+7 Planning

Program

Zone Program.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP

35

Business Improvement
Areas

Records associated with the
improvement of a business area. This
record series may include petitions,
surverys, statistics, plans and
development reports.

C+5

C+10

Planning

DP

36

Secondary Planning

Records associated with the preparation
of Secondary Plans including Secondary
Plans completed under an integrated
Environmental Assessment process.

C+5

C+10

Planning

DP

37

01

Urban Design

Records associated with research,
planning, design, management, drawing,
public consultation and staff reports of
urban design projects. Projects include:
Neighbourhood master plans,
streetscape master plans, community
core design guidelines, site specific
development (building and landscape)
design guidelines, Urban Braille system,
civic gateway designs, civic landscape
design, and other public space designs.
All projects include conceptual drawings
and reports.

Excludes: detailed design and
constructions documents.

C+5

C+10

Planning

DP

37

02

Neighbourhood Plans

Records associated with existing
neighbourhood plans, the preparation of
new neighbourhood plans and
amendments to neighbourhood plans.

C+5

C+10

Planning

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Development and Planning

DP

37

03

Landscape Drawings
and Specifications

Records relating to the production, use, S P
and storage of master copies of
landscape drawings. Landscape
drawings demonstrate design solutions
and define construction materials and
standards.

Originating
Deptartment

Current version is
Vital.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event

16

RHV0001044



Emergency Services

EM 01 Daily Occurrence Logs |[Records associated with daily reporting T T+3 Emergency T=date of last
and tracking number of occurences Services report
involving fire and ambulance assistance
calls.

EM 02 Dispatch Complaint Records associated with emergency C+1 C+2 Emergency

Records services dispatch complaints. Services

EM 03 Emergency Calls Records associated with emergency calls C+1 C+2 Emergency
such as fire and ambulance. Includes Services
damage reports.

EM 04 Fire Hose and Hydrant |Records associated with the maintenance C+1 C+2 Emergency

Maintenance and routine inspection of fire hoses, Services
flushing of fire hydrants and sprinkler
reports. This series also includes
permits, reports and use statistics.

EM 05 Fire Prevention Records associated with a fire prevention C+1 C+2 Emergency
program and inspections for institutions, Services
residences, industrial and commercial
buildings.

EM 06 01 Emergency Records Associated with information S S Originating

Preparedness Planning

related to Emergency Preparedness
Planning. Includes: Mock/traning
exercises, emergency preparedness
plans and business continuity plans.
Excludes: Operational responses (see
EMO6 02 - Emergency Response)

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Emergency Services

EM

06

02

Emergency Response

Records associated with information
related to operational responses to
emergencies where either the City or
individual Department is one of the lead
record holders for activation or partial
activation of the Incident Management
System (IMS). Excludes: Mock/training
exercises, emergency preparedness
plans and business continuity plans (see
EMO06 01 - Emergency Preparedness
Planning).

15

T+15

T=end of
emergency

EM 07 Investigations Records associated with investigations T 5 T+5 Emergency T=Termination of
regarding accidents and emergency Services investigation
service investigations.

EM 08 Notice of Violation Records associated with notice of T 5 T+5 Emergency T=Resolution of
violation of Ontario Fire Code. Services action

EM 09 Protective Equipment  |Records associated with protective C+1 1 C+2 Emergency
equipment used such as breathing Services
apparatus, breathing tanks and rescue
equipment.

EM 10 Run Reports Records associated with run reports used C+1 1 C+2 Emergency
for ambulance and fire calls. Services

EM 11 Telephone Operator's  |Records associated with the operator's T 3 T+3 Emergency T=last date in log

Log logbook far emergency service calls. Services

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Environmental Services

ES 01 Operational - Records relating to the ongoing C+5 P P N Public Works
Water, Storm operation, inspection, maintenance,
and Waste service programs of water
Water infrastructure which may include but is
not limited to: sewers, resevoirs,
towers, water treatment plants, water
mains, pumping stations, CSO
infrastructure and other assets in the
distribution system.
ES 01 01 Preventative Records relating to the preventative C+5 P P N Public Works
Maintenance - |maintenance of water infrastructure.
Water, Storm
and Waste
Water
ES 04 Trees Records associated with the planning C+2 3 C+5 N Public Works
and maintenance of trees on
municipal land.
ES 04 01 Urban Forestry |Records relating to the management T+2 18 T+20 N Public Works [T = End of life of
Planning and and preservation of trees and forests asset
Management located in City of Hamilton parks,
cemeteries and Right-of-Way. This
includes information relating to the
planting, maintenance, protection, and
removal of trees. May also include
information on mineral deposits, tree
diseases, soil analysis, pesticide
spraying, pruning, and planting
regimens.
ES 05 Environmental |Records associated with the planning C+5 5 C+10 Y Originating |A document related

Assessments

and performance of environmental
assessments.

to environmental
assessment may be
destroyed by or

< il tloaucids

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Environmental Services

ES

06

Environmental

Records associated with

C+2

C+5

Public Health

Monitoring environmental monitoring.
ES 07 Utilities Records associated with utility C+2 C+5 Public Works
services provided to residents. This
series includes telephone lines, gas
mains, power lines, and relevant
equipment and facilities.
ES 08 Waste Records associated with the C+2 C+5 Public Works
Management management and disposal of waste
within area landfill sites.
ES 08 01 Garbage Records relating to solid waste C+1 C+10 Public Works
Collection and  |garbage collection and route pick-ups
Routes within the City of Hamilton. This
includes garbage collection from
residential, commercial, and industrial
sites.
ES 08 02 Waste Disposal |Records relating to the maintenance C+2 P Public Works

and Landfill
Areas

and use of landfills for disposal of
routine and hazardous waste
materials. Landfills are ground
depressions which accommodate
wastes and isolate them from the
surrounding environment. Also
includes information on disposal user
fees for commercial, industrial, and
restaurant organizations, waste
disposal statistics and reports, and
correspondence.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Environmental Services

ES 08 03 Resource Records relating to the provisions and C+2 P P N Y Public Works
Recovery operation of Resource Recovery
Centres Centres. These facilities accept and

process solid waste materials, remove
contaminants, and recover recyclable
materials wherever possible.

ES 08 04 Composting Records relating to the composting of T 15 T+15 N N Public Works [T = Completion of
food waste, leaves and other organic statistical reporting.
wastes. Composting refers to the
decomposition of plant remains, and
other once-living materials, to form
organic plant nutrients. Includes
information on residential backyard
composting and use of composter
equipment.

ES 08 05 Waste Recycling |Records relating to the reduction, C+1 9 C+10 N Y Public Works
reuse, and recycling of solid and liquid
waste materials. Includes the
recycling of newspapers, cardboard,
other curb side materials, automobile
tires, white goods, scrap metal, and
soil. May also include information
about recycling operations at transfer

stations.
ES 08 06 Household Records relating to the collection and C+1 9 C+10 N Y Public Works
Hazardous processing of household hazardous
Wastes wastes that pose a health and safety

hazard, such as paint, batteries,
antifreeze, and adhesives.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event 21
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Environmental Services

ES

08

07

Transfer Stations

Operations

Records relating to the operations of
transfer stations, which serve as drop-
off points for waste haulers. .

C+2

Public Works

ES

09

Water Works

Records associated with the planning,
design, construction and maintenance
of the water works systems such as
water mains, pipelines, etc.

C+2

C+5

Public Works

Specifications are
kept permanently
(12-254)

ES

10

Drains

Records associated with the policy
and procedures, design, construction,
maintenance and management of
drains and drainage systems.

C+2

C+5

Public Works

Specifications are
kept permanently

ES

11

Air Quality

Records associated with the routine
control and monitoring of air quality.

T+5

Public Works

T=Completion of the
inventory

ES

12

Water Quality

Records relating to the testing,
control, and monitoring of drinking
water quality. Water Quality testing is
required by the SDWA and its
Regulations, an approval, municipal
drinking water licence or order,
including an OWRA approval or
OWRA order.

T+2

13

T+15

Public Works

ES

12

01

Water Supply

Records relating to the City's supply
of potable water for drinking and
commercial purposes.

T+2

13

T+15

Public Works

ES

12

02

Spill
Investigations

Records relating to water quality
investigations of spills that occur
within the City of Hamilton

16

T+16

Public Works

T = Completion of
investigation.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Environmental Services

ES 13 Corporate Records relating to the development S 10 S+10 Y Y Public Works
Energy Policy of the Corporate Energy Palicy.
ES 13 01 Energy and Records relating to the purchase, S P P Y N Public Works
Commeodity sale, delivery and storage of Energy
Contracts Commodities and the consideration of
price hedging for Energy
Commodities.
ES 13 02 Energy and Records relating to energy usage C+10 P P N N Public Works |Baseline tracking
Commodity Data |spending and baseline tracking. begins in 2005.
ES 14 Energy Retrofit |Records relating to the design and T+2 4 T+6 N Y Public Works |T = End of Warranty
Projects construction of retrofit projects. Period.
C - Current Year; P - Permanent; S- Superseded; T - Termination of an event 23
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Finance and Accounting

FA 01 Accounts Records associated with the payment for C+1 5 C+6 N N Finance Permission to destroy prior
Payable goods and services for the municipality. to the expiration of the
This record series includes all records retention period must be
relating to the following areas of accounts obtained from the Minister
payable: initial purchase of goods and of Finance.

services, such as invoices, purchase orders
and requisition forms; books or reports of
initial accounts payable entries such as
accounts payable journals or registers,
account summary reports.

FA 02 Accounts Records associated with the payments C+1 5 C+6 Y N Finance Permission to destroy prior
Receivable received from the user(s) of the goods to the expiration of the
and/or services of the municipality. This retention period must be
record series includes the following: obtained from the Minister
transactional information such as of Finance.

adjustment accounts receivable, building
receipts, accounts receivable analysis,
controls, invoices and statements; and
books of initial entry such as accounts
receivable ledgers or registers.

FA 03 01 Audit Reports - |Records associated with monitoring the C+1 5 C+6 Y N Finance
Internal integrity of accounting and management
controls of municipal programs. This
record series includes audits, such as audit
systems tests and other financial and
procedural audits.

FA 03 02 Audit Reports - |Records associated with external auditor's C P P Y Y Finance
External financial audit reports.
FA 04 01 Bank Statements [Records associated with the management C+1 9 C+10 Y Y Finance

of cash and other banking activity. This
record series may include all records
relating to banking and cash management,
such as accounts reconciliation reports.
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Finance and Accounting

FA 04 02 Accounts Records associated with the management C+1 C+10 N Finance
Payable of accounts payable cheques cashed by
Cheques Cashed |banks.
by Banks
FA 04 03 Payroll Cheques |Records associated with the management C+1 C+10 N Finance
Cashed by Banks|of cheques cashed by banks.
FA 04 04 Duplicate Copies |Records associated with the management C+1 C+10 N Finance
of Cheques of cash
Attached to
Vouchers
FA 05 Budgets Records associated with establishing C+1 C+6 Y Finance
expenditure levels to measure the financial
progress of each department, division and
section. This record series includes the
preparation of the current (or operational)
budgets, such as estimates, status and
budget annual reports to Council.
FA 06 Assets Records associted with the City financial T+1 T+7 Y Finance T=Disposal of asset
assets.
FA o7 01 Cheques Records associated with the support of the C+1 C+7 N* Finance *The register is a vital
reconciliation of all financial transactions,
used to provide a proper audit trail. This
record series includes all records relating to
issuance of cheques, trust cheques and
cancelled cheques.
Excludes: Ambulance Service Cheques
FA o7 02 Ambulance Records associated with the support of the T+1 T+7 N Finance T=Use of Ambulance

Service Cheques

reconciliation of financial transactions
related to the ambulance service. These
records are used to provide a proper audit
trail.
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Finance and Accounting

FA 08 Debentures and |Records associated with all records relating T+1 T+7 Finance T=Debentures surrendered
Bonds to the raising of capital for projects for exchange/cancellation
conducted by and for the municipality.
FA 09 Employee and  |Records associated with employee and C+1 C+6 Finance
Council council expenses while engaged on City
Expenses business.
FA 10 Financial Records associated with the financial status| C+2 P Finance
Statements of the municipality, in accordance with
reporting requirements. This record series
includes financial statements, balance
sheets, income statements, statements of
source and application of funds.
FA 11 Grants and Records relating to the receipt or provision C+1 C+6 Finance
Loans of monies by means of acquiring or issuing
grants and loans. This record series
contains grant applications,
correspondence, grant revenue information,
and other related documents and records
for the municipality.
FA 12 Investments Records associated with the investment of T+1 T+6 Finance T=Closure of account
municipal funds to fund capital projects and
current budget.
FA 13 01 Journal Vouchers|Records associated with the journal used to| C+1 C+6 Finance

transfer transactional information to the
General Ledger. This record series
includes general journal vouchers.

Excludes: General Ledgers and General
Journals
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Finance and Accounting

FA

13

02

Ambulance
Service
Vouchers

Records associated with the recording of
ambulance services vouchers.

T+1

T+7

Finance

T=Use of Ambulance
Service

FA

14

Subsidiary
Ledgers,
Registers and
Journals

Records associated with the documentation
of financial transactions to appropriate cost
centres and accounts. This record series
includes the following: journal and ledger
entries, such as journal entry input forms.

Excludes: the General Ledger and other
books of final entry such as the General
Journal

C+1

C+10

Finance

Permission to destroy
C.P.P. and Employment
Insurance records prior to
the expiration of their
retention period must be
obtained from the Minister
of Revenue.

FA

15

01

General Ledger

Records associated with the accounting for
all financial transactions of the municipality
during each fiscal year and for audit
purposes. This record series includes the
following general ledger information:
financial reports; account code lists to track
general ledger codes; and general ledger
(final version) reports.

C+1

Finance

FA

15

02

General Journal

Records associated with the journal used to
transfer transactional information to the
General Ledger. This record series
includes support documentation that feeds
directly into the General Journal.

C+1

Finance

FA

16

01

Payroll - Original
Registers for
Salary and Wage

Records associated with the administration
of payroll services for the municipality.

