
PUBLIC RELEASE 
April 11, 2014 

 
 

TOWN OF AURORA 
GENERAL COMMITTEE MEETING  

AGENDA 
 

Tuesday, April 15, 2014 
7 p.m. 

Council Chambers 
 
 
Councillor Gallo in the Chair 
 
1. DECLARATION OF PECUNIARY INTEREST AND GENERAL NATURE 

THEREOF 
 
 
2. APPROVAL OF THE AGENDA 
 

RECOMMENDED: 
 

THAT the agenda as circulated by Legal and Legislative Services be 
approved. 

 
 
3. DETERMINATION OF ITEMS REQUIRING SEPARATE DISCUSSION 
 
 
4. ADOPTION OF ITEMS NOT REQUIRING SEPARATE DISCUSSION 
 
 
5. DELEGATIONS 
 
(a) Kate Greavette, York Region Food Charter Working Group pg. 1 
 Re:  Item 15 – EAC 14-04 – Environmental Advisory Committee Report, 
   April 3, 2014 (Item 1) 
 
 
6. PRESENTATIONS BY THE ADVISORY COMMITTEE CHAIR 
 

Environmental Advisory Committee 
Councillor Pirri 
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7. CONSIDERATION OF ITEMS REQUIRING SEPARATE DISCUSSION 
 
 
8. NOTICES OF MOTION 
 
 
9. NEW BUSINESS/GENERAL INFORMATION 
 
 
10. CLOSED SESSION 
 
 
11. ADJOURNMENT 
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AGENDA ITEMS 
 
1. PL14-022 – Planning Applications Status List pg. 9 
   
 RECOMMENDED: 
 

THAT report PL14-022 be received for information.  
 
 
2. PL14-023 – Application to Amend Zoning By-law and Site Plan Approval pg. 31 
  Aurora Retail GP Limited 
  201 Earl Stewart Drive  
  Lots 2 and 3, Plan 65M-2873 
  File No.: D14-03-13 and D11-09-13 
 
 RECOMMENDED: 
 

THAT report PL14-023 be received; and  
 
THAT Application to Amend the Zoning By-law File: D14-03-13 (Aurora 
Retail GP Limited) be approved to rezone the subject lands from Industrial 
“M4-1” Prestige Exception Zone to Shopping Centre Commercial “C4” 
Exception Zone to permit four (4) commercial buildings; and 
 
THAT the implementing Zoning By-law amendment be presented at a 
future Council meeting for enactment; and 
 
THAT Site Plan Application File D11-09-13 (Aurora Retail GP Limited) be 
approved to permit the development of the subject lands for the 
development of a fitness centre, a stand-alone commercial building and 
two multi-tenant commercial buildings; and 
 
THAT the Mayor and Town Clerk be authorized to execute the site plan 
agreement, including any and all documents and ancillary agreements 
required to give effect to same. 

 
 
3. PL14-024 – Draft Terms of Reference for the Aurora Promenade pg. 48 
  North Tertiary Plan 
 
 RECOMMENDED: 
 

THAT report PL14-024 be received; and 
 
THAT Council approve the attached Terms of Reference for the Aurora 
Promenade North Tertiary Plan; and 
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THAT Council approve the funding of $70,000 for the purpose of 
undertaking the Aurora Promenade North Tertiary Planning Study. 
 

 
4. PL14-025 – Economic and Development Review, 2013  pg. 59 
 
 RECOMMENDED: 
 

THAT report PL14-025 be received for information. 
 
 
5. IES14-022 – 2013 Water Audit Report pg. 63 
 
 RECOMMENDED: 
 

THAT report IES14-022 be received for information. 
 
 
6. IES14-023 – Joint Operations Centre Financial Monitoring Task Force pg. 71 
     
 RECOMMENDED: 
 

THAT report IES14-023 be received; and 
 

THAT Council approve the Terms of Reference for the Financial 
Monitoring Task Force; and  
 
THAT the Mayor and a member of Council be appointed to the Financial 
Monitoring Task Force.  
 
 

7. IES14-024 – Facility Projects Status Report pg. 76 
 
 RECOMMENDED: 
 

THAT report IES14-024 be received for information. 
 
 
8. IES14-025 – Acceptance of Municipal Services – Renaissance Phase 1 pg. 82 
  Subdivision – Registered Plan 65M-4067 
 
 RECOMMENDED: 
 

THAT report IES14-025 be received; and 
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THAT Council assume ownership, operation and maintenance of the 
works within the roads, rights-of-way and other lands dedicated to the 
Town as contained within Plan 65M-4067, being Phase 1 of the 
Renaissance Subdivision by Ballymore Building (Bathurst) Corp. and 
Ballymore Development (Bathurst) Corp. as detailed in report No. IES14-
025; and 
 
THAT staff bring forward a by-law for Council’s enactment to assume for 
public use the highways within Plan 65M-4067. 

 
 
9. BBS14-008 – Licensing By-law Update pg. 86 
   
 RECOMMENDED: 
 

THAT report BBS14-008 be received; and 
 

THAT staff bring forward a new Licensing By-law to replace the existing 
consolidated Licensing By-law to a future Council meeting for enactment. 

 
 
10. CAO14-010 – Communications Metrics pg. 94 
 

RECOMMENDED: 
 

THAT report CAO14-010 be received for information. 
 
 
11. LLS14-012 – Town Record Classification Structure and Retention  pg. 105 
  By-law and Corporate Records and Information  
  Management Policy 
 

RECOMMENDED: 
 

THAT report LLS14-012 be received; and 
 
THAT Council approve the new consolidated records classification 
structure and retention schedules as outlined in Attachment #1 to report 
LLS14-012; and 
 
THAT staff bring forward the necessary by-law to Council in order to adopt 
the new records classification structure and retention schedules; and 
 
THAT Council approve and adopt the Corporate Records and Information 
Management (“RIM”) Policy as outlined in Attachment #2 to report LLS14-012. 
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12. Memorandum from Mayor Dawe pg. 203 
 Re: Lake Simcoe Region Conservation Authority Highlights 
  March 28, 2014 – Meeting of the Board 
 

RECOMMENDED: 
 

THAT the memorandum regarding Lake Simcoe Region Conservation 
Authority Highlights – March 28, 2014 – Meeting of the Board be received 
for information. 

 
 
13. Memorandum from Mayor Dawe pg. 206 
 Re: Community Improvement Plan Evaluation Committee 
   

RECOMMENDED: 
 
 THAT the memorandum regarding Community Improvement Plan 
 Evaluation Committee be received for information. 
 
 
14. AAC14-04 – Accessibility Advisory Committee Report, April 2, 2014 pg. 207 
 

RECOMMENDED: 
 
 THAT report AAC14-04 be received; and 
 
 THAT Council adopt the following recommendations from the Accessibility 
 Advisory Committee meeting of April 2, 2014: 
 

1. Memorandum from the Manager of Parks   
 Re: Parks and Trails Signage Strategy 
 
 THAT the designs comply with the AODA Design of Public Space 
 Standard for 2016; and 
 

THAT the Accessibility Advisory Committee receive information regarding the 
mobile wayfinding features and message content illustrating distance to 
destinations to make trails more accessible to users unfamiliar with terrain and 
distances, and to help those users determine whether the trails meet their own 
ability; and 

 
 THAT braille be included on all trail signage to make it truly accessible for 
 all people. 
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5.  Memorandum from the Planner  
  Re: Application for Site Plan Approval (Submission #1) 
   Delrin Investments Inc. 
   288 Don Hillock Drive 
   File No. D11-02-14 
 

THAT consideration be given for barrier-free access for the main entrance, 
warehouse entrance, entrances located near the accessible parking 
spaces, and all washroom entrances; and 
 
THAT consideration be given for all entrances to be equipped with power 
door operators. 

 
 
15. EAC14-04 – Environmental Advisory Committee Report pg. 210 
  April 3, 2014 
 

RECOMMENDED: 
 

THAT report EAC14-04 be received; and 
 
THAT Council adopt the following recommendations from the 
Environmental Advisory Committee meeting of April 3, 2014: 
 

1. Extract from Council Meeting of February 25, 2014 
Re: Delegation (b) Kate Greavette, York Region Food Charter 

Working Group 
  Re: York Region Food Charter 
 
THAT Council endorse the York Region Food Charter. 
 

2. Extract from Council Meeting of February 25, 2014 
Re: Memorandum from the Program Manager, Environmental Initiatives  
 Re: Green Purchasing Best Practices Part A 
 
THAT Council endorse the Greening Greater Toronto Green Purchasing 
Guide as a basis for the development of a Town of Aurora Green Purchasing 
Guide. 
 

3. Extract from Council Meeting of February 25, 2014 
Re: Report IES14-006 – Implementation of a Clear Bag Waste Program 
 
THAT Council endorse the Clear Bag Waste Program. 
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6. Memorandum from the Landscape Architect  
Re: The Location of Existing Hydration Stations 
 
THAT staff report back on the feasibility of installing a hydration station at 
Town Park. 
 

NEW BUSINESS 
 
THAT staff provide a report to the Environmental Advisory Committee on a 
cart-based system for waste collection. 





 


 
 
 
 
 
 


DELEGATION REQUEST 
 


This Delegation Request form and any written submissions or background information for 
consideration by either Council or Committees of Council must be submitted to the Clerk’s office by 
the following deadline: 
 


4:30 P.M. ON THE BUSINESS DAY PRIOR TO THE REQUESTED MEETING DATE 
 
 


COUNCIL/COMMITTEE/ADVISORY COMMITTEE DATE:                  
 
SUBJECT:                         
 
NAME OF SPOKESPERSON:                    
 
NAME OF GROUP OR PERSON(S) BEING REPRESENTED (if applicable): 
 
                
 
BRIEF SUMMARY OF ISSUE OR PURPOSE OF DELEGATION: 
 
               


               


                


 


PLEASE COMPLETE THE FOLLOWING: 


Have you been in contact with a Town staff or Council member regarding your matter of 


interest? 


 Yes                No                  IF YES, WITH WHOM ________________DATE________________ 


 


                  I acknowledge that the Procedural By-law permits five (5) minutes for Delegations.   


 


Legal and Legislative Services 
905-727-3123  


councilsecretariatstaff@aurora.ca 
 


Town of Aurora 
100 John West Way, Box 1000 


 Aurora, ON  L4G 6J1 
 


  


 



Raylene Martell

General Committee April 15, 2014



Raylene Martell

York Region Food Charter



Raylene Martell

X



Raylene Martell

C. Nagy-Oh EAC



Raylene Martell

Feb. 6, 2014



Raylene Martell

York Region Food Charter Working Group



Raylene Martell

Kate Greavette



Owner

X



Owner

The purpose of this delegation is to ask council to endorse the York Region Food Charter. The York Region Food Charter is a community document, developed through extensive consultation. It identifies opportunities for the food system to contribute to healthy, resilient and just communities in York Region. 





		DELEGATION REQUEST

		SUBJECT:

		NAME OF SPOKESPERSON:

		NAME OF GROUP OR PERSON(S) BEING REPRESENTED (if applicable):

		BRIEF SUMMARY OF ISSUE OR PURPOSE OF DELEGATION:

		NAME:

		ADDRESS:

		Street Address

		DO YOU REQUIRE ANY ACCESSIBILITY ACCOMMODATION?

		PROCEDURAL BY-LAW (Excerpt)

		All municipalities are required to have a Procedural By-law that governs the calling, location, and proceedings of a Council or Committee meeting. The following section of the Procedural By-law pertains to your involvement in a Council or Committee me...

		Delegations



		Information for the Public on Making Delegations/Presentations to Council and Committees

		Provide Information in Advance

		Speak through the Chair

		Speak into the Microphone

		Test your Presentation Materials before the Meeting

		Make sure your Presentation will be Visible

		Ask Us for Advice










 
   
 
 TOWN OF AURORA 


 GENERAL COMMITTEE REPORT   No. CAO14-010  
 


SUBJECT: Communications Metrics 
 
FROM: Neil Garbe, Chief Administrative Officer  
 
DATE: April 15, 2014 
 


 


RECOMMENDATIONS 
 
THAT report CAO14-010 be received for information. 
 
 


PURPOSE OF THE REPORT  
 
To provide Council an update on Corporate Communications activities in 2012 and 
2013, with available metrics. 
 
 


BACKGROUND  
 
At the Special General Committee – Budget 2014 meeting on January 13, 2014, 
Council received Memorandum and Presentation by the Manager of Corporate 
Communications, outlining the proposed 2014 Corporate Communications Advertising 
Budget.  
 
As part of the discussion, Council inquired about information on communications 
activities and applicable metrics following the introduction of the 2011 Corporate 
Communications Strategic Plan, which outlined the following goals:  
 
 


External Communications 


 


 Design and execute integrated marketing/public relations campaigns for at least 
four corporate departments 
 


 Redesign the Town’s external website 
 


 Design and execute one public relations campaign that engages at least 1,000 
residents in a town-related initiative 
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 Add at least three new communication channels 
 


 Take part in at least four community-related events 
 
 


Internal Communications 


 


 Redesign the Town’s internal website 
 


 Develop new tools to allow for better inter-departmental communications 
 


 Continue to deliver in-house communications support to all departments 
 
 


COMMENTS  
 
With the upcoming launch of the Town’s new website, Corporate Communications will 
have met or surpassed all established goals in the 2011 Strategic Plan.  
 
The following outlines significant achievements: 
 
General: 
 


 Successfully organized and oversaw 16 events in both 2012 and 2013, including 
Community Recognition Awards, Aurora Home Show, Aurora Street Festival and 
Citizen of the Year 
 


 Negotiated a two-year contract with optional third and fourth year extensions with 
The Auroran for weekly Notice Board advertisements 
 


 Jointly developed a Content Management System and Website Re-design RFP 
with Town of Newmarket and Town of Whitchurch-Stouffville 
 


 Completed website redesign, which included focus groups, surveys and 
consultations, with anticipated launch in May 2014 
 


 Initiated and completed a re-design of the Town’s Corporate Intranet, rebranded 
as Inside Aurora, with departmental updates, cross-functional team updates and 
information on corporate initiatives, which is sent as a corporate-wide electronic 
newsletter to staff each week 
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 Successfully implemented streaming media via Internet for General Committee, 
Special General Committee, Special Council and Planning meetings 
 


 Created and published 51 copies of the Notice Board advertisements annually in 
The Auroran 
 


 Successfully designed, implemented and tabulated results of a three-week 
community consultation on potential uses of Hydro Funds in 2012 
 


 Successfully designed and implemented a four-week Long-standing Businesses 
promotion with print, web and radio promotional campaign in fall 2013 
 


 Implemented daily media scans with information from the Toronto Star, Toronto 
Sun, Globe and Mail, National Post, York Region Media Group and The Auroran 
provided to Mayor and senior staff and made this available to all staff through 
Inside Aurora 
 


 Implemented a formal media tracking system 
 


 Created a Corporate Style Guide for common language use 
 


 Developed a series of four videos for Aurora 150 with snapd Aurora 
 


 Developed videos for Budget process and Petch House 
 


 Developed and distributed more than 100 media releases, public service 
announcements, media advisories and Council Highlights annually since 2011 
 


 Assisted Office of the Mayor with more than 100 speeches, letters, greetings and 
media relations annually 
 
 
 


Marketing and Promotion: 
 


 In January 2013, assumed responsibility for all special events promotion, 
including an integrated advertising and promotion campaign featuring advertising 
for The Banner, The Auroran, snapd Aurora, Town website, Facebook and 
Twitter with poster development and media product 
 


 Assumed responsibility for creating, booking and advertising all Town Notices 
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 Developed a comprehensive Resident Guide in 2012, 2013 and 2014 with York 
Region Media Group, distributing to homes across Aurora 
 


 Developed Town of Aurora Sesquicentennial logos and created (or assisted) with 
all advertising and promotional material for Aurora 150 events 
 


 Created new Parks and Trails Map in 2012, with a revised version in 2013 in 
conjunction with Parks & Recreation department 
 


 Designed and developed a new, branded corporate booth for Home Show and 
other event venues 
 


 Designed new, updated Notice Board design for The Auroran 
 


 Designed and distributed four editions of Business BrightLights Economic 
Development electronic newsletter 
 


 Design approximately 30 Notices each year 
 


 Designed Emerald Ash Borer door hanger and supplemental fact sheet for 
affected residents 
 


 Designed and developed new branded material for departments, including: 
 


 26 new templates for Parks & Recreation department 
 


 20 new promotional brochures, cards etc. for Club Aurora re-launch 
 


 7 new Planning brochures 
 


 30 new corporate templates 
 


 21 Doors Open flyers 
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Website: 
 


 Embarked on a complete re-design of Town website with implementation of a 
new Sharepoint 2013 content management system and migration to a new host 
 


 Increased website visitation by 35 per cent since 2011, with nearly 10,000 new 
unique visitors each month: 
 


o Average unique visitors 2011 – 26, 923 
 


o Average unique visitors 2012 – 28,119 
 


o Average unique visitors 2013 – 36, 401 
 
 
 
Figure 1: Monthly Website Visitors 
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Twitter: 
 


 Rebuilt and rebranded Town Twitter account and implemented a system of 
regular updates 
 


 Drove a 10-fold increase in Twitter followers since 2011, with an average of 125 
new followers each month: 
 


o Followers as of January 2012 – 250 
 


o Followers as of January 2013 – 850  
 


o Followers as of January 2014 – 2,350  
 
 
 
 


Figure 2: Annual Twitter Followers 
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Facebook :  
 


 Rebuilt and rebranded Town Facebook account and implemented a system of 
regular updates 
 


 Drove a nearly 200 per cent increase in Facebook “likes” from 2011: 
 


o Overall likes by January 2012 – 250 
 


o Overall likes by January 2013 – 430 
 


o Overall likes by January 2014 – 725 
 


 
 
 


Figure 3: Annual Facebook Likes 
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Drove a more than 10-fold increase in Total Reach via Facebook since 2011: 


 
o Maximum total reach in 2011 – 165 people 


 
o Maximum total reach in 2012 – 478 people 


 
o Maximum total reach in 2013 – 1,800 people 


 
 
 
 
Figure 4: Total Facebook Reach 
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 Established Aurora as a leader in social media promotion. Analyzing Facebook 
and Twitter following as a measure of community engagement (Facebook Likes 
and Twitter Followers per-capita) with municipal peers shows that Aurora leads in 
both social media forums. Newmarket is the exception, with its social media 
presence restricted solely to Twitter.  


 
  
 
 
 


Figure 5: Facebook Likes and Twitter Followers as a Per Cent of Population 
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YouTube: 
 


 Designed a Town of Aurora channel for videos on YouTube, with uploaded 
copies of the streamed committee meetings 
 


 Meetings stay available on YouTube for six months before they are retired  
 


 From September 2013 to February 2014, committee meetings on YouTube have 
been accessed 193 times, with General Committee and Special General 
Committee – Budget proving most popular 
 


 During the live-streams, monthly statistics showing simultaneous views (number 
of people viewing at the same time) suggest a maximum of 11 viewers, typically 
during General Committee    


 
 
LinkedIn: 
 


 Created a new LinkedIn channel for the Town to assist Human Resources, 
saving $10,000 annually in recruitment costs and improving the calibre of 
employment applications received 
 


 LinkedIn has attracted approximately nearly 11,000 views and more than 550 
applications for positions since its inception  
 


 LinkedIn has advertised 16 positions, producing 4 successful hires (25 per cent) 
 


 
PingStreet: 
 


 Launching a new PingStreet “app” with municipal information on recreation, 
infrastructure and the upcoming 2014 election, to coincide with new website 
launch  
 


 


LINK TO STRATEGIC PLAN 
 
Adoption of new technologies for communication and public interaction supports the 
Aurora Strategic Plan goal of Enhancing Communication between Staff and the 
Public. It further promotes a key outcome of the Strategic Plan by Enhancing 
Stakeholder Co-operation and Communication. 
 
 
 












  
  
 
 TOWN OF AURORA 
 GENERAL COMMITTEE REPORT   No. LLS14-012  
 
SUBJECT: Town Record Classification Structure and Retention By-Law and 


Corporate Records and Information Management Policy 
 
FROM: Warren Mar, Director of Legal & Legislative Services/Town Solicitor  
 
DATE: April 15, 2014 
 


 
RECOMMENDATIONS 
 
THAT report LLS14-012 be received; and 
 
THAT Council approve the new consolidated records classification structure and 
retention schedules as outlined in Attachment #1 to report LLS14-012; and 
 
THAT staff bring forward the necessary by-law to Council in order to adopt the 
new records classification structure and retention schedules; and 
 
THAT Council approve and adopt the Corporate Records and Information 
Management (“RIM”) Policy as outlined in Attachment #2 to report LLS14-012. 
 
 
PURPOSE OF THE REPORT  
 
The purpose of this report is to request the approval from Council to replace the Town’s 
current classification structure and By-law Numbers 4358-02.A, 4359-02.A, 4360-02.A, 
4362-02.A, 4363-02.A, 4364-02.A, 4365-02.A and 4373-02.A with a new consolidated 
classification structure and retention by-law as outlined in Attachment #1, together with 
a new Corporate Records and Information Management Policy as outlined in 
Attachment #2.  
 
 
BACKGROUND  
 
Over the past decade and like many other municipalities, the Town of Aurora 
recognized that its growth resulted in greater volumes of records.  The ability to manage 
those records has become difficult, even while staff endeavour to: maintain compliance 
with statutory obligations, reduce search time for records, lower records storage costs, 
and enhance the Town’s ability to protect its institutional memory.  


The growing complexity and variety of records and document management practices in 
the Town necessitated a review to develop a comprehensive Corporate Records and 
Document Management Plan (“Plan”).  In 2012, the Town retained Records and 
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Information Management Services Inc. and InfoMatrix to develop a Plan that would 
govern the creation, use, maintenance, storage, retrieval and disposition of all records, 
regardless of their format (active and inactive, paper and electronic) to better align the 
Town with best practices and recognized standards to minimize potential risks to the 
Town and to position the Town for the future.  


Based on the analysis, audit and examination of the condition of the Town’s records and 
information management, a four-phased Plan was developed and approved by the 
Executive Leadership Team (“ELT”) in September 2012.  


Phase One of the Plan (which has been completed), contains the action plan/roadmap 
for implementing the recommendations made from the review.  


Phase Two is nearly completed and covers the completion of an inventory of physical 
and electronic records; identification of personal information banks, vital and archival 
records; development of a new classification structure; and the creation of a new 
consolidated retention by-law. The approval and adoption of a new Town Classification 
Structure and Retention By-Law is all that is remaining to complete this phase.  


Phase Three is underway and consists of the development of corresponding policies 
and procedures, of which the Corporate RIM Policy is the overarching policy that is a 
direct link to the Town Classification Structure and Retention By-Law.  This phase will 
also include the development of subordinate policies and procedures that are 
administrative in nature.  Other matters to be dealt with in this phase include: (a) the 
development and implementation of an e-mail strategy; (b) reviewing the current 
storage vendor relationship; (c) staff training; (d) physical and electronic records clean-
up; and (e) preparation of an RFP for an electronic document records management 
system (“EDRMS”) and evaluation and selection of the same.  


Finally, Phase Four, which will commence in the last quarter of 2014, will consist of the 
purchase and implementation of the EDRMS and the ongoing maintenance of the Plan 
(including EDRMS).  


This report’s focus is on the recommended approval and adoption of the Town’s new 
Records Classification Structure and Retention By-Law, along with the overarching 
Corporate RIM Policy.  
 
 
COMMENTS 
 
Current Records Retention Issues 
The Town recognizes the importance of a comprehensive corporate retention by-law 
and policy and the risks and costs that its absence creates; however, the Town has 
outdated retention by-laws, classification structure and policies and procedures that are 
no longer effectively guiding its records lifecycle management.   
 
There are eight records retention by-laws for each department rather than one by-law 
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for the Town.  These by-laws do not encompass all possible record series, which can 
result in information being held indefinitely or destroyed prematurely. The current 
Records Retention Schedule is unique to each department at the time of the Town’s 
2002 organizational structure and department names.  Over the years, the Town has 
reorganized and renamed departments that no longer align with the current Records 
Retention Schedule (see Figure 1). 
 


Figure 1: Town Departments Then (2002) and Now (2014) 


2002 Town of Aurora  
Organization Structure 


2014 Town of Aurora  
Organization Structure 


 
Mayor and Council 


 
Mayor and Council 


 
Administration Department 


(CAO and Legal) 
 


Administration 
(CAO, Corporate Communications, and Human 


Resources) 


 
Corporate Services 


(Human Resources, Clerks, By-law Enforcement, 
Committee of Adjustment, and Marketing 


Communications) 
 


Legal & Legislative Services 
(Legislative/Clerks, Purchasing, and Legal) 


Building Administration 


 
Building & By-law Services 


(Building, By-law Enforcement, and Customer 
Service/Access Aurora) 


 
 


Leisure Services 
(Recreation and Parks) 


 


Parks & Recreation Services 
(Parks & Trails, Recreation, Seniors & Youth, and 


Special Events) 


 
Planning Department 


 


Planning & Development Services 
(Development Planning, Long Range and Strategic 


Planning, Heritage Planning, and Committee of 
Adjustment) 


 
Public Works 


(Engineering & Operations, Waste Management, 
Water Works, and Roads & Traffic) 


 


Infrastructure & Environmental Services 
(Engineering, Operations (Roads), Operations 


(Waste/Recycling), Operations (Water and Sewer 
Management), and Facilities, Property & Fleet 


Services) 
 


Treasury 
(Finance, Purchasing, and Information Technology) 


 


Corporate & Financial Services 
(Corporate Accounting & Revenues, Financial 


Planning, and Information Technology) 
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There are years of backup tapes that contain unmanaged Town data, as well as 
information stored in databases because there is no retention by-law for their 
management. 
 
In terms of general trends across various organizations, recent survey results provided 
by OpenText (see Figure 2) indicates that every two years the size of digital information 
is expected to double as a result of more data generated and captured due to increased 
business activities and growth. The amount of data being stored at the Town has a 
current cost of $198,259 of the total Information Technology 2014 budget and continues 
to rise. 
 
Figure 2: OpenText Enterprise Content Management 
 


 
 
Furthermore, the Town currently has over 1600 gigabytes stored in the network 
departments’ drive alone. This does not include the data being stored in a number of 
databases or other servers such as: iCity, Agreement Tracking System (ATS), Records 
System (inactive storage tracking), Legal Services Index, Maximo, Route Patrol, GIS, 
MIS, etc. that continues to retain data and expand.  The Compliance, Governance and 
Oversight Council reports that findings show most companies are storing more than half 
of the data information that is considered unnecessary or have no value (see Figure 3).   
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Figure 3: Source: The Compliance, Governance and Oversight Counsel (CGOC) Summit (2012) 


 
http://www.forbes.com/sites/ciocentral/2012/07/17/defensible-disposal-you-cant-keep-all-your-data-forever/ 


 
With the new Classification and Retention By-Law and Corporate RIM Policy in place, 
an estimated reduction of 1104 gigabytes should be found based on removing 69% of 
the information we are storing that has no business value (duplicates and disposition of 
information no longer needed).  More importantly, if the Town continues to accumulate 
information at the rate of doubling every two years, another server (at an estimated cost 
of $35,000) will be required to accommodate the additional storage within three years. 
 
The current records retention by-laws do not designate who holds the official records. 
The current network data structure reflects the current departments (with some legacy 
departmental naming), each with their own folders, permissions and securities, which 
produces each department’s information being stored in silos with no cross-
departmental ability to easily share information. 
 
As a workaround, shared folders have been implemented, but the shared folders have 
become unstructured and disorganized, making it difficult, costly, and inefficient to 
search for records.  Furthermore, documents are stored that are of no use to the Town, 
creating excessive duplication and uncertainty of accountability for keeping the records 
for the appropriate retention period.   
 
Both permanent and archival records are not identified in the current records retention 
by-laws.  Permanent records are usually mandated by legislation whereas archival 
records are selected for their historical or enduring value once their business value to 
the Town has ended.  
 
The current records retention by-laws do not adequately identify or designate personal 
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information as outlined in the Municipal Freedom of Information and Protection of 
Privacy Act (“MFIPPA”).  In order to comply with MFIPPA, retention timeframes need to 
be applied to personal records so that they can be destroyed in the “normal course of 
business.”  Additionally, the lack of an updated and comprehensive records retention 
by-law makes it difficult to sort out personal information and other forms of information 
that cannot be disclosed and must protected, as opposed to information that can be 
properly disclosed.  This lengthens the response times for freedom of information 
requests (“FOIs”).  
  
The current records retention schedule has not be reviewed or updated since it was 
enacted in 2002 to reflect the current business services or legislative changes. The 
current structure, based on “The Ontario Municipal Records Management System” 
(“TOMRMS”) was purchased and implemented by the Town in the early 1990s to 
organize records and set retention periods; however, TOMRMS is being used unevenly 
to classify and manage documents and does not support changes made throughout the 
organization and its business (see Figure 4).  
 
Benefits of a New By-law and Corporate RIM Policy 
The new classification structure and retention by-law will modernize the TOMRMS 
classification structure to a functional approach using the International Organization of 
Standards (ISO 15489) that is based on the content of the document and accompanied 
by a retention timeframe that reflects applicable legislation and business need. The 
main reasons for a functional approach are as follows:  


• Eliminate duplication of records because all records related to a specific function 
are grouped together rather than split up among departments. For example, all 
agreements and contracts would be under the Legal, Licensing & Permits 
Function.  This also aids in eliminating silos of information between departments. 
 


• Provides integrity and thus reliability when searching for information within the 
central repository because all “like” things are filed together rather than 
“classified “ under different departments or subjects.  This assists in providing 
faster and more thorough responses to requests for information both internally 
and externally (FOIs). 
 


• Business functions are independent of organizational structure, so that changes 
in organizational structure do not affect the classification scheme, so that network 
drives and folders do not have to be “re-invented”. 
 


• Ensures compliance with the records retention, inspection, and destruction 
provisions of sections 253, 254, and 255 of the Municipal Act, 2001. 
 


• Increases the accountability, access, and transparency of the Town’s operations 
and records management by allowing for easier access to the Town’s records, 
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and eliminating unnecessary controls over records that can occur in a 
departmental/silo approach to storing information. 


As part of the Town’s movement to a unified records retention by-law and classification 
structure, the approval of the Town’s auditor has been obtained to adopt the proposed 
retention periods, in accordance with subsection 255(3) of the Municipal Act, 2001 (see 
Attachment #3). 


Figure 4: Sample of 2002 Records Retention Schedule  
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Figure 5: Sample of 2014 New Records Retention Schedule  


 
 
 
The Functional Classification Scheme and Retention Periods 
The functionally based classification structure provides a hierarchical framework for the 
organization and description of records.  The functional approach of the classification 
scheme organizes records in a series (e.g. invoices, agreement/contracts, employee 
files, policies and procedures, budgets, etc.) that is “related” to a function rather than a 
department. To achieve this relationship, the structure is divided into three levels.  The 
first is the functional level of which the Town has identified eleven functional categories: 
 
Administration  
Asset Management and Maintenance  
Communications and Stakeholder Relations  
Environment, Safety and Sustainability  
Financial Management  
Governance  


Human Resources Management  
Information Technology and  Records 
Management  
Legal, Licensing and Permits  
Planning, Development and Building  
Recreation and Cultural Services  
 


 
The second level of the hierarchy is related to the functional category by an activity. A 
range from two to nine activities to a functional category has been created in the new 
structure. The final and third level of the structure is the record series and each series is 
associated to an individual activity (see Figure 6).  
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Figure 6: Example of the Functional Hierarchy Levels 


 
The retention periods in the new by-law are based on a number of requirements: (a) 
legal/statutory/regulatory obligations that are mandatory for the retention of records; (b) 
best practices for retention of records, as established by business needs/services 
identified by Town departments; (c) comparable practices and retention periods in other 
municipal organizations; and (d) providing an effective and clear manner for retaining 
information so that staff can quickly serve requests from the public and improve 
customer service. 
 
 
LINK TO STRATEGIC PLAN 
 
The Records Classification Structure and Retention By-Law and RIM Policy supports 
the Strategic Plan goals of Investing Sustainable Infrastructure and Supporting 
Environmental Stewardship and Sustainability and Promoting and Advancing 
Green Initiatives through its accomplishment in satisfying requirements in the following 
key objectives within these goal statements: 
  
Invest in Sustainable Infrastructure:  Implementing the new Records Classification 
Structure, Retention By-Law and RIM Policy will ensure protection of information assets 
and historical records and provide access to records as well as ensure compliance with 
legislation.  
 
Supporting Environmental Stewardship and Sustainability and Promoting and 
Advancing Green Initiatives:  By reducing duplication of both electronic and paper 
copies, the new Records Classification Structure, Retention By-Law and RIM Policy 


Functions 
(Level 1) 


•Administration 
•Asset Management and 


Stakeholder Relations 
•Communications and Stakeholder 


Relations 
•Environment, Safety and 


Sustainability 
•Financial Management 
•Governance 
•Human Resources Management 
•Information Technology and 


Records Management 
•Legal, Licensing & Permits 
•Planning, Development and 


Building 
•Recreation and Cultural Services 


Activities 
(Level 2) 


•Building, Planning & Zoning 
•Engineering Planning & 


Development 
•Project Management – Municipal 


Properties 
•Urban Planning 
•Property / Facility Drawings & 


Images 
•Municipal Addressing 
•Heritage Planning 


Series / Sub-Topics 
(Level 3) 


•Official Plan & Amendments 
•Secondary Plans 
•“M” Plans 
•“R” Plans 
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would reduce the impact on the environment and associated printing costs.  
 
 
ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
1. Status quo under current Town classification structure and eight retention by-laws. 


This solution leaves the Town with the greatest risks as the classification codes and 
retention periods are no longer applicable under the current organizational 
departments and no longer meet compliance under updated statutes. 
 


2. Update current TOMRMS classification structure to minimally address duplicate 
codes, apply office of accountability, and apply consistent retention periods as 
applicable to codes of record series; however, the current by-laws are still not 
reflective of current organizational structure and would require updating and 
consolidation due to changes in the classifications and retention periods schedule. 
This solution is only temporary for as long as organizational changes do not occur. 


 
 
FINANCIAL IMPLICATIONS  
 
If the Town had to undergo a comprehensive e-discovery process of all Town records 
(i.e., a full information audit for a legal matter involving all Town departments), the 
consultants have suggested it could cost over $3 million to do so because there are 
currently 2.5 million “books” of information being stored electronically and not being 
managed and/or stored properly/effectively.  
 
If the Town continues to accumulate information at the rate of doubling every two years, 
another server (for one has just been recently purchased) will be required for another 
cost of approximately $35,000.00 to accommodate the data storage needs within three 
years.  
 
Based on rising data volumes of 40 percent, Deidre Paknad, Director of Information 
Lifecycle Governance Solutions at IBM reported, “even though storage prices are 
declining and technology is improving, it is still expected that storage costs will increase 
to consume close to 20% of the Information Technology budget”.  The Town is currently 
expensing 11% ($198,259) of the total IT budget on storage.  If the trend on the Town’s 
current storage of data continues without change, this budgeted amount on storage 
would need to be increased at least from 11% to 15% (being $270,354) of the 2014 total 
IT budget.  This equates to an increase of $72,095 to continue supporting the Town’s 
stored data information.  
 
