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RECOMMENDATION   

THAT with respect to Report No. 2019-26 (Corporate Services Division), we, The District 
of Thunder Bay Social Services Administration Board (the Board) approve the updated 
Records Retention Schedules as presented. 
 
AND THAT any necessary by-law be presented to the Board. 

REPORT SUMMARY  

To provide the Board with recommended amendments to the Board’s record retention 
schedule. 

BACKGROUND 

Records schedules are an essential element of a full lifecycle approach to the 
management of information. They ensure records are organized and captured in a 
recordkeeping system at the beginning of their lifecycle and managed throughout until 
their final disposition. 
 
The Records Retention By-law (By-law Number 04-2016 – Records Retention 
Schedules) identifies ten (10) business functions of TBDSSAB. Within each of these 
business functions are file series with corresponding retention periods. A records series 
is defined as the total body of related records, whether in one or more formats, that is 
separately organized and maintained because the records relate to a particular function 
or subject or result from the same activity.  A records series is assigned a retention 
period and final disposition. Records series can be divided into sub-series if necessary to 
specify a different retention and/or disposition for different types of records within a group 
of related records that support a single business process or activity. 
 
Section 39 of By-law Number 01-2017 – Governance and Procedural provides that the 
Chief Administrative Officer (CAO) shall ensure that all necessary books and records of 
the Board required by the By-laws of the Board or any applicable statute or law are 
regularly and properly kept.    
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COMMENTS 

Administration regularly reviews its retention schedules to ensure they support operational 
requirements, and are amended to reflect updates as required by legislation.  As a result 
of this review, various updates were required to the current retention schedules.   
 
The revised retention schedules have been reviewed by each Division Director and the 
CAO. The following highlight the key changes:   
 

 SSB30 - currently Board Committees: Adjust title & description to reflect the 
language change to Advisory Tables (Committee remains for Audit Committee). 

 SSS20 - Added EarlyON centres to the description. 

 SSS30-01D - Department and Total retention adjusted to 1 and 7 respectively. 
Reflects retention for closed files. Description adjusted to indicate file remains active 
during the 20 year forgivable loan period. 

 SSS30-01E - Department and Total retention adjusted to 1 and 7 respectively. 
Reflects retention for closed files. Description adjusted to indicate file remains active 
during the 10 year forgivable loan period. 

 SSS30-01F - Department and Total retention adjusted to 1 and 7 respectively. 
Reflects retention for closed files. Description adjusted to indicate file remains active 
during the 15 year forgivable loan period. 

 SSS30-03 NEW series - To reflect distinct retention required for Community 
Homelessness Prevention Initiative Program (CHPI) particularly Housing Security 
Fund (HSF) documents. These must be retained until 7 years after the life of CHPI 
per the Ministry of Municipal Affairs and Housing (MMAH).   

    SSL30 - Total of 8 years is no longer relevant for total as final disposition is 
Permanent and this is not a subject to review series. 

 Various other series changes based on operational needs. 
 

These changes are included in Attachment #1, and are highlighted with the specific 
changes.   

FINANCIAL IMPLICATIONS 

There are minimal financial implications related to the extension of some long term 
retention schedules. These costs would be included within the annual operating budgets 
as required.   

CONCLUSION 

It is concluded that the records retention schedules should be updated to reflect changes 
within legislation and operational requirements, and should be approved as presented.   
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Series # Series Title and Description Retention and 
Disposition 

SSF60 

 

YEAR END 

Contains audit program documentation, working papers, 
year-end reconciliations, including balance sheets, income 
statements, financial statements, correspondence, and 
copies of final audit reports as well as any follow-up 
documentation, reports, responses, and related records. 

 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

SSF70  

 

EXTERNAL FINANCIAL REPORTING 

To document financial analysis, reconciliations, 
compliance reviews, investments, Ministry reports, and 
work in progress Board reports for the TBDSSAB funds. 
 