C+1

C+6

Payroll
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Finance and Accounting

FA 16 02 TD1s Records associated with TD1 statements. P P Payroll Only on Replacement
FA 16 03 T-4s Records associated with T-4 statements for P P Payroll
employees.
FA 16 04 OHSC and Records associated with OHSC and C+1 C+3 Payroll
Medical medical statements.
FA 16 05 Unemployment |Records associated with employee C+2 C+7 Payroll
Insurance unemployment insurance claims.
Records
FA 17 Purchase Orders |Records associated with purchase orders C+1 C+6 Finance
and Requisitions |and requisitions
FA 18 01 Quotations, Records associated with obtaining and C+1 C+6 Purchasing
Tenders and evaluating proposals from external
Proposals agencies for goods and services to be
purchased by the municipality. This record
series includes records on Requests for
Proposals (RFP), Requests for Information
(RF1) and supporting documentation of
awarded or cancelled contracts.
FA 18 02 Quotations, Records associated with offers or proposals| C+1 C+1 Purchasing
Tenders and presented by external agencies that have
Proposals - not been accepted.
Unsuccessful
FA 18 03 Consultants Records associated with the selection and C+1 C+3 Originating

appointment of consultants. This record
series may include resumes,
correspondence and proposals.
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Finance and Accounting

FA 18 04 Vendors and Records associated with vendors and C C+2 Purchasing
Suppliers suppliers of goods and services. This
record series includes a listing of pre-
approved vendors, specifications, price lists
and catalogues.
FA 19 Receipts and Records associated with the proof of C+1 C+6 Finance
Revenue payments owed to or proof of proceeds
donated to the municipality.
FA 20 Reserve Funds |Records associated with reserve funds. C+1 C+8 Finance
FA 21 Mortgages Records associated with mortgages on City C+1 C+10 Finance
properties.
FA 22 Tax Rolls and Records associated with the accounting of S P Tax The sections of the
Records monies owed to or paid by the municipality Education Act related to
in the form of taxes. Protestant and Roman
Catholic School Board
Index Books have been
repealed.
FA 23 Write Offs Records associated with all records relating C+1 C+6 Finance
to write offs, such as outstanding payment
reports, recommendations to Council and
lists of accounts being considered for write
off.
FA 24 Trust Funds Records associated with trust funds T T+6 Finance T=Closure of account
managed by the City.
FA 25 Security Deposits|Records associated with secuirites T T+6 Finance T=Closure of account

managed by the City.
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Finance and Accounting

T+1

T+1

Finance

T=After completion of audit

FA 26 Working Papers |Records associated with working papers
required for internal financial audits.
FA 27 Amortization Records associated with fixed assets, such T T+6 Finance T=Disposal of asset
Schedules as records of depreciation and amortization,

used to evaluate and manage municipal
assets
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Human Resources

HR

01

Attendance and
Scheduling

Records associated with work
attendance reporting.

C+2

T+7

C+2,T+7

Human
Resources

HR

02

Benefits Records

Records associated with benefit
payments, general correspondence,
subscriber listings, benefit information,
such as group insurance, dental plans
and tuition assistance.

S+5

Human
Resources

HR

03

01

Employee Records

Records associated with the individual
employee and the information contained
is vital and confidential. This record
series includes name, address, change
of address, beneficiary, social insurance
number, date of birth, marital status,
resumes, job applications, work and
educational history.

T+2

T+7

Human
Resources

T=Termination of
employment

HR

03

02

Employee Records -
Performance
Development

Records associated with the
performance development and planning
of an employee. This record series may
incllude interim and merit increment
reviews, evaluations and performance
appraisals, terms of employment, leave
of absence requests, employee service
awards, employee transfers or
promotions

T+2

T+7

Human
Resources

T=Termination of
employment

HR

03

03

Employee Records -
Disciplinary

Records associated with disciplinary
letters, notes and warnings

C+2

C+2

Human
Resources
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Human Resources

HR

04 Health and Safety |Records associated with the health and T 5 T+5 Y Y Human
safety of staff. This record series Resources
includes accident reports, inspections,
Worksplace Safety and Insurance Board
(WSIB) reports, health and safety
programs and health and safety
agendas and minutes.

Records related to
exposure to airborne
aresnic, ethylene oxide
or asbestos must be
kept the longer of (a) 40
years from the time
such records were first
made with respect to
the worker; or (b) 20
years from the time the
last of such records
were made with respect
to the worker.

HR

05 Job Descriptions Records associated with the description S 5 S+5 Y Y Human

of job duties, specifications, experience Resources
and education requirements. This
series includes the establishment of job
specifications and background
information.

HR

06 Labour Relations Records associated with relations C+1 P P Y Y Human
between labour and management. This Resources
record series includes the administration
of contracts, agreements, collective
bargaining and lists of unions and staff
associations.

HR

o7 Grievances and Records associated with hearing settling C+1 P P Y Y Human
Arbitrations differences between management and Resources
union. This record series includes
supporting documentation for
grievances and arbitration hearings.
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Human Resources

HR 08 Organizational Records associated with the S S+5 Human
Structure organizational structure of the Resources
corporation and its departments,
divisions and business units. This
series includes charts representing
departmental and divisional hierarchies.
HR 09 01 Salary Planning Records associated with the C+1 C+5 Human
administration and planning of salary Resources
schedules by job evaluations,
classifications and surveys. This series
also includes information relating to pay
equity.
HR 09 02 |Salary and Wage Records associated with rates of pay by C+1 C+5 Human
Records group, salaries earned and job fitle. Resources
HR 10 Pension Records Records associated with pension plans T T+6 Human T=Death of last
offered to employees. This record Resources |surviving beneficiary.
includes OMERS, remittance, statutory Pension plans, annual
information, employee pension data and information returns are
government annuities. kept permanently.
HR 11 Recruitment Records associated with staff T T+1 Human T=closing of competition
recruitment for job competitions and Resources
posting.
HR 12 Employee Records associated with termination of T T+6 Human T+death of last
Retirement employment due to retirement. Resources |surviving benificiary
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Human Resources

HR 13 Employee Records associated with employment 20 T+20 Human T=last day of
Terminated Records |[terminations other than retirement Resources |employment

HR 14 Volunteer and Records associated with the 7 T+7 Human T= last day of
Unpaid Student administration, coading, mentoring, Resources |employment

Files

precepting, supervising, delivery,
screening, orientation and maintanace
of volunteers and unpaid student
placements. Includes: volunteer
requests and role descriptions,
volunteer applications, unpaid student
placement applications, interview
questions, reference verification,
orientation materials, scheduleing and
individual volunteer performance
monitoring, supervision notes, health
and safety certificates. Excludes:
Volunteer or Student Placement policies
and procedures (see AD 07 Policies and
Procedures); Police background checks
(retained by Human Resourses); Paid
Students (e.g. Internships) who must be
processed through Human Resources
(See HR 03 01).
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Information Management

IM 01 01 Hardware Records associated with operational and Originating
Documentation maintenance requirements of computer Department

hardware such as hardware
specifications, operating manuals,
hardware/operating system requirements,
hardware configurations, and equipment
control systems.

M 02 01 Software Records associated with the use and Originating

Documentation support of application and the operation Department

of packaged software. This record series
may include network software.

IM 03 01 Software Licensing |Records associated with Software Criginating
Licensing Department

IM 04 01 Strategic Planning Records associated with the Information Information
Technology Strategic Plan Services

M 05 01 Projects Records associated specifically with Originating
technology projects and project Department
methodology.

IM 06 01 System Development [Records associated with the development Originating
of information systems. Records Department

associated with the use and support of
application and the operation in-house
developed software.
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07

01

Telecommunications
Systems

Information Management

Records associated with the installations,
maintenance, operation and use of
telecommunications systems. This
record series includes voice messaging,
fax, telephone directories, pagers, cell
phones, blackberry’s, towers, antennae,
base and mobile stations, police and fire
communication systems, and emergency
systems cables.

Originating
Department

08

01

IT Disaster Recovery
and Business
Continuity Plan

Records associated with the Disaster
Recovery Plan and Business Continuity
Plan. (Records developed during the
creation of the plan will be classified in
the project classification IM-03)

Originating
Department

09

01

Security Audits

Records associated with any security
audits performed for technology.

Information
Technology
Services

10

01

Micrographics

Records associated with microform and
imaging technology.

City Clerk

02

Records
Management

Records associated with the
implementation of a corporate records
program, development of policies and
procedures for the records disposition,
conversion projects and classification
systems.

C+5

City Clerk

03

Records Retention
Schedule By-Laws

Records associated with the development
and implementation of council approved
records retention schedule by-laws that
identify the length of time a record must
be retained in active and inactive status
before the final disposition.

City Clerk
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Information Management

04

Records Disposition

Records associated with the disposition
of records. This series includes the
method of disposal used, destruction
authorization forms and descriptions of
records destroyed.

City Clerk

05

Records Destruction
Certificates

Records associated with records
destruction certificates obtained when
records are destroyed. This series
includes company name, date of
destruction and the witness' signature.

City Clerk

06

Records Transfer

Records associated with transfer reports
for the management of inactive records
transferred to records centres.

T+7

T+7

City Clerk

T = Destruction of
Box listed on
Transfer list

11

01

Forms Management

Records associated with the design,
production, form review and requests.

City Clerk

12

Corporate Records
Library

Records associated with Corporate
Library holdings

City Clerk
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Legal Affairs

LA 00 Legal - General Records associatedwith Legal files T 20 T+20 Legal T = File cloased
LA 01 Appeals and Records associated with appeals, hearings and T 6 T+6 Legal T=Resolution of
Hearings (including |decisions from legal proceedings, documentation appeal
LPAT & Property and transcripts.
Standards)
LA 02 01 Claims Against the |Records associated with liability or damage T 6 T+6 Risk T=Resolution of
Municipality claims made by parties against the municipality. Management |claim and all
appeals
LA 02 02 Claims by the Records associated with damage or liability T 6 T+6 Legal T=Resolution of
Municipality claims by the corporation against another party. claim and all
appeals
LA 03 01 Contracts and Records associated with contracts and T+2 P P Clerks T = Termination
Agreements - Under |agreements under the corporate seal entered of Agreement
Seal into by the municipality and authorized by
Council. This record series may include
easements, encroachments.
LA 03 02 |Contracts and Records associated with agreements and T+2 30 T+32 Clerks T = Termination
Agreements - Simple {contracts not under seal entered into and of Agreement
authorized by the municipality. This record
series may include rental, leasing, purchasing
and services contracts.
LA 03 03 Contracts for Records associated with agreements and T+2 30 T+32 Clerks T = Expiration of
Buildings contracts for buildings. contract
LA 04 Insurance Appraisals |Records associated with insurance appraisals. S - S Finance
LA 05 Insurance Policies  |Records associated with insurance policies. T+2 15 T+17 Finance T=Expiration of

policy
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Legal Affairs

LA 06 Land Acquisition and |Records associated with transactions of land 21 T+21 Legal / Real |T=Property
Sale through buying, selling and leasing of land. This Estate / disposition

record series includes agreements of purchase Clerks
and sale, appraisals, leases, deeds, certificates
of registration, notices of applications for
approval to expropriate land.

LA 07 Opinions and Briefs |Records associated with legal opinions and - S Legal
briefs.

LA 08 Precedents Records associated with legal precedents. - S Legal

LA 09 Prosecutions Records associated with prosecutions involving 7 T+7 Legal T=Delivery of
the municipality. judgement
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Media and Public Relations

MP 01 Advertising Records associated with the municipality C+2 C+2 Y Originating
advertising to the public in magazines,
newspapers, radio, television and transit.
MP 02 Ceremonies and |Records associated with hosting, C+2 C+2 Y Originating
Events attendance and performance of official
business at special ceremonies, inaugurals
and awards.
MP 03 Charitable Records associated with fund raising and C+2 C+2 N Originating
Campaigns/Fund |donations to charitable organizations. This
Raising record series may include records for
charitable campaigns, such as the United
Way, and information about Finance
deductions.
Excludes: Payroll Records
MP 04 Complaints, 1 1 Y Originating
Commendations
and Inquiries
MP 05 News Clippings Records associated with clippings from C+2 C+2 Y Originating
newspapers, journals and other media
regarding the municipality's public relations.
MP 06 News Releases Records associated with working C+2 C+2 Y Originating
documentation and final versions of news
releases issued by the municipality.
MP o7 Publications Records associated with production and S S Y Originating

dissemination of City pulbications.
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Media and Public Relations

MP 08 Speeches and Records associated with working C+2 C+2 Originating
Presentations documentation and final versions of public
addresses and speeches. This record
series may include video presentations.
MP 09 Visual Identity and [Records associated with the copyright, C+2 P Clerk's

Insignia

patent and trademark protection of
municipal logos, and products used for
visual identity. This series includes the
municipal crest, coat-of-arms, letterhead
design, emblem, vehicle identification and
seals of office.
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Parks, Recreation and Culture

pPC

01

Heritage Preservation

Records associated with the development
and preservation of heritage and historical
designated buildings, archaeological areas
and artifacts.

Heritage

T=Removal of
designation

pPC

02

Museum and Archival
Services

Records associated with the management
and provision of museum and archival
services.

C+2

C+5

Heritage

PC

03

Cemetery Records

Records associated with the management of|
City cemeteries.

C+2

Cemetaries

PC

03

01

Cemetery Burial Plot
Records

Records relating to burial permits, contracts,
cremation certificates, maps, plot ownership
records (deeds), lot cards, interment
registers, and indexes for municipal
cemeteries and abandoned cemeteries, land
registry.

Cemeteries

pC

04

Parks Management

Records associated with the management,
maintenance, design and landscaping of
municipal parks.

C+2

Parks &
Recreation

pC

04

01

Park and Cemetary
Maintenance

Records relating to the maintenance and
routine operation of municipal cemeteries,
parkland, playgrounds, and open spaces.
May include information on staffing
requirements, timesheets, conditions,
facility statistics, and suggested
improvements, such as path paving and
lighting.

C+2

18

C+20

Parks &
Recreation &
Cemeteries

pC

05

Recreational Facilities

Records associated with the management
and operation of municipal recreation
facilities, such as arenas, rinks, pools and
fitness centres.

C+2

Parks &
Recreation
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Parks, Recreation and Culture

Programming and development of community recreational Recreation
programs.
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Protection and Enforcement Services

PE

01

01

By-law Enforcement -
Parking & Animal
Control

Records associated with by-law
enforcement such as parking violations and
animal control and legal actions regarding
parking violations and animal control.