Implementation of the Corporate RIM Policy and the new records retention by-law will 
not incur any additional cost at this time, will likely save money over time as noted 
above, and will support the move to an EDRMS system in the next phases of the Plan. 
 











Town of Aurora Record Classification 
Structure & Retention By-law 


 


The Town of Aurora’s Record Classification and Retention By-law is a valuable tool to manage information declared to be 
records whether created or received by the Town of Aurora. This schedule provides the framework to identify, organize, retain 
and dispose of records whether they are in paper or electronic format. 
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OVERVIEW 
The records classification and retention structure is a valuable tool to manage the records and information created or received by the Town of Aurora and as such, it is an important strategic 
business resource. The systematic application of managing information through a classification structure allows for the control of information assets throughout its lifecycle – from cradle to grave. 
By consistently identifying information, regardless of where it is held, the structure removes barriers to access (assuming appropriate permissions) while also protecting privacy and allows 
information to be available in a timely fashion to those who need it. This access is essential for supporting decision-making and sharing the knowledge developed through collaboration efforts. 
Such a system also supports accountability and good governance, protects personal and confidential information, captures and preserves the corporate memory and the history of the Town of 
Aurora while improving organization efficiencies and mitigating risk. 
 
The Town of Aurora’s Classification and Retention By-law is the official policy for the management of records at the Town. It provides staff with the authority to manage records in accordance with 
relevant policies, legislation and regulations. The Town of Aurora has adopted the International Organization of Standards (ISO 15489) standard of a functionally based classification structure to 
provide a hierarchical framework for the organization and description of records. The structure is based on the content of the document and applies to all records, regardless of whether they are in 
paper, digital, image, audio or video format. Each classification category is accompanied by a retention timeframe that reflects applicable legislation and business need. The main reasons for a 
functional approach are as follows: 
 


• Eliminates duplication of records because all records related to a specific function are grouped together rather than split up among departments. For example, all agreements and contracts 
would be under the LEGAL, LICENSING & PERMITS function; 


• Provides integrity and thus reliability when searching for information within the central repository because all “like” things are filed together rather than “classified” under different 
departments; 


• Business functions are independent of organizational structure. Changes in organizational structure do not affect the classification scheme. It doesn’t have to be “re-invented”; 
• Department names are forever changing, but functions remain constant; 
• Reduces silos of information. 


 
 
The functions of the Town of Aurora are as follows: 
 


Administration  
Asset Management and Maintenance  
Communications and Stakeholder Relations  
Environment, Safety and Sustainability  
Financial Management  
Governance  


Human Resources Management  
Information Technology and  Records Management  
Legal, Licensing and Permits  
Planning, Development and Building  
Recreation and Cultural Services  
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DEFINITIONS  
TOWN 
“Town” or “Town of Aurora” means The Corporation of the Town of Aurora. 
 
RECORD 
The International Organization for Standardization (ISO) defines a record as “recorded information in whatever physical format created, collected or received in the initiation, conduct or completion 
of an activity which has content, context and structure, is authoritative and reliable and provides evidence of decision-making”. Records can include books, papers, maps, electronic documents, 
digital, video, voice recordings, web pages, etc. 
 
TRANSITORY RECORD  
Such a record is useful for only a short time, communicates information that is ephemeral, is temporary and has minor importance. When its use is over it should be deleted or destroyed. A 
transitory record can be destroyed at any time before the retention period of the original document as the official or original document is held by the originator/primary area of accountability and 
subject to the approved retention period. Examples of transitory records include the following: 
 


• personal messages 
• general notices and announcements  
• copies of documents and emails 
• cc, bcc, or FYI emails kept only for convenience  
• drafts and working documents to prepare final records.  


 
NON-RECORD  
This type of record has no bearing on the organization’s functions, operations, or mandate. A non-record may be a general distribution item, reference book, published legislation from other 
municipalities or government agencies or extra copy/convenience copy. A non-record is typically used, if ever, only for a very limited period of time. It does not have to be collected and maintained. 
This document is not required to be retained and therefore does not appear on a records retention by-law. 


 
When applying the retention by-law to the Town of Aurora records, the above definitions of a record, transitory and non-record, determine what and how it should be classified and focus on core 
business documents generated by the originator or the primary area of accountability. 
 
However, notwithstanding the above definition of a transitory record, it is recommended that convenience copies and drafts be subject to classification. 
 
Convenience Copies 
• Convenience copies are, by definition, not considered records as they are usually duplicates of the official record. They could also be a FYI copy (for your information). However, recent legal 


actions have drawn attention to the use of convenience copies for purposes of evidence or discovery. Incidents have occurred where primary documents have been destroyed as per 
established retention by-law but convenience copies still existed in the organization. These copies have been deemed to be official and subject to discovery or legal proceedings. Given these 
legal implications it is important for the Town of Aurora, if required, to classify convenience copies and ensure they are tracked and destroyed or disposed of no later than the retention period of 
the original document. 
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• Convenience copy holders are encouraged to destroy these copies on a regular basis. Convenience copies can be destroyed at any time before the retention period of the original document as 
the official or original document is held by the originator/primary area of accountability and subject to the approved retention period. A convenience copy cannot be held longer than the original 
document’s retention period. Convenience copies cannot be sent to off-site storage. Only the original document from the originator / primary office of accountability identified on the retention by-
law will be sent to off-site storage, as applicable, and in accordance with the retention by-law. 


 
 
TABLE HEADINGS 
 
RECORD SERIES  
Record series are defined as a group of related records that have the same form and function are filed as a unit and are maintained together for retention scheduling purposes. Record series are 
destroyed as a unit when the retention period is up unless there is a litigation or audit hold on the record series. The record series are grouped into broad organizational functions, then by the 
activities that take place within each function. Activities are created based on the roles and responsibilities of staff who partake within that activity. Within each activity are the records that are 
created through that activity – it is the evidence of a business action – these are the record series where retention is applied. The types of documentation found in each record series are described 
in what is referred to as a scope note, found below the title of the activity.  
 
FILING METHODOLOGY 
The filing methodology outlines the filing system that should be used for that particular record series whether it is by date, subject, person’s name, project number, etc. This provides consistency 
when searching for documents as the documents will follow the same pattern within the record series. 
 
ACCOUNTABILITY 
This classification scheme identifies the Office of Accountability – the business unit or department who is accountable for ensuring that the official record is managed throughout its lifecycle. This is 
the business area that has primary interest or ownership of the records. They are considered to be the official holder of the original records. When accountability refers to the “originator” it applies if 
the individual received the document from an external source. This person becomes accountable for retention and disposition. 
 
RETENTION 


Active Retention – are records which are still actively being used by an office/department.  They are usually referenced on a daily or monthly basis. If paper records, they are usually located 
within the office/department (i.e. filing cabinets) area since they are used frequently. 


Inactive Retention – are records which are no longer referenced on a regular basis and tend to be stored in a less accessible place. If paper records, may be stored in Town Hall Records 
Room or off-site storage. If electronic records, they may be stored in the ‘Archival’ network drive since they are not used frequently.  Records become inactive when they reach their 
completion or end of active use (e.g. event finished, project closed, fiscal year end, etc.) as identified in this Records Retention Schedule. 
 
Total Retention – specifies the total length of time records must be kept. An event such as the termination of an agreement or project close may be used to indicate when the retention 
calculation begins. Retention periods are reviewed by Legal and Legislative Services and approved by Council.   


DISPOSITION 
The column labelled “Disposition” refers to how the records are disposed of at the end of their lifecycle. Once the records have reached the end of their total retention period they may be totally 
destroyed/expunged, or all or part of the record series may be designated as archival selection or archival which means the entire record series is kept for future generations. Records identified in 
the classification structure and retention by-law can only be destroyed/disposed of in accordance with the Town of Aurora’s records destruction procedures and in conjunction with approval from 
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Department Heads, Legal and Clerk. All destroyed records should be documented by a certificate of destruction as proof of final disposition. The certificate of destruction is a permanent document 
to prove destruction took place, what records were destroyed and when they were destroyed. 
 
SECURITY CLASSIFICATION 
In order to protect the confidentiality, integrity and availability of the Town of Aurora’s data, each record series is assigned a security classification, being public, internal or confidential according to 
the classification levels defined in the Town of Aurora’s “Information Classification & Security Policy”.  
 


SECURITY CLASSIFICATION LEVELS 
Public: This classification applies to information in the public domain. The information is fit for distribution via public channels such as email and websites. Disclosure of Public information 
is not expected to adversely impact The Town of Aurora, its employees, its stakeholders, its business partners, and/or its customers. 


Internal: This classification applies to general information intended or appropriate for any internal audience or a restricted external audience such as stakeholders. Internal access is 
unrestricted, but external access is based on a business need-to know basis. 


Confidential:  This classification applies to the most sensitive business information that is intended for a limited audience. Its unauthorized disclosure could seriously and adversely impact 
the Town of Aurora, its employees, its stakeholders, its business partners, and/or its customers. Records which are designated as confidential are accessible only by a defined sub-group 
of the Town of Aurora. Access permissions may be given to staff based on their membership to a specific group or individually as Town of Aurora management deems appropriate. 


 
CITATIONS AND COMMENTS 
The Citation/Comments column provides the cross reference identifier to the legislative citations that are recommended as applicable for each category of records. FED refers to the Federal 
legislation and ONT refers to Ontario legislation. 
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LEGEND FOR RETENTION & DISPOSITION TERMS 
 


Code Term Definition 


A Archival  
Record series which has been assessed to have historic significance. Archival documents are retained for 10 years at which point they are appraised again for historic 
importance and possibly archived for another 10 years. Every 10 years they are reviewed for historical significance. For electronic records they are reviewed to 
determine if these will continue to be migrated. 


AS 
 


Archival 
Selection Before 
Destruction 


Refers to reviewing the records series before destruction to see whether they have historic significance prior to destruction. This is different from archival because in 
the case of an archival designation the entire records series is kept for posterity, whereas, in archival selection before destruction, records are “selected” for potential 
historic significance. The entire record series is not kept. 


CY Current Year Refers to January 1st to December 31st. This means that the record series is kept for the current year the record was declared (created and final) plus the additional 
years outlined in the retention by-law e.g. CY+2 means that the current year plus 2 additional years will be kept. 


FY Current Fiscal 
Year 


Refers to January 1st to December 31st.  NOTE:  Town of Aurora’s fiscal year is the same as the calendar year.  However for financial information most times the 
retention is referred to as fiscal year. This means that the record series is kept for the current fiscal year that the record was declared (created and final) plus the 
additional years outlined in the retention by-law e.g. FY+6 means that the current fiscal year plus 6 additional years will be kept. 


D Destroy Requires that upon expiration of the retention period the document is destroyed – shredded, recycled, deleted (expunged). 


S/O Superseded or 
Obsolete Refers to the replacement of a document once it has been updated or revised. The new document supersedes the previous version.  


T/E 


Event Trigger for 
termination or 
close of an event 
or activity 


Refers to a record being retained until it has been closed or terminated, typically used for case-based or project records where the retention refers to the case being 
closed or the transaction being completed. For example, this retention applies to an employee file and is triggered at the point at which the employee leaves the 
organization. These records are usually maintained until the case or transaction or employee record is closed/terminated plus a pre-defined number of years, e.g. 
T/E+3 means retained until the case is closed plus 3 more years. 


PIB 
Personal 
Information Bank 


Refers to records of individuals who are identifiable by home address, phone number, SIN#, OHIP#, etc. This information is protected under the Municipal Freedom of 
Information and Protection of Privacy Act (MFIPPA) legislation. 


P  Permanent Refers to records that are reviewed every 10 years to see if permanent value is still valid. This is a best practice from Library and Archives Canada. 
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SUMMARY OF TOWN OF AURORA FUNCTIONS, ACTIVITIES AND RECORD SERIES 


FUNCTIONS ACTIVITIES RECORD SERIES 


ADMINISTRATION ACCESS & PRIVACY • Access to Information & Personal Information Protection - Access Requests 
• Access to Information & Personal Information Protection - Compliance 


CORRESPONDENCE MANAGEMENT • Administrative Records – Executive  
• Administrative Records – Office Administration 


ADMINISTRATIVE SERVICES MANAGEMENT   • Books / Subscriptions / Reference Materials 
• Courier, Postal & Custom Services 
• Board Room Bookings  
• Office Supplies 
• Templates & Forms – Blank 


MEETING MANAGEMENT  • Meetings & Committees – Internal 


POLICIES & PROCESS MANAGEMENT • Policies, Procedures, Standards, Guidelines 


PROJECT MANAGEMENT - ADMINISTRATIVE • Projects / Research / Special Studies 


ASSET MANAGEMENT AND 
MAINTENANCE 


MAINTENANCE & OPERATIONS MANAGEMENT – 
FIXED ASSETS 


• Asset Register 
• Town Buildings’ Construction Renovation 
• Building Operations and Maintenance 
• Town Facilities’ Drawings 
• Work Orders 
• Service & Repair Requests 


FLEET/VEHICLE MAINTENANCE • Fleet/Vehicle History & Maintenance Records for Fleet 


ROAD/LINEAR ASSET DESIGN & MAINTENANCE • Road & Linear Asset Design Planning / Reconstruction 
• Maintenance & Repairs 
• Utility Location Records 


TRANSPORTATION STUDIES  • Transportation Studies 


TRAFFIC MANAGEMENT • Traffic Counts 
• Traffic Count Reports 
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FUNCTIONS ACTIVITIES RECORD SERIES 


PARKS MANAGEMENT • Parks Maintenance Files 
• Tree Inventory 


COMMUNICATION AND STAKEHOLDER 
RELATIONS 


MEDIA & PUBLIC RELATIONS 


 


 


 


 


• Achievement / Recognition Rewards 
• Complaints, Commendations, Issues from residents 
• Media Relations 
• Media Coverage about the Town of Aurora 
• Photographs – Town of Aurora Events 
• Presentations & Speeches 


GRAPHIC DESIGN/ PUBLICATIONS/WEBSITE 
CREATION & COORDINATION 


• Corporate Identity 
• Promotional, Publication Material & Information Packages 
• Promotional, Publication Material & Information Packages Production & 


Distribution 
• Website / Intranet Content Management 
• Web / Social Media Analytics 


EVENTS MANAGEMENT • Event Arrangements & Logistics – Corporate, Employee or Community Event 
• Attendee / Participant Relations – Corporate, Employee or Community Event 


COMMUNITY STAKEHOLDER RELATIONSHIP 
MANAGEMENT 


• External Sector Organizations & Associations 


ENVIRONMENT, SAFETY AND 
SUSTAINABILITY 


ENVIRONMENTAL PLANNING & PROTECTION • Environmental Applications & Approvals 
• Environmental Assessments  
• Environmental Monitoring & Control 
• Environmental Master & Other Sustainability Plans 
• Air Pollution & Control 
• Noise Pollution & Control 
• Weather Monitoring 
• Pesticide/Herbicide Application 
• Waste Management 
• Drinking Water Quality Management System(DWQMS) 
• Recreation Pool Water Testing 
• Weed Control 
• Tree Inspections 
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FUNCTIONS ACTIVITIES RECORD SERIES 


HEALTH, SAFETY & SECURITY MANAGEMENT • Occupational Health & Safety Program Management 
• Hazardous Materials 
• Fire Monitoring & Safety  
• Emergency Management Planning 
• Property Security Administration 


FINANCIAL MANAGEMENT TOWN REVENUES ADMINISTRATION • Accounts Receivable Processing 
• Cash Receipts 
• Income Tax Deductible Donations & Receipts 
• Development Charges 
• Grants To Town 
• Grants From Town 


MUNICIPAL TAX ADMINISTRATION • Tax Billing – Municipal 
• Tax Account Auto Pay Documentation 
• Tax Certificates – Municipal 
• Property Tax Assessment, Levy Adjustments & Appeals 
• Tax Appeals By Town 
• Property Tax: Charity & Vacancy Rebates 
• Property Assessment Rolls 
• Tax Account – General Administration 


WATER ACCOUNT ADMINISTRATION • Water Billings 
• Water Account Auto Pay Documentation 
• Water Certificates – Municipal 
• Water Collections 
• Water Account – General Administration 


ACCOUNTING ADMINISTRATION • Accounts Payable Processing 
• Commodity Tax Filings & Returns 
• Debt 
• Securities – Letters of Credit (LC) & Cash 
• Banking Transactions & Reconciliations 
• General Ledger 
• General ledger Reconciliation 
• Month-end closing & Analysis 


 







Town of Aurora Record Classification and Retention By-law       April 2014 


Retention & Disposition Legend:   A = Archival; AS = Archival Selection; CY = Current Year; FY = Fiscal Year; D = Destroy; S/O = Superseded or Obsolete; T/E = Termination/Event - closed/completed; PIB = Personal information Bank under 
MFIPPA; P = Permanent                         Page 11 of Page 78 


FUNCTIONS ACTIVITIES RECORD SERIES 


FINANCIAL PLANNING & INVESTMENT 
MANAGEMENT 


• Annual Business Planning & Budgeting (Operational & Capital) – Working Papers 
(For Departments) 


• Budget – Operating & Capital Working papers (For Finance) 
• Long Range Capital Plans – Working Papers 
• Long Range Capital Plans Approved – Final 
• Capital Asset Accounting 
• Investments & Reconciliations 
• Reserve Fund Accounts 


FINANCIAL REPORTING • Financial Reporting – Monthly & Quarterly Working Papers (For Departments) 
• Financial Reporting – Monthly & Quarterly (For Finance) 
• Financial Statements & Auditor’s Reports 
• Year End & Audit Reporting – Preparation Working Papers 
• Financial Information Returns (FIR) & Municipal Performance Management 


Program (MPMP) Reporting 


AUDIT • Auditor Relationship Management 
• Services Audit –Internal 


PAYROLL ADMINISTRATION • Payroll Processing 
• Time & Attendance Reporting 
• Payroll – Remittances 


PROCUREMENT • Vendors / Service Providers 
• Proposals & Submissions Management (Unsuccessful / Declined Vendors) 
• Contractor Relationship Administration (Successful Vendors) 
• Vendor / Contractor Performance Management 
• P-Card Management 


GOVERNANCE BY-LAWS ADMINISTRATION • By-Laws 


COUNCIL ADMINISTRATION • Council Orientation & Administration 


COUNCIL & COMMITTEE MEETINGS MANAGEMENT • Council  Agenda & Minutes 
• Staff Reports to Council 
• Meeting Records – Closed Session 
• Committees – Appointed By Council 
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FUNCTIONS ACTIVITIES RECORD SERIES 


ELECTION MANAGEMENT • Municipal Election Administrative Records 
• Municipal Election Records –  Campaign Finance  
• Election Results 
• Election Records – Voters / Poll Lists / Ballots  


STRATEGIC & LONG RANGE PLANNING • Strategic & Administrative Plans 
• Master Plans 


GOVERNMENT RELATIONS MANAGEMENT • Government / Intergovernmental Relations 
• Accessibility for Ontarians with Disabilities Act (AODA) 


HUMAN RESOURCE MANAGEMENT ORGANIZATION & POSITION MANAGEMENT • Job Descriptions 
• Organization Design 


RECRUITMENT & SELECTION • Recruitment & Staff Selection 


EMPLOYEE MANAGEMENT • Employee Files 
• Employee Medical Files 
• Employee Recognition Program 
• Employee Surveys 
• Workers’ Compensation & Disability Management 


EMPLOYEE COMPENSATION & BENEFIT 
ADMINISTRATION 


• Employee Compensation 
• Employee Benefit Programs 
• Pay Equity 


TRAINING & SKILLS DEVELOPMENT • Employee Orientation Program 
• Training & Learning – Internal 
• Training Opportunities – External 
• Training / Certification Records 
• Attendance of Participants 


LABOUR & EMPLOYEE RELATIONS • Human  Rights Complaints & Investigations 
• Grievances & Arbitrations – Union & Non-Union 
• Labour Negotiations 


PENSION ADMINISTRATION • See Employee Management, Employee Files 
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FUNCTIONS ACTIVITIES RECORD SERIES 


INFORMATION TECHNOLOGY AND 
RECORDS MANAGEMENT 


INFORMATION TECHNOLOGY - COMPUTER & 
INFORMATION SECURITY 


• Computer System Access & Security 
• Disaster Preparedness  & Recovery Planning 
• System Back-up 


APPLICATIONS & SYSTEMS DEVELOPMENT • Business Process Models & Reviews 
• Product Evaluations 
• Systems Development & Implementation 


COMPUTER OPERATIONS & SUPPORT • Hardware & Software Manuals / Instructions / Operating Procedures 
• GIS Data (Also known as Geomatics)  
• Help Desk Logs & Reports 
• System Operations 
• Internet & Intranet Development / Management 
• Telecommunications & Electronic Communication Systems 


RECORDS/DOCUMENT MANAGEMENT • Classification & Records Retention By-law 
• Records Destruction Certificates 
• Records Centre Operations 


LEGAL, LICENSING AND PERMITS AGREEMENTS & CONTRACTS/LEASE 
ADMINISTRATION 


• Agreements/Contracts/Leases 
• Dispute Resolution & Contract Negotiations 


MATTER MANAGEMENT • Departmental Legal Matters 
• Precedents 
• Ontario Municipal Board (OMB) Case Files 
• Ontario Municipal Board (OMB) Decisions 


INSURANCE, RISK & COMPLIANCE MANAGEMENT • Insurance & Risk Management 
• Compliance Letters 
• Legal Opinions / Advice / Briefs 
• Accident & Incident / Occurrence Reporting 


REAL PROPERTY MANAGEMENT • Real property Acquisition / Expropriation/ Disposition  


LITIGATION / CLAIMS • Claims By the Municipality 
• Claims Against the Municipality – Insured & Not Insured 
• Insurance Claims 
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FUNCTIONS ACTIVITIES RECORD SERIES 


USE & PERMISSION AUTHORIZATION • Consent Release Forms & Waivers 


LICENCES & PERMITS PROCESSING PERMITS • Licences & Permits 


BY-LAW ENFORCEMENT • Provincial Offenses 
• Complaints, Citations, Notices of Violations & Investigations 
• Municipal By-law Infractions 


VITAL STATISTICS • Vital Statistics Applications 
• Vital Statistics Register - Marriage, Death & Births 


PLANNING, DEVELOPMENT  AND 
BUILDING 


BUILDING, PLANNING & ZONING • Development Inquiries / Pre-Application Consultation & Complete Application 
Checklist 


• Planning Applications  
• Application & Permits – Other 
• Building Permits 
• Property Reference File (Residential & Non-Residential) 
• Inspections – Building 


ENGINEERING PLANNING & DEVELOPMENT • Design & Development Review Documentation 
• Design Standards 


PROJECT MANAGEMENT – MUNICIPAL 
PROPERTIES 


• Municipal Property Design & Development 


URBAN PLANNING • Official Plan & Amendments 
• Secondary Plans 
• “M” Plan 
• “R” Plan 


PROPERTY/FACILITY DRAWINGS & IMAGES • Engineering Drawings / Plans – Non Town Assets 
• Air Photography 
• Maps 


MUNICIPAL ADDRESSING • Street Names & Numbers 


HERITAGE PLANNING • Heritage Resources 
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FUNCTIONS ACTIVITIES RECORD SERIES 


RECREATIONAL AND CULTURAL 
SERVICES 


PROGRAM MANAGEMENT • Recreational Program Records 
• Program Registration & Memberships 
• Recreation Attendance Records 
• Permission Slips 
• Programs – Aquatics – Swim Results 
• Activity / Statistical Reports  
• Waivers of Liability / Parental Consents 
• Training Records for Certifications 
• Travel Arrangements for Participants 


FACILITY RESERVATIONS – RECREATIONAL • Facility Bookings 


CULTURAL ACTIVITIES • Twinning Cities 
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RECORD CLASSIFICATION AND RETENTION TABLE 


ADMINISTRATION   The function of managing the administrative activities of the departments. Records relating to general office information such as executive 
correspondence, office administration records, internal and staff committee meetings, minutes, agendas, contact lists, office supplies, blank 
template/forms, as well as the management of access requests under the MFIPPA legislation. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


ACCESS & PRIVACY 


ACCESS TO INFORMATION & PERSONAL 
INFORMATION PROTECTION – ACCESS REQUESTS 


Records relating to the receipt and processing of access 
requests for of Aurora records and privacy complaints. 
Documents may include formal and informal requests for 
information, consultation documentation, correspondence, 
access decisions, fee estimates, third party notices, written 
appeal submissions to the Information and Privacy 
Commissioner of Ontario (IPC), IPC orders and decisions, and 
IPC compliance findings and recommendations. 
 


By name of individual/ 
organization 


Clerk’s Office T/E+1 1 T/E+2 
 
T/E = file closed 
upon completion 
of case 
 


Destroy Confidential PIB 
Ont.95, 
Ont.119, 
Ont.206, 
Ont.219  


ACCESS TO INFORMATION & PERSONAL 
INFORMATION PROTECTION – COMPLIANCE 


Records relating to strategies and initiatives undertaken, to 
ensure the Town of Aurora is in compliance with the public’s 
right of access to Town records and the protection of personal 
information resources. Documents may include impact 
assessments, copies of policies and guidelines, data-sharing 
checklists and supporting correspondence. 
 


By topic Clerk’s Office S/O+2 0 S/O+2 Destroy Public 
 
. 


 


CORRESPONDENCE MANAGEMENT 


ADMINISTRATIVE  RECORDS – EXECUTIVE 


Executive records are the administrative and operational 
records of the offices of senior executive.  
 


Alphabetical by subject Management  & 
Executive 


CY+6 0 CY+6 Destroy Confidential  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


ADMINISTRATIVE RECORDS – OFFICE 
ADMINISTRATION  


Records relating to general office administration functions and 
subjects not covered elsewhere.  This may include daily 
correspondence and chronological files, calendars, travel 
arrangements, monthly activity or status reports, etc. 
 


Alphabetical by subject Originator CY+2 0 CY+2 Destroy Internal  


ADMINISTRATIVE SERVICES MANAGEMENT 


BOOKS / SUBSCRIPTIONS / REFERENCE MATERIAL 


Records relating to the management of external publications 
such as library material used for reference purposes. Also 
includes the management of office subscriptions, books, and 
digital publications purchased by staff or Departments. This 
includes subscriptions for professional newsletters, printed and 
electronic journals, business and news periodicals, and book 
orders. Subscriptions may be used for reference, research, or 
display purposes. Documents may include completed 
subscription order forms, copies of financial invoices and 
correspondence. 
 


Alphabetical by 
subscription type 


Originator CY+2 0 CY+2 Destroy Internal  


COURIER, POSTAL & CUSTOM SERVICES 


Records relating to the use of hard-copy mail and courier 
services by the Town of Aurora. Includes postal and mail 
functions with Canada Post, courier services, freight services, 
and customs information such as clearance and related 
documentation. Documents may include mailing lists, logbooks, 
shipment permits, copies of post office regulations and reports 
on lost or damaged mail/courier packages. 
 


By type of document Customer 
Service 


CY+2 0 CY+2 Destroy Internal  


BOARD ROOM BOOKINGS 


Records relating to selecting, reserving, using and providing 
rooms for meetings, seminars and other such gatherings for 
Town staff. Excludes rooms/facilities booked by Parks & 
Recreation. 
 


By room and date/time Originator CY+2 0 CY+2 Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


 
FOR: RECREATION FACILITY BOOKINGS  
SEE:  RECREATION AND CULTURAL SERVICES: FACILITY 
RESERVATIONS -RECREATIONAL 
 


OFFICE SUPPLIES 


Records relating to the provision of office supplies and 
consumables, including stationery and letterhead. Documents 
related to office supplies. 
 


By type of document Originator CY+2 0 CY+2 Destroy Internal 
 


TEMPLATES & FORMS – BLANK 


Templates and forms relating to Town of Aurora business. The 
blank master document provides a standard format for data 
collection and formatting, or provides a best practice format for 
document creation. Records may include blank, printable forms 
and checklists, letterhead, PowerPoint template, electronic 
templates that standardize data capture and display, excel 
spreadsheet tools, etc.  
 


Alphabetical by topic  
 
Finance 
Expenses Claim Form 
Letters of Credit 
Human Resources  
Absence Request 
Benefit  
New Hires 
Information 
Technology 
Help Request  
Licensing  
Business 
Driving Schools 
Lottery 
Refreshment 
Taxi 
Provincial  
Burial 
Building Permit Forms 
Marriage 
Planning 
Planning Application 
Forms 
Planning Template 
Correspondence 
Recreation 
Report cards 
 


Originator S/O 2 S/O+2 Destroy Public  







Town of Aurora Record Classification and Retention By-law       April 2014 


Retention & Disposition Legend:   A = Archival; AS = Archival Selection; CY = Current Year; FY = Fiscal Year; D = Destroy; S/O = Superseded or Obsolete; T/E = Termination/Event - closed/completed; PIB = Personal information Bank under 
MFIPPA; P = Permanent                         Page 19 of Page 78 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


MEETING MANAGEMENT 


MEETINGS & COMMITTEES – INTERNAL 


Records relating to departmental meetings and committees of 
Town staff that are not related to governance issues, events, 
projects/ special studies or the like. Documents may include 
meeting agendas, terms of reference, membership list, minutes 
for such committees as Executive Leadership Team, 
department staff meetings and retreats. 


 
FOR: PROJECT MEETINGS 
SEE: PROJECT MANAGEMENT ADMINISTRATIVE - 
PROJECTS/RESEARCH/SPECIAL STUDIES 
 
FOR: COUNCIL COMMITTEE MEETINGS  
SEE: GOVERNANCE – COUNCIL/COMMITTEE MEETING 
MANAGEMENT - COUNCIL AGENDA AND MINUTES  
 


Alphabetical by 
committee /meeting 
name 
 
Christmas Dance 
Committee 
Finance Advisory 
Committee 
Executive Leadership 
Team 
Department Meetings 
Executive IT Steering 
Committee (EITSC) 
Retreats 
Team 


Originator CY+3 0 CY+3 Destroy Internal  


POLICIES & PROCESS MANAGEMENT 


POLICIES, PROCEDURES, STANDARDS AND 
GUIDELINES 


Records relating to the production and formal approval of 
official corporate and departmental policy statements, standing 
operating procedures, guidelines, and manuals such as 
procedures, such as travel policy, cell phone policy, vacation 
policy to mention a few. 
 
FOR: EQUIPMENT OPERATING MANUALS  
SEE: ASSET MANAGEMENT & MAINTENANCE – BUILDINGS 
OPERATIONS & MAINTENANCE  
 
 
 
 


By Function and then by 
topic 


 
Administrative 
FOI requests 
Flag Policy & Etiquette 
Travel Policy 
Human Resources 
AODA Policy 
Information  
Technology 
Mobile Devices Remote 
Access  Policy 


Originator S/O+2 0 S/O+2 Destroy 
 
Archival 
Selection 
 


Public Ont.173, 
Ont.197 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


PROJECT MANAGEMENT – ADMINISTRATIVE 


PROJECTS / RESEARCH / SPECIAL STUDIES 


Records pertaining to specific projects, research or special 
studies conducted within the Town of Aurora such as customer 
studies, market research, etc. There is a beginning and an end 
to the research and investigation that is conducted during the 
project stage. Records may include project definition and 
scope, project plan, project timelines or schedules, feasibility 
studies, progress reports, case studies, presentations, cost 
information, process reviews and models correspondence, 
working notes and final project report i.e. drive thru, customer 
service initiative.  
 
 
FOR: SOFTWARE/SYSTEM DEVELOPMENT PROJECTS 
 
INFORMATION TECHNOLOGY/MANAGEMENT –  
SEE: APPLICATIONS & SYSTEM DEVELOPMENT – SYSTEMS 
DEVELOPMENT AND IMPLEMENTATION 
 
ROAD CONSTRUCTION –  
SEE: ASSET MANAGEMENT AND MAINTENANCE 
ROAD/LINEAR ASSET DESIGN &MAINTENANCE - 
ROAD/LINEAR ASSET DESIGN PLANNING / RECONSTRUCTION 
 


Alphabetical by project 
name: 
 
 
Example of a project 
breakdown: 
 
Project Name 
Feasibility Studies 
Definition/Scope 
Requirements 
Case Studies 
Process Review 
Project Plan 
Project Schedule 
Presentations 
Final report 
 


 


Originator 
 


T/E+2 4 T/E+6 
 
T/E= 
completion of 
project 


Destroy 
 
Archival 
Selection 


Internal  
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ASSET MANAGEMENT AND 
MAINTENANCE  


The function of managing and maintaining the physical assets of the Town of Aurora relating to the renovation, operation, and maintenance of 
property and equipment, which it owns or leases and the associated professional standards, This may include buildings, facilities, lands, 
vehicles, technology, and any other assets that must be maintained according to legislation and best practices.  


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


MAINTENANCE & OPERATIONS MANAGEMENT – FIXED ASSETS 


ASSET REGISTER 


These records describe assets such as land, parks, structure 
and equipment, computer equipment and any other large 
purchases. They may contain a description of the asset, 
purchasing information, asset location, inventory of the asset 
such as network infrastructure/equipment/ 
servers/computers/telecom and mobility hardware and client 
software/ application inventory. 
 


By type of asset Originator T/E 6 T/E+6 
 
T/E= disposition 
of asset 


Destroy Internal  


TOWN BUILDINGS’ CONSTRUCTION RENOVATION 


Records relating to construction and renovation of Town 
facilities including parks. Documents may include specifications, 
reports, commentary, guidelines, architectural and engineering 
drawings, consultant reports, land appraisals, photographs, 
material and environment testing reports and building phase 
reports. May also include copies of contracts, building permits, 
and insurance damage claims and drawing release letters. 
 


By Location Originator T/E+2 13 T/E+15 
 
T/E = file closed 
after site has 
been 
decommissioned 
 
 


Archival 
Selection 


Internal Ont.9, Ont.15, 
Ont.96 


BUILDING OPERATIONS & MAINTENANCE 


Records relating to the monitoring and scheduling of condition 
and maintenance of building structures, and internal property 
systems. Consists also of monitoring and maintaining 
components forming part of the property systems in accordance 
with manufacturer’s recommendations, industry standards, 
legislated requirements and best practices. Property systems 
may include (but not limited to): heating and cooling system 
(incl. chillers HVAC, compressors, cooling towers, boilers), 
elevating devices, electrical wiring, plumbing, fire alarm, 
emergency backup (especially. power generation), pools, 
arenas, janitorial services, etc. Records may include building 


By property address Originator T/E+2 5 T/E+7 
 
T/E = file closed 
after site has 
been 
decommissioned 


Destroy 
 
 


Internal Ont.11, Ont.16, 
Ont.17, Ont.18, 
Ont.19, Ont.20, 
Ont.21, Ont.95, 
Ont.180, 
Ont.182, 
Ont.184, 
Ont.185, 
Ont.186, 
Ont.187, 
Ont.188, 
Ont.189, 
Ont.190, 
Ont.191, 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


key legends, inspection reports, inspection logs, preventive 
maintenance reports, corrective repairs, deficiency reports, 
maintenance/operational manuals, technical reports, technical 
bulletins, prototype notices and building and equipment 
operating manuals for the maintenance of the equipment. 
 
