BYLAW NUMBER 2026-08
BEING A BYLAW OF WHEATLAND COUNTY

PROVIDING FOR RECORDS AND INFORMATION MANAGEMENT RETENTION AND DISPOSITION IN
WHEATLAND COUNTY

WHEREAS under the authority of and subject to the provisions section 214(2) of the Municipal
Government Act, RSA 2000, ¢.M-26 as amended (hereinafter referred to as the "MGA (Municipal
Government Act)"), Council may pass a bylaw respecting the management of municipal information.

WHEREAS under the authority and subject to the provisions section 214 of the Municipal Government
Act, RSA 2000, c.M-26 as amended (hereinafter referred to as the MGA), Council may authorize the
destruction of hardcopy records if the originals have been converted and available on a machine-
readable system that will enable copies of the originals to be made.

WHEREAS underthe authority and subject of the provisions of the Access to Information Act Statutes of
Alberta, 2025 Chapter A-1.4 and Protection of Privacy Act, Statutes of Alberta, 2024 Chapter P-28.5as
amended, (hereinafterreferredto as "ATIA and “POPA), the municipality is to allow any person a right of
access to records in the custody and control of the municipality and is to control the way the
municipality may collect, use, and disclose personal information from individuals.

WHEREAS under the authority and subject to the provisions of the Electronic Transactions Act, RSA
2000, c.E-5.5 as amended, the municipality has the authority to create, record, transmit, or store
information in digital form or any otherintangible form by electronic, magnetic, or optical means, or any
other means that have similar capabilities, recordings, transmission, or storage.

WHEREAS under the authority and subject to the provisions of the Electronic Transaction Act RSA 2000,
¢.E5.5 s 24(1), a payment to or by a public body other than a department, branch, or office of the
Government may be made in electronic form in a manner specified by the public body. Under 24(2), a
government payment to or by a department, branch, or office may be made in electronic formin a
manner specified by the President of the Treasury Board and the Minister of Finance.

WHEREAS underthe authority of and subject to the provision of the Electronic Records as Documentary
Evidence CAN/CSGB-72-34-2017, 5.6 as amended, Council shall establish an information management
program setting out bylaws, programs, policies, procedures, forms, etc. forthe scanning and digitizing of
physical documents and destruction. Hardcopy documents will be sent off-site for two years after
scanning and then shredded as per the disposition process.

WHEREAS the Council desires to authorize the Chief Administrative Officer the necessary authority to
release County records to the Alberta Archives or other Archival Centers on either a permanent loan or
retention basis; and

NOW THEREFORE, the Council of Wheatland County, in the Province of Alberta, duly
assembled, enacts as follows:

Short Title

1 This Bylaw may be cited as the “Records Retention and Disposition Bylaw”
Definitions and Interpretation
2, (1)} In this Bylaw:

a. Administrative Hold Order — A hold order placed on the scheduled destruction of
inactive records for administrative matters (e.g., metadata errors, incorrect ownership,
incorrect retention codes, etc.).

b. Archival - Records that have been determined to have sufficient historical or other
value to warrant their continued preservation. Also known as permanent records.

c. ATIA- refers to the Access to Information Act Statues of Alberta, 2025 Chapter A-1.4 as
amended.

d. Centificate of Destruction — Certification issued by a company that offers record
destruction services, attesting to the destruction of inactive records.

e. Confidential — means any record that contains:
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a. Personal information about an individual
b. Third-party, commercial, financial, scientific, or technical information supplied
either explicitly or implicitly in confidence or
c. Any other sensitive information protected from disclosure under the ATIA
section 19—-34 as applicable.
f. Council — shall mean the Council of the Municipality of Wheatland County in the
Province of Alberta.
g. Designated employee — A person designated by the Chief Administrative Officer to
conduct actions on behalf of Wheatland County.
h. Disposition — For an inactive record, the last action taken per the records retention
schedule, concluding with disposition, transfer, or permanent preservation.
i. Legal HoldOrder— Ahold orderplaced on the scheduled destruction of inactive records
due to foreseeable or pending litigation, governmental investigation, or audit.
j- Metadata— The structured information that describes, explains, locates, or otherwise
makes it easier to retrieve, use or manage information resources.
k. Microfiche — A flexible, transparent sheet of film bearing several micro-images arranged
in a grid pattern with a heading area across the top.
I, Municipality — Wheatland County includes any board, committee, commission, panel,
agency, or corporation created or owned by Wheatland County.

m. POPA-refers to the Protection of Privacy Act, Statutes of Alberta, 2024 Chapter p-28.5

as amended.

n. Record — Any recorded information, regardless of medium or characteristics, made or
received and retained by an organization in pursuance of legal obligations or the
transaction of business.

a. Active Record — A readily accessible record related to current, ongoing, or in-
process activities and referred to regularly to respond to day-to-day operational
requirements.

b. Inactive Record — A record no longer needed to conduct current business but is
preserved until it meets the end of its retention period.

c. Transitory Information (Non-Record)- A record in any media that has short-
term value, is not part of an administrative or operational record series, is not
regularly filed in a record information system, and is required only for a limited
period for the completion of a routine action or the preparation of records,
which include but are not limited to temporary information, duplicate
documents, draft documents, publications, advertising material, and blank
information media can be destroyed immediately or after meeting its transitory
need. Also known as a convenience copy or transitory record.