T+2

Originating
Department

T=Resolution of
action

PE

01

02

By-law Enforcement -
Other

Records associated with inspections for
enforcement of the zoning by-law, property
standards by-law, licensing by-law, heat by-
law, noise by-law, yard waste and
maintenance by-law and vital services by-
law. This record series includes Order to
Comply and Notices of Violation issued
under the authority of municipal by-laws and
legal action resulting from enforcement of
these by-laws and Action Requests
received by the municipality.

Originating
Department

PE

01

03

Mobile Sign Permits

Records associated with the issuance of
mobile sign permits granted to a business
or an individual.

25

T+25

Originating
Department

T= Termination of
permit

PE

02

Hazardous Materials
Transportation and
Storage

Records relating to the handling,
transportation and storage of hazardous
materials. Hazardous materials are any
substance or material which may result in
health injuries, destruction of life and
environmental conditions, and facility
damage. This includes toxic, flammable,
corrosive, and explosive materials.

C+1

C+3

Originating
Department

PE

03

Incident/Accident
Reports

Records associated with accidents involving
protection and enforcement personnel.

T+2

Originating
Department

T=Cause of action
ar age of majority
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Protection and Enforcement Services

PE

04

01

Building, Grading and
Structural Inspections

Records associated with building, grading
and structural inspections. This record
series includes inspection records relating
to Building Permits issued by the
municipality and Action Requests received
by the municipality.

C+2

15

C+17

Building

PE

04

02

Building, Grading and
Structural Inspections,
Enforcment

Records associated with building, grading
and structural inspections enforcement.
This record series includes Orders (Orders
To Comply, Stop Work Orders, Unsafe
Orders, etc.) issued under the authority of
the Ontario Building Code and other
municipal by-laws.

Building

T=lssuance of Order

PE

05

Health Inspections

Records associated with inspections for
health reasons.

Public Health

PE

06

Investigations

Records associated with protection and
enforcement services investigations (NOT
including Human/Animal Contact Exposure
Investigations, see PE 06 01)

C+2

10

Originating
Department

PE

06

01

Human/Animal Contact
Exposure Investigations

Records associated with Human/Animal
Contact Exposure Investigations, including
officer notes, Amanda files,and officer
investigation documents.

T+2

T+6

Animal
Control

PE

07

01

Licences/Permits -
Trade, Establishment,
Mobile

Records associated with licences issued or
denied to citizens and businesses,
excluding marriage licences. This record
series includes expired licences. This
record series also includes the records of
staff at Residential Care Facilities and
applications for licences.

25

T+25

Parking & By-
law Services

T=termination
and/or expiry of
licence, or date of
denial

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event

45

RHV0001044



Protection and Enforcement Services

PE

07

02

Licencing Inspections

Records associated with inspections for
establishment and mabile licences including
insurance records, and certificates of safety.
This series also includes inspection reports
from the Traffic Department, Public Health
Services (Public Health Inspectors and
Nursing Inspectors, Fire Prevention and
Community Services - Subsidy and Hostels
amd MLE Inspectors. NOTE: Does not
include Taxi/Vehicle Inspections (see PE 07
04)

C+2

15

C+17

Parking & By-
L.aw Services

PE

07

03

Licencing - Lotteries

Records associated with charities licenced
or denied to run municipal lotteries

Licencing

PE

07

04

Taxi/Vehicle Inspection
and Enforcement

Records associated with vehicle inspections
for licensed taxis, etc., including orders to
comply, officer investigation notes, Amanda
files, and orders filed with the court.

25

T+25

Licencing

T=Termination of
investigation/order/c
ourt order

PE

08

01

Building Permits

Records associated with the issuance of
Building Permits issued under the Building
Code Act. This record series includes
permits, applications, engineering reports,
sprinkler and fire alarm tests, surveys and
property sketches.

Building

T=Permit Issuance

PE

08

02

Building Plans and
Specifications

Records associated with the issuance of
Building Permits issued under the Building
Code Act. This record series includes
plans, specifications, and other
correspondence.

C+2

Building

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event

46

RHV0001044



Protection and Enforcement Services

PE

08

03

Building Permits, Post
Disaster Buildings

Records associated with the issuance of
Building Permits issued under the Building
Code Act relating to Post Disaster Buildings
as defined by the Ontario Building Code.
This record series includes permits, plans,
specifications, applications, engineering
reports, sprinkler and fire alarm tests,
surveys, property sketches and other
correspondence.

Building

T=Permit Issuance

PE

08

04

Building Permits, Other

Records associated with the issuance of
permits issued under authority other than
the Building Code Act. This record series
includes permits, applications, engineering
reports, surveys and property sketches.

Building

T=Permit Issuance

PE

08

05

Building Permits Plans
and Specifications,
Other

Records associated with the issuance of
permits issued under authority other than
the Building Code Act. This record series
includes plans, specifications, and other
correspondence.

C+2

Building

PE

09

Demolition Permits

Records associated with permits for
demolition.

C+2

Building

PE

10

Sign Permits

Records associated with permits for signs.

C+2

Building

PE

11

Water and Sewer
Permits

Records associated with permits for water
and sewers.

C+2

Building
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Protection and Enforcement Services

PE 12 Permits, Other Records associated with the issuance of T 7 T+7 Originating T=Expiry of permit
other permits. Department

PE 13 Animal Control Records associated with animal control. C+2 4 C+6 Animal
This records series includes licensing, files Control
associated with the investigation of animal
abuse, animal adoptions, animal
confiscation, notices to comply with an
order, and notices to pet owners.

PE 14 01 Protective Equipment  |Records relating to protective equipment T 2 T+2 Originating T = Disposal of
used by various departments. Also includes Department |equipment.
maintenance and history files on equipment.

PE 15 Taxicab Driver/Owner |Records associated with taxicab T 25 T+25 Licencing T=Termination of

Training Courses

driver/owner training courses. Records
include taxi licences, driver records, driver
photos, owner information, and classes
attended by drivers for the purpose of
driving a taxi.

taxicab licence
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Public Health Services

PH

01

01

Client and Case
Files

Records associated with clients who have had
interaction with Public Health Services programs and
services (including Records Access Requests).
Includes, but is not limited to

- Community as client (i.e. where a community or group
is the client such as schools, workplaces, daycares or
community organizations)

- Individual client records (i.e. where the clientis a
person; these records include referral forms, consent
forms, correspondence, etc.)

- Chronic Disease Prevention Client Records

- Prevention of Injury and Substance Misuse Client
Records

- Reproductive and Child Health Client Records

- Infectious Diseases Clients Records

- Sexual Health and Sexually Transmitted Infections
Client Records

- HIV/AIDS Client Records

- Syphillis Client Records

- Tuberculosis Client Records

- Tobacco Cessation Client Records

- Telephone logs relating to personal health information
from clients

- Human/Animal Contact Exposure Client Records

- Mental Health Client Records (including raw data)

- health promotion materials, curriculum and meeting
minutes referred to in client records (when charting by
reference)

Excludes: Dental Client Records (see PH-01-02) ;
Vaccine Preventable Diseases Client Charts (incl.
Adverse Event Following Immunization (AEFI) (see PH-
01-03)

Public Health

For clients 18 years
and over:

T = client's last visit,
or discharge

For clients under
age 18:

T = 18 minus age of
client discharge

Statements of
Conscience: under
18

T= 18 minus age of
client at date of
completion of form

18 yrs & over

T= completion of form

Infectious Diseases
T = Discharge of
client/ closure of
annual file

Total Retention = up
to 33 years

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event
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Public Health Services

PH

01

02

Dental Client
Records

Records associated with clients who have had
interaction with Public Health Services Dental
Programs (includes Records Access
Requests).

Includes: Dental Screening assessment;
Dental Health Client Records (including
assessment of dental screening for clients
referred for other services, referrals, parent
notification; dental follow up

Dental
Screening
T+3*

Dental Health
Client
Records
T+15**

*Dental screening
T=end of school

**Dental Health
Client Records
Adult (18 & over)
T = Discharge of

Under age 18
T = 18 minus age of
client at discharge
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Public Health Services

PH

01

03

Vaccine Preventable
Diseases Client
Charts (incl. AEF1)

Records assosciated with vaccinations, and
interactions with clients related to vaccine
preventable diseases (includes Records
Access Requests).

Includes: Group vaccinations clinics where
clients range in age - (e.g. community clinics,
mass school immunizations, pandemic),
vaccinations by single cohort; adverse event
following immunization intervention (AEFI)
records .

Excludes: Cold Chain Inspection Records
(see PH 05 03 (Vaccine Cold Chain)

NOTES:

1. Retention periods for client records are
dictated by whomever is the client.

2. If there is no Date of Birth indicated for a
record and an age needs to be determined,
consider the type of service that is being
delivered to the client and base client's age on
past practices associated with that service
(e.g. in case of school vaccination records for
which there is no date of birth for an
individual, data of birth would be based on
school grade level).

T+2

T+15

Clinics with a range of
ages:

If youngest client is 18
or over:

T = date of clinic

If youngest client is
under 18:

T = 18 minus the age of
the youngest client

Immunization clinics of
single cohort:

For age 18 & over:

T = end of school year
Under 18 years:

T = 18 minus age of
youngest client

Consents
T = end of calendar year

Statements of
Conscience:

If under age 18:

T = 18 minus age of
client as of date of
completion of form

If age 18 or over:

T = date of completion of
form

Total Retention = up to
33 years

1,2,3,4,5,6,7,8, 10,
13
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Public Health Services

PH

02

Medical Directives
and Medical
Delegations

Medical Directive: A formal written order for a

procedure or a series or procedures that may
be implemented for a number of clients when
specific circumstances exist. A directive is
always written by a regulated health
professional who has the legislative authority
to order the procedure for which she/he has
ultimate responsibility.

Medical Delegation: A formal written
document in which a regulated health
professional who has the authority and
competence to perform a procedure under
one of the controlled acts delegates the
performance of that procedure to another
individual.

Public Health
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Public Health Services

PH

03

Program Operations

Records associated with program
management, administration and service
delivery of the full range of programs
operating within Hamilton PHS.

Includes: All record types related to the
management and administration of Public
Health Services programs; operational plans;
day planners*; paper notebooks*, electronic
notebooks* capturing transitory information;
personal health information captured in the
referral/intake process where the individual
never becomes a client (voluntary programs
only); client scheduling; medical equipment
maintenance records™**.

Excludes: Financial records (see Finance and
Accounting FA); Contracts and Agreements
(see Legal Affairs LA 03 01/LA 03 02);
Employee Records (see Human Resources
HR) ; Ministry Reporting (see AD 11
Intergovernmental Relations); clients referred
for mandatory follow-up (see PH 01 01 to PH
01 01 03 Client & Case Files)

C+2

C+6"

Dental
Steriliza-tion
equipment
C+10 yrs***

Y ¥

Public Health

*Day planners
/Notebooks/
Electronic notes are
maintained for C + 2
years then
destroyed.

**Maintenance
Records for
Sterilization
equipment (dental)
C+ 10 yrs

**Archival Review:
Minutes, plans and
reports related to
the development
and management of
specific programs
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Public Health Services

PH

04

Health Promotion &
Program Delivery

Records associated with information on the
development, implementation and evaluation of
programming of the following:

- Healthy Eating

- Healthy Weights

- Comprehensive Tobacco Control (includes prevention,
cessation and control of tobacco use)

- Food Handling and Safety

- Physical Activity

- Exposure to ultraviolet radiation

- Workplace Wellness Programs

- School Health

- Prevention of Injury and Substance Misuse

- Violence Prevention and Menital Health Promotion
- Reproductive Health

- Child Health

- Dental Health

- Infectious Disease Prevention & Control (includes
promotion of infection control practices)

- Rabies Prevention and Control

- Sexual Health, STl's, and Blood-borne Infections
Prevention

- Tuberculosis Prevention

- Vaccine Preventable Disease Promotion

- Safe Water

- Emergency Preparedness (health promotion activities
only)

- Epidemiology (health promotion activities only)

- Determinants of Health

T+2

T+6

Public Health

include but not

limited to reports of
the Medical Officer
of Health; statistical
research reports on

program
effectiveness

Archival review:

Includes: Documents related to the development of
healthy public policies, intiaitives, distribution lists,
correspondence, presentations, inventories of program
materials.

Excludes: PH 01 Client & Case Files ; Rabies
investigation records (see PH 11 Vector Borne Disease
Investigations & Rables Investigations ); boil water
advisories (see PE 05 Premise inspections and
Enforcement ), emergency preparedness plans, business
continuity plans, and emergency preparedness
mock/training exercises ( see EM06 01 - Emergency
Preparedness Planning ); Research and Evaluation {(see
PH 05 Research, Evaluation) .
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Public Health Services

PH

05

Research and
Evaluation

Records associated with research and
evaluation activities conducted by PHS
Programs.

Includes: Research and evaluation projects
and plans, situational assessements, program
reviews, questionnaires, surveys, needs
assessments, research ethics, research data,
literature searches and references, findings
reports, dissemination strategies and
information, benchmarking, resources, tools,
workshops, in-services, presentations related
to research and evaluation methods and best
practices for specific research and evaluation
project, and research funding opportunities.

Excludes: Financial research proposal and
submissions (see Grants & Loans FA 11)

C+2

T+7
up to P*

Y ¥

Public Health

T = Completion of

*Retention of
research conducted
through a Research
Ethics Board may
be determined by
the agreement
signed off by the

parties; or assessed
on a case by case

**Archival Review:
Records which

describe research
protocals, findings
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Public Health Services

PH

06

01

Premise Inspections
and Enforcement

Records associated with information related
to premise inspections and documentation
related to complaints/service requests on food
safety, safe water, health hazards, and
infectious diseases.

Includes, but not limited to: All records,
related to inspection of food service settings,
long term care facilities, retirement homes,
day care centres, hospitals, detention centres,
personal service settings, funeral homes,
pools, spas, septic systems, boil water
advisories, and individual complaints or
service requests (e.g. for an inspection).
NOTE: Court files of chargesf/tickets that have
been resolved are considered transitory notes
since the original records are given to the
court. Therefore these copies can be
destroyed after 1 to 2 years.