 
SEE ALSO: HEALTH, SAFETY & SECURITY 
 


Ont.192, 
Ont.193, Ont.194 


TOWN FACILITIES’ DRAWINGS 


Records include drawings and plans for a town facility, or any 
other Town building asset. Includes all drawings and plans such 
as master drawings - mechanical, electrical and structural, floor 
plans, site plans, aerial plans and plans for additions, etc. 
 
 
FOR: DRAWINGS NOT RELATED TO TOWN FACILITIES 
SEE: ENGINEERING DRAWINGS/PLANS – NON TOWN ASSET 
 


By Location  Originator T/E+2 13 T/E+15 
 
T/E = file closed 
after the building 
has been 
decommissioned 
 
 


Archival 
Selection 


Internal Ont.9, Ont.15, 
Ont.96 


WORK ORDERS 


Records relating to the creation and processing of Work Orders. 
Work Orders are issued indicating required tasks to be 
performed such as repairs and design. Includes cyclical, 
emergency, preventive, non-emergency and maintenance 
completed Work Orders estimates, summaries and final 
charges.  
 


By asset name Originator CY+1 5 CY+6 Destroy Internal  


SERVICE & REPAIR REQUESTS 


Requests from the public or from other local government 
departments on street hazards, potholes, other needed repairs 
on roads, streets, and rights-of-way and requests for traffic 
signs, lights, changes to traffic flow, pool, facilities, ice etc.  
 


By location  Originator T/E+2 0 T/E+2 
 
Event = request 
has been 
addressed and 
closed 


Destroy Confidential PIB 
Ont.12, Ont.13, 
Ont.14 


OPERATION/TECHNICAL MANUALS  


SEE: BUILDING, OPERATIONS & MAINTENANCE 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


FLEET/VEHICLE MAINTENANCE 


FLEET / VEHICLE HISTORY &  MAINTENANCE 
RECORDS FOR FLEET 


Master record on each vehicle including the 
following:  complete description including identification and 
license numbers; title and registration papers; annual beginning 
and ending odometer readings; total annual fuel, maintenance, 
labor, and parts costs; and complete maintenance and 
inspection history (in summary form showing date and nature of 
inspection, service and repair). Records include backup to the 
history of vehicle repairs such as fleet master list, CVOR 
vehicle inspection list and warranty information.  
 


By type of 
vehicle/serial 
number 


IES T/E+2 0 T/E+2 
 
T/E = termination 
of lease or sale/ 
disposal of 
vehicle 
 


Destroy Public Fed.13, Ont.95, 
Ont.165, 
Ont.166, 
Ont.167, 
Ont.168, 
Ont.170, 
Ont.171, Ont.172 


ROAD/LINEAR ASSET DESIGN & MAINTENANCE 


ROAD & LINEAR ASSET DESIGN PLANNING/ 
RECONSTRUCTION 


Includes records such as test results, analysis reports, status 
reports, notice to public, copy of the payment certificate and 
copy of the tender regarding the design, planning and 
construction of specific new and existing roads; such as, 
resurfacing, widening, paths, bicycle lanes and bridge 
underpasses.  
 


By type of project 
and location 


IES S/O+2 0 S/O+2 Destroy Public Ont.9, Ont.10, 
Ont.15, Ont.95 


MAINTENANCE & REPAIRS 


Records include inspection logs, maintenance records , daily 
material usage reports for bridge inspection and maintenance, 
general roads maintenance general, winter roads, salt 
management plan, snow removal, maintenance of regional 
sidewalks and streetlights, inspection and maintenance of storm 
water management facilities, pumping stations, storm and 
sanitary sewers and water mains. 
 
 
 


By location IES T/E+2 13 T/E+15  
 
T/E= completion 
of inspection or 
completion of 
maintenance 
 


Destroy Internal Ont.12,  Ont. 95, 
Ont.165, Ont.170 
 
Highway Traffic 
Act  
O.Reg. 239-02 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


UTILITY LOCATION RECORDS 


Includes records pertaining to utility stake outs required for 
excavation work performed on various Town of Aurora streets 
and right-of-ways. 
 


By location IES  
 
Parks & 
Recreation  


CY+2 0 CY+2 Destroy Internal  


TRANSPORTATION STUDIES 


TRANSPORTATION STUDIES 


Includes all types of studies conducted by the Town and Region 
regarding transportation. Includes control signal studies, 
illumination studies, public transit, traffic impact studies, etc.  
 


By type of report IES S/O+2 0 S/O+2 Archival 
Selection 


Public Ont.12, Ont.13, 
Ont.14, Ont.95 


TRAFFIC MANAGEMENT 


TRAFFIC COUNTS 


Traffic Counts and traffic calming request letters to residents. 
Includes sketches and notes for traffic counts for various 
streets. 
 


By location IES T/E+1 1 T/E+2 
 
T/E = when 
project 
completed 


Destroy Confidential PIB 


TRAFFIC COUNT REPORTS 


Reports of traffic passage on streets, roads, bridges, 
intersections, etc. Sketches and notes for traffic counts for 
various streets. 
 


By location IES CY+5 5 CY+10 
 


Destroy Internal  


PARKS MANAGEMENT 


PARKS MAINTENANCE FILES 


These files document the maintenance of parks such as trails 
maintenance, snow ploughing, and the services being used. 
These files may include copies of work orders, inspection 
checklists, cost, hours, repair history, product information, etc. 
 


By location, then by 
year 


Parks & 
Recreation  


CY+3 0 CY+3 Destroy Internal Ont.95 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citations/ 


Comments 


TREE INVENTORY 


These files contain information about trees planted and/or 
maintained by the Town of Aurora. They identify the type of 
tree, location, activity dates, damage, maintenance, etc. 
 


By location Parks & 
Recreation  


CY+2 3 CY+5 Destroy Internal  


  







Town of Aurora Record Classification and Retention By-law       April 2014 


Retention & Disposition Legend:   A = Archival; AS = Archival Selection; CY = Current Year; FY = Fiscal Year; D = Destroy; S/O = Superseded or Obsolete; T/E = Termination/Event - closed/completed; PIB = Personal information Bank under 
MFIPPA; P = Permanent                         Page 26 of Page 78 


 


COMMUNICATIONS AND 
STAKEHOLDER  RELATIONS  


The function of managing communications at the Town of Aurora including media, public, and stakeholder relationships and the events to 
attract townspeople and stakeholders. Records include presentations and speeches; corporate image; media relations; and the coordination 
of print and electronic publications such as those on websites, video and social media forums. Includes event planning and logistics required 
to attract and cultivate stakeholders and the tracking of attendees.  


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total Retention Disposition Security 
Classification 


Citations/ 
Comments 


MEDIA & PUBLIC RELATIONS 


ACHIEVEMENT / RECOGNITION AWARDS 


Recognition awards created by the Town of Aurora that publicly 
recognize individuals and organizations for their commitment to 
excellence and their accomplishments that are making a 
difference. Records include selection of judging panel, nominee 
forms, certificates and congratulatory letters.  
 
FOR: EMPLOYEE RECOGNITION PROGRAMS  
SEE: HUMAN RESOURCE MANAGEMENT – EMPLOYEE 
RECOGNITION PROGRAM 
 


By name of award  
Business 
Achievement award 
Service Awards 
Citizen of the Year 


Originator CY+2 0 CY+2 Destroy 
 
Archival 
Selection 


Confidential 
(nominee 
forms) 
 
Public 
 


PIB  
 


COMPLAINTS, COMMENDATIONS, ISSUES FROM 
RESIDENTS 


Records include general complaints, responses to complaints 
and commendations about the Town of Aurora and its services. 
 
 
FOR: BY-LAW COMPLAINTS 
SEE: BY-LAW ENFORCEMENT - COMPLAINTS, CITATIONS, 
NOTICES OF VIOLATIONS AND INVESTIGATIONS 
 
FOR: WASTE COMPLAINTS 
SEE: ENVIRONMENTAL PLANNING & PROTECTION - WASTE 
MANAGEMENT 
 
FOR: WATER BILLING COMPLAINTS  
SEE: WATER ACCOUNT ADMINISTRATION - WATER ACCOUNT 
GENERAL ADMINISTRATION 


By year, then 
organization, then 
individual 
 
 


Originator T/E+2 0 T/E+2 


 
T/E = file closed 
upon completion 
of case 
 


Destroy  
 
Archival 
Selection 


Confidential PIB 
Ont.119,  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total Retention Disposition Security 
Classification 


Citations/ 
Comments 


 
 
FOR: WEED COMPLAINTS 
SEE: ENVIRONMENTAL PLANNING & PROTECTION – WEED 
CONTROL 
 


MEDIA RELATIONS  


Documentation relating to the fostering of positive and ongoing 
relationships with news media and the promotion of the Town 
and its role in fostering the business community, cultural and 
recreational activities, economic and tourism development. 
Records may include background information such as key 
message development material and media response, 
correspondence, press releases and media announcements.  
 


Alphabetical by topic Originator CY+6 0 CY+6 Destroy 
 
Archival 
Selection 


Internal  


MEDIA COVERAGE ABOUT TOWN OF AURORA 


Documentation relating to media coverage, media scans and 
media monitoring about the Town of Aurora and its initiatives.  
Records include newspaper articles, journal articles, television 
and radio sound/video files, web pages, social media sites and 
the like. 
 


By date Communications CY+3 0 CY+3 Destroy 
 
Archival 
Selection 


Public  


PHOTOGRAPHS – TOWN OF AURORA EVENTS 


Photographs relating to Town events, staff and stakeholders. 
 
 
FOR: CONSENT RELEASE/WAIVERS FORMS 
SEE: LEGAL/LICENSING/PERMITS – USE & PERMISSION 
AUTHORIZATION 
 


Alphabetical by 
subject 
 
 


Communications CY+6 0 CY+6 Destroy 
 
Archival 
Selection 


Internal  


PRESENTATIONS & SPEECHES  


Documentation relating to presentations and speeches 
prepared and/or delivered by Town staff   or Council members 
to external parties at special events, conferences and other 
public events. 
 
 


Alphabetical by 
subject 


Originator CY+4 0 CY+4 Destroy 
 
Archival 
Selection 


Public  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total Retention Disposition Security 
Classification 


Citations/ 
Comments 


GRAPHIC DESIGN/PUBLICATIONS/WEBSITE CREATION & COORDINATION 


CORPORATE IDENTITY 


Documentation relating to the planning, development and 
administration of the corporate identity.  Records may relate to 
design elements, logos, word-marks, PowerPoint template 
design, letterhead design, branding and visual identity 
guidelines. Includes approved logo masters used to create 
corporate documents and signs. 
 
FOR:  LIBRARY OF TEMPLATES READY TO BE FILLED WITH 
DATA  
SEE: ADMINISTRATION:  INTERNAL SERVICES MANAGEMENT 
- TEMPLATES & FORMS - BLANK. 
 


Alphabetical by 
subject 


Communications S/O 2 S/O+2 Destroy 
 
Archival 
Selection 


Internal  


PROMOTIONAL, PUBLICATION MATERIAL & 
INFORMATION PACKAGES 


Final copy of promotional materials, publications and 
information packages used by the Town of Aurora to promote 
the Town and its activities. Includes marketing material such as 
posters and brochures, newsletters, community profiles used 
for events, information packages and other related activities. 
 


Alphabetical by 
subject 


Communications 
 
Parks & 
Recreation 


T/E+1 1 T/E+2 
 
T/E = when 
promotion is 
complete 


Destroy 
 
Archival 
Selection 


Public  


PROMOTIONAL, PUBLICATION MATERIAL & 
INFORMATION PACKAGES PRODUCTION & 
DISTRIBUTION 


Documentation relating to the production and coordination of 
Town publications. Records may relate to execution planning, 
layout, graphic design, printing; distribution, and vendor 
relations regarding printing, use and distribution of reports, 
brochures, posters, information packages and the like. 
 
 
 
 
 
 


Alphabetical by 
publication 


Communications 
 
Parks & 
Recreation 


T/E+1 
 


1 T/E+2 
 
T/E = when 
content published 


Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total Retention Disposition Security 
Classification 


Citations/ 
Comments 


WEBSITE / INTRANET CONTENT MANAGEMENT 


Documentation relating to the development, capture and 
coordination of website content. Records may relate to content 
specifications for website posting, upload status checklists, 
content developed for website posting and website snapshots. 


By topic & year Communications 
 
Parks & 
Recreation 


CY+2 0 CY+2 Destroy 
 
Archival selection 


Internal 
 
NOTE: External 
website is 
Public 


 


WEB / SOCIAL MEDIA ANALYTICS 


Documentation relating to web analytics including the 
measurement, collection, analysis and reporting of Internet data 
for the purposes of understanding and optimizing Web usage. 
Analytics may study the habits and behaviour of users, 
stakeholders, partners and trends. 
 


By topic Communications 
 
Parks & 
Recreation 


CY+3 0 CY+3 Destroy Public  


EVENTS MANAGEMENT 


EVENT ARRANGEMENTS & LOGISTICS – 
CORPORATE, EMPLOYEE OR COMMUNITY EVENT 


Documentation relating to event planning  such as ceremonies 
or fundraising, visits by representatives from other cities or 
countries  and the coordination of facilities or services such as 
sponsorships as well as post event evaluation. Events include 
small business events, employee events and third party events.   
 
Records may include: execution planning (planning committee 
membership list; critical path plan; meeting scheduling; meeting 
planning tools and checklists);  
facility/venue logistics (catering, meal choices and banquet 
planning; orders for space, ads, AV and the like; room setup, 
layouts, and maps; exhibit and booth logistics); speaker 
coordination (topic discussions, invitations, biographies, 
correspondence) material preparation (binder covers printing & 
production, speaker package, tent cards, name badges, 
signage, etc. results evaluation – post mortem. 
 
 
 
 
 
 


Alphabetical by 
event name, such 
as:  
AURA 
Art Show 
Home Show 
New Business 
openings 
Renovation Forum 
Ribfest 
Santa Float 
Staff appreciation 
BBQ 
 
Then coordination 
activity: 
Execution planning 
Venue logistics 
Speaker 
coordination 
Material preparation 
Expenses tracking 
Results evaluation 
 


Originator 
 
 
 


S/O+3 0 S/O+3 Destroy 
 
Archival 
Selection 


Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total Retention Disposition Security 
Classification 


Citations/ 
Comments 


ATTENDEE / PARTICIPANT RELATIONS – 
CORPORATE, EMPLOYEE OR COMMUNITY EVENT 


Documentation relating to the participants attending the event.  
Records include event notices, invitee lists, attendee and 
participant lists and mailing lists; invitation correspondence, 
attendance response and registration. 


Alphabetical by 
event 


Originator S/O+2 0 S/O+2 
 
T/E = completion 
of event 


Destroy Confidential PIB 
ONT 119 


COMMUNITY STAKEHOLDER RELATIONSHIP MANAGEMENT 


EXTERNAL SECTOR ORGANIZATIONS & 
ASSOCIATIONS  


Records relating to relationships and formal partnerships with 
sector organizations whose functions may impact on, or are 
involved with the Town of Aurora. Includes organizations for 
best practices, advocacy and partnerships on impact initiatives 
such as fundraising, public consultations, etc. Subjects may 
include the exchange of information, routine notifications and 
inquiries and offers of service. 


Alphabetical by 
name of 
organization  


Aurora Historical 
Society 
Aurora Community 
Arboretum 
Canadian Legion 
Chamber of 
Commerce 
Character 
Community 
Community-Police 
Liaison 
Farmers Market 
Ratepayers 
Association 
 


Originator CY+6 0 CY+6 Destroy 


Archival 
Selection 


Internal  
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ENVIRONMENT, SAFETY AND 
SUSTAINABILITY  


The function of managing the environment, ensuring sustainability and safety.  Records include the assessment, preservation and 
conservation of the natural environment, natural life forms and natural resources.   Includes records on environmental approvals and 
compliance, occupational health and safety program, fire safety, ergonomics, air and water records, pollution, conservation and energy 
efficiency, pollution, hazardous materials and waste recycling. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


ENVIRONMENTAL PLANNING & PROTECTION 


ENVIRONMENTAL APPLICATIONS & APPROVALS 


Any facility that releases emissions to the atmosphere, 
discharges contaminants to ground or surface water, provides 
potable water supplies, or stores, transports or disposes of 
waste, must have a Certificate of Approval from the Ministry of 
the Environment (MOE) before it can operate lawfully. It is the 
responsibility of owners and operators of these facilities to apply 
for and obtain Certificates of Approval. Records include 
applications and approvals for air and noise, waste disposal site 
approvals, waste management system approvals, sewage work 
approvals, municipal and non-municipal drinking water 
approvals. Lake Simcoe Region Conservation Authority 
(LSRCA) applications and requirements are included within this 
series.  
 
Approvals from all other federal, provincial or municipal 
governments would be included here. 
 


By type of approval IES T/E+2 8 T/E+10 
 
T/E = approval of 
application 
 
 
 


Destroy  Public Ont.22, Ont.23, 
Ont. 24, Ont.25, 
Ont.26, Ont.27, 
Ont.28, Ont.29, 
Ont.31, Ont.32, 
Ont.35, Ont.36, 
Ont.37, Ont.66, 
Ont.67, Ont.68, 
Ont.69, Ont.70, 
Ont.72, Ont.106, 
Ont.107, 
Ont.108, 
Ont.109, 
Ont.110, 
Ont.113,  
Ont. 175 


ENVIRONMENTAL ASSESSMENTS  


Includes material relating to environmental assessments within 
the Town of Aurora and outside of the Town if they impact on 
land within Aurora’s boundaries. Records relating to studies of 
environmental issues and impacts. These assessments are 
required by legislation and are responsible for determining the 
state of the current environment and the impacts that 
development activities might have on it. Includes information 
relating to soil, tree preservation and mitigation, geotechnical, 
infrastructure expansion, water, air, and other environmental 
issues. Documents include special studies such as diesel 
emissions and reports, environment planning documents, 
engineering plans and correspondence. 


By type of 
assessment 


IES 
 
Parks & 
Recreation 


T/E+5 10 T/E+15  
 
T/E = completion 
of assessment 
/study 


Destroy 
 
Archival 
Selection 


Public Ont.22, Ont.34, 
Ont.35, Ont.36, 
Ont.37, Ont.38, 
Ont.39, Ont.40, 
Ont. 96, Ont.112, 
Ont. Ont.194 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


ENVIRONMENTAL MONITORING & CONTROL 


Includes material relating to natural resources, pollution, spill 
response and any other environmental concerns. Records 
include reports, general correspondence, public notices, etc. 
 


By subject IES T/E+2 5 T/E+7  
 
T/E = when the 
matter has been 
dealt with and 
closed 


Destroy Public Ont.22 


ENVIRONMENTAL MASTER & OTHER 
SUSTAINABILITY PLANS  


SEE: GOVERNANCE - STRATEGIC & LONG RANGE PLANS – 
MASTER PLANS 
 


        


AIR POLLUTION & CONTROL 


Includes material relating to air pollution and control.  
 
 


By type of document IES T/E+1 6 T/E+7  
 
T/E = end of 
reporting period 
to which the 
information 
relates 


Destroy Public Ont.38, Ont.95, 
Ont.195, 
Ont.199, Ont.207 


NOISE  POLLUTION & CONTROL 


Includes material relating to noise pollution and control, air 
traffic noise and noise walls.  
 


By type of document IES CY+2 0 CY+2 Destroy Public Ont.95 


WEATHER MONITORING 


Includes information on the conditions of the atmosphere. 
Records may include reports, general correspondence and 
public notices. 
 


By date IES CY+1 5 CY+6 Destroy Public Minimum 
Maintenance 
Standards 
(Roads) 


PESTICIDE/HERBICIDE APPLICATION 


These records document the application of pesticide/herbicide 
chemicals in parks and on government owned golf courses. The 
file may include a work order and a schedule of spraying.  


 


 


By location & date IES 
 
Parks & 
Recreation 


T/E+3 0 T/E+3  
 
T/E = completion 
of  when 
pesticide/ 
herbicide 
chemicals have 
been applied 


Destroy Public Ont.95, Ont.208 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


WASTE MANAGEMENT 


Records relating to the reduction, reuse, recycling or diversion 
of solid and liquid waste materials.  Includes the recycling of 
newspapers, cardboard, other curb side materials, automobile 
tires, white goods, scrap metal, and soil. Documents may 
include lists of recyclable versus non-recyclable materials, logs, 
customer complaints and waste studies. 
 


By topic IES CY+2 0 CY+2 Destroy Internal 
 
Complaints are 
a PIB 


PIB 
Ont.23, Ont.24, 
Ont.25, Ont.26, 
Ont.27, Ont.28, 
Ont.29 


DRINKING WATER QUALITY MANAGEMENT SYSTEM 
(DWQMS) 


Drinking Water Quality Management System (DWQMS), 
includes, reports, certificates, system audits, lead testing/water 
sampling log, permits & licences, meeting minutes, training 
records, water quality complaints log, forms, operational plan, 
standard operating procedures, emergency contact list, etc. The 
testing may be performed internally or by outside companies. 
These files may also document the application of aquacades. 
 
 
FOR: WATER / WASTEWATER CERTIFICATION TRAINING  
SEE: TRAINING & SKILLS DEVELOPMENT -  
TRAINING/CERTIFICATION RECORDS 
 


By location & date IES CY+2 13 CY+15 Destroy Public Ont.22, Ont.30, 
Ont.36, Ont.37, 
Ont.39, Ont.41, 
Ont.42, Ont.43, 
Ont.44, Ont.45, 
Ont.46, Ont.47, 
Ont.48, Ont.49, 
Ont.50, Ont.51, 
Ont.52, Ont.53, 
Ont. 54, Ont.55, 
Ont.56, Ont.57, 
Ont.58, Ont.59, 
Ont.60, Ont. 61, 
Ont.62, Ont.63, 
Ont.64, Ont.65, 
Ont.96, Ont.118 


RECREATION POOL WATER TESTING 


Records include the daily log as outlined in the regulations, 
including bi-monthly and monthly testing, sample tests and 
results for a certified analysis for coliform bacteria, pH 
and chlorine/bromine. 
 


By location & date IES 
 
Parks & 
Recreation 


CY+2 0 CY+2 Destroy Public Ont. 233 


WEED CONTROL 


Records relating to the control of weeds, for aesthetic and 
safety reasons and to protect the land’s native biodiversity from 
invasive plant species. Methods of weed control may include 
fire, spraying, uprooting, and mowing. Includes weed 
complaints, destruction work orders, and charges for failure to 
control weeds in compliance with regulations and legislation. 
 


By location & type of 
document 


IES 
 
Parks & 
Recreation 
 
By-law Services 


CY+2 0 CY+2 Destroy Public  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


TREE INSPECTIONS 


Includes the tree inspection logs, work orders and the results of 
pruning, planting, trimming, pruning and preservation. 
 


By location & type of 
document 


Parks & 
Recreation 


CY+2 T/E+2 T/E+2 
 
T/E = life of the 
tree 


Destroy Public  


HEALTH, SAFETY & SECURITY MANAGEMENT 


OCCUPATIONAL HEALTH & SAFETY PROGRAM 
MANAGEMENT 


Documentation relating to Town of Aurora’s responsibility to 
provide a safe and healthy workplace for its employees. 
Records may include the health & safety programs relating to 
ergonomics, violence prevention, respect in the workplace, and 
wellness; pandemic planning; and Health & Safety Committee 
terms of reference and other resources used by the committee. 
Also includes Health & Safety Committee meeting minutes, 
workplace safety checks, and action items resolution. Records 
may also include; correspondence first aid, program records, 
WHMIS records and Material Safety data sheets (MSDS).  
 


Alphabetical by topic Human 
Resources 


S/O+3 0 S/O+3 Destroy Internal Fed.14, Fed15, 
Fed.16, Fed.17, 
Fed 19, Ont.84, 
Ont.85, Ont.86, 
Ont.95, Ont.196, 
Ont.198, 
Ont.203, 
Ont.204, 
Ont.205, 
Ont.209, 
Ont.210, Ont. 
229 


HAZARDOUS MATERIALS 


Records relating to the storage, transportation, and handling of 
hazardous materials. Hazardous materials are any substance 
or material which may result in health injuries, destruction of life 
and environmental conditions, and facility damage. This 
includes toxic, flammable, corrosive, and explosive materials. 
Documents include disposal instructions, health and safety 
measures documentation, materials safety data sheets 
(MSDS), hazard assessment reports and recommendations and 
correspondence. 
 


By type of document IES 
 
Parks & 
Recreation 


S/O+2 13 S/O+15 
 
 


Destroy Public Ont.86, Ont.96, 
Ont.211, Ont.212, 
Ont.213, Ont.214, 
Ont.215 


FIRE MONITORING & SAFETY  


Records relating to documenting the planning and preparation 
necessary so that individual buildings will comply with required 
fire provisions. May include information relating to firefighting 
equipment locations within buildings, fire alarm systems, 
locations of exits and staircases, evacuation and emergency 
guidelines, names of emergency contact personnel, vehicle 


By topic IES S/O+2 0 S/O+2  
 
 


Destroy Internal Ont.86,  Ont.95, 
Ont.180, 
Ont.181, 
Ont.182,  
Ont.183, 
Ont.184, 
Ont.185, 
Ont.186, 
Ont.187, 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 
access to the respective building, locations of elevators, owner 
responsibilities, and firefighting equipment inspection and 
maintenance. Documents include fire safety plan reports, self-
compliance surveys, risk assessments and all supporting 
correspondence. 
 


Ont.188, 
Ont.189, 
Ont.190, 
Ont.191, Ont.192 


EMERGENCY MANAGEMENT PLANNING 


This program co-ordinates the emergency measures pertaining 
to the Town of Aurora and its residents to ensure safety in the 
event of an emergency or disaster. Records include business 
continuity planning, operational plans, co-ordination of 
emergency services. 
 
 
FOR:  IT DISASTER RECOVERY  
SEE: INFORMATION TECHNOLOGY AND RECORDS 
MANAGEMENT – DISASTER PREPAREDNESS & RECOVERY 
PLANNING 
 


By type of document Originator S/O+2 0 S/O+2 Destroy Internal Ont.109, 
Ont.182, 
Ont.229, 
Ont.230, 
Ont.232, 
Ont.232, 
Ont.233, 
Ont.234, Ont.235 


PROPERTY SECURITY ADMINISTRATION 


Records relating to the physical security of Town buildings, 
properties, and facilities. Security measures are intended to 
guard against damage, vandalism and unauthorized intrusion 
and to ensure personal safety. May include information on 
identification tags, security and alarm systems, authorized use 
of keys and access cards. Documents may include security 
clearance files, security logs and security user guide books. 
 


By topic IES S/O+2 0 S/O+2 Destroy Confidential   
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FINANCIAL MANAGEMENT  The function of managing the financial resources of the Town of Aurora through the execution of financial transactions and accounting 
processes including the receipt, control and expenditure of funds and the reporting and auditing of results.  


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


TOWN REVENUES ADMINISTRATION 


ACCOUNTS RECEIVABLE PROCESSING 


Records relating to revenues received by the Town through the 
sale of goods or services. This includes revenues generated 
from charging parking, permits and other fees.  May include 
information on the administration and receipt of refunds and 
credits/credit notes received from vendors for return of 
materials/products. Documents may include hand-written and 
machine-readable receipts, invoices documenting the receipt of 
payment from customers, accounts receivable and revenue 
reconciliation statements, and usage fees  such as registration 
fees, usage/rental fees, concessions, tickets, advertising fees 
and merchandise sales, etc. 
 
 
SEE: TAX OR WATER AUTO PAY SUCH AS PAP OR 
MORTGAGE, OR TAX SALES OR OTHER TAX COLLECTION OR 
UTILITY COLLECTION MATERIALS. 
 


By fiscal year, then 
alphabetical by 
vendor name 


Finance - 
Accounting 
 
Originator 


FY+1 5 FY+6 Destroy Internal Fed.1, Fed.2, 
Fed.5, Ont.79, 
Ont.91 


CASH RECEIPTS 


Cashier batches, documentation, deposit slips, payment card 
machine batches and all related documents from processing of 
payments received by the Town, excluding bank reconciliation 
materials. 
 


By fiscal year, then 
by batch number or 
date or cashier 


Finance  
 
Originator 


FY+1 5 FY+6 Destroy Internal Fed. 1, Fed. 2 


INCOME TAX DEDUCTIBLE  


DONATIONS AND RECEIPTS  


Records of all donations to the Town (for trees in the 
arboretum, trails upkeep, benches in parks dedicated to a loved 
one, etc.). 


By fiscal year, by 
month or receipt 
number 


Finance FY+1 5 FY+6 Destroy Confidential Fed. 1,2,5 
+ CRA 2012 
donations review 
directives report  
to Aurora 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


DEVELOPMENT CHARGES 


Monies collected from land developers to offset that portion of 
the costs of services incurred as a direct result of the new 
developments. 
 


By fiscal year, then 
by month  


Finance - 
Accounting 


FY+1 5 FY+6 Destroy Internal Fed.1, 
Fed.2,Fed.5 


GRANTS TO TOWN 


These files contain information related to grants received from  
Federal, Provincial, York Region and/or private sources. These 
grants are used to support the acquisition or maintenance of 
property or equipment and for the running of programs or 
special events such as Lake Simcoe Clean Lake Fund, Federal 
gas tax funding, municipal infrastructure, etc. They may 
document that the Town used the funds in accordance with the 
terms of the grant. The files may contain a copy of the grant, 
correspondence, purchases, expenses and any other 
supporting documents.  
 


By year and name of 
grants 


Finance - 
Accounting 
 
Parks & 
Recreation 


CY+6 0 CY+6 Destroy Internal Fed.1, Fed.2 


GRANTS FROM TOWN 


These files contain information related to grants paid or made 
by the Town to others, such as under Community Grants or Arts 
and Culture Grants programs or other similar or successor 
programs. Records would include application information, 
assessments, responses and communications, copies of 
reports to Council, and administrative documentation to action 
the grant payment/internal funding transfer as the case may be. 
 


By year and name of 
grants used for 
payment 


Parks & 
Recreation 


CY+6 0 CY+6 Destroy Internal Fed.1, Fed.2 


MUNICIPAL TAX ADMINISTRATION 


TAX BILLING – MUNICIPAL 


All records related to the process of preparing and issuing a 
taxation billing batch, can be interim, final or supplementary. 
Batch files and documentation related only, not related to 
individual property accounts. 
 


By fiscal year, type Finance - 
Accounting 


FY+1 5 FY+6 Destroy Internal Fed. 1, 2 


TAX ACCOUNT AUTO PAY DOCUMENTATION 


Records include mortgage company correspondence, 


By roll number Finance - 
Accounting 


S/O+2 0 S/O+2 Destroy Confidential PIB 
Ont.119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 
enrollments/ cancellations, and pap plan enrolment/ 
cancellation for individual property accounts. 
 


TAX CERTIFICATES –  MUNICIPAL  


Records relating to the creation and use of municipal taxation 
certificates. This series includes letters from solicitors (lawyer’s 
letters), financial Institutions, tax payers, and internal lawyers 
requesting that a tax certificate be generated.  
 


By roll number Finance CY+1 7 CY+8 Destroy Confidential PIB 
Ont.74, Ont.75, 
Ont.76, Ont.119 


PROPERTY TAX ASSESSMENT, LEVY 
ADJUSTMENTS & APPEALS 


Records relating to evaluation, assessment, appeal, 
modification and cancellation of municipal property taxes. 
Includes the assessment evaluation of individual commercial 
and residential properties by the town, the assessment appeal 
process under the assessment act, and the tax appeal process 
under the municipal act for cancellation, refund or reduction of 
tax. Documents include summaries of assessments, aerial 
photographs, inspection reports, Municipal Property 
Assessment Corporation (MPAC) listings, rental income 
statements and appraisals, recalculation of property taxes and 
minutes of settlement. 
 


By roll number until 
approved for 
adjustment, then  by 
type of adjustment, 
then by adjustment 
batch number  


Finance - 
Accounting 


T/E+2 6 T/E+8 
 
T/E = end of the 
appeal process 


Destroy Public PIB 
Ont.75, Ont.76, 
Ont.77, Ont.78, 
Ont. 119 


TAX APPEALS BY TOWN 


All records, proceedings and documentation related to 
assessment appeals initiated by town and any general 
assessment roll reviews related to searches for such target 
properties. 
 


By property address Finance - 
Accounting 


T/E+1 6 T/E+7 
 
T/E = end of the 
appeal process 


Destroy Confidential 
 
Litigation or 
quasi-litigation 
being outbound 
tax appeals 
against other 
property 
owners. 
 


PIB 
Ont.105, 
Ont.119, Ont.123 


PROPERTY TAX: CHARITY & VACANCY REBATES 


Records related to issuing a rebate if commercial or industrial 
building was entirely or partially vacant during the taxation year 
and eligibility criteria are met. 
 


By fiscal year, then 
by roll number 


Finance - 
Accounting 


FY+1 5 FY+6 Destroy Public  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


PROPERTY ASSESSMENT ROLLS 


Records relating to the creation or receipt, use, and 
maintenance of property assessment records within the Town 
of Aurora. Property assessment information details 
specifications, such as location and size of lots and buildings, 
assessed property market values and legal descriptions. 
Includes property assessments for Town residential, 
commercial, industrial, and all other Town properties. This 
information is used to help determine appropriate property tax 
billing rates amongst individual taxpayers, to determine property 
ownership and to compare property values to see if they are 
assessed at comparable rates. Documents may include 
assessment rolls, supplementary assessment rolls, property 
assessment listings and supporting correspondence. 
Assessment rolls are produced by the Municipal Property 
Assessment Corporation (MPAC) and forwarded to the Town. 
These records have no legal value. 
 


By year of 
assessment 


Clerk’s Office  
 
Finance - 
Manager of 
Revenues 
 
 


T/E+1 6 T/E+7 Destroy Public Ont.105, Ont-123 


TAX ACCOUNT – GENERAL ADMINISTRATION 


All documentation related to individual tax account 
administration: including ownership/address changes, 
correspondence including complaints about tax, payment plans 
and seniors deferrals etc.   
 
FOR: PAP PAYMENT PLAN ENROLMENT/CANCELLATION   
SEE:  TAX ACCOUNT AUTO PAY DOCUMENTATION  


 


By roll number Finance - Tax FY+1 5 FY+6 Destroy Confidential 
 


PIB 
Ont.119 


WATER ACCOUNT ADMINISTRATION 


WATER BILLINGS 


All records related to batch billings for water accounts, including 
readings, batches, final billings etc. 
 


By month Finance – 
Accounting 


CY+1 5 CY+6 Destroy Public Fed. 1,2,5 


WATER ACCOUNT AUTO PAY DOCUMENTATION 


Includes PAP plan enrolment/cancellation for individual property 
accounts. 
 