This series includes financial spreadsheets, mortgage & 
loans and investment documentation used in financial 
analysis, reconciliations and Ministry Reports. 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

SSF80   

 

PURCHASING 

Records relating to the tendering process, including 
Requests for Proposal (RFPs), Requests for Quotations 
(RFQs), Requests for Information (RFIs), vendors’ 
responses, proposals, tender submissions, tender 
specifications, advertisements, working papers, waivers, 
evaluation criteria, summaries, a signed copy of the legal 
agreement or contract, and post-delivery evaluations of 
vendor performance.   

Also may include debriefing documentation and records 
dealing with unsuccessful bids, price comparisons, 
technical reports, product comparisons, service requests, 
approvals, vendor of record agreements, standing 
agreements and single source agreements. 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 
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Series # Series Title and Description Retention and 
Disposition 

SSF90 

 

RESERVE FUNDS 

Records relating to the establishment and operation of 
reserve funds for contingencies, future capital projects, 
and program delivery.   

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

SSF100  

 

PROGRAM FUNDS 

Records relating to grants received through Provincial and 
Federal Agreements for program service delivery.   

Includes records relating to financial administration of the 
disbursement of grants given to outside organizations, 
agencies and individuals. 

 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

SSF110 LEVY 

Records related to the management of the Levy. Includes 
financial information and invoices as well as 
documentation and correspondence related to the Levy.   

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

SSF120  

 

LONG TERM DEBT 

Records include financial information, documentation and 
correspondence related to the long-term debt for 
TBDSSAB. For mortgages the retention applies once the 
file is closed. 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 
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Series # Series Title and Description Retention and 
Disposition 

SSF130  

 

INTERNAL FINANCIAL REPORTS 

Records relating to grants received through Provincial and 
Federal Agreements for program service delivery.   

Includes records relating to financial administration of the 
disbursement of grants given to outside organizations, 
agencies and individuals. 

 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

SSF140 

   

FLEET MANAGEMENT 

Records related to purchase and maintenance as well as 
cost analysis of vehicles owned or leased by TBDSSAB.  

Department: 

2 years 

Total:  

7 years 

Final: Destroy 
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HUMAN RESOURCES MANAGEMENT 

SSH10 Personnel Files (Individual Employee Files) 

SSH15  Attendance 

SSH20 Organizational Design 

SSH25 General 

SSH30 Recruitment and Selection 

SSH35 Disability 

SSH40   Compensation and Benefits 

SSH45   Accessibility (AODA) 

SSH50   Training and Development 

SSH60 Labour Relations 

SSH70 Employee Relations 

SSH80  Health and Safety  

SSH90 Leadership Team 
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Series # Series Title and Description Retention and 
Disposition 

SSH10 PERSONNEL FILES 

Information collected includes employee name, address, 
phone number, SIN, marital status, date of birth, salary, 
benefits, deductions correspondence memorandum, 
probationary reports, records documenting the work 
history of classified, unclassified, and student employees.  
Records may include employee application and group 
insurance enrolment forms, authorities for appointment, 
oaths, and affirmations, letters of appointment, health 
information, return to work or employment accommodation 
plans, attendance support documentation, disciplinary 
letters, pension benefit information, accident information, 
job security information, employment transition 
information, and return to work documents.   

Also may include performance appraisals, medical  
records, designated substances control program records, 
personal protective equipment records, photographs, 
police background checks, exit records, authorizations for 
educational assistance, authorizations for payroll 
deductions, records related to employee leaves and 
absenteeism due to vacation, illness, or special leave, 
records and any other appropriate documentation. 

Note: In some cases, disciplinary letters must be pulled 

from the file 3 years from the date the discipline took place 
provided that the employee’s personnel file has been clear 
of discipline for the preceding three years. 
 

Note: A suitable process exists to restrict access to 

individual employee health information, attendance 
support information, return to work plans, and employment 
accommodation plans (for example, by storing this 
information separately within files in sealed envelopes).  