Excludes: Outbreak client records or records
related to personal illness (see PH 01 Client
Records); Records related to Smoke Free
Ontario Act (see PH 09); Black Books (see
Inspectors'/Officers’ Notes PH 05 02 ); Cold
Chain Inspections (see PH 05 03)

T+2

T+15

Public Health

Complaints/Service
Requests: 2

Boil Water
Advisories: 9
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Public Health Services

PH

06

02

Inspectors'/ Officers'
Notes

Note books (Black Books/field notes) used to
document relevant data in the process of
conducting inspections and enforcement
which may be used as by inspectors or
officers as memory aids to present evidence
in legal proceedings.

Includes, but not limited to: Notes and
photgrpahs made electronically when the
officer uses a computer or other electronic
devices to records noes in place of
notebooks.

T+15

Public Health

T = date of last

Continuous Quality
Improvement

researching and submitting all information
subject to accreditation processes, including
accreditation review and assessment.

Includes: Correspondence re: Accreditation,
summary reports; Accreditation project files;
final assessmsent; project scope and
planning; Ontario Public Health Organizational
Standards assessment and related materials.

Excludes: Original corporate or departmental
policy documents. (See AD 07 Policies &
Procedures ); business process reviews (see
PH 16 Project Management)

PH 06 03 Vaccine Cold Chain |Records associated with vaccine cold chain T+15 Public Health
inspections.
PH 07 Accreditation and Records associated with compiling, C+1 T+7 Public Health

accreditation period.
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Public Health Services

Tobacco Control
Enforcement &
Investigation

to comprehensive tobacco control and the
enforcement of the Smaoke-Free Ontario Act.

Includes: Documents related to Tobacco
Enforcement, Smoke-Free Ontario (SFO),
warning letters, and signage.

Excludes: Health promotion records (see PH
03 Health Promotion & Program Delivery);
Tobacco Cessation Client Records (see PH
01 Client and Case Files); Black books (see
Inspectors/Officers' Notes PH 06 02)

PH 08 Vaccine Preventable |Records assaciated with health protection C+1 2 C+3 Public Health
Diseases Health activities related to vaccine preventable
Protection and diseases such as the storage, distribution,
Disease Prevention |and inventory management of vaccine.
Excludes: Cold Chain Inspections (see PH 05
03) Premise Inspections and Enforcement);
Client records (see PH 01 01 & PH 01 03
Client & Case Files), Vaccine Preventable
Health Promotion activities (see PH 03
Health Promotion Program Delivery)
PH 09 Medical (OHIP) and |Records associated with submission and C+2 10 C+12 Public Health
Dental Claims administration of OHIP claims for Sexual
Processing Health and Clinical Services. Also includes
payment of Dental claims by Hamilton PHS
and OHIP claims.
PH 10 Comprehensive Records associated with information related C+2 4 T+7 Public Health |T = ticket "closed"”

12
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Public Health Services

PH

"

Outbreak
Management

Records associated with the monitoring,
reporting, prevention, containment and
management of communicable/reportable
disease outbreaks.

Includes: Client line lists, client interview
tools and documentation, outbreak meeting
mintues, email correspondence,
documentation of control measures, iPHIS
records, lab results, notifications to
laborartories, media releases, medical
advisories.

Excludes: Promotion of Infectious Disease
Control practices (see PH 03 Health
Promotion & Program Delivery); and
vaccine/medication distribution (see PH 07
Vaccine Preventable Diseases Health
Protection and Disease Prevention); Incident
Management System documentation of an
outbreak response (see EM06 02 -
Emergency Response).

T+2

T+15

Y*

Public Health

*Archival Review:
reports or minutes
related to Outbreak
Management should

PH

12

Vector-Borne
Disease
Investigations &
Rabies
Investigations

Records associated with information related
to the investigations of and/or surveillance of
diseases such as rabies and vector-borne
diseases, which include, but are not limited to,
West Nile Virus and Lyme disease.

Excludes: Client records (see PH 01
01 Client Records ), West Nile Virus Registry
(see West Nile Virus Registry PH 12)

C+2

C+6

Public Health
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Public Health Services

PH 13 West Nile Virus Records associated with the collection of S S N N Public Health |S = superceded
Registry personal health information of residents who (Individual is known
have voluntarily submitted their names to be to no longer reside
contacted in the event Public Health Services in the City of
determines the need to apply an adulticide Hamilton).
(fogging) within the City.
PH 14 Disease Inventory Records associated with population-based C+1 14 p* N Y Public Health |*Permanent subject
and Control - disease research, inventory, data collection, to selection at end
Epidemiology analysis and monitoring. of inactive retention
period.
Includes: Medical research; precedent cases;
disease statistics and inventory;
epidemiological studies, data and reports;
population health and health demographic
surveys; health informatics.
Excludes: Quality of services received, i.e.
survey or questionnaire re: satisfaction of
service; research and evaluation (see PH 05
Research and Evaluation).
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Public Health Services

PH

15

Health Statistics and
Surveillance

Records associated with the provision of
health statistics and other data related to
health behaviours, risks and trends. Utilizing
such databases as (but not limited to) iPHIS,
HELPS, RRFSS, CCHS and census data,
statistics are produced and interpreted in
order to support evidence-informed program
decisions.

Includes: Health statistics and epidemiology,
requests tracking, data access, collection and
management, data sets and analysis,
technical notes, graphs, tables, maps,
abstract submissions, oral/poster
presentations, socio-demographic reports and
health status reports, factsheets, surveillance
reports, reporting and dissemination
strategies and related information.

Excludes: Contact tracing (see PH 01 01
Client & Case files) .

C+2

p*

Public Health

* P - Demographic,
health status reports
& surveillance
summary reports
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Public Health Services

PH

16

Medical Officer of
Health

Records associated with operations,
accountability, leadership, advice and
descision-making directed or issued by the
Medical Officer of Health.

Includes: Records demonstrating the
accountability of the Medical Officer of Health
to Citizens; records having evidenciary or
legal purpose; Correspondence; program
structure and strategy documentation;
correspondence with MOHLTC and other
provincial/federal ministries, reports to
MOHLTC and other provincial/federal
ministries .

Excludes: General staffing files for Full
Time/Part Time employees, volunteers and
students (See HR )

C+1

14

p*

Public Health

2,11
* Archival

PH

17

Project Management

Records related to initiating, planning,
executing, monitoring, controlling and closing
PHS projects and business process reviews.

Includes, but not limited to: Project plans,
charters, schedules, reports, directives,
change requests, project data, minutes, status
updates, communications, deliverables.

Excludes: Projects related to direct program
and service delivery (see PH 03 Health
Promotion & Program Delivery)

T+1

T+7

Public Health

T = completion of
the project.

Project is defined as
an initiative with a
beginning and an
end.

Citations

1 Medicine Act, 1991, General, O. Reg 114/94 s.19(1)
2 Limitations Act, 2002, S.0. 2002, c.24, Schedule B, ss.15(1)(2)
3 General Regulation under Municipal Freedom of Information and Protection of Privacy Act, R.R.O. 1990.
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Public Health Services

5 College of Dietitians of Ontario Records Keeping Guidelines for Registered Dietitians, 2014
6 The College of Physician and Surgeons of Ontario, Policy Medical Records, May 2012
7 Royal College of Dental Surgeons of Ontario (Guidelines Dental Recordkeeping, May 2008)
8 Child and Family Services Act, R.S.0. 1990, C.C.11, s.54
9 Records of Site Condition - Part XV.1 of the Act Regulation, under the Environment Protection Act, O. R. 1563/04, ss. 16, 18
10 Mandatory Blood Testing Act, 2006, S.0. 2006, c. 26.
11 Evidence Act, R.S.0. 1990, c. E.24
| 12|Smoke Free Ontario Act, S. O. 1994, c. 10, s. 14.(14)
13 Drug and Pharmacies Regulation Act, R. S. O. 1990, c. H.4, ss. 156. (1),(2); as am. S.0. 1991, Vol. 2, c. 18, s. 47. (16); s. 15¢
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Social and Health Care Services

SH 01 Children's Day Records associated with the planning, T T+6 Comm Service | T=discharge of
Nursery Services regulation, funding and administration of client Fire drills are
municipal and private child care facilities. kept for 2 years and
Inspection reports
SH 02 Elderly Assistance |Records associated with municipal elderly C+2 C+5 Comm Service |Fire drills 2 years
assistance programs.
SH 03 Homes for the Aged |Records associated with the management of T+2 T+7 Comm Service | T=Date of last entry
Residents nursing homes. Records pertaining
to a resident can be
SH 04 Social Assistance Records associated with City social C+2 C+5 Comm Service
Programs assistance programs.
SH 05 Welfare Case Records associated with welfare case T+2 T+7 Comm Service |T=File closed
Records records.
SH 06 Medical Case Records associated with medical case T+2 T+10 Public Health |T=Discharge of
Records records.
SH o7 Children's Services |Records associated with children’s services. C+2 C+5 Comm Service |Child abuse records
must be kept for 25
SH 09 Day Nursery Case |Records associated with the planning, T T+6 Comm Service | T=Discharge of
Records regulation, funding and administration of
municipal and private day nursery care
facilities.
SH 10 Social Housing Records associated with the regulation, T P Planning T=Discharge of
Administration funding and administration of social housing.
SH 11 Social Housing Records associated with tenant records. T T+7 Planning

Tenant Records
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Transportation and Roads

TS 01 llumination Records associated with the installation, T 6 T+6 Public Works |T=Completion of
inspection and repair of equipment used project
to illuminate streets and pedestrian specifications
crossover lights.

TS 01 01 Lighting Installation |Records relating to the types and T+2 13 T+15 Public Works |T = Removal of

and Maintenance maintenance of lighting devices used to Asset.
illuminate streets and pedestrian
crossovers.

TS 02 Parking Records associated with municipal T 6 T+6 Public Works |T=Closure of lot or
parking issues. This series includes space
handicapped parking, fire routes, parking
facilities and parking meter reports.

TS 03 Public Transit Records relating to the operation of C+2 7 C+9 Public Works

Operations public transit
TS 03 01 Accessible Records associated with the provision of T 7 T+7 Public Works |T= Termination
Transportation Accessible Transportation Services of Service
inlcuding DARTS, Taxi Scrip and the
HSR Support Person programs including
confidential client information, incident
reports, and general correspondence.
Incorproate records associated with
Accessible Transportation
TS 03 02 |Transit Customer Records related to accessible transit C+1 10 C+11 Public Works
Experience and service (ATS) and public consultation
Innovation

TS 03 03 |Transit Revenue Records relating to fare and revenue C+1 6 C+7 Public Works
collection

TS 03 04 Public Transportation {Records relating to public transportation C+2 10 C+12 Public Works

Planning

route planning.
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Transportation and Roads

TS

03

05

Public Transportation

Records relating to public transportation

C+2

10

C+12

Public Works

Scheduling scheduling
TS 03 06 [Public Transportation {Records relating to public transportation C+2 17 C+19 Public Works
Infrastructure infrastructure
TS 04 Road Construction |Records associated with road T 6 T+6 Public Works |T=Completion of
construction projects such as the design project.
and planning of new roads, road Specifications are
improvements, resurfacing and bridge kept permanently.
widening.
TS 04 01 Infrastructure Design |Records relating to the design and T+2 13 T+15 Public Works |T = End of Warranty
and Construction construction of horizontal and vertical Period or completion
infrastructure including roads, bridges, of construction,
sidewalks, cycling paths, landfills, whichever is longer.
sanitary and storm sewers, waterfront, Planning comments
parks, trails. are maintained until
project is
TS 05 Road Design and Records associated with the planning T 6 T+6 Public Works |[T=Completion of
Planning and design of City roadways. project.
Specifications are
TS 06 Road Maintenance - |Records relating to the maintenance of T+2 13 T+15 Public Works [T=Completion of

Regular Maintenance

roads that includes culverts, minor road
surface repairs, curbs, medians,
sidewalks, etc. It also includes
ploughing, grading, salting and the
removal of snow from the City main
roadway, bike lanes and sidewalks,
which are undertaken to ensure public
safety.

project/Maintenance
and repairs
completed.
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Transportation and Roads

TS

06

01

Roads Maintenance -
Water/Wastewater/St
ormwater Assets

Records relating to the maintenance of
City roads. This includes the ongoing
maintenance of culverts, catch basins,
storm sewers, water mains, curbs, and
medians. May include information on
grading, minor road surface repairs, and
securing safe use of manholes.

T+2

T+5

Public Works

T = Life of Asset

TS

06

02

Roads Inventory
Management

Records relating to the management of
roads inventory and classification data,
which list road names and areas. These
data document the status and condition
of City roads, including both major
arterial roads and minor roads.

Public Works

T8

06

03

Road Maintenance
Standards and
Reports

Records relating to the inspection and
reporting on the maintenance standards
within the road right-of-way, specified by
the municipal act, or standards modified
by council approval. Including but not
limited to maintenance standards for
lighting, sidewalks, bike lanes,
roadways, traffic signs and signals,
bridges deck spalls, winter patrol
regulatory signs, weather monitoring.