By account number Finance – 
Accounting 


S/O+2 0 S/O+2 Destroy Confidential 
 


PIB 
Ont.119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


WATER CERTIFICATES – MUNICIPAL 


Records relating to the creation and use of municipal water 
certificates. This series includes letters from solicitors (lawyer’s 
letters), financial institutions, tax payers and internal lawyers 
requesting that a utility certificate be generated.  
 


By account number Finance CY+1 7 CY+8 Destroy Confidential PIB 
Ont.74, Ont.75, 
Ont.76, Ont.119 


WATER COLLECTIONS 


All documentation related to cyclical collection efforts on batch 
basis. 
 


By calendar year Finance – 
Accounting 


CY+1 2 CY+3 Destroy Public Collection files 
only, not related 
to financial 
reporting, or 
official financial 
books of record. 
 


WATER ACCOUNT – GENERAL ADMINISTRATION 


All documentation related to individual water account 
administration: including ownership/address changes, 
correspondence including complaints about water billings, 
payment plans etc.   
 
 
FOR: PAP PAYMENT PLAN ENROLMENT/CANCELLATION 
(WATER) 
SEE: WATER ACCOUNT ADMINISTRATION, WATER ACCOUNT 
AUTO PAY DOCUMENTATION  
 


By account number, 
then by year 


Finance - 
Accounting 
 


CY+1 5 CY+6 Destroy Confidential 
 


PIB 
Ont.119 


ACCOUNTING ADMINISTRATION 


ACCOUNTS PAYABLE PROCESSING 


Documentation relating to the processing of payables and 
payments made by the Town of Aurora.  Records may include 
vendor-set up forms, AP cheque register, cheque requisitions, 
purchase order payment approvals and summaries, cheque 
copies, invoices, credit card and P-card statements, travel 
expense claims and employee expenses.  
 
 


By fiscal year, then 
by payment date 


Finance - 
Accounting 


FY+2 4 FY+6 Destroy Confidential for 
individuals 
Public 
 
Public for 
Vendors 


PIB 
Fed.1, Fed.2 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


COMMODITY TAX FILINGS & RETURNS 


Records relating to the preparation and submission of statutory 
commodity tax filings such as HST, GST, fuel, excise, customs 
and duties.   
 


By year, then 
document type 


Finance – 
Financial 
Planning 


FY+1 7 FY+8 Destroy Internal Fed 1, Fed 2, 
Fed 6, Fed 7, 
Fed 8,Ont. 74, 
Ont.75, Ont.76 


DEBT 


Includes records related to all town debt, internal and external, 
documentation of approval, transactions, history, issuance, 
correspondence, etc. 
 


By issuance Finance - 
Accounting 
 


T/E+2 4 T/E+6 
 
T/E = when debt 
paid 


Destroy Public  


SECURITIES – LETTERS OF CREDIT (LC)  & CASH 


A letter issued by a bank authorizing the bearer to draw a 
stated amount of money from the issuing bank, its branches, or 
other associated banks or agencies. Includes similar 
documentation with respect to cash securities posted in lieu of 
letters of credit. Also includes notification of works completed 
and letter of credit release. 
 


By purpose, by 
subdivision name, by 
developer 


Finance - 
Accounting 


T/E+6 0 T/E+6 
 
T/E = file closed 
or cashed out or 
cancelled 


Destroy 
 
 


Confidential  


BANKING TRANSACTIONS & RECONCILIATION 


Documentation relating to banking and account reconciliation 
such as the reconciliation of bank statements. Records may 
include electronic funds/wire transfers, confirmations, stop 
payments, bank statements and bank reconciliations.   
 


By fiscal year, then 
by month  


Finance - 
Accounting 


FY+1 5 FY+6 Destroy Internal Fed.1, Fed.2 


GENERAL LEDGER 


Documentation of all financial accounts and statements 
summarizing year over year financial transactions.  Records 
include all books of original and final entry summarizing year 
over year transactions. Also includes the chart of accounts. 
 


By fiscal year Finance –  
Capital Asset 


FY+1 T/E+2 T/E+2 
 
T/E =  dissolution 
of the corporation 
 


Destroy 
 
 


Internal Fed.1, Fed.2, 
Fed.3, Ont.76 


GENERAL LEDGER RECONCILIATION 


Documentation relating to the reconciliation of all general ledger 
accounts. 
 


By fiscal year Finance –  
Capital Asset 


FY+1 5 FY+6 Destroy Internal Ont.76 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


MONTH END CLOSING & ANALYSIS 


Documentation relating to month end close. Records include 
month-end process checklist, statement of financial position, 
statement of operations, expense analysis, and accrued liability 
schedule and adjustments. 
 


By year, then month Finance - 
Accounting 


FY+1 5 FY+6 Destroy Internal Ont.76 


FINANCIAL PLANNING & INVESTMENT MANAGEMENT 


ANNUAL BUSINESS PLANNING & BUDGETING 
(OPERATIONAL & CAPITAL) WORKING PAPERS  
(FOR  DEPARTMENTS) 


Records relating to the development and monitoring of business 
plans and budgeting both operational and capital for 
departments. Annual business plans may include information 
on goals and objectives to implement the Town’s strategic 
plans, specific time frames, and key events and issues. May 
range from simple timetables to complex plans. Documents 
may include directions to staff, financial spreadsheets, planning 
reports, supporting work plans, documentation on decisions and 
progress monitoring reports. 
 
FOR: STRATEGIC PLANNING  
SEE: GOVERNANCE- STRATEGIC & LONG RANGE PLANNING 
 


By year Originating 
Department, not 
corporate 
consolidated 
material held by 
Finance 


FY+1 5 FY+6 Destroy Internal  


BUDGETS – OPERATING & CAPITAL WORKING 
PAPERS (FOR FINANCE) 


Records relating to the development, management and 
administration of the operating and capital budget accounts. 
Includes copies of budget, internal charge back reports, budget 
process procedures, directives, variance reports, expenditure 
forecasts and reports and budget submissions. 
 


By year, then budget 
type 


Treasurer 
 
 


FY+2 4 FY+6 Destroy Internal  


LONG RANGE CAPITAL PLAN – WORKING PAPERS 


Documentation related to the development, consolidation, 
distribution, etc. of the annual ten year or long range capital 
planning document for Council. 
 


By fiscal year  Financial 
Planning 


FY+2 9 FY+11 Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


LONG RANGE CAPITAL PLAN APPROVED – FINAL 


Only final approved budgets, including line by line detail or 
council summary versions, departmental presentations and key 
supporting documentation.  
 


By fiscal year Financial 
Planning 


FY+11 0 FY+11 Destroy Public  


CAPITAL ASSET ACCOUNTING  


Consists of documents related to accounting for capitalization, 
disposal, and amortization of fixed assets.  
Documents include capital assets inventories, capital 
depreciation schedules and capital asset reports and registers 
all necessary for Public Sector Accounting purposes. 
 


Alphabetical by 
document type 
Capital asset reports  
Depreciation 
schedules 
 


Financial 
Planning 
 


FY+1 5 FY+6 
 


Destroy Internal  


INVESTMENTS & RECONCILIATIONS 


Documentation relating to tracking of investments made by the 
Town of Aurora.  Records include the monthly and quarterly 
investment reporting, redeemed investments bank receipts, 
invest log, interest income calculation, statement of accounts, 
investments confirmation and schedule. 
 


By year and 
institution, by month 


Finance - 
Accounting 


CY+1  5 CY+6  Destroy Internal Fed.1, Fed.2, 
Ont.76 


RESERVE FUND ACCOUNTS 


This documentation includes administering the reserve fund. 
Records include the history, purposes, bylaws, analysis, 
strategies, etc. related to reserve accounts. 
 


By reserve fund Financial 
Planning 


S/O+2  0 S/O+2 Destroy Internal  


FINANCIAL REPORTING 


FINANCIAL REPORTING – MONTHLY & QUARTERLY 
WORKING PAPERS (FOR DEPARTMENTS) 


Working papers of departments relating to monthly and 
quarterly reporting of financial position. May include quarterly 
and monthly interim financial statements and risk management 
checklist and reports. 
 
 
 


By year, then 
month/quarter 


Originator CY+2  0 CY+2 Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


FINANCIAL REPORTING – MONTHLY & QUARTERLY 
(FOR FINANCE) 


Documentation relating to monthly and quarterly reporting of 
financial position submitted to Council. May include quarterly 
and monthly interim financial statements and risk management 
checklist and reports. 


By year, then 
month/quarter 


Finance –  
Capital Asset 


CY+2  0 CY+2 Destroy Internal Not related to 
official financial 
books records or 
annual financial 
statements. All 
reports to Council 
retained in 
Clerk’s records of 
Council. 


FINANCIAL STATEMENTS & AUDITOR’S REPORTS 


Documentation relating to the final, audited year-end financial 
statements. Records include the year end audited financial 
statements and notes to the statements includes auditor‘s 
report. 
 


By fiscal year Finance – 
Capital Asset 


FY+3 Archival Archival Archival Public Fed.1, Fed.2 


YEAR END & AUDIT REPORTING – PREPARATION 
WORKING PAPERS 


Documentation used or created in the preparation of year end 
auditing and financial statements.  Records include analysis, 
master schedule of documents provided to third parties, 
confirmation letters regarding payment receipt and funding 
allocated, and auditor’s report. 
 


By fiscal year Finance –  
Capital  Asset 


FY+1 5 FY+6 Destroy Internal  


FINANCIAL INFORMATION RETURN (FIR) &  
MUNICIPAL PERFORMANCE MANAGEMENT 
PROGRAM (MPMP) REPORTING 


All work papers and supporting documentation for Financial 
Information Return (FIR) and Municipal Performance 
Management Program (MPMP) filings and final copies. 
 


By fiscal year Financial 
Planning 


FY+2 8 FY+10 Destroy Public  


AUDIT 


AUDITOR RELATIONSHIP MANAGEMENT 


General correspondence and administrative materials related to 
the auditor relationship, engagement and firm. 
 


By audit company 
name and name of 
auditor 


Treasurer S/O+2 0 S/O+2 Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


SERVICES AUDIT – INTERNAL 


Audit of services that the town performs for its residents. 
Infrastructure and capital delivery, waste collection and water 
billing audits. Records include Internal audits, reports and 
related documentation. 
 


By fiscal year Originator FY+1 5 FY+6 Destroy Internal  


PAYROLL ADMINISTRATION 


PAYROLL PROCESSING 


This refers to the regular entry, posting and reconciliation of 
employee payroll details and related reports such as payroll 
audit reports, payroll stub confirmation, Records of Employment 
(ROE), TD1, T4, T4A, payroll transfers, timesheets, Canada 
Savings Bonds and relevant Statistics Canada reports. This 
includes the production of an employee record detailing 
deductions including family support (garnishments), pay and 
termination of pay at the end of employment. Includes the 
payroll register.  
 


By year, then 
alphabetically by 
document type and 
date 


Finance FY+1 5 FY+6 
 


Destroy Confidential PIB 
Fed.11,   
Ont.119, 
Ont.216, 
Ont.217,  
Ont.218 


TIME & ATTENDANCE REPORTING 


Documentation relating to identifying hours worked and 
vacation/sick days taken by Town staff. Records include 
timesheets and the attendance spreadsheet with approvals for 
each payroll run. 
 


By year, then pay 
run date 


Payroll  
 
Human 
Resources  


CY 3 CY+3 Destroy Confidential  PIB   
Ont.119 


PAYROLL – REMITTANCES 


Records relating to the annual summaries of year-end reporting 
to government (reconciliation for the year) such as to Canada 
Revenue Agency (CRA), Workers’ Compensation, Employee 
Heath Tax and Ontario Municipal Employees Retirement 
Savings (OMERS) reports. 
 
 
 
 
 


By year Finance CY+1 5 CY+6 Destroy Internal Ont.87, Ont.88, 
Ont.89, Ont.90 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


PROCUREMENT 


VENDORS / SERVICE PROVIDERS 


Documentation and general administrative information 
regarding suppliers, vendor and service providers used to 
identify potential sources of goods and services. Records may 
include product catalogues, pricing lists and summary of 
services offered. May also include correspondence and other 
relationship management documents and preferred and pre-
qualified vendor listing. 
 


Alphabetical by 
vendor name 


Originator CY+2 0 CY+2 
 


Destroy Internal  


PROPOSALS & SUBMISSIONS MANAGEMENT 
(UNSUCCESSFUL / DECLINED VENDORS) 


Documentation relating to the procurement of goods and 
services. Records may include business case or purchase 
justification, call for submission (RFP, RFQ, RFI, tenders, pre-
qualifications, quotations, vendor submissions (proposals, bids, 
research body backgrounders, resumes of individuals), 
evaluation and evaluation summary, decision and decision 
communication including acknowledgement letters and 
notification to unsuccessful bidders.  
 
FOR: SIGNED/APPROVED CONTRACT   
SEE: LEGAL/LICENSING/PERMITS: AGREEMENTS/ 
CONTRACTS/LEASE ADMINISTRATION  
 


By RFP (RFI, RFQ) 
number 


Procurement CY+1 1 CY+2 
 


Destroy Internal  


CONTRACTOR RELATIONSHIP ADMINISTRATION 
(SUCCESSFUL VENDORS) 


Documentation relating to the negotiation of contracts and the 
management of the engagement with bidders. Records include 
RFPs, RFQs, RFIs responses, bid submission documents, 
evaluation matrices, business cases, Q&A’s, purchase 
justification, draft contract correspondence, engagement plan, 
purchase order change requests and related documentation. 
 
Pending RFPs, etc. and related documentation are filed here 
until a decision is made. Unsuccessful vendors are moved to 
Proposals & Submissions Management (Unsuccessful). 


By RFP (RFI, RFQ) 
number 


Procurement T/E+1 6 T/E+7 
 
T/E= contract 
completed 


Destroy* Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


VENDOR / CONTRACTOR PERFORMANCE 
MANAGEMENT 


Bidders’ performance for consideration for future initiatives. 
 


By name of vendor Procurement CY+5 2 CY+7 Destroy Confidential  


P-CARD MANAGEMENT 


Records include personal documentation from staff to set-up 
the p-card program and changes to card status. 
 


By employee name Procurement T/E+2 0 T/E+2 
 
T/E = when 
change made  


Destroy 
 


Confidential 
 
 


PIB 
Ont.119 
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GOVERNANCE  The function of governing the organization and exercising authority and control to ensure transparency and accountability. Records relating to 
the ways in which the Town of Aurora is governed and regulated to ensure efficiency, effectiveness and compliance with statutory 
requirements. Includes records of the Town’s legislative process, bylaws and agendas and minutes of Council and its Committees. Also 
includes information received from federal, provincial and other municipal governments. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


BY-LAWS ADMINISTRATION 


BY-LAWS 


All approved By-Laws set by Council and Ontario Municipal 
Board (OMB) including zoning amendments, licensing, animal 
control, appointments, building, etc. 
 


By name of by-law & 
number 


Clerk’s Office P 0 P Permanent Public  


COUNCIL ADMINISTRATION 


COUNCIL ORIENTATION & ADMINISTRATION 


Documentation relating to the administration of Council 
activities including biographical sketches and profiles of 
councillors, general information about the council such as the 
annual meeting calendar, board orientation packages and 
protocol book. 
 


Alphabetical by topic Clerk’s Office S/O+2 0 S/O+2 Destroy Internal Ont.157 


COUNCIL & COMMITTEE MEETINGS MANAGEMENT 


APPOINTMENTS TO COMMITTEES, 
BOARDS/COMMISSIONS  


SEE:  COMMITTEES – APPOINTED BY COUNCIL 
 


        


COUNCIL AGENDAS & MINUTES 


Records include agendas, minutes, notices, resolutions and 
videos of Council meetings. 


Chronological by 
date 


Clerk’s Office CY+10 P 
 
 


P Permanent Public Ont.157 
 
Municipal Act,  
Ch. 25,sec 253 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


STAFF REPORTS TO COUNCIL 


Final versions of various staff reports which have gone to 
Council with signature. 
 


By date Clerk’s Office CY+10 Archival Archival Archival Public  


MEETING RECORDS – CLOSED SESSION 


These records consist of minutes taken during a closed 
session. Approved closed session minutes must be sealed and 
retained by the Clerk.  
  


Chronological by 
date 


Clerk’s Office CY+10 P P Permanent Confidential Ont.157 


COMMITTEES – APPOINTED BY COUNCIL 


Committees appointed by Council such as advisory, ad hoc and 
standing committees e.g. Audit, Accessibility, Committee of 
Adjustment, Council Compensation. Records include 
appointments, terms of reference, agenda, minutes of meetings 
and other relevant documentation.   
 


By name of 
Committee 
 
 
 
 


Clerk’s Office CY+10 P P Permanent Public Ont.5, Ont.157 


ELECTION MANAGEMENT 


MUNICIPAL ELECTION ADMINISTRATIVE RECORDS 


Includes documents and materials related to an election or by-
election such as nomination papers, Deputy Returning Officer 
Statements, election forms, ward system, etc.  
 
 
 
 
 
 


By date of election Clerk’s Office T/E+4 0 T/E+4 
 
T/E = day  
election or by-
election results 
are declared 


Destroy Public Ont.121, 
Ont.122, 
Ont.128, 
Ont.129, 
Ont.130, 
Ont.131, 
Ont.132, 
Ont.133, 
Ont.135, 
Ont.136, 
Ont.137, 
Ont.139, 
Ont.143, 
Ont.144, 
Ont.145, 
Ont.146, 
Ont.147, 
Ont.148, 
Ont.150, 
Ont.151, Ont.152, 
Ont.153, Ont.154, 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 
Ont.155, Ont.156 
Municipal 
Elections Act 
Ch. 32 


MUNICIPAL ELECTION RECORDS – CAMPAIGN 
FINANCE  


Includes documents filed under the Municipal Elections Act 
(financial statement and auditor's report) which the Clerk shall 
retain until the members of the council or local board elected at 
the next regular election have taken office. Includes by-
elections. 
 


By date of election Clerk’s Office T/E+4 4 T/E+8  
 
T/E = day of 
election or by-
election results 
are declared 


Destroy 
 
 


Public Municipal 
Elections Act  
Sec 78,  
Sec 79(1),  
Sec 88(4)   
 
 


ELECTION RESULTS 


Results of by-elections and municipal elections. Includes 
number of voters, number of candidates and number of votes. 
 


By election year Clerk’s Office CY+4 Archival Archival Archival Public  


ELECTION RECORDS – VOTERS / POLL LISTS / 
BALLOTS 


Includes marked ballots and material relating to voters and poll 
lists.  
 


By date of election Clerk’s Office T/E+120 days 0 T/E+120 days 
 
T/E= the day that 
election results 
are declared, 
unless otherwise 
ordered by court. 
If a recount was 
commenced but 
not yet 
completed, 
records should 
not be destroyed 
until final results 
are declared 
 


Destroy Confidential Municipal 
Elections Act  
Sec 88(1),  
Sec 88 (11)  
 
 


STRATEGIC & LONG RANGE PLANNING 


STRATEGIC & ADMINISTRATIVE PLANS 


Records relating to strategic planning by departments and 
residents designed to assess and adjust the Town of Aurora’s 


By date Originator CY+10 Archival Archival Archival Public  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 
direction and determine its visions and future objectives. 
Includes information on seminars, strategy planning sessions, 
and mission statements. Documents include goals and 
objectives statements, long and short-term strategic planning 
reports and all ancillary materials. 
 
 
FOR:  FINANCIAL STATEMENTS, REPORTS AND FIVE YEAR 
BUSINESS PLANNING NOTES, ETC.  
SEE:  FINANCIAL PLANNING & INVESTMENT MANAGEMENT 
 


MASTER PLANS 


Master plan development adopted by the Town of Aurora. 
Refers to land, environmental, cultural, economic development, 
recreation, trails, parks, population, housing needs, utilities, 
human services and community facilities.  
 


By type of plan Originator T/E+2 3 T/E+5  
 
T/E = expiry of 
the plan 


Archival 
Selection 


Public  


GOVERNMENT RELATIONS MANAGEMENT 


GOVERNMENT / INTERGOVERNMENTAL 
RELATIONS 


Records relating to federal, provincial, municipal government 
departments, commissions, boards, authorities and related 
agencies whose functions may impact on, or be involved with 
the Town’s administration and operations. Subjects may include 
the exchange of information, routine notifications and inquiries 
and offers of service. Documents may include government 
strategy and planning reports, government funding statements, 
government submissions and correspondence. 
 


By level of 
Government: 
Federal 
Provincial 
Municipal  


Originator CY+6 0 CY+6 Destroy internal  


ACCESSIBILITY FOR ONTARIANS DISABILITIES ACT 
(AODA) 


Records include compliance letters, contract Inquiries, 
correspondence, accessibility audits and employment 
standards.  
 


By topic Building & By-
Law  


CY+2 0 CY+2 Destroy Internal Ont.5, Ont.95, 
Ont.173, 
Ont.174, Ont.176 
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HUMAN RESOURCE 
MANAGEMENT  


The function of managing Town of Aurora employees and their relationship with the organization. Activities included defining the 
organization through organization charts and job descriptions, recruitment, compensation and benefits administration, employee training. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citations/ 


Comments 


ORGANIZATION & POSITION MANAGEMENT 


JOB DESCRIPTIONS 


Documentation identifying the positions within the Town of 
Aurora and detailing job specifications, duties and 
responsibilities and performance expectation levels. 
 


Alphabetically by 
position title 


Human 
Resources 


S/O+2 0 S/O+2 Destroy Public  


ORGANIZATION DESIGN 


Documentation identifying the organizational structure of the 
Town of Aurora including staff positions/titles, employee names 
and hierarchy of authority and responsibility. Records include 
organization charts and re-organization documentation. 
 


Alphabetically by 
department 


Human 
Resources 


S/O+2 0 S/O+2 Destroy 
 
Archival 
Selection 


Public  


RECRUITMENT & SELECTION 


RECRUITMENT & STAFF SELECTION 


Documentation relating to general resource planning and the 
recruitment and hiring of staff for specific Town of Aurora 
positions.  Records include job posting/ads, resumes under 
consideration, interview guides and questions, interview notes, 
candidate evaluation, reference checking notes and regret 
letters. 
 
Successful candidates’ information moves to employee file. 
 


Alphabetical by 
position name and 
by recruitment 
number 


Human 
Resources 


CY+2 0 CY+2 Destroy Confidential PIB   
Ont. 119 
 
 


EMPLOYEE MANAGEMENT 


EMPLOYEE FILES 


Documentation relating to an employee’s work history and 
status throughout their employment with the Town of Aurora. 


Alphabetically by 
employee last name 


Human 
Resources 


T/E+1 2 T/E+3 
 
T/E = termination 
of employment of 


Destroy Confidential PIB 
Ont.80, Ont.81, 
Ont.82. Ont. 119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citations/ 


Comments 
Includes full time employees as well as those hired for a fixed 
term contract such as a summer position, or seconded from 
another department or those on LTD or early retirees. Records 
may include resumes, copies of training certifications, staff 
photo, hiring evaluation/notes, employee performance, offer 
letter/letter of employment, engagement/hiring contract, 
secondment contracts, appointment notices, benefits selection, 
signed code of conduct, education attended, salary change 
notification, disciplinary action, termination documentation and 
pension records. 
 


employee 
 


EMPLOYEE MEDICAL FILES 


Records relating to the employees’ medical status, including 
employee ergonomic information, medical conditions, and 
recovery of individual Town employees. This includes situations 
concerning the sustainment of physical injuries and the 
development of medical conditions causing disability or 
impairment, both work and non-work related. May include 
information relating to clarification of medical conditions, 
determination of whether and/or when an employee should 
return to work, and confirmation of job duties the employee is 
and is not capable of performing. Documents may include 
doctors' notes and referrals, copies of resumes and training 
certificates, medical progress notes and all supporting 
correspondence. 


 
 


FOR: WORKERS’ COMPENSATION CLAIMS  
SEE:  EMPLOYEE MANAGEMENT - WORKERS’ 
COMPENSATION & DISABILITY MANAGEMENT  


 


By employee name Human 
Resources 


T/E+1 39 T/E+40  
 
T/E = time 
records first 
made 


Destroy Confidential PIB 
Ont. 119, 
Ont.236, 
Ont.237, Ont.238 


EMPLOYEE RECOGNITION PROGRAM 


The Town of Aurora’s AURA AWARDS are designed to 
recognize the achievements and contributions of employees, 
who through the excellence of the work they perform, produce 
results which are desired by the corporation and who, through 
their individual or team efforts, bring about positive 
consequences in the workplace. 
 
 


By employee name Human 
Resources 


CY+3 0 CY+3 Destroy 
 
Archival 
Selection 


Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citations/ 


Comments 


EMPLOYEE SURVEYS 


Surveys include: Employee engagement, employee 
satisfaction, compensation, etc.  
 


By type of survey Human 
Resources 


S/O+6 0 S/O+6 Destroy 
 
Archival 
Selection 


Internal  


WORKERS’ COMPENSATION & DISABILITY 
MANAGEMENT  


Records relating to tracking and monitoring of all individual 
Town employees' claims for financial and/or medical 
compensation as a result of personal injuries, illness, or other 
medical conditions preventing employees from fulfilling regular 
job duties. This includes workers' compensation and long term 
disability claims. Documents may include injury report forms, 
copies of long term disability and workers' compensation 
claims that have been submitted, disability recurrence continuity 
reports, completed summary claims information cards and all 
supporting correspondence. 
 


By name of 
employee 


Human 
Resources 


T/E+1 2 T/E+3  
 
T/E = when claim 
is resolved / 
closed. 


Destroy Confidential  PIB 
Ont.95,  
Ont. 119 
Ont.200, 
Ont.201, Ont.202 


EMPLOYEE HEALTH AND SAFETY 


SEE: ENVIRONMENT, SAFETY & SUSTAINABILITY - HEALTH, 
SAFETY & SECURITY MANAGEMENT 
 


  
      


EMPLOYEE COMPENSATION & BENEFIT ADMINISTERING 


EMPLOYEE COMPENSATION  


Consists of management of remuneration models for Town of 
Aurora employees. Includes annual salary plans, salary 
administrative guidelines and the management compensation 
plan. Records may include meetings, job evaluation results and 
appeals. 
 


By subject Human 
Resources 


CY+5 0 CY+5 Destroy Confidential  


EMPLOYEE BENEFIT PROGRAMS 


Includes records relating to employee benefits and deductions, 
group insurance, medical and dental plans, pensions, employee 
counselling and tuition reimbursements. Includes records 
relating to the employee assistance program. 


By topic 
 
Medical 
Dental 
Pension 


Human 
Resources 


T/E+6 0 T/E+6   
 
T/E = end of year 
for which records 
and books of 
account are kept 
or written 


Destroy Confidential Fed.9, Fed.10, 
Fed.12, Ont.99  







Town of Aurora Record Classification and Retention By-law       April 2014 


Retention & Disposition Legend:   A = Archival; AS = Archival Selection; CY = Current Year; FY = Fiscal Year; D = Destroy; S/O = Superseded or Obsolete; T/E = Termination/Event - closed/completed; PIB = Personal information Bank under 
MFIPPA; P = Permanent                         Page 55 of Page 78 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citations/ 


Comments 
permission for 
their prior 
disposal is given 
by Minister, or 
end of appeal 
period. 
 


PAY EQUITY  


Records relating to the evaluation of job positions by comparing 
duties, skills and responsibilities of similar positions. The 
objective is to ensure equal pay for work of equal value. 
Documents may include copies of policies, hiring reports, 
classification ratings, job evaluation information, position 
description questionnaires, action plans and information about 
designated worker groups. 
 


Alphabetical by job 
position 
 


Human 
Resources 


S/O+2 0 S/O+2 Destroy Internal Ont.95 


TRAINING & SKILLS DEVELOPMENT 


EMPLOYEE ORIENTATION PROGRAM 


Documentation relating to the development and delivery of the 
employee orientation program and the on-boarding of new 
employees. Records include orientation checklists and on-
boarding documents. 
 


Alphabetical by 
document type 


Human 
Resources 
 
Parks & 
Recreation 


S/O+2 0 S/O+2 Destroy Internal  


TRAINING & LEARNING  PROGRAMS – INTERNAL 


Documentation relating to the development and delivery of 
training and development related courses or presentations. 
Records include, departmental and ongoing employee training 
presentation materials, lunch and learn sessions and 
instructional material at the corporate and departmental level. 


Alphabetically by 
type of training: 
 
Customer Service 
Interpersonal 
Conflict training 


 
Violence & 
Harassment 
 


Human 
Resources 
 
Parks & 
Recreation 


S/O+2 
 


0 S/O+2 
 


Destroy Internal Fed.14, Fed15, 
Fed.18, Ont.71, 
Ont.198 


TRAINING OPPORTUNITIES – EXTERNAL 


Documentation relating to external courses, seminars and 
workshops available or of possible interest to Town employees. 
Records include course descriptions, course notes, materials 


Alphabetically by 
type of training 
 
Legal Continuing 
Education 


Originator CY+3 0 CY+3 Destroy Public Ont.71 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citations/ 


Comments 
from attending the sessions and general information regarding 
program offerings. 
 


TRAINING / CERTIFICATION RECORDS 


Records include training records of staff which are required 
under Regulation 128/04 and Regulation 129/04 to provide 
proof of operator training to the Ontario Water & Waste water 
Certification Office (OWWCO) for training renewals and 
upgrades. Copies are to be sent to HR for the employee file. 
 
Other training records that require certification by government 
bodies may also be included here. 
 


Alphabetically by 
employee name 
 


IES 
 
Originator 


CY+3  3 CY+6 Destroy Confidential  PIB 
Ont.-119, Ont.  
231, Ont.  232 


ATTENDANCE OF PARTICIPANTS 


Attendance records of those who participated in Town of Aurora 
sponsored course/workshop. 


By participant 
surname & course 
name 
Last name, first 
name and courses 
taken 
 


Human 
Resources 


CY+1 1 CY+2 Destroy Confidential PIB 
Ont. 119 


LABOUR & EMPLOYEE RELATIONS 


HUMAN  RIGHTS  COMPLAINTS & INVESTIGATIONS 


Records relating to receiving, investigating and resolving 
complaints from Town staff concerning discrimination or 
harassment. Documents may include statements of complaints 
or completed complaints forms, investigation reports and 
recommendations, witness interview notes and supporting 
documentation and correspondence regarding the exploration 
and resolution of the complaints and consultations. 
 


By person’s last 
name, first name 


Human 
Resources 


T/E+2 3 T/E+5  
 
T/E = when 
investigation 
completed and 
complaint 
resolved and/or 
closed 


Destroy Confidential  PIB 
Ont.92, Ont.93, 
Ont.94, Ont.95,  
Ont. 119Ont.198  


GRIEVANCES & ARBITRATIONS – UNION & NON-
UNION 


Records relating to complaints received from Town of Aurora 
employees concerning workplace and personal treatment, 
benefits, discipline, promotions and any other issues as defined 
in the collective agreement and the investigations to identify 
and resolve the complaint or issue. Includes information on 


By name of 
individual 


Human 
Resources 


T/E+2 0 T/E+2 
 
T/E = after 
receiving award 
or complaint is 
resolved  


Destroy Confidential PIB 
Ont.95,  
ONT 119 
Ont.220 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citations/ 


Comments 
addressing and resolving the grievances, such as mediation 
and formal adjudication hearings involving arbitrators. 
Documents may include completed grievance forms, copies of 
meeting minutes, adjudication hearing schedules, arbitration 
notices, solicitor’s correspondence minutes of settlements, 
memorandum of settlement and all supporting correspondence. 
 


LABOUR NEGOTIATIONS 


Records relating to conducting labour negotiations, which 
involve discussions and meetings between Town of Aurora and 
employee groups, such as unions, to achieve resolution on a 
wide range of issues pertaining to unionized employees. These 
issues may include staff reductions and layoffs, staff recalls, 
promotions and wage increases, working conditions, 
disciplinary actions, seniority rights and restructuring. May 
include information on collective bargaining, dispute mediation 
and conflict resolution.  
 
FOR: COLLECTIVE AGREEMENTS  
SEE: LEGAL – AGREEMENTS / CONTRACTS / LEASES 


 


By type of union and 
year 


Human 
Resources 


T/E+1 9 T/E+10 
 
T/E = end of the 
contracted period 


Destroy 
 
Archival 
Selection 


Confidential  


PENSION ADMINISTRATION 


PENSION RECORDS  


SEE: EMPLOYEE MANAGEMENT - EMPLOYEE FILES  
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INFORMATION TECHNOLOGY 
AND RECORDS MANAGEMENT  


The function of applying and managing information and communications technology to support the business needs of the organization by 
means of capturing, storing, retrieving, transferring, communicating and disseminating information through automated systems, such as 
wide-area networks and local-area networks. Includes planning, determining requirements, developing, acquiring, modifying and evaluating 
applications and databases, and disposing of these systems. Also includes communication systems, such as video-conferencing, voice mail, 
Blackberries (or other mobile devices), electronic mail, and the technical aspects of the internet, intranet, and websites. Also includes the 
management of the lifecycle of information through records management services such as classification systems, retention by-law, 
identification of vital records and security classification. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


INFORMATION TECHNOLOGY – COMPUTER & INFORMATION SECURITY 


COMPUTER SYSTEM ACCESS & SECURITY 


Records relating to the security and confidentiality of Town of 
Aurora’s online information resources. Includes information 
about computer security practices and tools. Documents may 
include access requests, computer monitoring reports, and user 
authorization lists, accounts schema, privileges and computer 
security, threat assessments and justification for reasons 
(including request forms) for alternative security practices or 
configurations. 
 


Alphabetical by type 
of document 


Information 
Technology 


CY+2 0 CY+2 
 
 


Destroy Internal Fed.4 


DISASTER PREPAREDNESS & RECOVERY 
PLANNING 


Records relating to the development and implementation of 
comprehensive disaster preparedness’ plan, which documents 
the backup and recovery procedures for all Town records and 
required facilities and operations in the event of a disaster. Also 
includes information relating to the actions taken in the event of 
actual systems disasters such as, status reports, the disaster 
contingency plan, phone lists of key persons to contact in the 
event of a disaster, lists of vital records and all supporting 
correspondence. 
 
FOR: EMERGENCY MANAGEMENT PLANNING   
SEE: ENVIRONMENTAL, SAFETY & SUSTAINABILITY – HEALTH, 
SAFETY & SECURITY – EMERGENCY MANAGEMENT 
PLANNING  
 


Alphabetical by topic Information 
Technology 
 
Building &  
By-Law 


S/O+2 0 S/O+2 Destroy Confidential PIB   
Ont. 119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


SYSTEM BACK-UP  


Copies of master files or databases, application software, logs, 
directories needed to restore a system in case of a disaster or 
inadvertent destruction. 
 


By system name Information 
Technology 


S/O+2 0 S/O+2 Destroy Confidential  


APPLICATIONS & SYSTEMS DEVELOPMENT 


BUSINESS PROCESS MODELS & REVIEWS 


Used to help define and understand business processes in 
order to develop hardware and software requirements. 
Documentation of related, structured activities--a chain of 
events--that produces a specific mandated output. Records 
may include business area analysis, feasibility studies, workflow 
analysis and case studies. 
 


By process name Originator T/E+2 0 T/E+2 
 
T/E = completion 
of reviews or 
studies of 
business process 
models. 


