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Agenda Item:  	D.10	

Request for Decision
		

	Title 
	[bookmark: _Hlk52864884]Bylaw 1518/20 – Amendment to Bylaw 1105/06 – Records and Information Management Bylaw – Three Readings

	
	

	Proposed Motion
	1. [bookmark: _Hlk52864909]That Council give first reading of Bylaw 1518/20.
2. That Council give second reading of Bylaw 1518/20.
3. That Council consider third reading of Bylaw 1518/20.
4. That Council give third reading of Bylaw 1518/20.

	
	

	Administrative
Recommendation
	Administration recommends that Council give three readings of Bylaw 1518/20 to provide for the digitization of County records. 

	
	

	Previous Council Direction
	November 28, 2006 Regular Council Meeting
Motion 626/06: That Council give third reading of Bylaw 1105/06.

	
	

	
Report
	Background Information
Existing Records and Information Management Bylaw 
· On November 28, 2006, Council passed Bylaw 1105/06 for the purpose of managing the County’s corporate records. The Bylaw addresses the lifecycle of corporate records, including creation, use, receipt, access, maintenance, disclosure, retention, and final disposition. 
· The Bylaw also adopts the Sturgeon County Corporate Records Structure which allows records to be destroyed, placed in archives, placed in off-site storage, or remain active within a County department or under the custody of an organization under contract with the County. 

Record Digitization and its Benefits 
· With an increasing shift to managing records in digital formats, the increased efficiencies in digitization techniques and processes, and the increased value of digital records, particularly as many organizations have shifted to remote work, Administration is embarking on a Digitization Program. The program will convert paper records to digital records, attach metadata to the digital records, and store the digital records in the County’s records management software. 
· The digitization of records has several benefits, including, but not limited to:
· Supporting improved customer service by enabling easier access to search for and retrieve records;
· Leveraging potential between various County departments by allowing staff to work on the same files simultaneously; 
· Enabling staff to work remotely by accessing digital records while in the field or while working from home instead of paper records stored at County offices;
· Protecting County records in the event of a natural disaster, where digital records are backed up but where paper records may be damaged or destroyed; and
· Saving costs on storing paper records until they meet their final disposition. 

Sturgeon County’s Approach
· In order to proceed with a Digitization Program, amendments to the Records and Information Management (RIM) Bylaw are required.
· Once the RIM Bylaw is amended thereby authorizing a Digitization Program, the scanning of records will be outsourced using an external vendor following a competitive Request for Quotes (RFQ) process to ensure that a qualified vendor with appropriate security arrangements is retained.
· Administration will complete quality assurance to ensure that the scanned records meet the County’s quality and metadata requirements.
· Information Services has an annual operating budget allocation that supports workforce modernization efforts such as record digitization. This allocation is $50,000 per year.
· The Leadership Team established a number of criteria to assist in prioritizing record digitization efforts, including:
· Improving customer service;
· Making processes more efficient;
· Leveraging potential across several County departments;
· Supporting the ability for staff to work remotely; and
· Supporting field workers.
· The record series identified as the highest priority for digitization include the County’s land files, utility customer accounts, contracts/agreements, and employee files.
· Other record series will be addressed following completion of the digitization of the identified priority record series.

External Communication
If passed, Bylaw 1518/02 would be consolidated with Bylaw 1105/06 and the consolidated bylaw would be posted to the County website.

Relevant Policy/Legislation/Practices:
· Municipal Government Act, section 214 
· National Standard of Canada, Can/CGSB-72.34-2017, Electronic Records as Documentary Evidence

	
	

	Implication of Administrative Recommendation
	Strategic Alignment:
Operational Excellence – Digitization of corporate records supports streamlined operational processes and systems and practices that support effective and professional interaction with stakeholders. 

Organizational:
Having a defined, standardized Digitization Program supports the
admissibility and weight of electronic records as documentary evidence, reduces space requirements, increases efficiencies, and improves customer service.

Financial:
None. Funding for record digitization is currently funded in the Information Services Operating Budget ($50,000 per year).

	
	

	Alternatives Considered
	1. Council could amend Bylaw 1518/20 before passing it.
2. Council could decide not to approve a Digitization Program.

	
	

	Implications of Alternatives 
	Organizational:
Should Council not support a digitization program, paper records would continue to be referenced and the benefits of such a program as identified in this Request for Decision would not be realized.

Financial:
None.

	
	

	Follow up Action
	1. Obtain Mayor and CAO signatures on Bylaw 1518/20 (Legislative Services, October 2020).
2. Proceed with the County’s Digitization Program (Information Services, ongoing). 

	
	

	Attachment(s)
	1. Bylaw 1518/20 – Records and Information Management Bylaw Amendment
2. Bylaw 1105/06 – Records and Information Management Bylaw 

	
	

	Report Reviewed by:
	
Kathy Wolansky, Acting Information Management Team Lead, Information Services

Jesse Sopko, Director, Corporate Services

Reegan McCullough, County Commissioner – CAO 



Strategic Alignment Checklist						
Vision: Sturgeon County: a diverse, active community that pioneers opportunities and promotes initiative while embracing rural lifestyles.
Mission: Provide quality, cost effective services and infrastructure to meet the diverse needs of the Sturgeon County community, while improving competitiveness and sustainability.

	Focus Areas
	Not consistent
	N/A
	Consistent

	Planned Growth and Prosperity
	
	
	

	We encourage varied and integrated enterprises that enhance our strong economic 
base, while balancing the needs of the community and natural environment.
(Strategic Plan and MDP pg. 36)
	☐	☒	☐
	· Supports a strong thriving business environment to strengthen our economic foundation
	☐	☒	☐
	· [bookmark: _Hlk524429560]Plans for responsible growth through the MDP and regional growth plan.
	☐	☒	☐
	· Manages growth for current and future developments through:
·  transparent bylaws, policies and processes to enable responsible land development
	☐	☐	☒
	· targeting growth around existing and identified future growth areas
	☐	☒	☐
	Maintain and Enhance Strong Communities
	
	
	

	We are committed to a safe and viable community, where our residents are  
provided with access to opportunities and quality of life. 
(Strategic Plan and pg. 27 MDP)
	☐	☒	☐
	· Provides access to programs and services that have a positive impact on residents’ quality of life
	☐	☐	☒
	· Provides access to safe and reliable infrastructure assets
	☐	☒	☐
	· Supports the safety of people and property
	☐	☒	☐
	Strong Local and Regional Governance
	
	
	

	We promote consistent and accountable leadership through collaborative and 
transparent processes (Strategic Plan and pg. 27 MDP)
	☐	☒	☐
	· Provides effective leadership and management consistent with Strategic Plan, MDP, master plans, bylaws, policies, community engagement 
	☐	☒	☐
	· Considers fiscal stability and sustainability
	☐	☒	☐
	· Fosters collaborative intergovernmental partnerships 
	☐	☒	☐
	Community Identity & Spirit
	
	
	

	We will build upon our strengths, where together we will create an inclusive, caring community (Strategic Plan and MDP pg. 27)
	☐	☒	☐
	· Promotes and/or enhances residents’ identification with Sturgeon County
	☐	☒	☐
	· Support and/or collaborate with voluntary organizations in the region
	☐	☒	☐
	Environmental Stewardship
	
	
	

	We foster a healthy environment and minimize our impact on ecosystems. (Strategic Plan and MDP pg. 27)
	☐	☒	☐
	· Plans and partnerships that minimize environmental impact on natural areas
	☐	☒	☐
	· Provides awareness of environmental issues impacting the County
	☐	☒	☐
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