S+2

13

S+15

Public Works
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Transportation and Roads

TS 06 04 Road Assumptions |Records relating to issues and decisions T 15 T+15 Public Works |T = Completion of
and Reversions concerning road assumptions and case.
reversions. Road assumptions concern
roads for which the City assumes
responsibility for maintenance, whereas
road reversions concern roads for which
non-municipal organizations assume
maintenance responsibility (e.g. roads
running through private property).
TS o7 Traffic Signs and Records relating to the manufacture, T+2 13 T+15 Public Works |T = Removal of
Signals Equipment |installation, and inspections of traffic Asset.
signs and signals equipment.
TS 08 Traffic Contol Records relating to the investigativeand | T +2 13 T+15 Public Works
Signals, Pedestrian |analytical decision-making processes T = End of life of
Crossovers, and used to determine the need to install, asset
Turn improve, or remove traffic control signals
Lanes/Intersections {(TCS), pedestrian crossovers (PXQ),
and turn lanes at intersections.
TS 09 Roads and Lane Records associated with the closure of Cc P P Public Works [Temporary closures
Closures lanes and roads. 2 years
T8 09 01 Temporary Road and |Records relating to temporary road T 15 T+15 Public Works
Lane Closures closures for purposes of construction T = Expiration of
and events such as parades and movie granted order.
filming.
TS 10 Bridge Plans Records associated with the plans for C P P Public Works
the construction, maintenance and
restoration of bridges.
TS 10 01 Bridge Maintenance |[Records relating to the routine and T+2 13 T+ 15 Public Works [T = Maintenance

ongoing maintenance and repairs of City
bridges.

and repairs
completed.
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Transportation and Roads

TS

11

Cycling Paths

Records associated with general
information on cycling paths, which
includes maps and locations of paths

Public Works

TS 12 Railways and Records associated with railways, Cc P P Public Works
Crossings signals and line closures.
TS 13 Sidewalk Records relating to the sidewalk T+2 13 T+15 Public Works |T = Maintenance or
Maintenance inspection program, sidewalk orders completed, or
maintenance, temporary and permanent until next inspection
repairs of City sidewalks. Excludes cycle.
winter maintenance (see TS 06)
TS 14 Motor Vehicle Records relating to motor vehicle T 4 T+4 Public Works | T=completion of
Accident accident reports and investigations investigation and
Investigations including road conditions, lighting, etc. Corrective Actions
as well as investigative and analytical
decision-making processes used to
determine the need to install, improve, or
remove traffic control signals (TCS),
pedestrian crossovers (PXO), and turn
lanes at intersections.
TS 15 01 Engineering Records relating to citywide or large C+2 P P Public Works
Business Planning  |geographic area studies, material
Programs reviews, program specific consulting and
business planning records
TS 15 02  |Engineering Records relating to standards, policies, S P P Public Works
Standards, Policies {and quality assurance for engineering
and Quality projects
Assurance
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Vehicles and Equipment

VE

01

Fleet Management

Records relating to the management and
maintenance of leased or owned city
vehicles. May include cars, trucks, vans,
garbage collection vehicles, snow
removal vehicles, street cleaning
vehicles, busses etc.

T+2

Public Works

T = Life of asset.

VE 02 Transportable and Records relating to transportable T T+2 Fleet T=Life of Equipment
Mobile Equipment equipment (equipment not intended to be
carried by a person nor intended for fixed
installation) and mobile equipment.
VE 03 Transportable Records associated with transportable T T+2 Fleet T=after disposal of
Equipment equipment. vehicle
VE 04 Protective Equipment|{Records associated with protective T T+2 Fleet T=after disposal of
equipment. vehicle
VE 05 Garage Management{Records relating to the management of C C+1 Fleet
City vehicle garages including
inspections and maintenance.
VE 05 01 Garage Reports Records associated with the C+1 C+1 Fleet
management of City vehicle garages.
This series inlcudes gasoline tickets,
garage issues, vehicle usage cards and
vehicle report cards.
VE 05 02 Vehicle Record of Records associated with the mileage C C+1 Fleet

Repairs and Mileage

summary and repairs of vehicles used by
municipal employees.
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Vehicles and Equipment

VE 05 03 Vehicle Inspections |Records relating to vehicle inspections C 2 T+2 N N Fleet T=Termination of
conducted by the City and other asset/vehicle
organizations.

VE 05 04 Vehicle Fuel Records{Records relating to fuel usage records for C 6 C+6 N N Fleet
City vehicles. Notes: Liquid Fuels
Handling Code — Document Ref. No.: FS-
235-18

1. Clause 1.2.4 is revoked and the
following substituted:

1.2.4. Except for section 3.2.2, any
record required to be created, maintained
or retained by this Code shall be kept for
seven years.

C - Current Year; P - Permanent; S- Superseded; T - Termination of an event 71
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This is Exhibit “C” referred to in the Affidavit of JANETTE SMITH
sworn February 22, 2023.
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s Ve

Commissioner for Taking Affidavits (or as may be)
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Code of Conduct for Employees

POLICY STATEMENT  The residents and businesses of the City of Hamilton are entitled to
fair, ethical and accountable local government administration.
Accordingly, the City of Hamilton has high expectations of its
employees for integrity and ethical conduct in their service to the
community.

The City recognizes that employees strive to perform their duties in
a manner that maintains and enhances public confidence and trust
in the integrity, objectivity and impartiality of the City, understanding
that trust and mutual respect are the cornerstones of any
relationship between the public and its municipal government.

City employees owe a duty of loyalty and commitment to the City
as a condition of accepting employment with the City of Hamilton.
In serving the public interest they are entrusted with access to a
wide range of information, resources and responsibilities. The City
expects its employees to operate with a sense of honesty and
accountability in accordance with the values and goals established
in the Mission, Vision and Values of the City.

PURPOSE The City of Hamilton’s work is diverse, multi-faceted and complex.
Consequently, City employees must be independent, impartial and
responsible to the public in carrying out their duties. By signing the
Code of Conduct for Employees, employees acknowledge and
accept responsibility to act and behave in a manner that is
consistent with the expectations prescribed in this Policy.
Employees collectively benefit from an overall atmosphere of high
ethical conduct that flows from this commitment.

While it is not possible to cover every possible conflict of interest
situation that might arise, this Policy and the related Schedules
outline the City’s expectations regarding real and apparent conflicts
of interest between an employee’s personal interests and the best
interests of the City of Hamilton. If employees have questions or
are unclear whether they have a conflict of interest, they are
encouraged to discuss the situation with their supervisors or
managers.

SCOPE This Code of Conduct and all related Schedules apply to all City
employees, including but not limited to regular, temporary and
contract employees, volunteers, students and interns (collectively
called “Employees”).

RHV0001044



Corporate Human Resources Policy Content Updated: 2020-02-12

Work Environment Iiiil

Policy No: HR-01-09 ;

Page 2 of 6 Hamilton Approval: 2014-09-24

PRINCIPLES Employees of the City of Hamilton are guided by the following
principles:

1. We are a government that the community has confidence
and trust in. We are conscious of our City’s public duty and
the part that each of us plays in carrying out this duty.

2. We have high ethical standards and are accountable for our
actions.

3. We are respectful of each other and towards members of
the community we serve. We treat all with dignity and
without discrimination.

4. We live our corporate values and demonstrate our shared
principles through our work practices, our decisions, and our
interactions.

5. We act with Integrity avoiding actual or perceived conflicts of
interest.

6. We promote and foster a safe, secure and healthy work
environment for all.

7. We abide by the law and adhere to all City of Hamilton
policies and procedures.

8. We are conscious of our role as public servants and
ambassadors of the City of Hamilton and do not engage in
any conduct or business practice which might bring the
reputation of the City into ill-repute or damage or diminish
the reputation of the City in the eyes of members of the
community.

The Code of Conduct for Employees is one element of the City of
Hamilton’s broader ethical program that underlies, supports, and is
reflective of the City of Hamilton’s corporate culture.

TERMS & All employees are responsible and accountable for using good

CONDITIONS judgment in the exercise of their duties and must carry out those
duties in accordance with the principles within this policy and its
related schedules.
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Each Employee shares the obligation of ensuring compliance with
the Code. They are required to address any situations of existing or
potential non-compliance with the Code that they suspect or
become aware of.

Employees are required to report all conflicts of interest that may
come to their attention to the City Manager, their General Manager
or equivalent (hereafter “General Manager”), director, manager, or
supervisor.

Some City of Hamilton Employees belong to Professional
Associations that are guided by their own Code of Conduct and
Ethics that may have greater or lesser standards than are outlined
within this policy. These external Codes do not replace the
obligations that Employees have under the City’'s Code of Conduct
and Employees should act to the highest standard.

RESPONSIBILITIES The following positions and/or departments are responsible for
fulfilling the responsibilities detailed in this Policy as follows:

City Manager o Provide overall administration of the Policy to ensure
implementation and compliance
o Provide guidance in interpreting the Policy
o Oversee annual review of this Policy to ensure it
continues to reflect changing needs and
responsibilities of the City's employees and
administration

Human Resources o Educate new employees and distribute copy of Policy
during corporate orientation

o Assist managers with interpretation and application of
the Policy

o Ensure reference to Policy in all employment
agreements Request a signature of new employees,
verifying that they have seen, read and understand
their responsibility under the Policy. Signed letter
shall be filed with employee’s personnel file in Human
Resources.

o Investigate violations of this Policy, subject to the
application of the Whistleblower By-law, with the
assistance of Audit Services and/or Hamilton Police
Services if required

o Provide support and consultation to Supervisors and
Managers in determining and assessing risk related
to the Code of Conduct

o Review the Policy on an annual basis and update as
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General Managers

Directors, Managers,
Supervisors, and
Elected Officials

Employees

COMPLIANCE

@)

(@)

—

e

Content Updated: 2020-02-12

Hamilton Approval: 2014-09-24

necessary

Administer the Policy and ensure compliance

Provide guidance in interpreting the Policy

Deal fairly and firmly with any confirmed violations of
the Policy

Ensure that all employees have received a copy of
the Policy and are provided with any updates

Ensure that employees review and sign off on the
Code of Conduct annually

Incorporate Ethics and Code of Conduct discussions
into staff meetings

Highlight any areas that have particular relevance,
given the nature of the employee’s work

Identify, in consultation with Human Resources, any
positions that may pose a risk based on the terms and
conditions of the Code of Conduct and its related
Schedules

Consult with General Manager, Human Resources or
City Manager if interpretation of the Policy is required
Report any violations of the Policy to the General
Manager

Subscribe with signature as part of employment offer
prior to, or on first day of employment, or following
orientation with supervisor, that he or she has read
and agrees to abide by the Code of Conduct for
Employees

Annually review and sign off on this Policy

Adhere to the standards outlined in this Policy

Seek clarification if unsure about any information
included in this Policy

Consult with their immediate manager for guidance if
they suspect a potential breach of this Policy

Every employee is expected to be aware of and act in compliance
with the Code of Conduct for Employees Policy and the related
Schedules. Any employee under investigation may be suspended
with or without pay or be re-assigned to other duties pending
completion of the investigation, depending on the particulars of the
case and the best interests of the City. Where there is a serious
wrongdoing, as defined in the Whistleblower By-law, that By-law
applies. Violations of this Policy may result in appropriate
disciplinary measures, up to and including dismissal.
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ATTACHED A) Conflict of Interest

SCHEDULES B) Fees, Gifts and Hospitality

C) Financial and Business Integrity

D) Outside Employment and Activity

E) Anti-Nepotism

F) Interacting with the Office of the City Auditor

G) Sharing of Consultant Reports with Identified Imminent
Risks to Human Health or Safety

RELATED The following policies and acts are related to the Code of Conduct,
and employees must be aware of and abide by these policies:

Computer and Technology Acceptable Use Policy
Fraud Policy & Protocol

Harassment & Discrimination Prevention Policy
Municipal Freedom of Information Act
Personal Health Information Protection Act
Personal Harassment Prevention Policy
Procurement Policy By-law

Substance Abuse Prevention Policy

Equity and Inclusion Policy

Violence in the Workplace Prevention Policy
Whistleblower By-Law

HISTORY The following stakeholders were consulted in the creation or
revisions made to this Policy:
e |egal Services
e Corporate Policy Review Group
¢ Human Resources Leadership Team
e Senior Management Team (SMT)

This Policy replaces the former Code of Conduct for Employees
Policy approved by Council on 2009-11-11

This policy was approved by Council on 2014-09-24

Schedule C: Business and Financial Integrity was revised and
approved by Council on 2015-05-08

The inclusion of Schedule E: Anti-Nepotism was approved by
Council on 2016-06-22
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Revisions to Schedule D: Outside Employment and Activity; and
the inclusion of Schedule F: Interacting with the Office of the City
Auditor were approved by Council on 2019-10-09.

The Inclusion of Schedule G: Sharing of Consultant Reports with

Identified Imminent Risks to Human Health or Safety was approved
by Council on 2020-02-12.
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Hamilton

Code of Conduct for Employees Procedure

PURPOSE

SCOPE

DEFINITIONS
Manager Once Removed
Supervisor

ANNUAL REVIEW OF THE
CODE OF CONDUCT

This procedure outlines the steps to implement the Code of
Conduct for Employees and its attached Schedules
(collectively referred to as the Code of Conduct).

This procedure applies to all City employees, including but
not limited to regular, temporary and contract employees,
volunteers, students and interns (collectively called
“employees”). This procedure also applies to Members of
Council in their role as supervisors of City of Hamilton
Employees.

The manager of an employee’s direct supervisor
A person who directly oversees the work of an employee

On an annual basis, Supervisors will:
o review the Code of Conduct, highlighting the
provisions most applicable to their business

o provide employees with training, or set up a
meeting(s) with their direct reports to discuss Code of
Conduct responsibilities, the Code of Conduct
Acknowledgement Form, and to answer any questions
that are posed

o Where the employee’s position may bring them into
greater risk under the Code of Conduct, highlight
these areas during the discussion or training

o provide information to employees with regard to the
Code of Conduct Disclosure Form

o consult with the Policy and Planning Specialist in
Human Resources for advice or guidance as needed

o sign the Code of Conduct Acknowledgement Form to
confirm that the discussion was held

o request that the Employee sign the Code of Conduct
Acknowledgement Form
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In the event that an Employee chooses not to sign the Code
of Conduct Acknowledgement Form following the discussion,
the Supervisor will record a brief note indicating the refusal at
the bottom of the form and indicate partial completion in the
Code of Conduct Tracking File provided by Human
Resources.

Within the first 90 days of employment, all new Employees
to the City of Hamilton will:

o review the Code of Conduct for Employees policy
o seek clarification from their Supervisor as needed

o acknowledge underetahdlng of the Code by signing
the Code of Conduct Acknowledgement Form

o Return form to thelr Supervnsor -
On an annual basis, all Employees will:
o review the Code of Conduct

o seek clarification on the Code of Conduct from their
supervisor as needed

o acknowledge understanding of the Code by signing
_ the Code of Conduct Acknowledgement Form

Annual Retention and . Once a Code of Conduct Acknowledgement Form has been

Reporting of Signed Code signed and submitted, the Supervisor will:
of Conduct Forms o file the Code of Conduct Acknowledgement Form in a

secure location within the department

o Record date of meeting and sign off in a Code of
' Conduct Tracking File distributed by Human
__ Resources

L o report sign-off completion rates to their General
Manager

o Submit Code of Conduct Tracking File to Human
Resources on an annual basis

Note: It is important that all Code of Conduct
Acknowledgement Forms are retained by departments and
filed in a secure location. Departments may be audited at
any time to ensure compliance.

