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Appendix E - Records Management Guidelines and Best Practices for Members of Council 
 
 

In order to ensure transparency and accountability to all citizens of the Town of 
Newmarket it is the responsibility of Members of Council to manage their records in a 
responsible manner.  
 
The Information and Privacy Commissioner of Ontario (IPC) has published a booklet 
explaining the responsibilities of Members of Council under the Municipal Freedom of 
Information and Protection of Privacy Act. This booklet is part of the Council Orientation 
Guide. Within this guide the IPC identifies several characteristics for identifying 
constituency vs. corporate records.  
 
The Council Members Reference Manual (page 63) outlines the responsibilities of 
Councillors under the Municipal Freedom of Information and Protection of Privacy Act 
(MFIPPA).  
 
These guidelines are designed to supplement these two sources by providing some 
specific practices to follow.  
 

1. Maintain all electronic and paper records prepared in your role as an elected 
representative in a filing system separate from corporate records. This may 
include records such as letters, petitions from constituents, mailing lists etc.  
 

2. Maintain all communications with constituents in a secure manner separate from 
other correspondence. This includes voicemail, email, blackberry messaging and 
paper records.  

 
a. File all emails received at your ‘newmarket.ca’ email address from 

constituents in a separate folder from emails received from staff or emails 
sent or received as a representative of the Town.  

 
3. When forwarding communications from constituents to staff or outside parties be 

careful to safeguard everyone’s privacy. Do not include names or contact 
information unless asking staff to respond directly to the individual.  

 
4. Maintain all records created or used in your role as an “officer” of the Town 

according to the Town’s Classification Scheme and Retention Schedule. (ie: if 
you have been appointed as a commissioner, overseer of a project, Chair of a 
Committee etc.)  

 
5. When gathering information from constituents carefully consider what personal 

information you actually require. Ensure that no unnecessary personal 
information is collected. 
 

6. Properly dispose of all records containing personal information. When the 
information is no longer needed for the purpose for which it was collected 
dispose of it in a secure manner.  




Accessibility Report



		Filename: 

		Records Retention Policy Appendix E - Records Management Guidelines for Council.pdf






		Report created by: 

		


		Organization: 

		





[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 2


		Passed manually: 0


		Failed manually: 0


		Skipped: 0


		Passed: 30


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Needs manual check		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Needs manual check		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Passed		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