Destroy 
 
 


Internal  


PRODUCT EVALUATIONS 


Records relating to the review and analysis of software and 
hardware products for suitability and/or implementation. 
Records include review notes, product literature, beta testing, 
test results and summary or recommendation reports. 
 
 
FOR: VENDOR INFORMATION   
SEE: FINANCIAL MANAGEMENT - PROCUREMENT– 
VENDORS/SERVICE PROVIDERS 
 


Alphabetical by 
product or hardware 
name 


Originator T/E+2 0 T/E+2 
 
T/E = completion 
of the evaluation. 


Destroy 
 
 


Internal  
 
 


SYSTEMS DEVELOPMENT & IMPLEMENTATION 


Designing and developing IT systems to enable the Town to 
achieve its strategic goals and objectives. Includes designing 
and developing new IT systems and developing existing IT 
systems to meet evolving business needs or technical 
standards. This includes in-house software development as well 
as system integration activities. This may include information on 
computer resources, technical design, systems development, 
user requirements, project definitions and database 
management. Would also include source code. Documents may 
include project charter, project scope, project plans, project 


Alphabetical by 
project name, project 
number and then by 
subject. 
 
Architecture 
Business 
Requirements 
Quality Assurance 
System Engineering 
Project Management 
Project Deployment 


Originator - 
Project Manager 
& Sponsor 


T/E+4 0 T/E+4 
 
T/E= termination 
or completion of 
project 
 
 


Destroy  
 
Archival 
Selection 


Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 
management reports, copies of purchase orders and requests 
for proposals, system testing statements, data control impact 
documents, quality assurance investigations and reports, 
deficiencies and gaps and related correspondence. 
 
FOR: PROJECTS THAT ARE NOT RELATED TO AN IT INITIATIVE  
SEE: FUNCTION ADMINISTRATION - PROJECT MANAGEMENT 
- ADMINISTRATIVE 
 


Plans 
 
 


COMPUTER OPERATIONS & SUPPORT 


HARDWARE & SOFTWARE MANUALS / 
INSTRUCTIONS / OPERATING PROCEDURES 


Records from vendors and external organizations such as 
standards, procedures and operating instructions that provide 
instructions on the operation and maintenance of computer 
hardware and software. Includes user guides, maintenance 
support materials, desktop service manuals and instructions, 
backup instructions and related documentation for the 
maintenance of the mainframe.  
 


Alphabetical by 
name of application 


Information 
Technology 


T/E 
 
 


2 T/E+2 
 
T/E= end of life/ 
decommissioning 
of the application 
or system asset 


Destroy Public  


HARDWARE / SOFTWARE INVENTORY – 


SEE: ASSET MANAGEMENT AND MAINTENANCE – 
MAINTENANCE & OPERATIONS MANAGEMENT – FIXED 
ASSETS - ASSET REGISTER 
 


  
      


GIS DATA ( ALSO KNOWN AS GEOMATICS) 


Records associated with research, planning, design, 
development, implementation and execution of geospatial 
specific programs for parks, planning and elections. 
 


By Activity 
 
Elections 
Planning 
Parks 


Planning & 
Development 
 
Parks & 
Recreation 
 
IES  


S/O+3 0 S/O+3 Destroy 
 
Archival 
Selection 


Internal  


HELP DESK LOGS & REPORTS 


Records tracking computer end-user problems (tickets) and 
requests and the action taken to resolve the problems. Also 
includes customer surveys and user complaint information. 


Alphabetical by type 
of request 


Information 
Technology 


CY+2 0 CY+2 Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


SYSTEM OPERATIONS 


Managing the IT hardware, software and networks required to 
support the organization’s operations. This includes IT 
hardware, software, networks, installation and testing and the 
operation of hardware, software and networks. 
 
 
FOR: HARDWARE & SOFTWARE MANUALS 
SEE:  HARDWARE AND SOFTWARE 
MANUALS/INSTRUCTIONS/ 
OPERATING PROCEDURES 
 
FOR: IT SECURITY  
SEE: COMPUTER SYSTEM ACCESS & SECURITY  
 


Alphabetical by 
system name then 
by subject. 
Common Operating 
Procedures 
Configurations 
Standards 
Tracking Documents 
Change 
Management 
Documentation 
Performance 
Reports 


Information 
Technology 


CY+2 0 CY+2 Destroy Internal  


INTERNET & INTRANET DEVELOPMENT / 
MANAGEMENT 


Records relating to the development and maintenance of the 
Town’s internet and intranet online web sites and services. 
Includes information on website development, technical design 
information, and user requirements. Documents may include 
Internet and Intranet review statements and reports, website 
information content specifications and correspondence.  
 


Alphabetical by topic Information 
Technology 


T/E+2 0 T/E+2 
 
T/E = end of 
project or new 
update 


Destroy  
 
Archival 
Selection 


Internal  


TELECOMMUNICATIONS & ELECTRONIC 
COMMUNICATION SYSTEMS 


Records relating to the installation, maintenance, operation and 
use of telecommunications equipment and systems. Includes 
information on telephone, cable, fibre optics, electronic mail, 
voice mail, fax, pager, cell phone, and emergency systems and 
processes. Documents include requests for installation or 
maintenance, change requests and service call requests to 
service providers. 
 
FOR: SUPPLIER AGREEMENTS AND CONTRACTS  
SEE: LEGAL /LICENSING/PERMITS – 
AGREEMENTS/CONTRACTS/LEASE ADMINISTRATION 
 


Alphabetical by topic Information 
Technology 
 
 
 
 
 
 


CY+2 0 CY+2 Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


RECORDS/DOCUMENT MANAGEMENT 


CLASSIFICATION & RECORDS RETENTION BY-LAW 


Records relating to the development and implementation of the 
records classification structure and the retention and disposition 
by-law initiatives. Includes information relating to all issues that 
may affect the development and approval of the Town’s records 
classification structure and retention by-law, which officially 
govern for how long information is kept and whether it is 
destroyed. Documents may include records retention by-laws of 
other municipalities, federal and provincial legislation, legal 
opinions and all supporting correspondence. 
 


Alphabetical by topic Clerk’s Office S/O+2 0 S/O+2 
 
 


Destroy Public Ont.157 
 
 


RECORDS DESTRUCTION CERTIFICATES 


Records relating to records destruction certificates, which 
authorize the destruction of the Town of Aurora’s records in 
accordance with formally-approved records retention by-law. 
Includes destruction of media such as paper, microform and 
electronic records. Documents include records destruction 
certificates, applications for records destruction, destruction 
notices, and records destruction statistics and reports. 
 
 
 
 
 
 


Alphabetical by 
department name 


Clerk’s Office P 0 P 
 
 


Permanent  Ont.158, 
Ont.159, Ont.160 
 
Permanent 
retention 
because the 
certificates may 
be needed in 
litigation to prove 
the information 
was destroyed in 
“the normal 
course of 
business.” 


RECORDS CENTRE OPERATIONS 


Records relating to the operations and management of the 
Town of Aurora‘s records storage facilities. May include 
information relating to inactive records retrieval and storage 
locations. Documents may, box contents listings, disposition 
notifications, copies of records destruction certificates, and all 
supporting correspondence. 
 


By type of document Clerk’s Office P 0 P 
 
 


P Internal Ont.158, 
Ont.159, Ont.160 
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LEGAL, LICENSING AND 
MUNICIPAL PERMITS  


The function of providing legal services to the organization by the Legal Department or external counsel. Records relating to legal matters 
involving the Town of Aurora. Includes leases, agreements, contracts, licenses, permits, insurance policies. Also includes records relating to 
lawsuits and legal issues. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


AGREEMENTS & CONTRACTS / LEASE ADMINISTRATION 


AGREEMENTS / CONTRACTS / LEASES 


All agreements relating to the negotiation, formation and use of 
official agreements, contracts & leases which may be between 
the Town of Aurora and external organizations or individuals. 
Records may include drafts and final agreements, memoranda 
of understanding and supporting correspondence. Record 
series includes software license agreements, facility and 
equipment leases and site plan agreements. 
 


By vendor / service 
provider name / 
organization 


Clerk’s Office T/E+15 0 T/E+15 
 
T/E= 
completion or 
termination of 
contract 
 
 
 


Destroy 
 
Archival status 
for collective 
agreements 


Confidential PIB 
Ont.95, Ont 96 
Ont. 119 
 


DISPUTE RESOLUTION & CONTRACT 
NEGOTIATIONS 


Records used to negotiate contracts and resolve issues 
surrounding those contracts. Records may include reference 
materials on the client or matter, background information  
correspondence, Council Extracts, Committee/Council reports, 
minutes, including closed session, legal advice/opinion, 
corporate searches, title searches, Town By-Laws, policies, etc.  
 


By vendor / service 
provider name 


Legal T/E+1 2 T/E+3 
 
T/E= 
completion of 
negotiation 


Destroy Confidential PIB 
 
Ont.95 
Ont. 119 


MATTER MANAGEMENT 


DEPARTMENTAL LEGAL MATTERS 


Records relate to Departments and Council who require 
ongoing or specific legal information or advice about a specific 
case or one-time issue. Information can relate to a specific 
transaction or matter. Information may include reference 
materials on the matter or organization, background 
information, correspondence, council extracts, 
committee/council reports, minutes including closed sessions, 
copies of legal advice, title searches and town by-laws and 
policies. 


By case topic Legal T/E+1 14 T/E+15 
 
T/E = file closed 
upon resolution 
or abandonment 
 


Destroy Confidential PIB 
Ont119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


PRECEDENTS 


Documents that that may be used as an example in 
dealing with subsequent similar instances. This may 
include precedents of subdivision plans, encroachments, 
road and lane closures and variances. 
 


By topic Legal S/O+2 0 S/O+2 Destroy Internal  


ONTARIO MUNICIPAL BOARD (OMB) CASE FILES 


Includes legal correspondence and background material for 
OMB. Case files for tax and property issues. May include 
development applications, notices of appeal, OMB orders and 
notices, pleadings, case law, reports and correspondence.  
 


By address & case 
number 


Legal 
 
Planning & 
Development  


T/E+3 12 T/E+15 
 
T/E= resolution of 
matter 


Destroy Confidential  


ONTARIO MUNICIPAL BOARD (OMB) DECISIONS 


Records include final decisions, notices and OMB orders. 
 


By address & case 
number 


Legal T/E+3 P P Permanent Public Ont.239 


INSURANCE, RISK & COMPLIANCE MANAGEMENT 


INSURANCE &  RISK  MANAGEMENT 


Documentation relating to insuring Town of Aurora against risk 
and fiscal exposure. Insurance policies include errors and 
omissions insurance, umbrella liability, and property insurance. 
Records include insurance statement of values applications, 
policies, renewals, certificate of insurance and related 
information.   
 
 
FOR: INSURANCE CLAIMS  
SEE: LITIGATION/CLAIMS 
  


Alphabetical by type 
of insurance 
 
 
 


Clerk’s Office CY+3 0 CY+3  
 
 


Destroy Internal Ont.1, Ont.2, 
Ont.3, Ont.4, 
Ont.77, Ont.95 


COMPLIANCE LETTERS 


Include records relating to the processing of requests from 
lawyers regarding whether or not a property is in compliance 
with municipal by-laws and development agreements.   
 


By property address Legal 
 
Building & 
By-Law 


CY+2  0 CY+2  Destroy Internal  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


LEGAL OPINIONS / ADVICE / BRIEFS 


Includes records relating to legal opinions provided by the 
municipality's legal staff and legal opinions provided to the 
municipality, departments and Council. 
 


Alphabetical by topic Legal CY+15  0 CY+15 Destroy 
 
Archival selection 


Confidential  


ACCIDENT & INCIDENT / OCCURRENCE REPORTING 


Records relating to the Town’s reporting of accidents or 
incidents that have occurred on Town properties and that may 
involve members of the public, staff and buildings and 
structures. Accident reporting concerns events such as 
vandalism, arson, vehicle accidents and personal injuries that 
have occurred.  
Records include completed accident investigation reports, 
corrective action forms, witness statements, functional ability 
forms, first aid records and hazardous reporting forms. 


By name of 
individual 


Legal 
 
Human 
Resources 


T/E+3 0 T/E+3 
 
T/E = file closed 
upon resolution 
or matter of 
incident 
 
NOTE FOR 
MINORS: 
T/E is the earlier 
of reaching the 
age of majority or 
obtaining 
litigation guardian 
 
NOTE FOR 
INCAPABLE 
PERSONS: 
T/E for a person 
who cannot start 
a claim because 
of physical, 
mental or 
psycho- logical 
condition is the 
time such a 
person obtains a 
litigation guardian 
 


Destroy Confidential PIB 
Fed.13, Ont.84, 
Ont.85, Ont.95 
Ont. 119 
 
 
 
 
Age of majority = 
18th birthday 
 
 
 
 
 
 
 
 


REAL PROPERTY MANAGEMENT 


REAL PROPERTY ACQUISITION / EXPROPRIATION / 
DISPOSITION 


Includes records relating to the acquisition, expropriation and 
purchase of land, buildings and property by the Town. 


By address of 
property 


Legal T/E+1  9 T/E+10  
 
T/E = last 
payment of any 
part of principal or 
interest 


Destroy Confidential Ont.100, 
Ont.101, 
Ont.102, 
Ont.103, Ont.104 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


LITIGATION/CLAIMS 


CLAIMS BY THE MUNICIPALITY 


Records relating to the administration of and consultation for, 
legal matters and litigation affecting or initiated by the Town of 
Aurora such as contractual claims or extensions. This may 
include information copies of legal opinions and decisions, 
litigation fees, legal challenges and issues, by-law enforcement 
court cases and judicial decisions. Documents may include 
subpoenas, copies of contracts and legislation, copies of 
property plans, legal exhibits such as photographs, legal 
research documentation and supporting correspondence. 
 


By name of claimant Legal 
 
Building & Bylaw  


T/E+1 14 T/E+15 
 
T/E = file closed 
upon resolution 
 
 
 


Destroy Confidential PIB 
 
Fed.13, Ont.84, 
Ont.85, Ont.95 
Ont. 119 
 
 
 
 
 
 
 


CLAIMS AGAINST THE MUNICIPALITY – INSURED & 
NOT INSURED 


Records relating to the administration of and consultation for, 
legal matters and litigation affecting or initiated by employees or 
other parties; such as, first party claims made by the Town of 
Aurora to the Town’s Insurer(s) (for example, property and 
crime losses) and third party liability claims that are made 
against the Town. This may include information on legal 
opinions and decisions, litigation fees, legal challenges and 
issues, by-law enforcement court cases, personal injury and 
judicial decisions. Third party liability claims may arise from 
alleged negligence or omission by the Town, for example, its 
failure to clear ice and snow from walkways, potholes and 
collisions involving Town vehicles. Documents may include 
subpoenas, copies of contracts and legislation, copies of 
property plans, legal exhibits such as photographs, legal 
research documentation, claims and affidavits, damage and 
injury reports, medical reports and all supporting 
correspondence. 
 
 
 
 
 
 
 


By name of 
person/organization 


Legal 
 
 


T/E+1 14 T/E+15 
 
T/E = file closed 
upon resolution 
 
NOTE FOR 
MINORS: 
T/E is the earlier 
of reaching the 
age of majority or 
obtaining 
litigation guardian 
 
NOTE FOR 
INCAPABLE 
PERSONS: 
T/E for a person 
who cannot start 
a claim because 
of a physical, 
mental or 
psycho-logical 
condition is the 
time such a 
person obtains a 
litigation guardian 


Destroy Confidential PIB 
 
Fed.13, Ont.84, 
Ont.85, Ont.95 
Ont. 119 
 
 
 
 
Age of majority = 
18th birthday 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


USE & PERMISSION AUTHORIZATION 


CONSENT RELEASE FORMS & WAIVERS 


Release/waiver forms are written agreements that 
release/forego any current or potential rights to sue or demand 
compensation from another party. The purpose is to protect the 
Town against lawsuits from other parties that might arise as a 
result of activities permitted by the Town or conducted by the 
Town with the permission of another party. Records include 
insurance waivers, liability waivers, parental consent forms and 
consent release forms. 
 


By type of waiver Originator T/E+3  0 T/E+3 
 
T/E = expiry of 
waiver / release 
or conclusion of 
activity to which 
waiver / release 
relates 


Destroy 


 
 


Confidential  PIB 
Ont.95 
Ont. 119 
 
If an accident 
occurs to any 
person covered 
by a signed 
waiver of liability, 
it must be 
retained for the 
same period as 
accident reports 
 


LICENCES & PERMITS PROCESSING 


LICENCES & PERMITS 


Business, commercial, recreational and all other licences and 
permits except those dealing with building, planning and 
development, zoning.   
 
 
FOR: PROPERTY RELATED APPLICATIONS 
SEE: PLANNING, DEVELOPMENT & BUILDING – 
APPLICATIONS, PERMITS – OTHER & BUILDING PERMITS 
 
 
FOR: WATER PERMITS  
SEE: ENVIRONMENT, SAFETY AND SUSTAINABILITY - 
ENVIRONMENTAL PLANNING & PROTECTION - DRINKING 
WATER QUALITY MANAGEMENT SYSTEM (DWQMS) 
 
FOR MARRIAGE LICENCES  
SEE: LEGAL/LICENSING/PERMITS - VITAL STATISTICS  
 
 


By type of 
Permit/Licence 
 
Animal Control 
 
Business 
 
Farmer’s market 
 
Lottery 
 
Pet 
 
Taxi 
 
 


 


Originator T/E+1 3 T/E+4  
 
T/E = expiry date 
of licence / permit 


Destroy Confidential PIB 
Ont. 119, 
Ont.164,  
Ont.166, 
Ont.168,  
Ont.230 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


BY-LAW ENFORCEMENT 


PROVINCIAL OFFENSES 


Includes records relating to infractions under municipal by-laws 
and the follow-up of these cases.  PART III - POA 


The types of documents created/received are as follows: 
Orders to Comply 
Notice of Violation 
General Letters 
Part 1, Part 3 occurrences, 
Complaints 
Note taking logs 
Court briefs 
POT tickets 
Summons 
Inspection photos 
Ownership of property 


 


By address Originator T/E+1 2 T/E+3 
 
T/E = matter 
closed upon 
resolution or 
abandonment 


Destroy Confidential PIB  
Ont.95,  
Ont. 119 
Ont.221, 
Ont.222, Ont.223 


COMPLAINTS, CITATIONS, NOTICES OF 
VIOLATIONS & INVESTIGATIONS 


Records include the nature of the complaint, details of the 
incident, investigation information. Includes records relating to 
building complaints and order to comply. 
 


By Case/Complaint By-law 
Enforcement 


T/E+2 1 T/E+3 
 
T/E = matter 
closed upon 
resolution or 
abandonment 


Destroy 
 
 


Confidential  PIB 
Ont.95 
Ont. 119 


MUNICIPAL BY-LAW INFRACTIONS 


Prosecutions deal with municipal infractions, their prosecution, 
appeals and the follow-up of these cases. Records include 
certificate of conviction, court filing for unpaid parking 
infractions, notice of intention to appear form, original parking 
tickets, court papers, set application, decision, trials, etc. 


 


 


 


By Case/Complaint Originator T/E+1 2 T/E+3 
 
T/E = matter 
closed upon 
rendering or 
verdict or 
abandonment 


Destroy Confidential PIB 
Fed.13, Ont.84, 
Ont.85, Ont.95 
Ont. 119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


VITAL STATISTICS 


VITAL STATISTICS APPLICATIONS 


Records relating to vital statistics registration applications and 
licences/certificates of vital events such as births, deaths and 
marriages that occur in the Town of Aurora. Applications must 
be accurately completed, accompanied by an administrative fee 
and submitted to the Town of Aurora. The Town will match and 
confirm the information and forward the completed documents 
to the Office of the Registrar General. Documents may include 
completed application forms, travel letters and all supporting 
documents. 
 


By Type of 
Application then 
name of person 


Legislative 
Services 


T/E 2 T/E+2 
 
T/E = completion 
of the application 


Destroy Confidential PIB 
Ont.6, Ont.91,  
Ont.95, Ont.97 
Ont. 119 


VITAL STATISTICS REGISTER – MARRIAGE, DEATH 
& BIRTHS 


Register of births, deaths and marriages which occurred in the 
Town of Aurora. 
 
 
FOR: MARRIAGE LICENCES   
SEE:  VITAL STATISTICS APPLICATIONS 


By name of person Legislative 
Services 


T/E+2 0 T/E+2 
 
T/E = completed 
and signed date 
of register 


Destroy 
 
Archival 
Selection 


Confidential PIB 
Ont.6, Ont.98 
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PLANNING,  DEVELOPMENT 
AND BUILDING  


The function of managing the physical growth and development of the Town of Aurora. Activities include reviewing and amending the official 
plan and development regulations, preparing appeals and representing the Town at appeal hearings, handling development inquiries and pre-
application consultation, issuing building permits, street naming nomenclature, review of major development applications and providing 
mapping support to other departments. 


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citation/ 


Comments 


BUILDING, PLANNING & ZONING 


APPLICATIONS BY CONTRACTORS AND INDIVIDUALS FOR PERMITS FOR THE DEVELOPMENT, CONSTRUCTION AND USE OF COMMERCIAL, INDUSTRIAL, INSTITUTIONAL OR 
RESIDENTIAL PROPERTIES AND BUILDINGS. 


DEVELOPMENT INQUIRIES / PRE-APPLICATION 
CONSULTATION & COMPLETE APPLICATION 
CHECKLIST 


Includes requests for information regarding developments and 
development pre-consultations to assist in determining 
requirements for a complete application. May include concept 
plans. 
 


By name of 
Applicant 


Planning  CY+2 0 CY+2 Destroy Confidential PIB 
Ont. 119 
 


PLANNING APPLICATIONS   


Request for formal permission to build, construct or renovate a 
structure and all related permits. Includes both permit 
applications and permits issued and approvals. Includes 
records regarding the approval (or otherwise) such as 
completed application checklists, records received/prepared 
and associated with processing the application including; 
related plans, reports and studies, drawings, written notes, 
background information general correspondence, formal 
correspondence to council, etc. 
 
 
FOR: BUILDING PERMITS  
SEE: BUILDING, PLANNING & ZONING -BUILDING PERMITS 
 


By type of 
Application:  
 
Condominium 
Consent 
Development 
Heritage 
Minor Variance 
Official Plan 
Amendments 
Part lot control 
Site Plan 
Street Naming 
Subdivision 
Zoning 


Planning  T/E+1 6 T/E+7  
 
T/E = project 
finished and 
securities for the 
file has been 
released 
 
 


Destroy Internal PIB 
Ont.7, Ont.8, 
Ont.15, Ont.33, 
Ont.34, Ont. 119, 
Ont.162, 
Ont.177, 
PIBOnt.178, 
Ont.179 


APPLICATIONS & PERMITS – OTHER 


Applications for and copies of permits (or records of their 
issuance) involving sign installation, fencing, swimming pool 
construction, driveway construction, and for similar activities 


By type of permit 
then address 


Building  & 
By-laws 


T/E+2 0 T/E+2  
 
T/E = project 
finished 
 


Destroy Public PIB  
Ont.7, Ont.8, 
Ont.15, Ont.33, 
Ont.34, Ont.107, 
Ont. 119, 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citation/ 


Comments 
that are not classified as building or planning applications or 
permits. 
 
 
FOR: BUSINESS, PET, TAXI, MOBILE VEHICLES ETC.  
SEE: LEGAL/LICENSING/PERMITS - LICENCES & PERMITS 
 


Ont.162, 
Ont.163, 
Ont.177, 
Ont.178, Ont.179 


BUILDING PERMITS 


Includes building permit applications, supporting documentation 
and issued buildings permits. 
 


By permit number & 
address 


Building  T/E+1 14 T/E+15 
 
T/E = later of final 
inspection or last 
action by Town 
on the matter 


Destroy Internal PIB 
Ont. 119 


PROPERTY REFERENCE FILE (RESIDENTIAL & NON-
RESIDENTIAL) 


Property file is a reference file comprised of copies of 
documents so that relevant documents on the property are 
stored together. Records may include permit application, 
committee of adjustment file, correspondence, survey or site 
plan, drawings and all information related to the property.  
   


By address & roll 
number 


Originator T/E+2 0 T/E+2 
 
T/E = 
decommissioning 
of property 


Destroy Internal PIB 
Ont. 119 


INSPECTIONS – BUILDING 


Reports of inspections carried out with reference to new 
construction; alterations to existing structures; code violations 
and other projects, activities or situations requiring inspection. 
 
 
FOR: ROADS, SEWERS, BRIDGES, TRAILS, ETC.  
SEE: ROAD/LINEAR ASSET DESIGN & MAINTENANCE – 
MAINTENANCE & REPAIRS 
 


By roll number & 
address 


Building  & 
By-law 


T/E+1 14 T/E+15 
 
T/E = later of final 
inspection or last 
action on file 


Destroy Internal PIB 
Ont.9, Ont.96, 
Ont.119, 
Ont.226, Ont.227 


ENGINEERING PLANNING & DEVELOPMENT 


DESIGN & DEVELOPMENT REVIEW 
DOCUMENTATION 


Records relating to the development and planning of 
engineering projects. This includes projects undertaken by the 


By project name IES T/E+2 13 T/E+15  
 
T/E = later of last 
inspection or 
action on a file, or 


Archival  
Selection 


Internal 
 
 
 


Ont.15, Ont.96 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citation/ 


Comments 
Town of Aurora, the Region and private sector organizations. 
Includes copies of site specific engineering drawings, site 
plans, field notes, condominium applications and subdivisions, 
engineering proposals, application reviews, copies of 
agreements and contracts and engineering and special studies. 
 


completion of a 
project 


DESIGN STANDARDS 


Records relating to engineering design standards for Town of 
Aurora infrastructures. 
 


By name of standard IES T/E+2 13 T/E+15   
 
T/E = when a 
standard 
becomes 
obsolete 


Archival 
Selection 


Internal Ont.10, Ont.96 


PROJECT MANAGEMENT – MUNICIPAL PROPERTIES 


MUNICIPAL PROPERTY DESIGN & DEVELOPMENT 


Records relating to internal initiatives intended to ensure 
effective construction and renovation of Town of Aurora 
property, including buildings and other structures, through 
analysis of, and compliance with, all issues that may affect the 
actual work. This is performed prior to the construction or 
renovation work actually being undertaken. May include 
information on floor load capacity, space planning, need for 
ventilation and other design requirements. Documents may 
include project proposals, structural investigation reports, 
feasibility studies, preventative maintenance studies, technical 
and development reviews, noise and signage studies, safety 
plans or studies, consultant selection criteria, staffing layout 
plans, detailed needs analysis reports and copies of capital 
budget statements. 
 


By name of project/ 
location 


Planning - 
Engineering 
 
Parks & 
Recreation 


T/E+2 13 T/E+15  
 
T/E = when study 
or project is 
completed 


Destroy 
 
Archival 
Selection 


Internal 
 
 


Ont.10, Ont.96 


URBAN PLANNING 


OFFICIAL PLAN & AMENDMENTS 


The statutory document which sets out the land use policy 
directions for long term growth and development in a 
municipality. Records include draft and final “reference” 
versions of official plans and related information.  
 
 


By number Clerk’s Office CY+5 P P 
 
 


Permanent Public Ont.162 
 
Shall be lodged 
in office of Clerk 
of each 
municipality 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citation/ 


Comments 


FOR: PLANNING APPLICATIONS  
SEE: BUILDING PLANNING & ZONING – PLANNING 
APPLICATIONS 
 


SECONDARY PLANS 


Secondary Plans apply to areas where significant 
redevelopment is expected. Establishes local development 
policies to guide growth and development in defined areas 
where major physical changes are expected. 
 


By neighbourhood Planning & 
Development  


CY+5 P P Permanent Public  


“M” PLAN 


M Plans are registered plans for subdivisions and show the 
survey boundaries, lot numbering and dimensions of the lot. 
 


By plan number Originator S/O+2 13 S/O+15 
 
S/O = after the M 
Plan is replaced 


Archival 
Selection 


Public Ont.15, Ont.96 


“R” PLAN 


R Plans are registered plans that show all land description 
including division of land. 
 


By plan number Originator S/O+2 13 S/O+15 
 
S/O = after the R 
Plan is replaced 


Archival 
Selection 


Public Ont.15, Ont.96 


ENVIRONMENTAL MASTER & OTHER 
SUSTAINABILITY PLANS  


SEE: GOVERNANCE - STRATEGIC & LONG RANGE PLANS - 
MASTER PLANS 
 


        


PROPERTY/FACILITY DRAWINGS & IMAGES 


ENGINEERING DRAWINGS / PLANS – NON TOWN 
ASSETS 


As-built and construction architectural, structural, mechanical 
and electrical drawings and plans for assets that do not belong 
to the Town of Aurora. Includes records regarding detailed 
engineering drawings for facilities, buildings, road 
reconstruction, parking lot, drawings for water sewer, storm 
water, street, landscape, lights, sidewalks, floor plans, 
mechanical layouts, electrical drawings, renovations, wire 


By type of drawing, 
then location: 
 
Roads 
Sewers 
Parking lots 
Facilities 
Sidewalks 
Subdivision lot  
Grading Plans 
Landscape 


Originator T/E+2 13 T/E+15 
 
T/E = when a 
project is 
completed and all 
securities are 
returned 


Archival 
Selection 


Internal Ont.15, Ont.96 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citation/ 


Comments 
plans, structural plan, etc. 


 
 
FOR: TOWN DRAWINGS 
SEE: ASSET MANAGEMENT & MAINTENANCE – TOWN 
FACILITIES’ DRAWINGS 
 


AIR PHOTOGRAPHY 


Includes aerial photography of the Town of Aurora properties, 
prints and slides 
 
 
FOR: EVENT AND COMMUNITY PHOTOGRAPHS  
SEE: COMMUNICATIONS & STAKEHOLDER RELATIONS – 
PHOTOGRAPHY – TOWN OF AURORA EVENTS 
 


By topic and then 
address if available: 
 
Urban Design photos 
 
Heritage 


Originator S/O 2 S/O+2 Archival 
Selection 


Public  


MAPS 


May include the following categories of maps: community 
facilities, zoning, flood plain, geologic survey, subdivision, land 
use, typographic and water and soil.  
 
 


By type of map: 
 
Facilities 
Land Use 
Subdivision 


Originator S/O 2 S/O+2 Archival 
Selection 


Public Ont.107 


MUNICIPAL ADDRESSING 


STREET NAMES & NUMBERS  


Includes records relating to road / street names, unit numbers 
and name changes for municipal buildings, streets, utility 
stations and parks. Notifications sent out to agencies regarding 
the proposed and final addressing for corner lots and 
notifications for address confirmation. Includes the original 
applications and notifications.  
 
 
 
 
 
 


By location Planning 
 


S/O 2 S/O+2 Archival 
Selection 


Public  
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention 


Total 
Retention Disposition Security 


Classification 
Citation/ 


Comments 


HERITAGE PLANNING 


HERITAGE RESOURCES 


Records dealing with the identification and conservation of 
significant heritage resources which can include buildings, 
natural resources monuments, structures and landscapes. 
Records include heritage studies, Aurora Register of properties 
of cultural value or interests, processing heritage designations.  
 
 
FOR: HERITAGE PERMITS   
SEE: PLANNING APPLICATIONS 
 


By topic Heritage 
Planning Division 


T/E+1 2 T/E+3 years  
 
T/E = end of 
period identified 
as ‘Heritage’ 


Archival 
Selection 


Public Ont.34, Ont.114, 
Ont.115, 
Ont.116, Ont.117 
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RECREATIONAL AND 
CULTURAL SERVICES  


This function of managing, operating and supporting sports and other recreational activities, the arts, social and cultural organizations.  


 


Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


PROGRAM MANAGEMENT 


RECREATIONAL PROGRAM RECORDS 


Records relating to sports, recreational, or cultural activities and 
programs sponsored by the Town of Aurora, including activity 
schedules, programs, participants’ list, status sheets, 
scorebooks, rules and regulations, activity planning records and 
all other similar records. 
 


By name of program 
 
Aquatics 
Community 
Partnership 
Fitness 
Seniors  
Youth 


Parks & 
Recreation 


CY+1 2 CY+3 Destroy Confidential PIB 
Ont.91 
Ont. 119 


PROGRAM REGISTRATION & MEMBERSHIPS 


These files document registrations and memberships for 
recreation programs including teams, leagues, camp programs, 
special events, campgrounds, golf, etc. They may include 
registration forms, medical forms, and copies of invoices or 
receipts. 
 


By name of person Parks & 
Recreation 


CY+1 5 CY+6 Destroy Confidential PIB 
Ont.91 
Ont. 119 


RECREATION ATTENDANCE RECORDS 


May include class roster, sign-up sheets, and emergency 
contact information. Information used for attendance and refund 
purposes. 
 


By name of person Parks & 
Recreation 


CY+1 5 CY+6 Destroy Confidential PIB 
Ont. 119 


PERMISSION SLIPS 


Information used to allow participation in sporting events. 
 


By name of person Parks & 
Recreation 


CY 2 CY+2 Destroy Confidential PIB 
Ont. 119 


PROGRAMS – AQUATICS – SWIM RESULTS 


List of names regarding passing and failing of the swim test. 
 


By name of person Parks & 
Recreation 


CY 2 CY+2 Destroy Confidential PIB 
Ont. 119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


ACTIVITY / STATISTICAL REPORTS 


These are periodic reports generated by the parks and 
recreation department and may contain narrative and statistical 
data about the department’s programs, activities, services, 
number of participants, etc. They may be generated for the 
entire Parks and Recreation Services department or for a 
specific function program or facility, such as the golf course, 
nature center, historical property, etc. 
 


By name of facility or 
program 


Parks & 
Recreation 


CY+1 2 CY+3 Destroy Internal Ont.228 


WAIVERS OF LIABILITY / PARENTAL CONSENTS.  


SEE: LEGAL/LICENSING/PERMITS – USE & PERMISSIONS 
AUTHORIZATION – CONSENT RELEASE FORMS & WAIVERS 


       If an accident 
occurs to any 
person covered 
by a signed 
waiver of liability, 
it must be 
retained for the 
same period as 
accident reports 
 


TRAINING RECORDS FOR CERTIFICATIONS 


These classes prepare students for certification in water safety 
instruction, CPR, lifeguard, etc. These files document who 
attended the course and whether they successfully completed 
the requirements for certification. The files may include exams, 
answer sheets, pass/fail grades, personal contact information, 
sign-in sheets, etc. 
 


By name of 
participant 


Parks & 
Recreation 


T/E  2 T/E+2 
 
T/E = expiry of 
certification 


Destroy 
 
 


Confidential PIB 
Ont. 119 


TRAVEL ARRANGEMENTS FOR PARTICIPANTS 


Documentation relating to all administrative trip planning and 
travel and accommodation arrangements for program 
participants. Records may include airline, bus and train ticketing 
and confirmation, travel arrangements, hotel rates and 
arrangements, itineraries, documentation on individual tours 
and car rentals. 
 