20of 11
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On an annual basis, Human Resources will:
o Distribute a Code of Conduct Tracking File to
departments

o compile and input data received from tracking file

o provide an annual report on Code of Conduct sign off
to Senior Management Team

MAKING DISCLOSURES
UNDER THE CODE OF

CONDUCT
ONDU Employees have a duty to disclose any real or potential

breach of the Code of Conduct as soon as they become

Disclosing a Real or aware of a breach.

Potential B h of th
ngeen ‘;? CoLe:L?cto e If a situation arises where an Employee feels that they may

be in breach of the Code of Conduct; the Employee will:

o consult wrth thelr supervisor, another member of their
departmental management team, or contact Human
Resources for. gurdance

o advise of a potentlal breach by completlng and
submitting the Confldentlal Code of Conduct
Drsclosure Form E

‘ _ Once notified of a r:btentlal breach of the Code of Conduct,
the Supervisor, or Member of the Departmental
., Management Team will:

o 0 drscuss the detalls of the potential breach with the
emplqyee

° consult with Human Resources for guidance and
___ policy interpretation to determine if there is a breach or
_ potential breach of the Code of Conduct

- o based on the evidence presented, make a
recommendation to the Manager Once Removed from
the employee as to whether the situation disclosed is
a breach of the Code of Conduct

o forward the Confidential Code of Conduct Disclosure
Form to the Manager Once Removed for review

o once a final determination is made by the Manager
Once Removed, the supervisor or member of the
departmental management team will inform employee

Jof 11
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of the decision and the steps to be taken

The Manager Once Removed will:
o review the Employee’s disclosure and the evidence
presented through the Confidential Code of Conduct
Disclosure Form

o review the recommendation(s) of the
supervisor/management

o consult with Human ResQurces as required

o if a determination is made that there is no violation of
the Code of Conduct or that the perceived violation is
of benefit to the City, indicate agreement on the
disclosure form and sign off ©

o if permitte‘é outline the steps (if ém})‘ that the
employee shall take in order to manage the situation
approprlately .-

o |f a determlnatlon is made that there is a breach of the

Code of Conduct that cannot be permitted to continue,

‘ provide instructions for the employee to withdraw from
o partICIpatmg |n the issue at hand

o :escalate toa hlgher authorlty for consideration where
the issue is significant and/or has the potential to
~ adversely impact the corporation

c‘f consult with Human Resources regarding potential
disciplinary action

0 o advise the supervisor/management of their finding(s)
__and provide a copy of the completed Confidential
‘ Code of Conduct Disclosure Form

r o forward the original copy to Human Resources, retain
one copy and forward copy to supervisor/management

In the event that an Employee becomes aware of a situation
K;:rgmoi?;o\y;?;:?::r:feﬁle that is in violatior} with the Code of Congluct, gnd the situation
Code of Conduct by represents a serious wrongdoing as defined in the _

Whistleblower By-Law 09-227 such that the Employee is
concerned that their disclosure may have negative
repercussions, the employee is advised to make a report
under the Whistleblower By-Law 09-227.

another Employee

If an Employee becomes aware of a situation that may be in

4of 11
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breach of the Code of Conduct, and chooses not to disclose
through the Whistleblower By-Law 09-227;

The Employee will:
o promptly notify their supervisor or a member of the
departmental management team of the potential
violation

o provide information as requested

The Supervisor or Member of the Departmental
Management Team will: ;
o notify the Manager once removed of a potential
violation of the Code of Conduct

o consult with Human Resources for guidance
o mvestlgate the allegation and dccument findings

o forward fmdmge to the Manager once removed for
GonSIderatlon v -

o lmplement next steps as determlned by Manager once
removed s-

v The Manager once removed will:
o revuew the flndlngs of the |nvest|gat|on
. . :consult W|th Human Resources, as appropriate

o ‘escalate toa hlgher authority for consideration where
the issue is significant and/or has the potential to
ad\iersely impact the corporation

‘o confirm or reject the finding of a breach of the Code of
 Conduct

v o make a determination as to next steps

o document decision and communicate to the supervisor
or member of departmental management team

o follow through with disciplinary action if appropriate

o if violation of the Code of Conduct is found, forward all
documentation to Human Resources for retention in
employee file

Sof 11
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RECEIPT OF GIFTS OR
HOSPITALITY

Receipt of Gifts or
Hospitality that exceeds
$25 but is not more than
$100

Supervisor will

'E . o approve the Gifts & Hospitality Disclosure Form and

Human Resources will:
o provide guidance and support

o where violation is found, retain documentation in
employee file

If an Employee receives a gift or hospitality with a value that
exceeds $25 but is not more than $100, the Employee will:
o decline the offer if the Employee feels that the gift or
extension of hospitality does not meet the criteria
established within the policy

o seek approval in adv’érﬁde" through a Gifts & Hospitality
Disclosure Form WheneVEr’possible

o complete the Glfts & Hospltallty Disclosure Form and
submit the form to their supervisor for approval,
where advance approval was not poss;ble

o If not approved, retugn glft to sender or decline
invitation, and inform the gift giver of the City’s policy

o reimburse the individual or group extending the
. hospitality if hospitality accepted was not approved
___.upon submission of the Gifts & Hospitality Disclosure
- Form, The Employee will inform them of Schedule B
of the Code of Conduct

Upon recelpt of a Grfts & Hospitality Disclosure Form, the

o determme whether the gift or hospitality meets the
_conditions of appropriate gifts as outlined in Schedule
B of the Code of Conduct

inform the Employee of their decision if the gift meets
the criteria as outlined within Schedule B

o direct the employee to return the gift or invitation, or to
reimburse the giver and inform them of Schedule B of
the Code of Conduct if the gift does not meet the
criteria as outlined within Schedule B

o forward a signed copy of the Gifts & Hospitality
Disclosure Form to the General Manager for review

6of 11
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Receipt of Gift or
Hospitality that exceeds
$100

If an Employee receives a gift or hospitality that exceeds
$100, the Employee will:
o decline the gift or hospitality if possible or appropriate

o document receipt through the Gifts & Hospitality
Disclosure Form if unable to decline

o draft a business case and include with the Gifts and
Hospitality Disclosure Form if the extension of the
hospitality is seen to be appropriate for business
purposes,

o submit the Gifts and Hospitality Disclosure Form to
their supervisor and seek guidance on next steps

The Supervisor will;
o review the Gifts & Hospltallty Dlsclosure Form
submitted by the employee

o consult W|th Human Resources and thelr General
Manager or both if necessary

o) evaluate the dlsc|os‘ur‘e form and make a
recommendation as to what should be done when a
gift is received. This can include:

o returnmg the glft to the glver

o havmg the employee gain permission from the
.. gift giving organization to redirect the gift to a
- _charity of the organization’s choosing, and
attribute the donation as from that organization

. o sharing the gift with all staff by placing itin a
__central location e.g. floral arrangement, food
item

o directing the employee to email the
organizational contact or individual who gave
the gift to thank them and to inform them of
Schedule B of the Code of Conduct

o sign the Gifts & Hospitality Disclosure Form, and
forward it to the General Manager for signature along
with a written copy of the instructions provided to the
employee regarding the gift

o if the supervisor feels that it would be appropriate for
the employee to accept the gift or hospitality,
document reasons for an exception in the Gifts and

7of 11
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Hospitality Disclosure Form and forward to the
General Manager for approval.

o advise the employee in writing of the final decision

The General Manager will:
o receive and review the completed Gifts & Hospitality
Disclosure Form with employee and supervisor
signature

o sign off on the form to lndlcate awareness of the
disclosure .

o if there is disagreement with the supervisor’s
recommendation, the General Manager will override
the original recommendation and make a final
determmatlon

o approve exoeptlons if appropriate and supported by a
strong busmess case.

The Clty Manager will:
o follow the same steps as outlined above for
employees, and submit Gifts & Hospitality Disclosure
. Form to the Mayor for approval and sign-off

If the Value of the Giftor = The Employee will:
Hospitality is Unknown . e make a good faith estimate of the item’s fair market
L © value

o disolose receipt of the gift or hospitality to their
. supervisor using the Gifts & Hospitality Disclosure
_ Form

Receipt of Fees ' Employees must not accept a fee for a speaking

' __engagement, publication, or for acting as a witness where
- such activities relate to or are a direct result of the
employee’s position as a City of Hamilton employee.

If an employee receives a fee for an engagement, publication
or by acting as a witness, the Employee will:

o notify their supervisor using a Confidential Code of
Conduct Disclosure Form, of the fee and the
circumstances under which it was received

o if the fee covers expenses incurred by the employee
that were not covered by the City, the employee will

8 of 11

RHV0001044



Activity on Community
Boards

E‘hployees who are concerned that their membership on a

provide evidence of the fees incurred to their
supervisor

o if the fee received is above the fees incurred, the
employee must provide supporting evidence for the
costs incurred and return the fee minus expenses to
their supervisor

The Supervisor will:
o review the employee’s notification of fees received

o determine whether the.:erhployee may keep the fee
based on the costs incurred for their participation

o forward fees retained to the General Manager,
including with the employee’s notification and an
explanation of the supervisor’s decision

o if there is a case for exception, provide the Manager
once removed with a business case

The Manager Once Removed will:
o review requests for exceptions related to fees for
public engagements, publications and witness duties

‘o consult with Human Resources on each case
o approve or deny requests made for exceptions

‘o where the ‘iSS‘L‘Ié is of significance or has the potential
_ to adversely impact the corporation, escalate to a
Higber authority for consideration

Human Resources will:
o Provide guidance and support as required

board may pose a conflict of interest relative to their position
with the City, will:
o consult with their supervisor or Human Resources or
both for guidance

o ifitis unclear or where there is likelihood that a conflict
exists between the employee’s activity on a board and
their position with the City, the employee will make a
formal disclosure using the Code of Conduct
Disclosure Form

9of11
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Outside Employment and Employees who are concerned that their outside
Interests employment or outside interests may pose a conflict relative
to their position with the City, will:

o consult with their supervisor or Human Resources or
both for guidance

o ifitis unclear or where there is likelihood that a conflict
exists between the Employee’s outside employment or
outside interest and their position with the City, the
Employee will make a formal disclosure using the
Code of Conduct Disclosure Form

Intellectual Property The intellectual property rights to any work produced by an
employee through the course of their employment at the
City are the exclusive property of the City. If the employee
wishes to use then" work in other apphcatlons the
Employee will:
o make a wntten request to their superwsor indicating
_the specific work they want access to and the
purpose for their request

The Supervnsor will:
o evaluate the employee s request

o consult with Human Reeources or their supervisor
for gu1dance if necessary

F make a determlnatlon and advise employee in
ertmg :

Return of City Property Upon the end of their employment with the City of Hamilton,

. the Employee will:

o promptly deliver to the City any and all property,

__ technology, data, manuals, notes, parking passes,
records, plans, or other documents, held by the
Employee concerning the City's services and
programs, know-how, developments, and equipment.
This includes property made or prepared by the
Employee and relating in any way to the affairs of the
City

o request permission from their supervisor to retain
samples of their work if such work is in the public
domain

10 of 11
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The Supervisor will:
o ensure that all City property is accounted for and
returned by the employee

o approve or deny requests to retain samples of work

COMPLIANCE

Every employee is expected to be aware of and act in
compliance with the Code of Conduct for Employees Policy
and related Schedules. Any employee under investigation
may be suspended with or without pay or be re-assigned to
other duties pending completion of the investigation,
depending on the particulars of the case and the best
interests of the City. Where there is a serious wrongdoing, as
defined in the Whistleblower By-law, that By-law applies.
Violations of the Code of Conduct Pollcy or Procedure may
result in appropriate disciplinary measures up to and
including dlsmlssal ‘

RELATED DOCUMENTS

The following related documents are referenced in this
Procedure:

1. ‘Code of Conduct far Employees
e Schedule A: Conflict of Interest
e Schedule B: Fees, Gifts, & Hospitality
e Schedule C: Financial and Business Integrity
e Schedule D: Outside Employment and Activity
_ Gifts and Hospitality Disclosure Form
_Confidential Code of Conduct Disclosure Form
‘ Whlstleblower By-Law 09-227
‘Separatron of Service: Return of Property Procedure
Code of Conduct Tracking File (in development)

,,,_91.:9‘!,,.?‘\ w Psé 4

HISTORY

The Corporate Pollcy Review Group was consulted in the
creatron of thrs Procedure

APPROVAL
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Schedule A: Conflict of Interest

PURPOSE Recognizing, understanding, addressing and preventing conflicts of
interest are important to ensuring that employees meet the City of
Hamilton’s goal to provide fair, ethical and accountable local
government.

This Schedule provides employees with the tools to identify and
address potential and real conflicts of interest that may arise when
there is competition between an employee’s personal and
professional interests.

DEFINITIONS

Conflict of Interest A conflict of interest is a situation in which an employee has
personal or private interests that may compete with the public
interests of the City of Hamilton. Such competing interests can
make it difficult to fulfill his or her duties impartially. A conflict of
interest can create an appearance of impropriety or a perception of
bias that can undermine confidence in the person and in the City of
Hamilton generally. A conflict exists even if no unethical or improper
act results from it. A conflict of interest can either be an apparent
conflict or a real conflict.

Apparent Conflict: An apparent conflict of interest exists where an
informed and reasonable person reviewing the matter and having
thought the matter through could conclude that a conflict of interest
exists.

Real Conflict: A real conflict of interest exists where a personal
interest exists and that interest:

1. is known to the employee; and
2. has a connection to the employee’s duties that is sufficient to
influence the exercise of those duties.

Family Member means:
(a) spouse, including but not limited to common-law spouse
and same-sex partner
(b) child, mother, father, sister, brother, grandchild,
grandparent, aunt, uncle, niece and nephew
(c) mother-in-law, father-in-law, sister-in-law and brother-in-
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law

(d) step-mother, step-father, step-sister, step-brother and
step-child, and

(e) child, mother or father in a relationship where the role of
parent has been assumed.

Interests Direct Interests: Direct interests are those interests in which the
employee has an apparent significant social relationship or financial
relationship and with respect to which the employee may gain
benefits or losses, advantages or disadvantages.

