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LIBRARY POLICY G.11

Purpose: Brooks Public Library keeps orderly and timely records of the business of Brooks Public Library. This
policy outlines the proper methods of record retention and disposal.

1. Retention and Storage
1.1. The Library Manager is responsible for the retention and maintenance of records as dictated in the
Retention Schedule (Attachment A).
1.2. Original hardcopies of all documents retained through this policy are called the Master Files.
1.3. Master Files are located on Brooks Public Library premises, in a secure, staff-only access location.
1.4. Employee files are housed in a locked file compartment, accessible only by the Library Manager.

1.5. A secondary, electronic copy of all Master Files, excluding employment files, is encouraged.

2. Confidentiality
2.1. Public — These documents may be shared and are generally held on the Brooks Public Library
website, or available by request.
2.2. Private — business/organizational documentation can be requested and may be provided in
adherence to FOIP legislation.
2.3. Confidential - documents are kept securely and require a warrant, court order, and/or board

decision to be shared

3. Disposal

3.1. In keeping with Schedule A, the Library Manager recommends documents for destruction

3.2. The City of Brooks Library Board Chairperson, or designate, authorizes the proper and complete
destruction of the records.

3.3. The City of Brooks Library Board Chairperson has the discretion to retain records longer than the
period provided for in this policy.

3.4. The Document Disposal Confirmation (Attachment B} is included in the Board Package as
information.

3.5. A master list of destroyed documents is retained by the Library Manager.

Approved by

B Board Chair
2 ¥ Date Approved: February 22, 2021
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Attachment A

Retention Schedule

Classification Document Type  Description Confidentiality Retention Type Action Timeline
Personnel Permanent Resume, Accident Reports contract, Confidential  [Limited Shred |7 years after
Employee File performance appraisals and Retention termination/resignation

reprimands, Letter of
Resignation/Dismissal

Received Resumes [Solicited and unsolicited resumes, Confidential  [Limited Shred |1 year after submission
Unsuccessful Interviewee Resumes and Retention
Interview Summary

Audit IAudit Box IAll documents, files, receipts, Private Limited Shred |/ years after completion of

ournals, statements, Attendance Retention with fiscal year, Board Package is
Reports, Vacation Requests, Grant some removed when returned
IApplications Tax and Payroll lexception, see from Auditor
nformation gathered throughout a Board Package
ffiscal year for subbmission to the
lAuditor

Final Audit Final Auditor Report Public Permanent

Operational [Incident Reports  [Created as per HR.10 Health and Safety |Private/ Limited Shred |3 years after resolution

Policy IConfidential [Retention

Membership See Policy 5.1 Confidentiality of User IConfidential [imited Shred  |upon resolution

Paperwork Records Policy Retention

Records

Library Documents [Annual Report Public Permanent Historical

Board Package  [Minutes, Committee Minutes and Public Permanent Historical, Remove from
Reports, Librarian Report, Financial Audit box when returned
Statements, Revised Policies and from Auditor
kanything else included in the Board
IMeeting

Bylaws Public Current Cispose [when replacement

ldocument or overturning
mandate is approved,
Historical selective retention

Correspondence [Legal IConfidential  [Limited Shred |7 years after resolution
Retention
Insurance Claims Private Limited Shred |7 years after resolution
Retention
Leases/Contracts Private Limited Shred |7 years after completion
Retention
Plan of Service Final Document, approved and Public Permanent Historical
submitted to Government
Community Needs Assessment, Public Limited Dispose |1 years after final document
Committee Minutes, Survey results, etc. Retention is produced
used to create the final document
Policies Public Current Dispose when replacement

ldocument or overturning
mandate is approved,

Historical selective retention

Reports lraining/Conference Reports Private Limited Dispose [2 years, selective retention
Retention
Record of Assets Private current Dispose [updated annually

Approved by:=

Board Chair
Date Approved: February 22™, 2021
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Attachment B

Document Disposal Confirmation

Document Type/Description

Authorizing Reason for extended retention
Initials and review date if applicable

Disposed of By

In accordance with policy G.11 Records Retention
and Disposal Policy on

Date/Time

Approved byt\—gg
Board Chair

Date Approved: February 22", 2021