 
 
 


By name of 
participant 


Parks & 
Recreation 


T/E  2 T/E+2 
 
T/E= completion 
of trip 


Destroy 
 


Confidential PIB 
Ont. 119 
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Record Series Filing Methodology Accountability Active 
Retention 


Inactive 
Retention Total Retention Disposition Security 


Classification 
Citation/ 


Comments 


FACILITY RESERVATIONS - RECREATIONAL 


FACILITY BOOKINGS 


Records include copies of permits and bookings issued for the 
rental of recreational and administrative facilities for specific 
activities.  
 
 
FOR: TOWN ROOM/FACILITY BOOKINGS  
SEE: ADMINISTRATION – INTERNAL SERVICES MANAGEMENT 
– BOARD ROOM BOOKINGS 
 


By permit number Parks & 
Recreation 


CY 2 CY+2 Destroy Confidential PIB 
 
Ont. 119 


CULTURAL ACTIVITIES 


TWINNING CITIES 


Leksand Twinning (Cities) correspondence and other 
documentation related to the twinning of the Town of Aurora 
with Leksand Sweden. 
 


Alphabetical by topic CAO Archival 0 Archival Archival Internal  
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Topic: Records and Information 


Management (RIM) Affects: All 


Section: Legislative Services Replaces: N/A 


Original 
Policy Date: April 22, 2014 Revision Date: N/A 


Effective Date: May 1, 2014 Next Revision Date: May 1, 2016 


Prepared By: Records and Information 
Management  Approval Authority:  Council 


(Subordinate Policies – CAO) 
 
1.0 Overview 


The need for accurate and reliable records is essential to support the Town of Aurora’s (Town) 
operations.  Establishing a records and information management governance infrastructure is a 
strategic endeavour that encompasses all information assets in an organization regardless of the 
media in which they are created, received, used or held. Reliable and trustworthy records impact 
decision-making by ensuring that all transactions comply with regulatory requirements, protect 
privacy and support the decision-making of the Town.  


Section 254 of the Municipal Act, 2001 provides that a municipality shall retain and preserve the 
records of the municipality and its local boards in a secure and accessible manner. 


Section 255 of the Municipal Act, 2001 states that, except as otherwise provided, a record of a 
municipality may only be destroyed if a retention period for the record has been established and 
has expired or if the record is a copy of the original record. 


The Evidence Act and the Municipal Freedom of Information and Protection of Privacy Act 
(MFIPPA) place additional responsibilities on the Town for maintaining documentation, ensuring 
the integrity of records, and providing paper and electronic records responsive to a request, 
subject to certain exemptions. 


On [DATE TO BE CONFIRMED], the Town of Aurora enacted By-law [NUMBER TO BE 
CONFIRMED] setting out the retention periods for all Town records. The By-law was enacted 
pursuant to the Municipal Act, 2001 and provides for the minimum period during which each record 
must be retained. After expiry of the retention period, records may be destroyed according to the 
Town By-law. In conjunction with the Retention By-law, the Town adopted the International 
Organization of Standards (ISO 15489) of a functionally based classification structure to provide a 
hierarchical framework for the organization and description of records. 


This Records and Information Management Policy (Policy) recognizes that information is a valued 
asset that needs to be managed in a compliant, systematic way and is intended to provide the 
administrative framework for effective implementation of the Retention By-law.  


  


2.0 Purpose 


The purpose of this Policy is to describe the standardized methodology used by the Town for 
Records and Information Management (RIM) practices with respect to the creation, use, 
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maintenance and disposition of records.  Records are used initially to meet the administrative and 
operational needs of their users requiring proof of their completeness, security, accuracy, integrity, 
authenticity and legal admissibility.  Records are further retained to fulfill audit, regulatory and legal 
obligations to internal and external stakeholders. 


 


3.0 Definitions 
 


“archival records” – means records that are deemed to have historical value to the Town, 
justifying their preservation in an archives. 
 
“disposition/dispose” – means to destroy records or transfer them to a records centre and/or 
archives after their retention period has expired. 
 
“official record” – means “recorded information in whatever physical format created, collected or 
received in the initiation, conduct or completion of an activity which has content, context and 
structure, is authoritative and reliable, provides evidence of decision-making” as defined by the 
International Organization for Standardization (ISO).  Records can include books, papers, maps, 
electronic documents, emails, digital, video, voice recordings, web pages, etc. 
 
“retention period/schedule” – means the period of time during which records must be kept by 
the Town before they may be disposed of as set out in the Town’s Retention By-law. 
 
“transitory record” – means a record that is useful for only a short time and has minor 
importance by not being required to meet statutory obligations, set policy, establish guidelines or 
procedures, certify a transaction, commit the Town to an action, become a receipt or provide 
evidence of legal, financial , operations or other office requirements for the Town of Aurora. It may 
include copies of official records that are created for convenience and reference only and should 
be destroyed before the retention period of the original/official document. Transitory records can 
include personal emails, drafts, copies, general announcements, etc. 
 
“vital records” – means records containing information essential to continuing the Town’s 
business operations in the event of a disaster. 
 
Refer to the Quick Reference Guide for further assistance with regard to official vs. transitory 
records and to the Information Asset Management Manual for additional definitions. 


 


4.0 Application  


This Policy applies to: 
 
• All records belonging to, used or received by the Town; 


• All Town employees, including the Mayor, Elected Officials (subject to notes below) and 
contractors and consultants working on Town business who may be granted network and/or 
physical document access during a work engagement on a part-time, full-time or other 
contractual basis; 
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• Note – This policy applies to records of Councillors in the custody of or under the 


control of the Town. This policy does not apply to records created or received by a 
Town Councillor relating to constituency matters, unless said record is forwarded / 
transferred to Town staff or Mayor. 


• Note – Records of a Councillor relating to the business of Council are subject to 
MFIPPA. 


 
• All stages of the record’s life cycle from its creation through its use, storage and disposition 


whether designated as official or transitory. 


 


5.0 Policy Statements 
 


• This Policy governs the management of all records, regardless of format or location, from 
creation to final disposition, and requires mandatory compliance from all Departments. 


• All records must be maintained, used, disseminated, archived, and destroyed throughout their 
lifecycle in accordance with this Policy and subordinate policies and procedures, Retention 
By-law and procedures. 


• The cost and effort of RIM activities must be consistent with the value of the records 
themselves and the relative benefits they provide to the Town.   


• All records created or received by employees in the course of performing their duties are 
the property of the Town. 


• Records must be maintained for an appropriate period of time considering all Canadian 
federal and provincial acts and regulations, stakeholder expectations, regulatory influences, 
financial obligations, operational imperatives, contractual commitments and archival 
requirements. 


• Records must be disposed of when they no longer have any business value, in a manner 
commensurate with the sensitivity of the records’ content and in accordance with applicable 
laws and RIM procedures. 


 
• This Policy recognizes that transitory records (records which only have short-term, immediate 


or no value to the Town and are not germane to the activity to which they are related) have no 
value in documenting or supporting the Town’s business.  Transitory documents are to be 
destroyed as soon as they are no longer useful. 


 


6.0 Legislation and Best Practices Standards & Guidelines 
 


The Town will adhere to all applicable Canadian Federal and Provincial statutory and 
regulatory requirements with respect to records and will also make all reasonable efforts to 
comply with RIM industry standards and best practices. 
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7.0 Monitoring and Reporting 


This Policy will be reviewed and updated annually.  It may also be reviewed immediately if a 
significant event dictates it. 


The Town Clerk will monitor adherence to the RIM Program’s policies and procedures through 
periodic internal audits.  Audit reports will be provided to the Executive Leadership Team and 
Department management. 


 


8.0 Responsibilities 
 


Effective Records and Information Management is a shared responsibility across the Town. 
Specific roles and responsibilities include: 


 


ROLES RESPONSIBILITIES 


Executive Leadership 
Team (ELT) 


The ELT is responsible for ensuring the appropriate management 
direction, processes and tools are in place to efficiently manage 
information under their control of the department to support the 
department's business and to retain the quality of information 
throughout the records life-cycle by: 


• Ensuring that employees in their office or Department and/or 
who report to them are made aware of their responsibilities 
under this Policy and all related subordinate policies and 
procedures. 


• Complying with this Policy and all related subordinate 
policies and procedures. 


• Advising Legislative Services of new or amended legislation 
and policies under their department’s business that may 
have an impact on RIM policies, procedures and the By-law. 


• Addressing non-compliance with this Policy and all related 
subordinate policies and procedures. 


Managers/Supervisors 
(All Levels) 


Managers/Supervisors at all levels in a department are responsible 
for managing information as an integral part of their program and 
service delivery and as a strategic business resource by: 


• Applying RIM policies, standards, procedures, directives, 
guidelines, tools and best practices, in the performance of 
the manager's duties, to ensure the authenticity and 
integrity of the information. 


• Identifying information issues and requirements to 
Information Asset Coordinators to ensure processes and 
systems appropriately address these issues and 
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ROLES RESPONSIBILITIES 


requirements. 


• Ensuring employees understand and apply effective 
information management in day-to-day operations and that 
these responsibilities are included in performance 
objectives. 


• Ensuring RIM requirements are included in the contractual 
terms and conditions for contractors and others engaged in 
work on behalf of the Town. 


Employees All employees are responsible for managing the information they 
collect, create and use as a valuable asset to support not only the 
outcomes of the programs and services, but also the department's 
operational needs and accountabilities by: 


• Familiarizing and complying with this Policy and all related 
subordinate policies and procedures.  


• Providing and bringing to their manager/supervisor's 
attention information requirements, issues and violations of 
this Policy and all related subordinate policies and 
procedures as appropriate. 


• Treating departmental information in a manner that facilitates 
access while ensuring privacy and security requirements are 
met. 


Consultants and 
Contractors using 
Town’s Records 


Consultants and contractors are responsible for understanding and 
complying with the RIM requirements in the contractual terms and 
conditions while engaged in work on behalf of the Town. 


Town Clerk The Town Clerk is responsible for developing and maintaining the 
Town’s RIM program in accordance with legislative requirements 
and best practices by: 


• Providing support and advice to management and 
employees on all aspects of RIM and initiatives which 
impact RIM.  


• Preparing and issuing management and quality control 
reports on the status of the RIM Program. 


• Supporting the functional use of information systems and 
associated software applications available to manage 
records during their life cycle and the destruction of records 
in accordance with this Policy and all related policies and 
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ROLES RESPONSIBILITIES 


procedures. 


• Ensuring RIM training is developed, made available and 
delivered to the Town’s employees and consultants and 
contractors using Town’s records, as appropriate. 


• Managing of external service providers for inactive records 
storage and records destruction including contracts, audits, 
expenses, and processes. 


• Assisting in establishing and maintaining RIM policies and 
procedures and ensuring compliance with same throughout 
the Town. 


• Managing the relationship with Information Asset 
Coordinators by providing advice and support. 


Information Asset 
Coordinators (IAC) 


The Information Asset Coordinators are responsible for their 
departmental implementation of RIM policies and procedures and 
supporting their department staff by: 


• Administrating department records which, encompasses the 
full lifecycle of the records from creation to final disposition.   


• Identifying the training needs of departmental staff and 
communicating this to the RIM Program Manager. 


• Participating in quality control compliance audits as required 
under the RIM Program Manager. 


Information Technology 
Services 


The Information Technology Services is responsible for making 
information systems available to enable the management of 
records during their life cycle in accordance with this Policy and all 
related subordinate policies and procedures by: 


• Ensuring that technologies and software applications are in 
place to support and maintain all system controls, including 
audit trail records, to ensure the security, accuracy, 
trustworthiness and reliability of the records the systems 
produce; including back-ups, logs, and recovery activities 
to protect the Town’s records and information.  


• Consult with RIM Program for all proposals for conversion 
of records and information from paper or other media to 
electronic form and ensure that the original content, 
context and structure of these records are maintained and 
preserved. 
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ROLES RESPONSIBILITIES 


• Ensuring IT staff are identified and trained for being 
Subject Matter Expert(s) (SME) with regards to the Town’s 
ECM software application in order to support the RIM 
Program and users of the systems. 


Legal Services Legal Services is responsible for risk mitigation and regulatory 
compliance by: 


• Ensuring that records retention and disposition 
requirements are in place and current within the RIM 
Program to negate any business / legal risks associated 
with retaining records too long or disposing of records 
prematurely. 


• Ensuring that litigation hold notices are delivered to the 
appropriate staff members in case of litigation. 


 
 
 


9.0 Subordinate Policies and Procedures 
 
The following policies and procedures are subordinate to the Records and Information 
Management Policy: 


 


• Email Policy and Procedures • Document Imaging Policy and Procedures 


• Retention By-law Update Policy and 
Procedures 


• Records of Staff on Exit Policy and 
Procedures 


• Classification Scheme Update Policy and 
Procedures • Vital Records Policy and Procedures 


• Records Transfer and Destruction Policy 
and Procedures • Encryption Policy and Procedures 


• Records Hold Policy and Procedures • RIM Program Performance Management 
Report Card Policy and Procedures 


• RIM Requirements for Data Migration Policy 
and Procedures 


• RIM Program Management Reporting 
Policy and Procedures 


• Structured Data Retention Application Policy 
and Procedures  


 
This policy gives the CAO authority to approve subordinate policies and procedures. 
 


 
10.0 Enforcement and Consequences for Non-Compliance 


 
This Policy is under the authority of Council, with delegated authority to the CAO to approve 
subordinate policies that comply with this Policy. 
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Compliance 
The Town will develop mechanisms to measure compliance to this Policy. Policy compliance 
will be part of employees’ and contractors’ performance evaluations. 


Contraventions 
Non-compliance with the Records and Information Management Policy – whether unintentional 
or deliberate – will constitute a violation.  Consequences of non-compliance can include 
informal follow-ups and requests, external audits or formal direction on corrective measures. 


Failure to comply with this Policy may result in actions by the Town in accordance with Human 
Resources Policies and Procedures.  


Exceptions 
All exceptions and deviations to this Policy require approval by the Approval Authority. 


 
 
11.0 References 


 
  Evidence Act, R.S.O. 1990 
 
  International Organization of Standards (ISO 15489) 
 
  IT Security Policies [#5, 6, 8, 11, & 13] 
 
  Municipal Act, 2001 
 
  Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
   
  Town of Aurora’s Classification Structure and Retention By-law [No.] 
 
  Quick Reference Guide To Official vs Transitory Records 
 
 



http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90e23_e.htm

http://london:8080/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fShared%20Documents%2fIT%20Policies&FolderCTID=&View=%7b3A5FE1DF%2d78E1%2d4FC0%2dA582%2dA234AF2EC92C%7d

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_01m25_e.htm

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90m56_e.htm

http://london:8080/RDM/Naming%20Conventions/DRAFT%20-%20Aurora%20Classification%20Structure%20and%20Retention%20By-law%202014-03-11.pdf

http://london:8080/RDM/Shared%20Documents/Official%20or%20Transitory%20Record%20Guide.pdf
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April10,2014


Town of Aurora
100 John West Way, Box 1000
Aurora, ON L4G 6J1


Dear 5ir/Madarne,


We have revjewed section 255 of the Municipat Act with regards to the Municìpatìty's abitity to
estabtish policies of record retention periods. ln addition, we have reviewed your
correspondence (fnctudíng attachments) to our fÍrm dated Apri13, 2014 with regards to the Town


of Aurora's Record Retention By'law.


Based on our reading of these documents nothing significant has come lo our attention that
would lmpact our annuat audìt (for exampte there are no retention periods of less than 2 years


which is the typical period records are subject to annuat audjt testing)"


Ptease note that we act ìn the capacity of the Town's external auditor and as such our comments
are limited to those whfch woutd haye an Írnpact on the coîduct of the annual externat audit.


We woutd atso bring to your attention that there is a normal perfod ai7 years for certain
financìat records that might be subJect to examínation by taxätion authorities such as Canada


Revenue Àgency. These would typicatty inciude payrotl records! sates tax returns and supporting
documentation.


We woutd recommend that the Town consult a tawyer who is familiar with the rllunicipal Act and


related tegíslative reguirements regarding retention of records as an addjtional safeguard around
sound retention policies,


Shoutd you require anythíng further or wish to discuss the above do not hesitate to contact
myself.


Yours truty


Giselle Eodkín, CPA, CA


Partner of BDO Canada LLP through a corporation
Chartered Accountants, Licensed Pubtic Accountãnts
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MEMORANDUM


DATE: April 15, 2014 
 
TO: Members of Council 


 
FROM: Mayor Geoffrey Dawe 
 
RE: Lake Simcoe Region Conservation Authority  
 Highlights – March 28, 2014 – Meeting of the Board 
   


 
RECOMMENDATION 
 
THAT Council: 
 
  Receive the correspondence for information 
 
  Endorse the recommendations 
 
  Provide direction 
 


Town of Aurora 


  Office of the Mayor 


 
 







 


Lake Simcoe Region Conservation Authority,  
120 Bayview Parkway, Newmarket, ON,  L3Y 4X1 
E-mail: info@lsrca.on.ca  Web site: www.lsrca.on.ca 
 


 
 
 
 
 


 
Announcements:  
 
Chair/Vice Chair Challenge for Lake Simcoe Conservation Foundation (LSCF) 
Chair Bath reminded Board members of the Chair/Vice Chair Challenge that was put forward at the 
February Board of Directors’ meeting, noting that she and Vice Chair Dawe are striving for 100% Authority 
Board participation in contributing to LSCF.  Board members have a number of options for donations, and 
anyone can make a donation @ www.lakesimcoefoundation.ca. 
 
Township of Brock / LSRCA Lake Simcoe Shoreline Forum  
Chair Bath advised Board members that the Township of Brock, together with LSRCA, will hosting an 
informative session on the roles and responsibilities of the various agencies related to Lake Simcoe shoreline 
development.  Invitations are being sent out by Mayor Clayton.  This session will be held on Thursday, May 8, 
2014 at the Beaverton/Thorah Community Centre located at 176 Main Street in Beaverton from 12:00 p.m. 
to 4:00 p.m. This session is free of charge and is open to senior municipal staff and council members. For 
more information on this session, please contact Trish Barnett @ t.barnett@lsrca.on.ca.  
 
Lake Simcoe Living Magazine 
Chair Bath advised Board members that the Lake Simcoe Living Magazine, March/April edition, had been 
handed out to each member, noting that the Lake Simcoe Science article can be found on Pages 11-12 of the 
magazine.  To obtain a copy, please contact Natasha O’Dell @ n.odell@lsrca.on.ca or visit Lake Simcoe Living 
Magazine @ http://www.lakesimcoeliving.com/. 
 
Presentations:  
 
2013 Flood Events – Lake Simcoe and Beyond 
Manager, Engineering and Technical Services, Tom Hogenbirk, provided the Board a presentation on 2013 
Flood Events in Lake Simcoe and Beyond, noting that Lake Simcoe had a number of events in 2013.  He 
shared a number of photos and explained how the mid-winter melt in January 2013 and the spring freshet 
in March 2013 contributed to the flooding.  He went on to note that the winter of 2014 did not see a mid-
winter melt, and as of the meeting date Lake Simcoe still had two to three feet of ice and many of the 
creeks and rivers still have six inches. 
 
Deputations:  
 
Ms. Annabel Slaight, President of the Ladies of the Lake Conservation Association, provided Board members 
with an overview of the Ontario Water Centre for Innovation, Research and Learning.  Ms. Slaight outlined a 
number of initiatives planned for the Centre, including the Ladies of the Lake proposal regarding the 
ClearWater Farm in Georgina.  Ms. Slaight was seeking LSRCA’s participation on the Ontario Water Centre's 
Board of Directors.  For further information on the Ontario Water Centre and its initiatives, please visit 
www.ontariowatercentre.ca.  
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Lake Simcoe Region Conservation Authority,  
120 Bayview Parkway, Newmarket, ON,  L3Y 4X1 
E-mail: info@lsrca.on.ca  Web site: www.lsrca.on.ca 
 


 
Staff Reports:  


 
Ontario Water Centre for Innovation, Research and Learning 
The Board approved Staff Report No. 19-14-BOD, prepared by Gayle Wood, Chief Administrative Officer, 
which sought the Board’s approval for LSRCA to participate on the Ontario Water Centre for Innovation, 
Research and Learning’s Board of Directors pending endorsement of the Terms of Reference for such 
directorship.  The Board also endorsed the Ladies of the Lake Conservation Association’s proposal for the 
ClearWater Farm in Georgina. 
 
2013 Reserves and Preliminary Unaudited Financial Statements 
The Board approved Staff Report No. 20-14-BOD, prepared by Jocelyn Lee, General Manager, Corporate and 
Financial Services, which update the Board of Directors regarding 2013 Preliminary Unaudited Financial 
Statements, and sought the approval by the Board of Directors regarding the appropriation of the resulting 
planned and operational surplus to reserves as noted in the Statements.  
 
Scanlon Creek Conservation Area – Scanlon Farmhouse  
The Board approved Staff Report No. 21-14-BOD, prepared by Gayle Wood, Chief Administrative Officer, 
which requested a transfer of $30,000 from the Thiess International Riverprize Award account in order to 
make an investment in the protection and restoration of the Scanlon Farmhouse. 
 
2014 Conservation Awards 
The Board approved Staff Report No. 22-14-BOD, prepared by Reneé Jarrett, General Manager, 
Communications and Education, which recommended that the 2014 Conservation Awards ceremony be 
held on Thursday, November 6, 2014. 













TOWN OF AURORA 


 GENERAL COMMITTEE REPORT  No. AAC14-04 
 


 
SUBJECT:   Accessibility Advisory Committee Report, April 2, 2014 
  
DATE: April 15, 2014 
 


 
RECOMMENDATIONS 
 
THAT report AAC14-04 be received; and 
 


THAT Council adopt the following recommendations from the Accessibility Advisory 
Committee meeting of April 2, 2014: 
 
1. Memorandum from the Manager of Parks   


 Re:   Parks and Trails Signage Strategy 
 
Committee Recommendation: 
 


THAT the memorandum regarding Parks and Trails Signage Strategy be received; and 
 
THAT the Accessibility Advisory Committee endorse the Town of Aurora Trails & Parks 
Wayfinding Strategy, Detailed Design Phase dated October 18, 2013; and 
 
THAT The Accessibility Advisory Committee recommend to Council: 
 


THAT the designs comply with the AODA Design of Public Space Standard for 
2016; and 
 
THAT the Accessibility Advisory Committee receive information regarding the 
mobile wayfinding features and message content illustrating distance to 
destinations to make trails more accessible to users unfamiliar with terrain and 
distances, and to help those users determine whether the trails meet their own 
ability; and 
 
THAT braille be included on all trail signage to make it truly accessible for all 
people. 


 
Original Staff Recommendation (for information only): 
 


THAT the memorandum regarding Town of Aurora Trails and Parks Wayfinding Strategy 
be received; and 
 
THAT the Accessibility Advisory Committee endorse the Town of Aurora Trails & Parks 
Wayfinding Strategy Detailed Design Phase dated October 18, 2013. 
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5. Memorandum from the Planner  
 Re: Application for Site Plan Approval (Submission #1) 
  Delrin Investments Inc. 
  288 Don Hillock Drive 
  File No. D11-02-14 
  
Committee Recommendation: 


 
 THAT the memorandum regarding Application for Site Plan Approval (Submission #1), 
Delrin Investments Inc., 288 Don Hillock Drive, File No. D11-02-14 be received; and 
 
THAT the Accessibility Advisory Committee recommend to Council: 
 


THAT consideration be given for barrier-free access for the main entrance, warehouse 
entrance, entrances located near the accessible parking spaces, and all washroom 
entrances; and 
 
THAT consideration be given for all entrances to be equipped with power door 
operators. 


 


Original Staff Recommendation (for information only): 
 


THAT the memorandum regarding Application for Site Plan Approval (Submission #1), 
Delrin Investments Inc., 288 Don Hillock Drive, File No. D11-02-14 be received; and 
 
THAT the Accessibility Advisory Committee provide comments regarding the Site Plan. 


 
 


ITEMS RECEIVED BY THE ACCESSIBILITY ADVISORY COMMITTEE 
  
4. Memorandum from the Planner  
 Re:  Application for Site Plan Approval (Submission #2) 
   York Region Christian Seniors Homes Inc. 
   15600 Leslie Street 
   File No. D11-10-13 
  
 
ITEMS DEFERRED BY THE ACCESSIBILITY ADVISORY COMMITTEE 
 


2. Memorandum from the Accessibility Advisor   
 Re:  2014 Municipal Election Accessibility Plan 
 
3. Memorandum from the Accessibility Advisor   
 Re:  Accessibility Advisory Committee Terms of Reference 
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6. 6. Pending List of April 2, 2014 
 
 


ATTACHMENTS 
 


None 
 
 
Prepared by:  Patty Thoma, Council & Committee Coordinator/Deputy Clerk, Ext. 4227 








TOWN OF AURORA 


 GENERAL COMMITTEE REPORT  No. EAC14-04 
 


 


SUBJECT:   Environmental Advisory Committee Report, April 3, 2014 
    
DATE: April 15, 2014 
 


 
RECOMMENDATIONS 
 
THAT report EAC14-04 be received; and 
 
THAT Council adopt the following recommendations from the Environmental 
Advisory Committee meeting of April 3, 2014: 
 


1. Extract from Council Meeting of February 25, 2014 
Re:  Delegation (b) Kate Greavette, York Region Food Charter Working Group 
 Re: York Region Food Charter 


 
Committee Recommendation: 
 


THAT the extract from Council Meeting of February 25, 2014 be received; and 
 
THAT the Environmental Advisory Committee endorse the York Region Food 
Charter; and 
 
THAT the Environmental Advisory Committee recommend to Council: 
 


THAT Council endorse the York Region Food Charter. 
 
Original Staff Recommendation (for information only): 
 


THAT the Extract from Council Meeting of February 25, 2014 be received; and 
 
THAT the Environmental Advisory Committee provide more information. 
 
 


2. Extract from Council Meeting of February 25, 2014 
Re: Memorandum from the Program Manager, Environmental Initiatives    
 Re: Green Purchasing Best Practices Part A 


 
Committee Recommendation: 
 


THAT the extract from Council Meeting of February 25, 2014 be received; and 
 


THAT the Environmental Advisory Committee recommend to Council: 
 


  







April 15, 2014 - 2 - Report No. EAC14-04 


 
 


THAT Council endorse the Greening Greater Toronto Green Purchasing 
Guide as a basis for the development of a Town of Aurora Green Purchasing 
Guide. 
 


Original Staff Recommendation (for information only): 
 
 THAT the Extract from Council Meeting of February 25, 2014 be received; and 
 
 THAT the Environmental Advisory Committee provide more information. 
 
 
3. Extract from Council Meeting of February 25, 2014 


Re: Report IES14-006 – Implementation of a Clear Bag Waste Program  
 
Committee Recommendation: 


 
THAT the extract from Council Meeting of February 25, 2014 be received; and 
 
THAT the Environmental Advisory Committee endorse the Clear Bag Waste 
Program; and 
 
THAT the Environmental Advisory Committee recommend to Council: 


 
THAT Council endorse the Clear Bag Waste Program. 


 
Original Staff Recommendation (for information only): 
 


THAT the Extract from Council Meeting of February 25, 2014 be received; and 
 
THAT the Environmental Advisory Committee provide more information. 
 
 


4. Memorandum from Council & Committee Coordinator/Deputy Clerk     
 Re: Representative for the Trails and Active Transportation Committee 


 
Committee Recommendation: 


 
THAT the Environmental Advisory Committee receive the memorandum 
regarding Representative for the Trails and Active Transportation Committee; 
and 
 
THAT the Environmental Advisory Committee select Gregory Cook to be their 
representative on the Trails and Active Transportation Committee. 
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Original Staff Recommendation (for information only): 
 


THAT the Environmental Advisory Committee receive the memorandum 
regarding Representative for the Trails and Active Transportation Committee; 
and 
 
THAT the Environmental Advisory Committee select a member to be their 
representative on the Trails and Active Transportation Committee. 
 
 


6. Memorandum from the Landscape Architect  
Re: The Location of Existing Hydration Stations 


 
Committee Recommendation: 


 
THAT the memorandum regarding The Location of Existing Hydration Stations be 
received; and 
 
THAT the Environmental Advisory Committee recommend to Council: 


 
THAT staff report back on the feasibility of installing a hydration station at 
Town Park. 


 
Original Staff Recommendation (for information only): 
 


THAT the memorandum regarding The Location of Existing Hydration Stations be 
received for information. 
 
 


NEW BUSINESS 
 


Committee Recommendation: 
 


THAT the Environmental Advisory Committee recommend to Council: 
 
THAT staff provide a report to the Environmental Advisory Committee on a 
cart-based system for waste collection. 


 
No Original Staff Recommendation 


 
 


ITEMS RECEIVED BY THE ENVIRONMENTAL ADVISORY COMMITTEE 
 
5. Memorandum from the Manager of Corporate Communications     
 Re: Environmental Section of Town Website  
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7. Pending List – Environmental Advisory Committee 
 
 
ATTACHMENTS 
 
Attachment 1: York Region Food Charter (re: Item 1) 
 
Attachment 2: Greening Greater Toronto: Green Purchasing Guide (re: Item 2) 
 
 
Prepared by:  Raylene Martell, Council/Committee Secretary, Ext. 4224 
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Food Charter: A statement of values and    


principles intended to guide community 


organizations and individual community 


members toward a unified vision for a 


healthy food system – linking community 


action and policy. Food charters provide a 


reference for managing food issues on a 


system-wide basis.  


 


Local food: “Food that has been grown or   


caught, processed and distributed as near to 


the point of consumption as possible. This 


can include the community, municipality, 


bioregion, province or country where the 


food is consumed” (Jennings, A., & Chislett, 


T. (2012). Backgrounder on Institutional 


Procurement of Local Food . Toronto: 


Sustain Ontario).   


 


Sustainable Food System:  Everything 


required to bring us food and deal with food 


waste. The food system is sustainable when 


it is fair and healthy for people and the 


environment 


   
 


 


York Region Food Charter: backgrounder 


Introduction 


The York Region Food Charter (YRFC) aligns with a food movement across Canada, promoting 


a system from farm to plate that provides access to local, affordable and nutritious food. The 


YRFC is a vision of thriving urban and rural communities where residents, businesses and 


governments are creating a resilient food system.  


Food is fundamental to every municipality and region. It impacts residents daily through 


processes that bring food from farm to table, and through its waste management practices.  


York Region is fortunate to have many well-established food assets. With a strong agricultural 


heritage, York Region has infrastructure and 


opportunities for existing and new agri-food 


businesses to succeed and for residents to have 


access to local foods. Maintaining a strong local 


food system requires a collective and collaborative 


vision. The YRFC was developed through a series 


of community consultations and it is a vision for 


agriculture and food in York Region. The YRFC is a 


coordinated, systems approach to the food system - 


connecting existing and emerging policies, projects 


and programs, while celebrating and promoting our 


local food system.   


 


The York Region Food Charter 


To provide leadership in the development of a 


sustainable food system, the York Region Food 


Charter Working Group formed in September 2011. 


Representing York Region agencies, municipalities, 


community organizations and residents, this Group 


came together with a common vision – that food 


systems thinking can play a crucial role in building 


healthy communities that extend “beyond individual 


dietary behavior, and examines the broader context 


in which food choices occur”i.  


Rooted in 5 priority areas, economic opportunities, 


environmental sustainability, health and wellbeing, 


social justice and equity, and education and skills, 
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the YRFC opens the doors for new partnerships and collaborations that will bring economic and 


environmental gains, while building strong communities.  


 


Priority Areas 


Economic Opportunities 


A growing and diversifying province means there is growing demand for different types of foods 


and cuisines in York Region. This offers opportunities for new and expanding food producers 


and processors in the agri-food sector where “three jobs exist for every agriculture graduate with 


a bachelor’s degree”ii. Also procurement policies that support local production result in an 


increase in financial resources remaining in the local economy and “grow through a process 


known as the multiplier effect – the local economic activity that is triggered by the purchase of 


an item. Money spent in local businesses generates more wealth and jobs for the local 


economy. For example, it is estimated that if every household in Ontario spent $10 a week on 


local food, there would be an additional $2.4 billion in the local economy at the end of the year 


and 10,000 new jobs would be created”iii.  


Environmental Sustainability  


With only 10 percent of our income going towards foodiv, Canadians have a relatively 


inexpensive food supply. This food supply has come at the cost of environmental degradation, 


with common food products often traveling thousands of kilometers to reach our grocery stores. 


Supporting biodiversity and sound agricultural practices ensures the health of the soil and food 


supply, and contributes significantly to the total economic value of our landscape and 


economy”v. It aligns with York Region’s SM4RT Living Integrated Waste Management Plan 


advocating for a waste management hierarchy that promotes reducing, reusing, recycling, 


recovering to ensure minimum landfill disposal. 


Health and Wellbeing 


Nutritious food is important to our health. “Poor diet is associated with health problems that 


include low-weight births, high blood pressure, obesity, arthritis, diabetes, hypertension, 


cardiovascular disease, stroke, and cancer among others”vi. This has short-term and long-term 


repercussions for health and well-being, and health related complications resulting from chronic 


disease alone, is costing the Ontario health system between $2.2 and $2.5 billion annuallyvii. 


The food system has a role to play in making the healthy choice, the easy choice for residents 


by ensuring nutritious foods are accessible in private, public and community settings.  


Social Justice and Equity 


In 1976, Canada committed to the fundamental right of everyone to be free from hunger through 


the endorsement of the United Nations International Covenant on Economic, Social and Cultural 


Rights. This commitment was reiterated in 1996, when the Government of Canada endorsed the 


World Food Summit Plan of Actionviii. Food insecurity is the reality of many, and food banks 


have stepped in to address hunger in communities, including feeding 52,879 people in 8 of York 
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Region’s food banks in 2012ix. Designed to be a temporary emergency measure, food banks 


have become permanent fixtures in our communities. A healthy food system contributes to long-


term solutions that build inclusive, food secure communities.  


Education and Skills  


Health and education are interconnected. Research shows that if children and youth are 


exposed to healthy foods when they are young, they are more likely to value and consume 


healthy food when they are olderx. Developing food literacy and healthy eating habits among 


children and youth in school contributes to decrease in absenteeism, increase likelihood of 


graduation and improvement of students’ concentration in school. Success in school helps 


children and youth develop the knowledge, skills and attitudes required to lead healthy lives.  


 


How does a Food Charter contribute to a stronger York Region? 


Food issues are deeply entrenched in daily operations of urban, suburban and rural 


municipalities and regions, impacting everything from how and where people grow and access 


foods, to public health messaging around food, and waste management practices.   


A Food Charter is a vision of a sustainable food system, based on values and principles that 


promote health and food security for all. Toronto is home to the first Canadian food charter, 


adopted in 2001. Since then, 64 municipalities and regions across Canadaxi have been working 


on food policy initiatives to build civic engagement, facilitate collaboration and catalyze actions 


to strengthen the local food system.  


Examples from Toronto, Vancouver and Winnipeg demonstrate that with collaborative action in 


forming and implementing a unified vision for a sustainable food system, people start to work 


together differently to address pressing issues such as ecology and economy, and developing 


food literacy. These cities also illustrate that a multiplier effect comes from core financing of food 


policy initiatives. For example, between 1991 and 1998, “the Toronto Food Policy Council, 


funded by the city at the rate of approximately $220,000 a year, helped raise more than $7 


million dollars from other sources for community food projects”xii.  