Indirect Interests: Indirect interests are those interests in which the
employee, by virtue of a significant social relationship or a financial
relationship, may reasonably be seen to gain benefits or losses,
advantages or disadvantages, even though the employee may never
have a direct interest.

Personal Interest: A personal interest includes a right, entitlement,
or legal share in something and involves any situation where the
employee is likely to secure some benefit or loss, or advantage or
disadvantage. A personal interest includes but is not limited to
financial interests and can be a direct interest or an indirect interest.

A personal interest does not include an interest:

(a) that is of general application to residents, businesses, or
employees of the City; or

(b) where the interest is so remote or insignificant in its nature that a
decision affecting the interest cannot reasonably be regarded as
likely to influence the employee.

Financial Relationship: A financial relationship is one in which:

Relationships
a) the employee or his or her agent,
i. is a shareholder in, or a director or senior officer of, a
corporation that does not offer its securities to the public;
ii. has a controlling interest in, or is a director or senior officer
of, a corporation that offers its securities to the public; or,
iii. is a member of a body that potentially has a financial
interest in matters within the scope of the employee’s
duties or responsibilities.
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b) The employee is a partner of a person, a business associate of,

or is, in addition to the employee’s position at the City, in the
employment of another person or body.

Significant Social Relationship: A significant social relationship
includes personal relationships, such as family and emotional
relationships, and memberships in volunteer and professional
organizations.

No employee in the course of his or her duties shall seek to
advance a personal interest, whether or not it is detrimental to

the City.
Examples of advancing a personal interest include but are not
limited to:

1. Influencing or attempting to influence the City to

contract with a person, partnership or corporation for any
purpose in which the employee has a personal interest,
or for which the employee has received or reasonably
anticipates receiving some profit, payment, or
compensation.

Soliciting or accepting from any person or corporation
any profit, commissions or other payments or favours in
the way of price or other advantages, such as loans or
services, when:

(@) the person or corporation has had, has, or may
reasonably be expected to have, any business,
commerce or trade dealings with the City; or

(b)  the person or corporation is seeking any decision,
act, advice, comment, endorsement or anything
whatsoever from the City, its employees or City
Council;

. Soliciting or accepting any share of profits, commissions

or other payments or favours in the way of price or other
advantages, such as loans or services, in exchange for
referral of third parties to any City employee for the
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purpose of securing or continuing business with the City.

Some positions in the organization are more subject than

Public Duty others to conflicts of interest. General Managers, Directors,
Managers and employees who give professional advice or
assistance, or participate in enforcement and/or inspection
activities, shall take every reasonable action not to place
themselves in conflict of interest situations, or exhibit
behaviour or commit acts which could bring disrepute to the
City or undermine the City’s reputation.

Since public criticism can also undermine the City’s
reputation, employees are expected to refrain from public
criticism of the City or of other City employees through all
venues including social networking. This does not remove
employees’ rights as citizens to comment generally on
matters of public interest, but in exercising this right, City
employees must not identify themselves as such or purport to
be speaking on behalf of the City.

No employee shall knowingly approve or attempt to influence the

Employees Doing approval of any license, permit, contract, agreement or other
Business with the document on behalf of the City for his or her own personal use, or
City for the use of an individual with whom the employee has a financial

or social relationship. This is in accordance with the City’s
Procurement Policy By-law.

No employee shall personally make any decision or

participate in the process to hire, transfer, promote, demote,
Influencing the discipline or terminate any family member, friends, or
Employment Process business associates.

No employee shall attempt to interfere with the employment process
or influence any City employee to hire, transfer, promote, demote,
discipline or terminate any family member, friends or business
associates (see Anti Nepotism Policy).

Reporting a Conflict  If employees have a personal interest, whether direct or
of Interest indirect, that might present a conflict of interest in connection
with their duties as City Employees, they must report this
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conflict to their director, manager or supervisor in writing. The
director, manager or supervisor shall notify the General
Manager of the Department or designate, who, in consultation
with Human Resources, shall determine whether the
employee has breached or may potentially become in breach
of this Policy.

If a real or apparent conflict exists, and it is duly reported,
such that the employee is or may become in breach of the
Policy, the General Manager or designate shall instruct the
employee, in writing, to withdraw from participation in any
dealings or decision-making processes relative to the issue at
hand. If the employee has knowingly or willfully breached the
Policy, the General Manager shall determine the appropriate
disciplinary measure, in consultation with Human Resources.

A written record of the employee’s declaration of the conflict
of interest, the decision of the General Manager, and the
written instructions to the employee with respect to the conflict
of interest shall be maintained in the employee’s personnel
file.

COMPLIANCE Every employee is expected to be aware of and act in compliance
with the Code of Conduct for Employees Policy and the related
Schedules. Any employee under investigation may be suspended
with or without pay or be re-assigned to other duties pending
completion of the investigation, depending on the particulars of the
case and the best interests of the City. Where there is a serious
wrongdoing, as defined in the Whistleblower By-law, that By-law
applies. Violations of this Schedule may result in appropriate
disciplinary measures, up to and including dismissal.
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Schedule B: Fees, Gifts, and Hospitality

PURPOSE There may be occasions where City of Hamilton Employees are
presented with gifts, hospitality, or are paid a fee by an outside
agency for services related to their position. This schedule clarifies
the expectations that the City has of employees when faced with
these situations

DEFINITIONS

Fees An amount of money that is paid for work conducted

Gifts Any business related gift, gift certificate, gift card, discount, favour,
or assistance given to an employee(s) from an outside organization
or individual.

Hospitality Any business related hospitality event (e.g. a dinner, golf game,
theatre tickets, sporting tickets, etc) given to an employee(s) from an
outside organization or individual.

TERMS AND

CONDITIONS

Gifts and Hospitality An employee may not solicit or accept any gift, benefit,
money, discount, favours, gift certificate, gift card or other
assistance from any person or business which has or desires
to have a contract with the City to supply goods or services,
unless the gift, benefit, money, discount, favours, gift
certificate, gift card or assistance is available to all members
of the public or is available on a discounted basis to all City
employees e.g. discounted cell phone package or automobile
insurance.

No employees shall accept any gifts, hospitality, and
invitations to special events which exceed $100 in value. An
employee may accept a nominal gift or hospitality with a value
of $25, or under (for example, lunch, dinner, coffee, a
business portfolio, a plant) provided that:

. it is in the context of a business meeting or
interaction, or in the context of a recognized
charitable event; and

o it is an infrequent occurrence; and
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P it legitimately serves a business purpose; and
. it is appropriate to the business responsibilities
of the individual employee; and
o the gift or hospitality is not an attempt to seek

special favours or advantages from the
employee or the City.

Receipt of gifts, hospitality, and invitations to special events
with a value ranging from $25 to $100 inclusive shall be
documented and disclosed to the General Manager. General
Managers shall likewise document and disclose to the City
Manager receipt of gifts, hospitality and invitations to special
events with a value ranging from $25 to $100 inclusive.

Some management and professional staff are required, as a
Exceptions Specific  part of their business responsibilities for the City, to participate
to Gifts and in hospitality events that may be more frequent or that may
Hospitality involve a higher monetary value than the guideline above.

Such participation is not a breach of this Policy, so long as the

hospitality event serves a legitimate business purpose.

Gifts received by an employee on behalf of the City where the gift is
intended by the giver to become the property of the City and/or the
gift commemorates or records a significant event, place, or individual
(such as, without being limited to, a commemorative plaque) are
excluded from this Schedule.

In limited circumstances it may be acceptable for an employee to
accept a gift or hospitality that is valued at over $100. These
exclusions must be approved by the General Manager who will
complete a form that authorizes the employee to keep the gift or
attend the event.

No employee shall charge or knowingly accept a fee for taking

Public Engagements part in a public speaking engagement such as a public
radio/television broadcast, web site broadcast or conference
to which he or she was invited as a direct result of his or her
position as an employee.

Any fee that is received for a speaking engagement during
normal working hours, or at any time where the employee is
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representing the City, shall be turned over to the City, unless
the value of the fee does not exceed expenses (incurred for
such speaking engagement) which are not reimbursed by the
City.

Accepting a nominal gift for a speaking engagement such as
a pen or other souvenir, with a value of $25, or under, is not a
violation of this Policy. Accepting free admission from the
seminar or conference organizers for the balance of the
seminar or conference is not a violation of this Policy.

Employees may charge or accept a fee for speaking
engagements during time off work (e.g. vacation time)
providing such employees are not representing or purporting
to represent the City.

No employee shall charge or knowingly accept a fee for
writing or publishing articles or books in any print or online
publications, including journals and newsletters, if such article
or book directly relates to the employee’s position as a City
employee or uses insider information about the City.

Any fee that is received for articles or books written during
normal working hours, or at any time where the employee is
representing the City, shall be turned over to the City, unless
the value of the fee does not exceed expenses (incurred for
writing the publication) which are not reimbursed by the City.

Accepting a nominal gift for an article or book, such as a pen
or other souvenir with a value of $25 or under, is not a
violation of this Policy.

Employees may charge or accept a fee for writing and
publishing articles and books during time off work (e.g.
vacation time) providing such employees are not representing
or purporting to represent the City and providing that the
article or book does not contain insider information.

No employee shall charge or knowingly accept a withess fee
for taking part in a court, tribunal, or other adjudicative
process to which he or she was requested to attend as a
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direct result of his or her position as an employee.

Any witness fee that is received shall be turned over to the
City, unless the value of the fee does not exceed expenses
(incurred for such attendance as a witness) which are not
reimbursed by the City.

Exceptions Related Requests for exceptions related to Fees for public engagements,

to Fees publications and withess fees will be dealt with on a case-by-case
and must be approved by a General Manager in consultation with
Human Resources.

Related Documents Gifts and Hospitality Disclosure Form

COMPLIANCE Every employee is expected to be aware of and act in compliance
with the Code of Conduct for Employees Policy and the related
Schedules. Any employee under investigation may be suspended
with or without pay or be re-assigned to other duties pending
completion of the investigation, depending on the particulars of the
case and the best interests of the City. Where there is a serious
wrongdoing, as defined in the Whistleblower By-law, that By-law
applies. Violations of this Schedule may result in appropriate
disciplinary measures, up to and including dismissal.
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Schedule C: Financial and Business Integrity

PURPOSE City of Hamilton employees are trusted to perform their job duties
with integrity, transparency, and accountability. This is important in
all positions, but especially so for those who are trusted with
substantial access to or influence over confidential information
and/or the City’s resources. To ensure that the public trust is
maintained, employees have a responsibility to act with diligence
and integrity.

This Schedule outlines the expectations that the City of Hamilton
has of its employees in regard to financial and business integrity,
including the security of confidential information

DEFINITIONS

Confidential Includes but is not limited to information in the possession of the City

Information that the City is either prohibited from disclosing, is required to refuse
to disclose or exercises its discretion to refuse under the Municipal
Freedom of Information and Protection of Privacy Act, Personal
Health Information Protection Act or other legislation, and
information concerning matters that are considered in an in-camera
meeting under section 239 of the Municipal Act, 2001.

Fraud Fraud includes any array of acts characterized by intentional

deception. Dishonest, illegal or fraudulent activities include, but are
not limited to:
¢ Forgery or alteration of documents (cheques, promissory
notes, time sheets, independent contractor agreements,
purchase orders, etc.);
¢ Misrepresentation of information by an individual,
¢ Misrepresentation of information on documents;
e Misappropriation of funds, securities supplies or any other
asset;
e Tampering with City systems, programs or global positioning
(GPS) devices for the purpose of misrepresenting information;
e Unauthorized use, disappearance, or destruction of City
property, equipment, materials or records;
¢ Improprieties in the handling or reporting of money
transactions;
¢ Authorization or receipt of payments for goods not received or
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services not performed;

¢ Authorization or receipt of payment for hours not worked;

¢ Any inappropriate expense claim made, which is unrelated to

City business or the employee’s job responsibilities.

¢ Any apparent violation of Federal, Provincial or local laws.

Ownership over creations of the mind. These creations are
intangible; they represent such things as original ideas and
concepts.

A period commencing immediately following the end of the
employment relationship with the City of Hamilton

Employees of the City of Hamilton are trusted to act with
honesty and integrity. Employees must not engage in
fraudulent, illegal or dishonest activities.

Every employee who maintains the City’s accounting records
shall do so with the utmost integrity, reflecting accurately and
punctually all transactions, assets and liabilities of the City.
All business records, expense accounts, invoices, vouchers,
bills, payroll and employee records and other reports are to be
prepared with care and honesty. False or misleading entries,
other false or misleading information, or omissions of entries
in the records or reports of the City, or any unrecorded bank
accounts, are strictly prohibited.

No employee shall undertake any fraudulent activities. This
includes misrepresenting information on documents,
authorizing payment for goods and services not received,
unauthorized use, destruction, or disappearance of City
assets and information, and forgery or alteration of
documents. Further details can be found in the Fraud &
Protocol Policy.

No employee shall establish or maintain secret or unrecorded
cash funds or other assets of the City for any purpose or
conceal any transaction from the City’s internal or external
auditors.

No employee shall use City funds or financial processes for
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any personal use at any time.

No employee of the City shall directly or indirectly purchase or lease
real property from or to the City, nor shall an employee have any
direct or indirect interest in a company which purchases or leases
real property from or to the City, unless this interest has been fully

disclosed to the appropriate approving authority and unless the
purchase or lease of the real property is done through a public
process

No employee shall use the City’s property, funds, equipment,
tools, supplies or services for any personal uses whatsoever.
Limited use of City telephones and cell phones, without
incurring long distance or other charges, and limited personal
use of a City computer in accordance with the Computer
Technology Acceptable Use Policy, is acceptable

Employees must ensure that information is securely held and
used only for the purposes for which it was collected. Every
employee shall safeguard confidential information and shall
not release confidential information to anyone other than the
persons who are authorized to receive such information. The
following information must not be used or disclosed:

1. except in accordance with the Municipal Freedom of
Information and Protection of Privacy Act:

= personal information about an employee (address,
payroll or benefits information)

= jtems under litigation

= |[abour relations matters

= information that constitutes the proprietary information
of a third party, individual or group

= information that might reasonably be regarded as
having been disclosed to the employee in confidence,

= information that is of a sensitive nature, or

= information that imparts to the person in possession of
such information an advantage not available to the
public generally.