0. Records Management — means the application of systematic control over records and
information from creation to destruction.

p. Records Retention Schedule (RRS) — A comprehensive list of record series, indicating
the length of time it is to be maintained for each series.

g. Information AssetOwner- Individual responsible for the records and information under
the care and control of a particular department and has signing authority for
transferring of records and information between ownership or organization and
destruction.

r. Retention Period — The length of time an inactive record must be kept meeting
administrative, fiscal, legal, or historical requirements.

RSA — Revised Statutes of Alberta.

t. Tax Order Hold - A hold order placed on the scheduled destruction of records due to

pending tax matters.

Wheatland County believes that records and information regardless of format are critical,
valuable resources and that these resources should be protected, preserved, and
safeguarded from unauthorized use.

The designated employee will maintain an accurate index of all records including those that
have been destroyed or archived.

It shall be the responsibility of the-Chief Administrative Officer to provide adequate storage
and security for all records regardless of media.
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(4) Ifthe provisions established in this bylaw are inconsistent with the provisions established in
applicable provincial and federal legislation, Wheatland County will adhere to the provisions
established in the provincial and federal legislation.

Records Retention and Destruction

4. The Chief Administrative Officer authorizes the designated employee to provide for the
systematic control of the creation, use, maintenance, storage, security, retrieval, and disposition
of records created by or received by Wheatland County in the conduct of its operations. This will
adhere to all provincial and federal statutes or regulations relating to records management.

Records Retention Schedule

5. The designated employee maintains the Records Retention Schedule of Wheatland County
(Schedule A). Revisions oramendments to the Records Retention Schedule shallbe approved by
Council resolution.

Disposition of Transitory, Inactive Records, Bylaws, and Minute Books

6. Where this bylaw provides that records in the custody and control of Wheatland County shall be
retained, it shall be the responsibility of the designated employee to ensure that records are
preserved in either hardcopy or digital format or both and are retained for the length of time
established in the records retention schedule.

Transitory Information {Non-Record)

7. All transitory information shall be disposed of at any time by Wheatland County employees
when a transitory record no longer serves any valid purpose.

Inactive Records

8. (1) Annually, a Notice of Disposition report will be prepared listing inactive records that have
met retention.

(2) A Notice of Destruction report will be presented to Asset Information Owners for review
and sign-off.

(3) The Chief Administrative Officer will be advised that Notice of Disposition reports have been
signed by Information Asset Owners and that their signature is required to begin the
disposition process.

(4) Records responsive to a current, ongoing, or anticipated Access to Information (ATI)
request, must be retained for one (1) year after the file has been closed.

(5) Records will be destroyed by a company that offers records destruction services. A
certificate of destruction will be created attesting to the destruction of the records.

(6) Certificate of Destruction and supporting documentation will be maintained permanently by
Wheatland County.

Bylaws and Minute Books

S. Council authorizes the Chief Administrative Office with the authority to authorize the
destruction of the original bylaws and minutes of council meetings if the originals have been
recorded in a digital format or medium that can be reproduced on a system that will enable

copies of the original to be made as per section 214(1) of the Municipal Government Act, RSA
2000, c.M-26 as amended.

Archival Records

10. Council authorizes the Chief Administrative Office with the authority to authorize the
permanenttransferof records (e.g., minute books, ledgers, photographs, etc. of towns, villages,
and hamlets) which are deemed to have archival value to the Alberta Archives or other Archival
Centers.

Discretion
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11. The Chief Administrative Officer shall have the discretion to retain inactive records longer than
the retention period provided for in the records retention schedule when the Chief
Administrative Officer has:

1. Has been notified that there is or may be litigation or audit involving any said records.

2. Approved a department request to keep any said records for business purposes; or

3. Approved a department request to keep any said records for historical purposes.
Such decisions to retain records longer than the period provided for herein shall be recorded in
the records management system as either an administrative hold order, a tax hold order, or a
legal hold order.

Audit

12, The designated employee will ensure that the handling of information will adhere to the
Information Management Policy. An audit of records may be undertaken at any time to ensure
compliance with the Information Management Policy.

Repeal

13. Bylaw 2022-19 will be repealed and replaced by Bylaw 2026-08 upon the third and final reading.

Enactment

14,

This bylaw shall come into force and effective on the date of the third and final reading.

READ A FIRST TIME ON JUNE 2, 2026
READ A SECOND TIME ON JUNE 2, 2026
READ A THIRD TIME ON JUNE 2, 2026

CHIEF JDMINISTRATIVE OFFICER