 


Recommendations 


Food Charters have a significant and integral role to play in celebrating, supporting and 


strengthening sustainable local food systems. Aligning with many municipal strategies and York 


Region’s Vision 2051, the YRFC is a vehicle to assist in the development of inclusive, healthy, 


accessible and people-first communities, where a resilient natural environment and agriculture 


system supports biodiversity and healthy living.  


It is recommended that York Region’s municipalities and the Region of York endorse the York 


Region Food Charter.  


By endorsing the Food Charter, signatories: 
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 Acknowledge York Region’s food system is vital to our community’s health, economic 
development, environmental sustainability, education and social justice; 
 


 Understand the food system is a complex system with interconnected and interrelated 
priorities, and are committed to strengthening the food system through coordinated 
action; 
 


 Support coordinated action with the development of a Food Systems Committee, made 
up of experienced representatives* in York Region who are responsible for coordinating 
the implementation of the York Region Food Charter and advising on food system 
issues;  
 


 Commit to exploring opportunities in the York Region food system through the 
development of a York Region Food Strategy.  
 
 
 


 


                                                           
i Xuereb, M., & Desjardins, E. (2005). Towards a healthy community food system for Waterloo Region. 


Waterloo: Region of Waterloo Public Health. (p.4) 
ii York Region Workforce Planning Board. (2013). 2013 Local Labour Market Update. York Region 


Workforce Planning Board. 
iiiJennings, A., & Chislett, T. (2012). Backgrounder on Institutional Procurement of Local Food . Toronto: 


Sustain Ontario. 
iv Canada, A. a.-F. (2010). The Canadian Consumer: behaviour, attitudes and perceptions towards food 


products. Retrieved from 
http://www.gov.mb.ca/agriculture/statistics/food/canada_consumer_report_en.pdf 


vv Jennings, A., & Chislett, T. (2012). Backgrounder on Ecological Goods and Services. Toronto: Sustain 
Ontario. 


vi Eat Right Ontario. (2011). Children's health - overweight and obesity. Retrieved from 
http://www.eatrightontario.ca/en/viewdocument.aspx?id=5 


vii Winne, M. (2013). Ontario: the case for a provincial food policy council. Toronto : Sustain Ontario. (p.2-
3) 


viii Government of Canada. (1998). Canada's Action Plan for Food Security: in response to the World Food 
Summit plan of action . Ottawa: Government of Canada. 


ix York Region Food Network. (2013). Food for Change: from charity to dignity. Aurora: York Region Food 
Network. 


x Somerset, S., Ball, R., Geissman, R., & Flett, M. (2005). School-based community gardens: re-
establishing healthy relationships with food. Journal of HEIA, 25-33. 


xi MacRae, R., & Donahue, K. (2013). Municipal Food Policy Entrepreneurs: a preliminary analysis of how 
Canadian cities and regional districts are involved in food system change.  


 


* Experienced representatives on this Committee may include: Farmers, processors, chefs, 


restaurateurs, community organizations, urban agriculture, municipal/region officials, academics, 


housing cooperatives, food distributors, school boards, early childhood centres, business leaders, etc.   







York Region Food Charter Working Group 


2013-2014 Terms of Reference 


 


Purpose 
The York Region Food Charter Working Group (Working Group) is a diverse community partnership 
that supports food security, a local sustainable food system and healthy food policies. The vision of 
the York Region Food Charter Working Group is to have thriving communities across York Region, 
where residents, businesses and governments are supported by a sustainable and socially equitable 
food system. This food system provides access to local, affordable and nutritious food which benefits 
the health and well-being of all people, the economy and the environment.  
 


Responsibilities  
Abiding by the values and principles of the York Region Food Charter, the Working Group will ensure 
the York Region Food Charter is integrated into York Region communities by: 
 


1. Gaining endorsement for the York Region Food Charter from York Region’s municipal and 
regional governments. 


2. Developing and implementing work plans to bring the York Region Food Charter from a vision 
document to actions in York Region communities. 


 


Membership 
Membership is voluntary and open to all individuals, groups and agencies that support the Working 
Group’s purpose.  
 
The York Region Food Charter Working Group currently has representation from regional, municipal, 
academic, agriculture, social justice and community partners. For the list of current members, please 
visit www.yorkregionfoodcharter.com.   
 
In order to be as inclusive as possible, the York Region Food Charter Working Group has a number of 
membership opportunities available to accommodate multiple levels of commitment.  
 
Core Members are partners actively involved in the functioning of the York Region Food Charter 
Working Group, including the coordination, stewardship and planning of the partnership and its 
activities.    
 
Core members will be required to participate in meetings, and volunteer to accomplish tasks on the 
work plan or other tasks that arise.   
 
Involved stakeholders are partners who may not be able to commit regularly to attend meetings, but 
are consulted frequently and provide some form of specific support to the project, such as 
participating in a subgroup of the Working Group.  
 
Friends of the Food Charter are kept informed of the progress and work of the Working Group, but 
are not directly involved in its work. 
 
 
 
Subgroups will be convened as required. At least one Core Member of the Working Group is required 
to participate on each subgroup(s).   
 


 
 



http://www.yorkregionfoodcharter.com/





Working Methods 
The management of the York Region Food Charter Working Group will take a collaborative, shared 
learning approach.   
 
Meetings 
Meetings are held on a monthly basis or more frequent as needed. Meetings are held at York Region 
Food Network on 350 Industrial Parkway South in Aurora unless otherwise indicated, and are open to 
all interested individuals, organizations and agencies. The Committee will be led by a chair. The Food 
Charter Coordinator will scribe for these meetings, and distribute the minutes within seven (7) days to 
the Working Group. 
 
Decision Making 
Members share responsibility for decision making. Decision making will be by consensus. 
 
The following principles will guide the decision making of the Working Group: 


 Abide by the principles and values of the York Region Food Charter 


 Follow community development principles (community self-determination and ownership, social 
justice and equity, democratic, inclusive and non-authoritarian) to promote local initiatives and 
help community strengthen itself and develop towards its full potential  


 Encourage local and community-based initiatives and events 


 Use input and information from the community to build solutions 
 
Sharing of Information and Resources 
The Working Group shares information and resources primarily via email. The York Region Food 
Charter website (www.yorkregionfoodcharter.com) will be a means to distribute information and 
resources to Working Group members and the community.  
 


Accountability 
Members are accountable to each other, their organizations and residents of York Region.  
 
 


Definition of terms 
Food Charter is a guidance document that outlines the values and beliefs about food and agriculture 
that a community considers most important. A food charter supports food security in our communities 
and can be used by municipalities and many others in the community who make decisions about food 
as a guide to food policies, programs and other actions that are positive for a local food system.  A 
secondary target is to build on existing community food programs to enhance access to healthy foods, 
develop food literacy and skills and foster community capacity.   
 
 


Terms of Reference will be reviewed annually in June.



http://www.yorkregionfoodcharter.com/
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INTRODUCTION AND OBJECTIVE


Making purchasing decisions with environmental 
impact in mind can lead to dramatic environmental 
improvements while delivering considerable cost savings. 
The green procurement process is part of a broader value 
chain and life cycle approach that takes into account an 
organization’s activities, from sourcing, to operation and 
maintenance, to disposal. This Guide is a resource for any 
organization looking to green its purchasing processes, 
whether they are in the initial stages of incorporating 
environmental considerations into decision-making, 
or have already taken great strides towards improving 
their procurement practices. Case Studies and Tools 
contributed from public and private sector organizations 
of all sizes provide the foundation of this Guide.


As more organizations tackle environmental issues and 
challenges through their purchasing, best practices emerge 
and evolve. There is great opportunity in building on 
each other’s successes and solutions, and we encourage 
organizations to contribute their own experiences and case 
studies to continually improve this resource. 


WHAT IS GREEN PROCUREMENT? 


For the  purposes of this Guide, ‘green procurement’ 
is considered the selection and acquisition of 
products and services that most effectively minimize 
negative environmental impacts over their life cycle 
of manufacturing, transportation, use and, ultimately, 
recycling or disposal. Though organizations’ definitions 
of green procurement may vary, green procurement or 
greening procurement signifies a shift away from goods 
and services that negatively impact the environment 
towards those that are more environmentally sound. 


OVERVIEW
ACKNOWLEDGEMENTS


This Guide was developed by a working group convened 
by CivicAction’s Greening Greater Toronto and its Green 
Procurement Leadership Council, with contributions by 
staff member Carolyn DuBois and volunteer Shannon 
White. Members of this group collectively represent a 
wealth of experience and resources drawn from their 
own efforts to leverage their purchasing practices with 
environmental considerations in mind. The working 
group members are representatives from the following 
organizations: BMO Financial Group, CIBC, the Clean Air 
Partnership, Ernst and Young LLP, KPMG LLP, Ontario 
Lottery and Gaming, Ontario Power Authority, Ontario 
Power Generation, RBC Royal Bank, Toronto and Region 
Conservation Authority, Stikeman Elliott LLP, Supply 
Chain Management Canada, Sears Canada, TD Financial, 
Toronto Hydro, the Toronto Transit Commission and 
Unisource Canada Inc. 


Greening Greater Toronto’s green procurement activities 
have been supported by the Conservation Fund of the 
Ontario Power Authority, which provides support for new 
and innovative electricity conservation initiatives that 
build the ability of Ontario’s residents, businesses, and 
institutions to reduce their demand for electricity.


The opinions, findings, interpretations, and conclusions 
expressed in this guide reflect the views of Greening 
Greater Toronto and members of its Green Procurement 
Leadership Council, and do not necessarily represent the 
individual views of the contributing organizations.


ABOUT GREENING GREATER TORONTO


Greening Greater Toronto (www.greeninggreatertoronto.ca) is 
an initiative of CivicAction (www.civicaction.ca), a coalition 
of thousands of civic leaders who develop and launch 
solutions to pressing social and economic challenges in the 
Toronto region. More than 200 partners from corporations, 
industry, government, and the non-profit sector have joined 
the Greening Greater Toronto initiative. They and others are 
engaged in programs to support the vision of a flourishing 
region through environmental action and innovation, 
including: driving adoption of energy efficiency measures 
in Toronto region office buildings; investing in community 
emission reduction projects; and leveraging organizations’ 
purchasing decisions to reduce environmental impact. 
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Green procurement creates a “shared value” that enhances 
the competitiveness of a company while simultaneously 
advancing the economic and social conditions in the 
communities which is operates. It has become a business 
imperative that provides many benefits, including:


ENVIRONMENTAL STEWARDSHIP


Implementing a green purchasing strategy demonstrates 
good environmental stewardship and a commitment to 
meeting local and global environmental objectives such 
as reducing greenhouse gas emissions, protecting air, 
soil and waterways from harmful pollutants, and using 
resources sustainably. Implementing a green procurement 
program also ensures organizations are prepared to meet 
current and future environmental regulations or legislation. 


COST REDUCTION


A major hurdle to overcome in organizations is the 
perception that green purchasing practices cost more, 
when in reality, switching to greener products or services 
can generate savings or be revenue neutral. Though price 
premiums do exist for some green products and services, 
a strong business case can often be made using full cost 
accounting. For instance green products often have lower 
total cost of ownership due to reduced costs associated 
with operation (e.g. energy and water use) maintenance, 
replacement (due to higher durability), disposal and 
environmental compliance.


RISK REDUCTION


Risk reduction is an incentive for organizations to 
purchase green. By buying greener products or services, 
organizations can avoid risks—which often translate into 


WHY GREEN 
PROCUREMENT? 


financial costs or losses—associated with: purchasing a 
problem (e.g. products which contain toxic chemicals); 
purchasing an offensive product (e.g. paper sourced 
from illegal logging practices); reputational risks 
associated with working with suppliers who have poor 
environmental track records (e.g. local pollution); 
supply chain disruptions (e.g. noncompliance with 
environmental regulations).  


REVENUE GROWTH


Improving the environmental sustainability of your 
organization’s purchasing decisions inevitably greens 
the products and services you offer. By delivering eco-
friendly products/services that reflect customer values, 
organizations can satisfy stakeholder demands, enhance 
brand image, gain an edge over competitors, and improve 
customer loyalty and satisfaction. 


SOFT IMPACTS  


Many benefits of green purchasing are quick and visible, 
such as reduced waste. However, other, equally significant 
impacts are by nature less tangible because they occur 
gradually or perhaps are more difficult to quantify.  
These ‘soft effects’ can include increased environmental 
awareness and engagement amongst employees, 
suppliers, and stakeholders with positive impacts on 
efficiency and brand image.  
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Many organizations recognize the benefits of greening 
procurement but are unsure how to formalize and 
implement their efforts. The remainder of this guide draws 
on the experience of professionals who have faced and 
overcome the challenges of developing and implementing 
a green procurement strategy. Given each organization 
is unique, no one approach fits all organizations. The 
following sections, as well as the case studies and tools 
referenced, can help guide this process. 


CRITERIA FOR SUCCESS


The following criteria help green procurement practices 
take hold and become part of how an organization 
operates:


 •  Direction from the top: For green procurement 
programs to be effective, organizations should embed 
sustainability in their key principles, including the 
procurement and supply chain. To make this happen, 
senior management, such as the CEO or head of 
procurement, must be onboard. 


 •  Commitment to green procurement in organizational 
policy and/or expressed in other documents: For 
many organizations, a formal green procurement policy 
makes sense as it gives rigour and ensures continuity; 
however, this commitment can be written in the form 
of guidelines or standards which support a corporate 
environmental policy, and can be detailed or more 
directional in nature, depending on how prescriptive the 
organization wants to be. Your organization may or may 
not have environmental policies that apply to greening 


HOW TO 
FORMALIZE 
YOUR GREEN 
PROCUREMENT 
EFFORTS


procurement practices. If such policies exist, they can 
be used to drive green procurement forward. If not, 
consider formalizing your organization´s commitment 
by: including a green procurement clause in existing 
policy; developing a stand-alone green procurement 
commitment document; or signing external green 
procurement pledges such as the Commitment to Buy 
Green or the Clean Air Partnership. 


 •  A clear and formal strategy for greening procurement: 
A strategy document ensures that your organization´s 
commitment to greening procurement is made 
operational. A green procurement strategy document will 
likely and necessarily evolve over time. The key tenets to 
include in a strategy document are outlined below. 


 •  Green procurement strategy is embedded within 
existing sourcing procedures: To be effective, your 
green procurement strategy must be embedded 
within existing sourcing procedures and understood 
by those making purchasing decisions. The inclusion 
of environmental criteria within supplier evaluation 
processes requires clear communication and strong 
inter-departmental collaboration. 


 •  Supplier engagement: It is important to clearly 
communicate your organization´s commitment to 
greening procurement to suppliers, and provide 
opportunities for them to adapt their processes to 
align with your organization´s environmental values. 


DEVELOPING A GREEN PROCUREMENT STRATEGY 


One of the first steps in institutionalizing the practice of 
green purchasing is developing a green procurement strategy 
document. Organizations will approach this differently.


Getting Started
In many cases, organizations choose to convene a group 
of people from different departments with a range of 
expertise to move this forward. Before beginning to 
develop the green procurement strategy, this group may be 
charged with the following tasks:


 •  Review relevant policies and commitments: As 
mentioned, some organizations will have already 
made commitments to include environmental 
considerations when making purchasing decisions 
and so the first step will be to conduct a review of 
existing relevant commitments and determine how to 
incorporate these into a broader and perhaps more 
ambitious green procurement strategy. 
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 •  Take stock of purchases and their environmental 
impacts: Determine the relative impact of the 
products and services your organization purchases. 
Though there are benefits to having a detailed 
understanding of the nature and scale of these 
impacts, begin with a rough idea of which products 
have the greatest impacts and consider whether these 
impacts can be avoided.  


 •  Determine which buy areas to focus on: Greening 
procurement is a process of continuous improvement. 
It is not necessary or expected that organizations 
tackle all buy areas at once. Many organizations begin 
by targeting certain buy areas, and expand the scope 
of application over time. For example organizations 
may want to focus initially on easy gains to build 
momentum (e.g. areas that have existing standards 
such as Energy Star or EPEATS, areas that generate 
positive financial returns, or have high environmental 
impacts). Consider using a heat map to prioritize the 
buy areas based on criteria such as how easy it will 
be to implement (resources, cost etc.) and potential 
gains (nature of the product, cost, brand). 


Using a heat map
To determine the extent of opportunity, decide what 
criteria you wish to consider (such as health and 
safety, brand, finance, environment and/or regulations). 
Characterize the impact associated for each with levels 
from 1 to 5.  Typically, levels 1, 3 and 5 are assigned 
definitions, while 2 and 4 are considered intuitive. For 
example, when rating financial criteria a company may 
define 1 = <50K, 3 = <250K and 5 = 500k (per 
annum), and environment could be 1 = no impact, 
3 = temporary positive impact, or moderate impact, 
and 5 = long term or significant positive impact . All 
criteria definitions should be scaled appropriately to 
each individual company. Thus, if you have an easily 
implemented, high opportunity situation this would score 
a 5 x 5 and be in the upper right of the matrix – the 
colour coding is a means of distinguishing low, medium 
and low priorities. Once all of the opportunities have been 
evaluated in terms of ease and opportunity plot them on a 
5 x 5 heat map. This will again show the relative priority 
and feed into the implementation strategy.


Health & 
Safety


Environment Brand Financial


Long term, significant 5


4


Moderate/temporary 3


Minor impact 2


No impact 1


1 2 3 4 5
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What to Include in the Strategy Document
There are a number of ways to document your 
organization´s green procurement strategy. Depending on 
the structure of an organization, the green procurement 
strategy may exist within policy documents, statements 
or organizational guidelines and standards. Whatever the 
case, this section suggests a framework which can help 
your organization articulate its green procurement strategy. 


Guiding Statement
 The keystone of a green procurement strategy is a guiding 
statement, which may stand alone or link to an organization’s 
broader environmental or corporate governance. 


Background
 This section should outline the general purpose and features 
of the green procurement strategy, what it will accomplish 
and how it ties into your organization’s environmental values 
and commitments. This section should also detail the process 
by which the green procurement strategy was developed, 
who was involved in developing its contents, how it will 
be implemented and renewed, and provide definitions for 
important terms used throughout the document such as 
‘green’ or ‘environmentally sustainable purchasing’. 


Benefits for greening procurement 
This section should outline the benefits of greening your 
organization´s procurement practices. In addition to the 
benefits outlined above (Why Green Procurement), your 
organization may reference the following:


  •  Enables your organization to meet its 
environmental targets 


  • Reduces costs
  •  Enacts a broader organizational strategy or guideline 


within procurement
  •  Manages or mitigates reputational or regulatory risks 
  • Demonstrates the priorities of the organization
  •  Cultivates a positive brand with employees and customers
  •  Helps achieve particular targets set by the organization
  • Helps align with suppliers and customers


Scope
This section delineates the scope of the commitment 
(to whom and what it applies). Answering the following 
questions can help to define the scope.


  •  Who/what group is the Policy intended for? Does it 
apply to those business and functional groups with 
responsibilities for the procurement of goods and 
services? All employees? External service providers 
acting on behalf of the organization?


  • Which people, geographies, functions are covered?
  •  Which spend categories are included (products, 


commodities, services)?
  •  What size of purchases are included and how will 


this be judged? 
  •  What depth in the supply chain is included- which 


tiers of suppliers (based on risk, size, materiality), 
and how much obligation extends to suppliers to 
evaluate their own practices?


  •  What scope of supplier practices are included - 
product manufacturing procured service-related 
activities or the enterprise-wide activities?


Environmental attributes of products and services 
 This section defines what environmental characteristics 
your organization will consider when purchasing products 
and services and should describe what preferences will be 
given. For example, your organization may give preference 
to suppliers that can provide products or services with the 
following environmental attributes:


  •  Energy efficiency: Demonstrate energy efficiency, by 
meeting Energy Star guidelines, or equivalent


  •  Efficient use of natural resources in the design of 
the product: Use recycled or reclaimed parts, and 
reduce packaging and product waste.


  •  Sustainable life cycle: Sustainable/long service-life 
and/or can be economically and effectively repaired 
or upgraded.


  •  Minimal Hazardous Substances: Reduce polluting by-
products and/or safety hazards during use or disposal.   


  •  End of Life concerns: Preferences for suppliers that 
take back the product, and ensure that it is disposed 
of in an environmentally responsible manner. 


  •  Supplier location and/or delivery method: To reduce 
emissions associated with transportation, where 
possible, preference will be given to local suppliers 
or suppliers who offer coordinated deliveries. 


  •  Supplier’s environmental commitments: An 
organization may want to align their suppliers 
with the same level of environmental commitment 
they have chosen. For example, they may have 
preferences for suppliers who have an environmental 
management system (e.g. ISO 14001); or they may 
prefer suppliers that have/maintain an Environmental 
Policy. They also may want to give preferences to 
suppliers that can help the organization reduce their 
significant environmental aspects (e.g. reduce paper 
and energy use). Note that this may be particularly 
relevant when assessing service providers. 
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Implementation
The implementation section of a green procurement 
strategy document describes how the policy will be 
executed. It will outline, for example, processes during 
the pre-selection (RFP stage), post-selection (assigning 
contractual language specific to environment), and/or 
through ongoing vendor management (through active 
engagement with the supplier). During the RFP stage, the 
organization describes how it will evaluate suppliers. 


For example, an organization may use an evaluation form 
or questionnaire and would need to describe the weight 
the environmental score will have against the total RFP 
evaluation. Note that this may differ depending on whether it 
is a product or service, and on the level of environmental risk


Governance and Ongoing Stewardship
This is a short section to describe the key audiences for 
an organization’s strategic document, as well as who is 
responsible and accountable for reviewing and implementing 
the plan. Specifically, this section should include:


 • Who owns the document 
 • Who is the subject matter expert
 • Who is responsible for execution
 • How often will it be reviewed 
 • How it will be communicated and to whom and 
 •  How the results will be measured and verified, and by whom


Appendices
The appendices of the green procurement strategy should 
include any additional documentation that may be required 
by the reader. Consider including relevant excerpts 
from organizational policy documents, environmental 
sustainability reports as well as any documentation (such 
as the environmental questionnaire and environmental 
standards) used in the supplier evaluation process. 


ENVIRONMENTAL QUESTIONNAIRE


Many organizations ask potential vendors to complete 
a questionnaire to describe the environmental impacts 
associated with their products or services. The 
environmental questionnaire may be part of the pre-
approval process or included as part of an Expression of 
Interest (EOI) or Request for Proposal (RFP). The types of 
questions included in the questionnaire should be aligned 
with the organization’s green procurement objectives.


Typically, organizations ask their suppliers whether 
they have environmental policies or environmental 
management systems in place including programs to 
mitigate environmental risk and cost. You may also wish 
to inquire about the level of environmental disclosure 
(e.g. report publicly, report based on the Global 
Reporting Initiative (GRI), report annually to the Carbon 
Disclosure Project). Product-specific questionnaires 
should also include a series of questions pertaining to the 
environmental impacts of the product itself, ideally over 
its entire life span.
   
Before developing the questionnaire, an organization 
should have a clear sense of how they will use the 
additional information collected in the questionnaire in 
the process of selecting suppliers. If the environmental 
questionnaire is part of the RFP, this process may include 
awarding points for environmental attributes as part 
of the overall scoring system. The weighting/scoring of 
each question will vary, based on how important it is 
to the organization. For instance, higher weights/scores 
are often assigned to questions relating to the greatest 
environmental risks or costs. Whatever process is used, 
it should be objective and repeatable using quantifiable 
criteria to the extent possible. For instance, unless the 
evaluator is the subject expert on environmental matters, 
it helps to collect Yes/No responses where possible.


EVALUATING 
SUPPLIERS 
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Appropriate means of proof include a technical 
dossier from the manufacturer, a test report from a 
recognized body showing compliance, or a declaration 
from the manufacturer, such as the ECO Declaration. 
‘Recognized bodies’ are test and calibration laboratories 
and certification and inspection bodies which comply 
with applicable regional, national and/or international 
standards. 


ECOLABELS AND ENVIRONMENTAL STANDARDS


Standards and Ecolabels bridge the gap between 
purchasing practitioners and environmental experts, 
allowing organizations to identify products and services 
with positive attributes. This said, some environmental 
certification schemes make false or ambiguous claims 
and the plethora of environmental certification schemes 
available can make it difficult for purchasers to distinguish 
credible standards from those that effectively ‘greenwash’ 
products and services.1 


Environmental marketing claims should have the 
following attributes:
 •  Have qualifications and disclosures that are clear 


enough to prevent deception
 •  Make it clear whether the environmental attribute 


or benefit being asserted refers to the product, the 
product’s package, or to a portion or component of the 
product or packaging


 •  Not overstate the environmental attribute or benefit, 
expressly or by implication


 •  Include a statement that makes the basis of 
comparison clear so that the consumer should be able 
to understand the claim


1  For guidance on standards see: http://www.competitionbureau.gc.ca/
eic/site/cb-bc.nsf/eng/02701.html or http://www.fivewinds.com/
english/news-and-events/news/new-eco-labeling-guidelines-for-supply-
chains-developed-with-support-from-five-winds.htm


Some aspects your organization may wish to include in 
your evaluation/questionnaire include:


 • Supplier’s environmental practices
 • Environmental policy/commitments
 • Environmental management
 •  Employment programs (e.g. energy use/greenhouse 


gas emissions, waste reduction, hazardous waste 
management) 


 • Reporting


Environmental Attributes in the Supplier’s Product 
(examples):


 • Energy efficient
 • Produced from recycled materials
 • Designed for disassembly and/or recycling
 • Contains no/minimal hazardous substances
 •  Minimal packaging/packaging made from recyclable 


materials
 • Is the product reusable or recyclable?
 •  Does this product reduce waste and make efficient use 


of resources (e.g. energy and raw materials)?
 • Are there any special disposal requirements?
 •  Is the use of the product free from any emissions to 


air or water that may have an adverse environmental 
effect?


 •  Has the product been certified by an independent 
accredited organization (e.g. Environmental Choice, 
Green Seal or Energy Star programs)?


REQUEST DOCUMENTATION TO VALIDATE CLAIMS 


In some cases organizations may ask their suppliers to 
provide documentation to support information provided 
in the environmental questionnaire or elsewhere in the 
RFP process. Organizations may ask a supplier if they 
produce any public reports listing their environmental 
programs and commitments or whether they can provide 
policies or certifications (such as ISO 14000). For 
instance, if a supplier states they are carbon neutral, and 
reducing carbon emissions is among your organization´s 
central mandates, it may be necessary to verify this 
claim. Purchasers may also request that bidders 
present documentation from the product manufacturer. 


TIP
Recognize the effort it will take the 
supplier to complete the survey, and clearly 
communicate your reasons for asking them 
to do this and how their responses will be 
used in the selection process.
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MEASURING PROGRESS


Amassing the information necessary to measure the 
success of an overall program or individual contracts, while 
often cumbersome, is well worth the effort. Measuring 
success allows the identification of both the environmental 
and cost-saving benefits of an organization’s efforts. It 
also enables the identification of problem areas and allows 
an organization to meet reporting and record keeping 
requirements that may serve to justify the program. Below 
are simple steps for establishing a process to measure 
results identified by the National Association of State 
Procurement Officials (NASPO). 


Identify key performance criteria
As with any management system, good metrics are vital 
– they permit the determination of or extent to which 
objectives are being met. Metrics can be defined based 
on the desired goals: the number of new environmentally-
based contracts to be issued, the types of recycled 
materials an organization may want to target, or a certain 
level of purchasing (dollars) to achieve.


Establish a baseline on which to measure 
progress
A baseline is a point of reference for performance 
comparison – e.g. an objective could be a 50% reduction 
of XYZ by the year (future) based on the baseline year of 
(past or current). 


Track and document performance
Records of performance should be kept in accordance with 
records keeping practices – these practices should meet 
the attributes set forth in a variety of standards.


MEASURING 
AND REPORTING


COMMUNICATE PROGRESS
 
Communicating the success of green procurement 
efforts can help garner employee support and 
engagement in an organization’s green procurement 
program. Communicating progress to the public allows 
organizations to gain recognition for their leadership, 
often improving brand value. Communication channels 
may include: electronic newsletters; postings on intranet 
home page; environmental awareness blog; postings on 
Facebook, Twitter or other social networking websites; and 
reference in annual reports or executive speeches. When 
communicating your participation, consider highlighting 
tangible examples of how you have changed procurement 
practices and what impact it has had (i.e. amount of 
paper saved, electricity savings and other impacts), and 
offer opportunities for employees to get involved (for 
example ask for suggestions of where more improvements 
can be made).
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Canadian Standards Association Sustainable Forest
Management, the international Programme for the
Endorsement of Forest Certification and Green Seal
help ensure specific environmental features have been
met. For example, a certification system can ensure:


 •  Virgin fibre was derived through sustainable forestry 
practices


 •  Paper products contain a minimum percentage of 
recycled material


 •  The presence of any added pigments, inks, and dyes 
is prohibited 


 • Reduced chlorinated bleaching 
 • Products are contained with minimal packaging
 • Reduced toxicity in packaging
 •  Manufacturers measure and limit toxins in effluent waste


The above list contains examples of some of the criteria that 
may be required for a certified paper product. The criteria for 
certification will vary from one standard to the next. The quality 
of the certification schemes can change over time and in some 
cases has improved significantly with consumer and non-profit 
stakeholder input. Any serious evaluation of a certification 
scheme should involve the stated features of the certification 
program as well as its governance and implementation.


Procurement Questions for Consideration
The following are questions that should be considered when 
procuring paper products:


 •  Are the products certified by a third party certification 
standard/program? 


 •  Does the certification adhere to sustainable forestry 
practices?


 •  What is the percentage of recycled content post 
consumer and/or post industrial recycled material? 


 • Is there efficient or excessive packaging?
 •  Was the use of toxic chemicals considered/minimized 


in the production and packaging?


This section provides an overview of environmental 
concerns, questions and issues for a number of key 
purchase areas for companies.


PAPER


Many organizations use a significant amount of paper 
through a range of paper products used in the daily 
function and operations of the business. For example, 
each office worker in North America consumes an average 
of 10,000 sheets of paper each year. Paper products can 
include not only copy paper but envelopes, notebooks and 
even tissue and other bathroom supplies.


Environmental Concerns
The pulp and paper industry and its final products can 
impose large environmental impacts, as manufacturing paper 
products can be resource intensive resulting in deforestation, 
heavy water and energy use. Paper products may also require 
the use of toxic chemicals and packaging materials that 
often end up in landfills. With the environmental impact 
and pervasive use of paper, procuring paper products with 
a low environmental impact is imperative in reducing an 
organization’s environmental footprint. 


The Environmental Paper Network has developed a Paper 
Calculator tool to aid businesses in their efforts to reduce the 
harmful impacts of their paper use. This will quantify the 
benefits of better paper choices and show the environmental 
impacts of different paper types across their full lifecycle.


Minimizing Impact
Acquiring paper products with a low environmental 
impact often involves purchasing paper certified by a 
recognized standard or program. Certification standards 
developed by organizations such as Environmental 
Choice, Forest Stewardship Council, Sustainable 
Forestry Initiative, Chlorine Free Products Association, 


GREEN 
PROCUREMENT 
IN PRACTICE


LOOK FOR PRODUCTS WITH THE FOLLOWING 
CERTIFICATION STANDARDS
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GREEN CLEANING PROGRAMMING


An organization’s cleaning practices not only improve the 
aesthetic feel of their facilities, but also play an important 
role in improving indoor air quality and raising employee 
productivity. A proper green cleaning program should not 
only ensure cleaning materials are non-toxic, but also 
cover how the facility should be cleaned. By looking at 
these elements, organizations can protect the health of 
their employees without harming the environment.


Environmental Concerns 
One of the biggest misconceptions is that cleaning 
products have to be toxic in order to work well; 
however, natural cleaning products are just as effective 
as conventional cleaning products. Given that many 
employees spend most of their time indoors, conventional 
cleaning products with their mix of carcinogens can 
impact indoor air quality and negatively impact the health 
and productivity of employees. A proper green cleaning 
program eliminates conventional cleaning products as 
well as introduces green cleaning practices, both of which 
when combined can improve indoor air quality and ensure 
the health of an organization’s employees.


Minimizing the Impact
When it comes to selecting green cleaning products an
organization should look for certification labels such as:
Green Seal, Eco-Logo, Greenguard, US EPA Design for
the Environment and Carpet and Rug Institute’s Green
Label Program. This ensures that products have met 
strict regulatory standards set by third party certifiers. 
An eco-label identifies overall environmental performance 
of a product or service within a specific product/service 
category based on life cycle considerations. 


A green cleaning program though isn’t complete without 
having the proper cleaning practices, thus an organization 
should not only ensure their cleaning service provider 
is utilizing green cleaning supplies, but also has strict 
policies around cleaning. To ensure a cleaning service 
provider  is following management policies that ensure 
indoor air quality, look for cleaning service providers  that 
utilize the Green Seal Environmental Standard for Green 
Cleaning (GS-42), the U.S. EPA’s Indoor Air Quality 
Building Education and Assessment Model (I-BEAM) 
Housekeeping Program, or whose policies will qualify 


the building for LEED Indoor Air Quality Points. The 
organization INFORM also provides a Green Cleaning 
Toolkit on its website which includes fact sheets, best 
practices and environmentally preferable products.
  
The costs for implementing a green cleaning program 
for industrial and commercial users depends upon their 
activities and operations, but any price increase should 
be marginal. The operational costs of implementing a 
green cleaning program though are considerably less, 
because liabilities are not incurred and regulatory 
compliance is improved. 


Procurement Questions for Consideration
The following are questions that should be considered 
when procuring a green cleaning program:


 •  Does the cleaning service provider use cleaning 
products that are certified by Eco-Logo, Green Seal, 
Greenguard or the Green Label Program? 


 •  Does the cleaning service provider have cleaning 
practices that conform to GS-42, I -BEAM’s 
Housekeeping Program or LEED Indoor Air Quality 
requirements?


 •  Does your organization have a green cleaning 
policy that is periodically reviewed, updated and 
communicated to employees and cleaning staff?


 •  Does your organization provide ongoing training for 
your cleaning staff to ensure that they are meeting 
the client’s green cleaning requirements?


 
OFFICE FURNITURE


Traditional office furniture requires a significant amount of 
natural resources and toxic chemicals to go from source to 


LOOK FOR PRODUCTS WITH THE FOLLOWING 
CERTIFICATION STANDARDS
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final product. Fortunately, the market to purchase eco-
friendly furniture is expanding, as many companies offer 
furniture made from sustainably harvested resources, use 
finishes that are non-toxic and are manufactured locally.


Environmental Concerns 
There are several environmental concerns for office 
furniture, including utilizing natural resources for 
construction, the use of finishes that emit harmful 
emissions both in manufacturing and end-use, as well as 
what to do with the furniture at the end if its life.


Minimizing the Impact
There are many ways to minimize the environmental 
impact associated with office furniture procurement:


 •  Lease, rent or buy used: If furniture is needed on a 
short term basis you may want to consider renting 
or leasing items. Furthermore, second-hand and 
vintage furniture requires no additional resources to 
manufacture and are often locally sourced. 