Department: 

2 years 

Total:  

40 years 

Final: Destroy 

after termination of 
employment 
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Series # Series Title and Description Retention and 
Disposition 

SSH15 ATTENDANCE 

To maintain information related to attendance. Information 
collected includes time sheets, hours worked, error or 
exception reporting, biweekly pay details, overtime reports 
and lieu and absence reports. Records relating to 
employee leaves, absenteeism, and vacation. Records 
may include reports and general program information 

Records relating to methodologies, procedures, and 
agreements used in scheduling hours of work, including 
guidelines for flexible hours, job sharing, and early closing 
and overtime, as well as call-back agreements, and 
supporting documentation. 

Department: 

1 year 

Total:  

2 years 

Final: Destroy 

 

SSH20 ORGANIZATIONAL DESIGN 

To provide a record of the staffing structure of TBDSSAB. 
This series includes records relating to the creation and 
documentation of job positions and job classifications as 
well as organizational charts and staff complement 
reports. 

Documents include: new job classifications, rejected 
classification requests, and the reclassification of existing 
positions, as well as job position descriptions and records 
relating to individual classification review procedures and 
appeals. 

Records relating to the establishment of individual 
positions, related human resources requirements, and 
position allocations.  May also include rejected requests 
for the establishment of positions. 

 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

Subject to Review 
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Series # Series Title and Description Retention and 
Disposition 

SSH25 GENERAL 

To provide a record of documentation with respect to 
general HR items such as memo’s, reports and working 
papers. This series does not include employee specific 
records.  

Department: 

1 year 

Total:  

3 years 

Final: Destroy 

 

SSH30 RECRUITMENT AND SELECTION 

Records relating to recruitment and selection. This series 
consists of requisite approvals to begin competitions, 
position descriptions, selection criteria, area of search 
documentation, internal and external job 
postings/advertisements, documentation, lists of 
candidates, interview schedules, and lists of selection 
committee members.  Also includes interview formats and 
questions, rating and ranking materials, candidates’ written 
consent to check references, reference check information, 
applications for employment, interview reports, and 
correspondence with applicants, including offer or rejection 
letters where applicable. 

Excludes: unsolicited applications; these are not accepted. 

Department: 

1 year 

Total:  

1 year 

Final: Destroy 
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Series # Series Title and Description Retention and 
Disposition 

SSH35 DISABILITY (WSIB) 

Records relating to individual claims made to the WSIB by 
TBDSSAB employees.  These include Form 7, attending 
physician reports, benefits history documentation, current 
injury/accident details, accident investigation reports, 
WSIB reports, and other health information, 
correspondence, return to work plans/certifications, 
employment accommodation plans, and WSIB appeals. 

Note: Employee specific incident and accident reports, 

logs and other related records are move to the employee 
file once WSIB process is completed see SSH10.  

 

Department: 

2 years 

Total:  

10 years 

Final: Destroy 

 

SSH40  COMPENSATION & BENEFITS 

To provide information relative to compensation and 
benefits within the organization. This series consists of 
compensation and benefit reports, job evaluations, 
vacation, sick leave, salary administration and pay equity 
as well as salary increments, OMERS and general 
increases and collective bargaining increases as well as 
Record of employment correspondence. 

Records detailing individual employees’ deductions as well 
as working copies of rules and regulations used to 
calculate the various deductions from employee pay 
including deductions for the Canada Pension Plan, 
unemployment insurance, and income tax, as well as non-
statutory deductions such as those for group insurance.   

 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 
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Series # Series Title and Description Retention and 
Disposition 

SSH45 ACCESSIBILITY - AODA 

To provide information and record action relative to the 
Accessibility for Ontarians with Disability Act. Includes 
correspondence and reporting required to meet the 
standards. Includes communication and public space 
design for employees and clients. 

 

Department: 

2 years 

Total:  

7 years 

Final: Destroy 

 

SSH50 TRAINING AND DEVELOPMENT 

Records relating to TBDSSAB staff training and 
development, including the planning and funding of 
training.  This series will contain test results, course 
evaluations, external training authorization, succession 
planning, tuition reimbursement, training resource material 
and staff orientation package. 

Records relating to the planning and scheduling of training 
and development courses and workshops for employees 
and volunteer staff.  Records include attendance records, 
records relating to course content, course evaluations, and 
related reports and comments. 

Department: 

2 years 

Total:  

5 years 

Final: Destroy 
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