2. except in accordance with the Personal Health Information
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Protection Act, identifying information about an individual in
oral or recorded form, if the information:
= relates to the physical or mental health of the individual,
including information that consists of the health history
of the individual’s family;
= relates to the providing of health care to the individual,
including the identification of a person as a provider of
health care to the individual;
= is a plan of service within the meaning the Long-Term
Care Act, 1994 for the individual;
= relates to payment or eligibility for health care, or
eligibility for coverage for health care, in respect of the
individual;
= relates to the donation by the individual of an body part
or bodily substance of the individual or is derived from
the testing or examination of any such body part or
bodily substance,
= an individual’s health number, or
= identifies an individual's substitute decision-maker.

Employees shall consult with the Manager, Records &
Freedom of Information in the City’s Clerk Division if
clarification is required.

Insider Information No employee shall access, use or transmit confidential or
privileged information available only to City employees to
obtain personal or financial gain, or for the personal or
financial gain of any other individual, partnership or company,
whether directly or indirectly, or for any other purpose except
as required by law.

Intellectual Property  The intellectual property rights in any work produced by an
employee through the course of their employment at the City
are the exclusive property of the City, unless there is a written
agreement stating otherwise between the City and the
employee.

No employee shall sell, transfer, or in any way authorize the
use of any intellectual property, including copyrighted property
such as literary or artistic works, patented inventions or
processes, technological innovations, computer programs,
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data bases, and trademarks, belonging to the City, without
express authority from the City.

The City forbids software piracy, defined as using any
unlicensed copy of a software package that has not been
purchased for City purposes. It includes taking a copy of a
licensed software package for one’s own use or passing a
copy on to another person for their use (See the Computer &
Technology Acceptable Use Policy).

Upon termination of employment, an employee shall promptly
deliver to the City any and all property, technology, data,
manuals, notes, records, plans, or other documents, including
any such documents stored on any video or software related
medium, held by the employee concerning the City’s services
and programs, know-how, developments, and equipment.
This includes property made or prepared by the employee
and relating in any way to the affairs of the City. With
permission, employees may retain samples of their work if
such work is in the public domain. However, this paragraph
shall not apply to any original research or to any articles or
papers for which the employee is an author or co-author, for
which the employee shall retain all intellectual property rights.

Employees who leave the employment of the City are
expected to maintain discretion and ensure that sensitive
information obtained during the course of their employment
remains confidential.

Employees in senior level positions, in addition to other
identified positions, that are entrusted with high levels of
authority and influence; power of approval or
recommendation; visibility; access to confidential information;
and intimate knowledge of City processes, may be subject to
specific post-employment restrictions for a period of time
following employment with the City, which Is specified within
individual employment contracts.
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RELATED e Fraud Policy & Protocol

DOCUMENTS e Municipal Freedom of Information and Protection of
Privacy Act

e Personal Health Information Protection Act

COMPLIANCE Every employee is expected to be aware of and act in compliance
with the Code of Conduct for Employees Policy and the related
Schedules. Any employee under investigation may be suspended
with or without pay or be re-assigned to other duties pending
completion of the investigation, depending on the particulars of the
case and the best interests of the City. Where there is a serious
wrongdoing, as defined in the Whistleblower By-law, that By-law
applies. Violations of this Schedule may result in appropriate
disciplinary measures, up to and including dismissal and/or legal
action.

Former employees who are found to be in breach of their post-
employment restrictions as outlined within this policy and in
employment contracts may face legal action from the City of
Hamilton in the form of civil remedies for breach of employment
contract, a clawback of the severance package, injunctive relief or a
claim for damages. Former Employees in violation of this policy will
also not be eligible for re-employment with the City at any time.
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Schedule D: Outside Employment and Activity

PURPOSE The City of Hamilton recognizes that City employees are engaged in
pursuits outside of their work day. This may include, but is not limited
to, involvement in community groups and organizations, working with
political organizations, and/or seeking additional employment
opportunities in addition to their role at the City.

While the City supports employees in their personal endeavors, the
outside activities of employees must align with the City’s culture and
values and must not create a conflict of interest, contravene City of
Hamilton policies and procedures or misrepresent the City of
Hamilton in any way. In addition, employees’ behaviour outside of the
workplace must not diminish the trust and confidence that the
community has in City administration or impact the City’s ability to
provide services to the community.

DEFINITIONS
Acts of hate are committed to intimidate, harm or terrify victims and
Hate the identifiable groups to which they belong. Victims of hate are
targeted on the sole basis of who they are and/or the groups to which
they belong (i.e., being Jewish, Muslim, Transgender, Black,
Indigenous, etc.).

Hate Related Incidents may involve intimidation, harassment,
physical force or threat of physical force against a person, a group or
a property if motivated by hatred/bias/prejudice against an
identifiable group. Acts of hate may be committed by strangers or
individuals well known to the victim. Perpetrators may include
individuals, groups, organizations and institutions. Victims may be
reluctant to report hate for a variety of reasons, including: not
recognizing that the motivation was hate; fear of retaliation;
embarrassment and humiliation; and/or uncertainty of the criminal
justice system response.

Hate Activity Can include, but is not limited to, verbal slurs; threats; vandalism;
intimidation and harassment; and public messages that imply that
members of an identifiable group are to be despised, scorned,
denied respect and made subject to ill-treatment on the basis of
group affiliation. Such messages may include group symbols,
slogans or epithets and can be transmitted in many ways (e.g.
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graffiti, posters, flyers, hate mail, over the telephone, website and e-
mail content, etc.)

TERMS AND

CONDITIONS

Outside Employment Employees shall not take outside employment, including self-
employment, if such employment:

e causes a real or apparent conflict of interest; or

e is performed in such a way as to appear to be an official
act of or to represent the City; or

¢ interferes with regular duties in any way, or involves the
use of City premises, resources or equipment including
but not limited to City e-mail, telephones, cell phones, or
supplies.

Where it appears that a conflict of interest might arise in
accepting outside employment, employees must notify their
supervisor in writing of the nature of such outside employment
prior and receive written permission prior to the acceptance of
such employment (See Reporting a Conflict of Interest below).

Outside Business &  No employee participating in any outside business or financial

Financial Activity activity shall do so during work hours or use the City’s facilities
or property including but not limited to vehicles, equipment,
tools, photocopiers, stationery, telephones or cell phones,
computers, etc., for the benefit or purpose of such business or
activity.

Purchase or Lease of No employee of the City shall directly or indirectly purchase or lease

Real Property real property from or to the City, nor shall an employee have any
direct or indirect interest in a company which purchases or leases
real property from or to the City, unless this interest has been fully
disclosed to the appropriate approving authority and unless the
purchase or lease of the real property is done through a public
process

No employee shall knowingly approve or attempt to influence the
approval of any license, permit, contract, agreement or other
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document on behalf of the City for his or her own personal use,

or for

the use of an individual with whom the employee has a financial or
social relationship. This is in accordance with the City’s Procurement

Policy By-law.

Employees must not engage in any behaviour outside of the
workplace that:

¢ Violates City polices, including the Code of Conduct and
Harassment and Discrimination policy
Falls under the City’s definition of hate or hate activity
Is in misalignment with the City’s culture and values
Is detrimental to the City of Hamilton
Impacts the City’s ability to carry out services
Negatively impacts the trust and confidence that the
community has in City administration

the

No employee of the City of Hamilton shall participate or otherwise be

involved with groups who engage in hate or hate activity.

When considering involvement with outside groups, employees
should ensure that they are aware of and fully understand the

group’s objectives, values and beliefs to ensure that they are not in

misalignment with the City’s corporate culture and values.

No employee shall accept an appointment to the Board of a
community agency or association that deals with matters related
to the activities of the City, without the written permission of his
or her Director or designate. Written permission of the Director
or designate is not required if the employee is appointed to the
Board of the agency or association by the City to represent the
City’s interests.

Any City employee serving on a community board shall take all
reasonable actions to avoid any real conflict or apparent conflict
between Board activity and the City’s interests. Where a real or
apparent conflict exists, the employee shall declare the conflict
and shall not take part in, or be present for, any Board
discussion or decision about the issue raising the conflict of
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interest. If the conflict of interest is significant, the employee
shall resign from the board.

To ensure public trust in the City of Hamilton, employees must
be, and appear to be, both personally impartial and free from
undue political influence in the exercise of their duties.

Employees engaged in political activities must take care to
separate personal political activities from their position of
employment with the City.

Employees who are politically involved in Municipal, Provincial,
or Federal levels of government must make it clearly
understood that they are acting personally and not as
representatives of the City.

Employees who are running for elected office at the municipal
level must abide by the respective legislation governing such
elections. This includes abiding by s. 30 of the Municipal

Elections Act, 1996 which requires that employees request
and obtain an unpaid leave of absence beginning as of the day
the employee is hominated and ending on voting day; and
deems employees who are elected to office to have resigned
from employment immediately before making their declaration
of office.

Any employee who is politically involved shall ensure that such
involvement does not interfere with his or her ability to perform
his or her corporate duties objectively.

Employees must not engage in any political activity during
working hours or utilize City assets resources or property.

Employees shall not identify themselves as City employees
when engaged in political activity (e.g. employees shall not
wear clothing with the City of Hamilton logo while canvassing
for a candidate).

Notices, posters or similar material in support of a particular
candidate or political party are not to be displayed or
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distributed by employees at City work sites or on City property.
An employee’s decision to support a candidate or political
party financially remains a personal decision.

COMPLIANCE Every employee is expected to be aware of and act in compliance
with the Code of Conduct for Employees Policy and the related
Schedules. Any employee under investigation may be suspended
with or without pay or be re-assigned to other duties pending
completion of the investigation, depending on the particulars of the
case and the best interests of the City. Where there is a serious
wrongdoing, as defined in the Whistleblower By-law, that By-law
applies. Violations of this Schedule may result in appropriate
disciplinary measures, up to and including dismissal with cause.
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Schedule E: Anti-Nepotism

PURPOSE The City of Hamilton (“the City”) makes all hiring and employment
related decisions based on transparency, equitable opportunity, and
an overall emphasis on merit. This schedule aims to eliminate the
influence of nepotism in City hiring and employment related
decisions to maintain confidence in the integrity of the City’s hiring
and employment practices.

The purpose of this schedule is to ensure that employment related
decisions concerning existing or potential City employees are free
from any real or perceived improper influence based on family
member or significant social relationships. At the same time, it is
recognized that existing family member and significant social
relationships with City employees should not unduly or unfairly
restrict or enhance an individual’s opportunity to pursue employment
or changes in employment at the City.

DEFINITIONS

Conflict of Interest A conflict of Interest, as defined in Schedule A of the Code of
Conduct for Employees policy, is a situation in which an employee
has personal or private interests that may compete with the public
interests of the City of Hamilton. Such competing interests can make
it difficult to fulfill his or her duties impartially. A Conflict of Interest
can create an appearance of impropriety or a perception of bias that
can undermine confidence in the person and in the City of Hamilton
generally. A conflict exists even if no unethical or improper act
results from it. A Conflict of Interest can either be an apparent
conflict or a real conflict.

Apparent Conflict: exists where an informed and reasonable
person reviewing the matter and having thought the matter through
could conclude that a Conflict of Interest exists.

Real Conflict: exists where a personal interest exists and that

interest:

1. is known to the employee; and

2. has a connection to the employee’s duties that is sufficient to
influence the exercise of those duties.
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Direct Reporting Involves a reporting relationship where an individual has the
Relationship authority to: direct and control the activities and work assignments of

another employee; review or approve performance reviews; approve
wage and salary adjustments; administer disciplinary action; and
recommend or approve the hiring or firing of an employee.

Family Member Includes the following family relationships:

e spouse (includes married and common-law of the same or
opposite sex)
mother, father, or legal guardian (foster or step)
son, daughter (foster or step)
sister, brother, step-sister, step-brother
aunt, uncle, niece and nephew
mother-in-law, father-in-law, sister-in-law, brother-in-law,
son-in-law or daughter-in-law
grandchild, grandparent, step-grandparent, step-grandchild
child, mother or father in a relationship where the role of
parent has been assumed

Indirect Reporting

Relationship Exists between the employee and the second-removed manager.

Favoritism granted to a family member or individual of significant
social relationship, usually in the form of hiring practices or other
employment decisions without regard or with lesser regard to the
individual’s merit, qualifications or performance.

Nepotism

Significant Social

Relationship An emotional association, personal relationship or strong friendship

that is not defined by blood or legal bonds e.g. godchild

PRINCIPLES 1. The City is committed to eliminating nepotism in any
employment related decisions to preserve employee
morale; to provide the highest quality service possible to
the citizens and businesses the City serves; and to ensure
equitable opportunities, and real and perceived integrity in
the recruitment process.

2. This schedule abides by the Recruitment & Selection
Policy
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. This schedule is in accordance with the Ontario Human

Rights Code. S. 24 (1) (d) of the Code states that the right
under section 5 to equal treatment with respect to
employment is not infringed where an employer grants or
withholds employment or advancement in employment to
a person who is the spouse, child or parent of the
employer or an employee.

. The hiring process promotes equitable opportunity, and

candidates are selected and employment decisions made
in accordance with the City's recruitment & retention
policies and procedures, access & equity policies,
collective agreements, the Code of Conduct for
Employees Policy, Code of Conduct for Members of
Council Policy, as well as any other applicable City
policies.

. No employee shall attempt to use a family or significant

social relationship for his or her personal benefit or gain.
This includes an employee misusing their authority to
influence or make an employment related decision.
Employment related decisions where a benefit may be
gained or authority may be misused include but are not
limited to the following:

¢ the approval/denial of compensation increases;
hire, transfer, promotion, demotion decisions;
performance rating, discipline or termination;
the assignment and approval of overtime;
the assignment or direction of work assignments;
approval of leaves of absences;
the negotiation of salary level.

. No employee shall attempt to improperly influence a

recruitment or selection decision to benefit a family
member or someone with whom they have a significant
social relationship

. All job applicants will be requested to disclose the names

of any spouse, child or parent who is a current employee
or elected official of the City. Job applicants will be asked
whether they are aware of any family or significant social
relationships currently working as a City employee or
elected official by disclosing a “yes” or “no” response.
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With the exception of a spouse, child, or parent
relationship, applicants will not be requested to provide the
names of any other family member or significant social
relationships, in accordance, with the Ontario Human
Rights Code.
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