 •  Furniture made with recycled and reclaimed 
materials: Recycled and reclaimed materials decrease 
demand for virgin materials, reduce waste and help 
support the market for recycled materials. Recycled 
content may include metal, plastics, pressboard and 
fabric. Reclaimed wood can come from older furniture, 
houses, flawed wood, or from scraps from a factory. 
The Rainforest Alliance has a Rediscovered Wood 
Certification system. 


  •   Certified sustainable furniture: Procure furniture that 
would be accepted under Greenguard’s Indoor Air 
Quality Certification program or ANSI/BIFMA Furniture 
Sustainability Certification Standard, “Level” which 
evaluates furniture’s sustainability from multiple 
perspectives. For wood furniture specifically, prioritize 
products that have obtained third party certification 
such as those set by the Forest Stewardship 
Council (FSC), Canadian Standards Association and 
Sustainable Forestry Initiative (SFI). A sustainably 
managed forest will avoid clear cutting forests and 
maintain a forest’s environmental services.


 •  Bamboo: Furniture produced using Bamboo is another 
way to decrease your environmental impact. Bamboo 
is fast-growing and can be grown with few to no 
pesticides. As it grows so rapidly, it is much easier to 
maintain healthy bamboo forests. 


 •  Low VOC: Furniture with low VOC content may include 
those with powder-based finished coats (opposed 
to solvent based wet paints). These contain less or 
no VOC’s, require less energy and create less waste. 
In addition, furniture that is untreated or treated 
with natural substances, like natural wood finishes, 
will help avoid negative effects to indoor air quality. 
Greenguard certifies products and materials, including 
furniture, for low chemical emissions. 


 •  Durability, Disassembly and Recyclability: Buying 
durable high quality furniture contributes to a 
sustainability program as it will not have to be 
replaced as often as lower quality pieces. When 
furniture does breakdown, good eco-friendly furniture 
should be easy to repair, disassemble, and recycle. 
These products can be easily taken apart, sorted 
into their constituent parts, and recycled at the end 
of their useful lives. Look for McDonough Braungart 
Design Chemistry (MBDC) certification program, 
Cradle to Cradle (C2C) Certified Products. 


Procurement Questions for Consideration
The following are questions that should be considered 
when procuring office furniture:


 •  Has the furniture obtained environmental certification 
from ANSI/BIFMA, FSC or SFI? 


 •  Is the furniture in accordance with Greenguard’s 
Indoor Air Quality Certification program?


 •  Is the furniture in accordance with LEED Materials 
and Resources - Sustainable Purchases credits and 
LEED Indoor Air Quality requirements? 


LOOK FOR PRODUCTS WITH THE FOLLOWING 
CERTIFICATION STANDARDS
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computers (e.g. LCD vs. CRT, desktop vs. notebook, 
sleep mode settings vs. no settings etc.). 


 •  Rent or lease: If a product is only needed for a short 
period of time (for corporate training, meetings or any 
other event) you may want to consider renting or leasing 
items (such as computers, AV and office equipment).  


 •  Recycle: Almost 90% of the material contained in 
electronic equipment including common metals such 
as copper, aluminum and steel, as well as glass and 
plastics, can be recycled. Organizations should develop 
the capacity and knowledge to collect and properly 
dispose all electronic equipment. Ontario Electronic 
Stewardship is the Industry Funding Organization for 
the Waste Electrical and Electronic Equipment Program 
Plan. Under the program, 44 different products are 
eligible for diversion from landfill through a network 
of recycling and reuse partners. The program is used 
to recycle portable computers, computer peripherals, 
monitors, printers, fax machines, televisions, phones, 
cameras and audiovisual equipment. Consumers and 
businesses can find local collection locations for their 
electronic waste at www.recycleyourelectronics.ca.


Procurement Questions for Consideration
The following are questions that should be considered 
when procuring electronic equipment:


 •  Does it comply with an environmental certification 
standard (such as Energy Star)? 


 •  Is a purchase necessary or could it be rented or leased?
 •  Does the product contain fewer substances known to 


adversely affect human health and the environment?
 •  Can the product be upgraded, easily repaired and 


safely recycled? 
 •  How will the vendor properly dispose of your used 


electronics so that data is protected and resources 
are reclaimed?


ELECTRONIC EQUIPMENT


With declining prices and rapid advancements, the number 
of electronic devices in the workplace is increasing, and 
often requires frequent upgrading or replacement with 
newer models. 


Environmental Concerns 
There are a number of environmental concerns resulting 
from electronic equipment, including their use of non-
renewable resources that have to be mined and processed, 
their use of electricity during their operation and how they 
are handled at the end of their life. In all of these phases, 
there is great potential for toxics to be released into the 
environment and impact society.


Minimizing the Impact
There are several ways to minimize the impact of 
electronic purchases:


 •  Energy Efficiency: Electronic equipment that has 
earned energy efficiency certifications through 
programs like ENERGY STAR will decrease operational 
energy use and save on energy bills without sacrificing 
the performance. Green-e Marketplace is a program 
that allows companies to display their logo when they 
have purchased a qualifying amount of renewable 
energy and passed verification standards. Below are 
some tools that can be used to calculate efficiencies, 
emissions reductions and cost savings:


   >  The Canadian ENERGY STAR Simple Savings 
Calculator is an interactive software tool designed 
to show volume buyers or procurement officials 
the direct economic and environmental benefits of 
purchasing an energy-efficient product.


   >  The EnerGuide for Industry offers comprehensive 
web-based information about the purchase, operation 
and maintenance of industrial equipment to help 
buyers select the most energy-efficient models. 


   >  The Electronic Product Environmental Assessment 
Tool (EPEAT) can also help institutional 
purchasers compare electronic products based 
on environmental performance. EPEAT registered 
computer products have reduced levels of 
cadmium, lead, and mercury and are easier to 
upgrade and recycle, in addition to meeting the 
government’s Energy Star guidelines. 


   >  The Low Carbon IT Savings Calculator, developed 
by US EPA and Department of Energy calculates 
cost savings and carbon reductions based on the 
type of computer purchased and the operation of 


LOOK FOR PRODUCTS WITH THE FOLLOWING 
CERTIFICATION STANDARDS
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Procurement Questions for Consideration
The following are questions that should be considered 
when procuring food and catering:


 • Is there a local green catering company in the area?
 • Are there vegetarian options?
 • Is there a system or option to compost excess food?
 • Is there an option to use reusable eating utensils?
 •  Are paper products certified by the Forest Stewardship 


Council, Canadian Standards Association or 
Sustainable Forestry Initiative?


 • Are all non-reusable products being properly recycled? 


BUILDING ENVELOPE


The building envelope includes the physical components 
such as the heating and cooling systems, lighting, roof and 
walls, doors and windows, and management systems, all 
of which have an important role in maintaining occupant 
comfort and the building’s use of resources.


Environmental Concerns 
Buildings demand significant amounts of energy to meet 
various operational needs such as heating, ventilation, air 
conditioning, lighting, and telecommunications, all of which 
result in large amounts of greenhouse gas emissions.


Minimizing the Impact
There are a number of ways to minimize the impact of a 
building’s operations, including:


 •  Building energy audits: Have the building inspected 
and analyzed to locate areas and work processes 
where energy can be utilized more efficiently and 
conserved without affecting outputs. 


 •  Request for Proposal (RFP): Ensure that suppliers 
who submit a proposal express how environmental 
considerations were taken into account and where 


FOOD & CATERING


While there is a need for bringing food into events and 
business meetings, there are many options to reduce the 
environmental impact of catered events. 


Environmental Concerns 
Business events and meetings that offer food and 
beverages can impose significant environmental impacts. 
Catering services can involve a lot of transportation 
and can create a significant amount of waste. The 
source of food being served is also a factor in the 
overall environmental impact. If the food is not locally 
produced it may travel long distances before it reaches 
its destination, resulting in higher associated greenhouse 
gas emissions, and products that are not as fresh as 
their local counterparts. Meat based diets have been 
demonstrated to have higher negative environmental 
impacts than vegetable based diets. A menu based 
on local fruits and vegetables will have significant 
environmental benefits, as well as provide healthy options 
for your guests.


Minimizing the Impact
There are a number of ways to minimize the impact of 
catering services, including:


 •  Solicit a green catering company to serve conferences 
and meetings


 •  Purchase foods low in the food chain, such as fruits, 
vegetables, grains and nuts


 •  Purchase food and beverages that are local and/or 
organic (e.g. Organic Canada, USDA Organic)


 •  Provide tap water instead of bottled water and soft 
drinks 


 •  Avoid unnecessary disposable items and use dishes, 
mugs, cutlery, linens that are re-usable


 • Avoiding single-serve containers or condiments
 •  Compost and recycle all excess food onsite or through 


the green catering company
 •  Use recycled paper products and recycle everything 


after use – if your building recycling program doesn’t 
accept these products, consider asking your caterer to 
dispose of these in the proper manner. 


The U.S. Environmental Protection Agency’s website 
provides further information on economically, socially 
and environmentally beneficial food waste management 
strategies for large and small scale generators.


LOOK FOR PRODUCTS WITH THE FOLLOWING 
CERTIFICATION STANDARDS
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efficiency improvements will be realized. When 
developing the RFP it is important to request 
that products and services have environmental 
certifications or have been environmentally tested 
for efficiency, whether there are opportunities 
for financial incentives and subsidies and if the 
product/service is comparable to the most efficient 
specifications in their class (for example LED/ 
Fluorescent/CFL for lighting retrofits).


 •  End-of-Life: Using the procurement process, ensure 
that the vendor or contractor will properly dispose of 
any building systems that are removed in the most 
sustainable fashion as to avoid ending up in the landfill.


Procurement Questions for Consideration
The following are questions that should be considered when 
considering building envelope upgrades and/or retrofits:


 •  Have all areas of the building been analyzed and 
prioritized with regard to energy efficiency retrofits 
and process improvements?


 •  Have all incentive and financial assistance programs 
been evaluated and considered for the proposed 
upgrades? 


 •  Has the organization demonstrated that products and 
services procured meet strict environmental standards 
for their class?


 •  Are the building systems that are going to be recycled 
and reclaimed done so in the most sustainable fashion 
to avoid being land filled?


PROFESSIONAL SERVICES
 
Commonly an organization will procure professional 
services to be performed by a contractor or consultant. 
These professional services, for example, may be provided 
by accountants, attorneys, business consultants and 
development managers, distributors, engineers, law firms, 
real estate brokers and web designers.  


When soliciting a professional-service provider there 
are many ways to influence or choose a provider that 
promotes environmentally sustainable practices. There 
are certain characteristics of the service provider that can 
be considered when making a selection. Choosing those 
service providers that meet your environmental demands 
and follow environmentally sustainable practices will 
reward environmentally responsible providers, encourage 
individual providers to become more sustainable, and 
influence the market towards sustainable practices. 


Environmental Concerns 
There are various environmental impacts that a professional 
service provider can impose through its building operations 
and business practices. Impacts may include transportation 
emissions, energy and resource consumption, impacts from 
procurement decisions, indoor air quality deterioration and 
waste management impacts. 


Minimizing the Impact
To help change the market and encourage sustainability 
in the professional services market, give preference to 
service providers that: 


 •  Have a Corporate Social Responsibility (CSR) 
plan: A CSR plan will ensure that an organization 
is responsible and transparent towards its actions 
not only on the environment but to their consumers, 
employees, communities, stakeholders and all other 
members of the public. 


 •  Implement environmental management standards 
(EMS) (e.g. ISO 14000): An EMS will help an 
organization continually improve its performance 
with respect to decreasing its negative impact on 
the environment and complying with relevant laws, 
regulations, and other environmental requirements. 


 •  Are carbon neutral-organizations that purchase third-
party validated renewable energy, energy efficiency 
and reforestation projects to offset their emissions and 
assist in the fight against climate change. They may 
also provide the option for the client to purchase an 
offset equivalent to the emissions produced through 
the service being provided.  


 •  Can provide customized service upon request: 
The service provider, for example, can meet your 
environmental requirements outlined in the request for 
proposal. 


Procurement Questions for Consideration
The following are questions that should be considered 
when considering professional services:


 •  Does the service provider have environmental policies 
or management systems in place?


 •  Is there transparency and action towards mitigating 
and offsetting their environmental impacts?


 •  Are the service providers flexible and able to meet your 
standards for environmental performance? 


 •  Are there any negative allegations or criticisms against 
the service provider based on previous performance? 
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Design for the environment (DFE):
  A design concept that focuses on reducing 


environmental and human health impacts by thoughtful 
design and careful material selection.


Ecolabel (Type I/II/III):
  A mark, seal or written identification attached or affixed 


to products which provides consumers with information 
relating to the environmental characteristics of products 
and thus allows for comparison of environmental 
performance between products of the same type. Eco-
labels can be used to support sustainable purchasing 
efforts in the form of mandatory custom specifications 
for market solicitations (e.g. ITTs and RFPs). There are 
three basic types of eco-labels as defined by the Geneva-
based International Organization for Standardization. 
Type I is a multi-attribute label developed by a third 
party; Type II is a single-attribute label developed by the 
producer; and Type III is an eco-label whose awarding is 
based on a full life-cycle assessment.   


Environmental Audit: 
  A systematic and documented verification process of 


objectively obtaining and evaluating audit evidence to 
determine whether an organization’s EMS conforms with 
the EMS audit criteria set by the organization (i.e., ISO 
14001), and communicating the results of this process 
to management. The audit should facilitate management 
control of environmental practices and assess compliance 
with policy objectives and regulatory requirements.


Environmental Management Systems (EMS): 
  A framework for managing environmental issues within 


a well-documented, organized structure. An EMS can 
help improve environmental performance, reduce 
business risks, enhance customer relationships, reduce 
costs through increased efficiencies and enhance a 
company’s image with employees, regulators, investors, 
the public and other stakeholders. Establishing an EMS 
involves complying with an existing standards program 
or implementing self-defined standards. All EMS 
models follow a “Plan, Do, Check, Feedback” cycle of 
continuous improvement. 


DEFINITIONS Environmental Product Declaration:
  A description of the aspects and impacts of a product, 


system or service over its entire life, from raw material 
extraction, through manufacturing and use, to end-of-life 
disposal or recycling.


Green Procurement or Green Purchasing: 
  The selection and acquisition of products and services 


that most effectively minimize negative environmental 
impacts over their life cycle of manufacturing, 
transportation, use and, ultimately, recycling or 
disposal. Other terms for green procurement include: 
eco-procurement, environmentally preferable 
purchasing, green purchasing, environmental product 
procurement and environmentally responsible public 
procurement (EERP).


Greenwashing:
  Greenwashing is the act of misleading purchasers 


regarding the environmental practices of a company or 
the environmental benefits of a product or service.


Integrated Product Policy:
  Integrated product policy is an approach that begins by 


asking how the environmental performance of products 
can be improved most cost-effectively. It is founded on 
the consideration of the impacts of products throughout 
their life-cycle, from the natural resources from which 
they come, through their use and marketing to their 
eventual disposal as waste.


ISO 14000: 
  The ISO 14000 series is a family of environmental 


management standards developed by the International 
Organization for Standardization (ISO). The ISO 14000 
standards are designed to provide an internationally 
recognized framework for environmental management, 
measurement, evaluation and auditing. They do not 
prescribe environmental performance targets, but 
instead provide organizations with the tools to assess 
and control the environmental impact of their activities, 
products or services. The standards address the 
following subjects: environmental management systems; 
environmental auditing; environmental labels and 
declarations; environmental performance evaluation; 
and life cycle assessment.


Life cycle assessment (LCA):
  Life-cycle assessment (LCA) is a process of evaluating 


the effects that a product has on the environment over 
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the entire period of its life thereby enabling the user to 
make informed decisions. It can be used to study the 
environmental impact of either a product or the function 
the product is designed to perform. LCA’s key elements 
are: (1) identify and quantify the environmental loads 
involved; including the energy and raw materials 
consumed, the emissions and wastes generated; (2) 
evaluate the potential environmental impacts of these 
loads; and (3) assess the options available for reducing 
these environmental impacts.


Lifecycle costing (LCC): 
  Assessment of the costs of a good or service over its 


entire life cycle, allocating total costs —including 
those traditionally grouped as “overhead” such as 
waste disposal, training, environmental permitting 
and waste and water treatment—to the products and 
processes responsible for generating the costs. This 
allows decisions about product design, purchasing and 
manufacturing to be based on a more complete picture 
of costs over a product’s lifecycle. An environmental 
LCC methodology takes into account the above four 
main cost categories plus external environmental 
costs. The latter may come from LCA analyses on 
environmental impacts, which measure for example 
the external costs of global warming contribution 
associated with emissions of different green-house 
gases. Environmental costs can be calculated also in 
respect of acidification (grams of SO2, NOX and NH3), 
eutrophication (grams of NOX and NH3), land use 
(m2*year) or other measurable impacts.


Lifecycle Management: 
  Takes the view that products need to be managed 


throughout design, production, operation, maintenance 
and end of life reuse or disposal. Product and 
packaging design (i.e. amount, size, and weight) affect 
the efficiency and effectiveness of a company’s SCL 
practices and, thus, logistics costs, waste, emissions 
and energy consumption.


Post-Consumer Recycled Content/Waste:
  Waste material generated by households or by 


commercial, industrial and institutional facilities in 
their role as end-users of the product, which can no 
longer be used for its intended purpose.


Pre-Commercial Procurement (PCP): 
  Concerns the Research and Development (R&D) phase 


before commercialization. Enables procurers to create 
the optimum conditions for wide commercialization and 
take-up of R&D results through standardization and/or 
publication and to pool the efforts of several procurers. 


Sustainable Purchasing (Procurement): 
  A management process used to acquire goods and 


services (“products”) in a way that gives preference 
to suppliers that generate both positive environmental 
outcomes, and that integrates sustainability 
considerations into product selection so that negative 
impacts on society and the environment are minimized 
throughout the full life cycle of the product. Green 
purchasing differs from sustainable purchasing as it 
solely addresses environmental issues. 


Sustainable supply-chain logistics:
  Explicitly manages the environmental, economic and 


social impacts of SCL activities; that is, the effective 
and efficient movement and storage of goods between 
the points of origin and destination or back again.


Third-Party Certifications: 
  An assessment carried out to measure the degree 


of compliance with a specification. Importantly, the 
assessment is carried out by an independent, third 
party organization that is qualified and licensed to 
issue certification when the assessment is successfully 
completed.  


Total Cost of Ownership (TCO): 
  A financial estimate whose purpose is to help 


consumers and enterprise managers determine the full 
range of direct and indirect costs of a product or system.
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Responsible Purchasing Network (RPN): 
www.responsiblepurchasing.org


Industry Canada: 
http://www.ic.gc.ca/eic/site/sd-dd.nsf/eng/sd00548.html


National Association of Procurement Officials 
(NASPO):
http://www.naspo.org/content.cfm/id/Steps_to_Developing


SOURCES CITED


Additional Resources - national and 
international sources of information, 
standards and sustainable 
purchasing criteria: 


INFORMATION ON GREEN PURCHASING 


Environment Canada
www.ec.gc.ca/education/default.
asp?lang=En&n=F37DC0B8-1 a


Environment Canada - Green Procurement: Good 
Environmental Stories for North America, (pdf)
www.ec.gc.ca/cppic/en/refView.cfm?refId=1391 


Environmental Life Cycle Management: A Guide 
for Better Business Decisions
www.ec.gc.ca/p2/default.asp?lang=En&n=BAEAB4C6-1


GREEN PURCHASING NETWORKS


Responsible Purchasing Network 
www.responsiblepurchasing.org 


International Green Purchasing Network 
www.igpn.org 
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  TOWN OF AURORA 


 GENERAL COMMITTEE REPORT   No. PL14-022  
 
SUBJECT: Planning Applications Status List   
   
FROM: Marco Ramunno, Director of Planning & Development Services  
 
DATE: April 15, 2014 


 
 
RECOMMENDATIONS 
 
THAT report PL14-022, the Planning Applications Status List be received for 
information. 


 
PURPOSE OF THE REPORT  
 
This report provides a summary and update of development Applications that have 
been received by Planning & Development Services. 


 
BACKGROUND  
 
Attached is a list updating the status of Applications being reviewed by Planning & 
Development Services. The list supersedes the January 14, 2014 Planning Applications 
Status list and is intended for information purposes. The text in bold italics represents 
changes in status since the last update of the Planning Applications Status List. 


 
COMMENTS  
 
Since the preparation of the last status list, 5 new planning applications have been filed 
with Planning & Development Services. 


 Application for a Plan of Condominium for 87 stacked townhouse units (File 
Number: D07-04-13) - Daniels Corporation; 


 Application for a Site Plan to develop a 1,255 sqm commercial plaza (File 
Number: D11-13-13) - Perwick Investments; 


 Application for a Site Plan to construct a new water tower (File Number: D11-01-
14) - York Region; 


 Application for a Site Plan to develop a two storey industrial warehouse with 
office (File Number: D11-02-14) - Derlin Investments; and 


 Application for a Zoning Amendment and a Plan of Subdivision to develop a 
business park over a 76.6 ha of land (File Numbers: D14—01-14 & D12-01-14) - 
Emery Investments 
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Secondary Plans Map created by the
Town of Aurora Planning & Development
Services Department, November 12th,
2002. Updated on March 27, 2014.
Base Data provided by the Region of York.
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 OWNER/LOCATION/ AGENT & 
FILE NUMBER 


PROPOSAL DATE 
REC’D 


STATUS 


1.  Genview Development Corp. 
14575 Bayview Avenue 
 
Malone Given Parsons 
Attn: Joan MacIntyre  
905-513-0170 ext. 115 
Files: D14-04-01 & D12-01-1 


To permit 61 residential lots. Jan. 
4,2001 


Phase 1 consisting of 56 lots was registered 
on October 20, 2011 (65M-4292) 
 
Phase II (5 lots) to be developed with adjacent 
lands: D12-04-07. 


2.  Lebovic Enterprises Limited 
(Formerly Westhill 
Redevelopment Co.) 
 
Glen Easton 
905-752-4369 
Files: D09-04-00 & D14-12-00 & 
D07-03-00 
OMB Case No. PL030997, 
PL080014 
OMB File Nos. O030373 Z030149 
S030085 


Applications for Official Plan 
Amendment, Rezoning, 
Subdivision and 
Condominium to permit 75 
condo units and 18 hole golf 
course. 


May 3, 
2000 


OMB Hearing held September 14, 2010 – 
January 5, 2011. April 14, 2011, OMB 
approved appeals. 
September 15, 2011 OMB issued Order 
approving; OPA 74, ZBA 5361-11 Plan of 
Subdivision and Condominium draft plan 
approval. 
 
November 14, 2011 OMB Order granting 
approval of draft plan of subdivision. 
 
Top soil removal permit issued. 
Subdivision agreement being prepared.  


3.  MI Developments Inc. 
Part of Lot 21, Con 2 
 
Attn: Dan Robert 
905-726-7805 
Files: D12-01-06 & D14-03-06 


Subdivision and Rezoning 
Application for 134 
townhouse units 


Jan. 3, 
2006 


Council approved draft plan of subdivision on 
Aug 14/07 and implementing zoning by-law 
on Nov 27/07. 
Awaiting submission of engineering plans to 
initiate subdivision agreement process. 
File maintenance fee was received on 
December 11, 2013. 


4.  MI Developments Inc. 
Leslie & Wellington Street E. 
 
Attn: Ari Huber  
905-726-7607 
Files: D14-19-03 & D07-03-3A 


Rezoning and Vacant Land 
Condominium Applications 
to permit 14 units detached 
residential.  


May 5, 
2003 


Revised draft plan of condominium has been 
approved at October 9, 2012  
Notice of Decision sent 
Certification of notification with draft plan of 
condominium sent out on Nov.13.2012 
Applicant to clear conditions 
File maintenance fee was received on 
January 17, 2014. 
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 OWNER/LOCATION/ AGENT & 
FILE NUMBER 


PROPOSAL DATE 
REC’D 


STATUS 


 


5.  Pandolfo, et al. 
Lot 8, Part Lots 20 & 21,  
Plan 132 
14070 Yonge Street 
 
Templeton Planning Consulting 
Attn: Gary Templeton 
905-727-8672 
Files: D09-03-12, D14-21-03 & 
D12-03-2A 


Official Plan Amendment, 
Zoning By-law Amendment 
and Draft Plan of 
Subdivision to permit 29 
single detached dwellings 
and two (2) open space 
blocks. 


May 7, 
2003 


Public Planning Meeting held Feb 27, 2013 
Additional Public Planning Meeting held 
November 27, 2013 
 
Public Planning Meeting scheduled for 
March 26, 2014 


6.  Perwick Inv. (Deltera) 
Part of Lot 81, Con 1 
N/E corner Wellington & John 
West Way 
 
Tridel 
Attn: Gouled Osman 
416-661-9290 
Files: D09-03-05 & D14-16-05A 


Application to Amend the 
OP & Zoning By-law to 
permit a1,255m2 multi-unit 
retail commercial plaza 


Oct. 11, 
2005 
Revised 
appl. 
rec’d 
June1, 
2011 


Council Approved Report July 16, 2013 
Official Plan Amendment adopted by 
Council on August 13, 2013 
Regional approval granted November 5, 
2013 
Site Plan Application submitted, see #58. 


7.  1087931 Ontario Ltd.  
c/o Bruce Spragg 
Lot 13, Part Lot 14, Plan 246 
15356 Yonge Street 
 
Attn: Bruce Hall 
416-686-3563 
Files: D14-11-06 & D11-13-06 


Zoning By-law Amendment 
Application to permit a 
single existing detached and 
5 new townhouse residential 
infill development 


Apr. 12, 
2006 
(ZBA) 
May 31, 
2006 
(Site 
Plan) 


Zoning and Site Plan approved by Council on 
November 10, 2009.   
 
LSRCA approval granted.  Site Plan 
agreement drafted.    
Held pending land acquisition consideration. 
File Maintenance Letter to be sent. 
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 OWNER/LOCATION/ AGENT & 
FILE NUMBER 


PROPOSAL DATE 
REC’D 


STATUS 


8.  Loblaw Properties Ltd. 
Block 4, Lots 2 & 3, 65M-2874 
15900 Bayview Avenue 
 
Attn: Jonathan Rodger 
416-622-6064 
Files: D09-04-06 & D14-12-06 


Official Plan and Zoning By-
law Amendment to enable 
the expansion of the retail 
component of the 
supermarket from 7,580m2 
(81,590ft2) to 11,575m2 
(124,591ft2) and to decrease 
the required on-site parking 
to 500 spaces. 


Apr. 25, 
2006 


Application scheduled at the Sept 27/06 
Public Planning meeting.  After the Sept 
27/06 Public Planning meeting Council 
resolved “that Council direct staff to report 
back to Council with a recommendation for 
the subject applications, taking into account 
public comments received, and after a peer 
review of the parking demand study has been 
conducted.” 
Applicant has requested a deferral in the 
processing of the application. 
File closed on March 14, 2014. 


9.  Hamil Inc. 
250 Industrial Parkway North 
Blocks 1, 2, 3 & Part Block 4, 
65M-2718 
 
Attn: Michael Langer 
416-398-0747 
File: D11-09-07 


Minor Site Plan Application 
to permit an addition to an 
existing 4,879 sq m 
industrial building. 


May 25, 
2007 


Applicant has requested the file to be held in 
abeyance. 
Applicant submitted file maintenance fee on 
June 18, 2013. 


10.  Genview, formerly 
Clifford Sifton 
908 Vandorf Sdrd. 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170 ext. 115 
Files: D12-04-07 & D14-12-07 


Draft Plan of Subdivision 
and Rezoning Application to 
allow for a 20 lot residential 
development within 
Settlement Area of the Oak 
Ridges Moraine.  


Oct. 15, 
2007 


Draft approved on August 1, 2012. 
Zoning By-law passed at Council on June 26, 
2012 and is now in full force and effect. 
Awaiting final Engineering plans 


11.  Chak & Kathy Cheng  
15306 & 15286 Leslie Street 
 
Lepek Consulting 
Attn: Helen Lepek  
416-485-3390 
File: D14-13-07  


Zoning By-law Amendment 
to permit the construction of 
4 buildings commercial 
centre approx. 10,000m2 


Oct. 5, 
2007 
 
 


Application approved in principle December 
15, 2009 Public Planning.  
Awaiting site plan application. 
File maintenance letter was sent on 
August 29, 2013. 
Final Maintenance Letter sent in October 
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 OWNER/LOCATION/ AGENT & 
FILE NUMBER 


PROPOSAL DATE 
REC’D 


STATUS 


12.  2292863 Ontario Inc. 
(Best Western Hotel) 
4 Don Hillock Drive 
 
Attn: Claudio Rabalino 
416-425-2222 ext. 245 
File: D11-06-08 


Revised Site Plan 
Application for 4-storey 
hotel with pool, bar/lounge 
and convention facilities. 


Revised 
proposal 
by new 
owner,  
Dec. 23, 
2011 


Awaiting final site plan submission. 
File maintenance letter was sent on 
February 25, 2014.  
 
 
 
 


13.  1207309 Ontario Inc. 
337, 375 & 455 Magna Drive 
 
Attn: Frank Tozzi 
905-726-7607 
File: D11-02-08 


Site Plan Application for 3-
storey 9600m2 (103,333ft2) 
Arts and Education building. 


Mar. 14, 
2008 


Applicant required to obtain infrastructure 
easement prior to executing Site Plan 
Agreement. 
File maintenance fee was received on 
November 12, 2013. 


14.  Vinder Holdings Inc. 
15195 Leslie Street 
 
Attn: Stephen Bernatt 
416-449-8845 
File: D14-04-08 


Zoning By-law Amendment 
Application to permit 
business uses and a free 
standing restaurant. 


Feb. 29, 
2008 


Approved in principle pending site plan 
application. 
 
File maintenance fee was received on 
September 24, 2013.  


15.  Farshid Ameryoun 
118 Wellington Street East 
 
Intelliterra Inc. 
Attn: Bruce Hall 
416-525-1133 
File: D14-19-08 
 


Zoning By-law Amendment 
Application to permit a 
personal service shop (hair 
salon) & business & 
professional office within 
existing building 


Nov. 3, 
2008 


Public Planning Meeting held May 27/09  
Public Planning Meeting held November 
27, 2013 
 
Awaiting Site Plan Application  


16.  Richardson House Developments 
Inc. (Bellwood) 
14985 Leslie Street 
 
Attn: Martin Rendl  
416-291-6902 
File: D11-01-10 


Site Plan Application to 
permit 4-storey health and 
wellness centre 


Apr. 13, 
2010 


Approved by Council.   
Awaiting 4th submission.  
File maintenance fee received 
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17.  Malfaro, Giorgio, Bucciol 
15086 – 15088 Yonge Street 
 
Soscia Engineering 
Attn: Sandro Soscia 
416-707-3868 
File: D11-10-09 


Site Plan Application to 
permit 2 storey Montessori 
school  
 


Oct 8/09 File maintenance letter sent on August 17, 
2012. 
File maintenance letter sent on August 29, 
2013 
 
Final Maintenance Letter sent in 
December, 2013 


18.  Daniels LR Corporation 
15933 Bayview Avenue 
 
Attn: Remo Agostino 
416-591-2928 
File: D11-17-09 


Site Plan Approval 
Application for a two storey 
1569.88 m2 (16,898 ft2) 
commercial building 


Dec. 23, 
2009 


Site Plan Agreement being prepared. 
 


19.  Rod Coutts & Brian Coutts 
222 Ridge Roads & 14222, 
14314, 14338 & 14378 Yonge 
Street 
 
Brutto Consulting 
Attn: Matthew King 
905-851-1201 ext 225 
Files: D12-03-12 & D14-16-12 


Draft Plan of Subdivision 
and Zoning By-law 
Amendment Applications 
proposing 195 residential 
units 


Dec. 17, 
2012 


Zoning By-law approved in principal on June 
26, 2013. The implementing zoning bylaw 
amendment will be presented at a future 
Council Meeting for enactment.  
Draft Plan of Subdivision approved by Council 
on June 26, 2013. 


20.  2246319 Ontario Inc. 
70 Wellington Street East 
 
Templeton Planning Consulting 
Attn: Gary Templeton 
905-727-8672 
File: D11-03-11 


Minor Site Plan Application 
to permit a parking lot 
having a total of 4 parking 
spaces.  


May 3, 
2011 


Site Plan Agreement sent to applicant. 
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21.  KTZL  
13900 Leslie Street 
 
Michael Smith Planning 
Consultants 
Attn: Gord Mahoney 
905-989-2588 
Files: D09-06-06 & D14-18-06 


Zoning Amendment 
Application to permit a 
Buddhist Meditation Centre 
within the existing house 
and accessory structures 


Aug. 25, 
2006 


Applications approved in principle at 
September 4, 2012 General Committee 
Meeting. 
Official Plan Amendment adopted by 
Council on Sept. 25, 2012 
Regional OPA application approved 
November 7, 2013. 
 
Site Plan Application to be submitted. 


22.  Salvation Army (Northridge 
Community Church) 
15338 Leslie Street 
 
Attn: Ted Handy 
705-734-3580 
File: D11-07-10 


Site Plan Application to 
permit a place of worship 
approx 2250 m2  (27500 sq 
ft) 


Dec. 22, 
2010 


Council approved Site Plan June 12, 2012. 
Site Plan Agreement being prepared. 
File Maintenance fee received on September 
5, 2013. 


23.  John Philip and Kerry Dawe 
Wicks 
68 Wellington Street East 
 
Templeton Planning Consulting 
Attn: Gary Templeton 
905-727-8672 
File: D11-04-11 


Site Plan Application to 
permit the construction of a 
parking area  


May 18, 
2011 


Site Plan Agreement sent to applicant. 
 
 


24.  Jane G. Strawbridge 
(Knights Creek Homes) 
14726 Bayview Avenue 
 
Treasure Hill Home Corp. 
Attn: Joran Weiner 
416-987-5500 
Files: D12-01-11 & D14-03-11 


Zoning By-law Amendment 
and Subdivision 
Applications to permit the 
development of the lands as 
plan of subdivision for 95 
single detached dwellings.  


Mar. 9, 
2011 


Plan of Subdivision Draft Approved on August 
1, 2012. 
Zoning By-law 5437-12 approved by Council 
is in force and effect.  
Subdivision Agreement Registered. Plan 
65M-4410. 
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25.  Mattamy (Aurora) Ltd. 
2C (West) Area 
Part Lot 26, Concession 2 
(NE corner of Bayview Avenue 
and St. John’s Sideroad) 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170  ext. 115 
Files: D12-02-11 & D14-08-11 


Draft Plan of Subdivision 
and Zoning Amendment 
Applications to permit a 760 
unit residential subdivision.  
 
 


Aug. 25, 
2011 


Application received as complete and 
circulated. 
Public meeting held on June 27, 2012. 
General Committee Held on April 16, 2013 
Zoning By-Law and Plan of Subdivision Draft 
Plan approved by Council April 23, 2013. 
Zoning By-law 5522-13 approved by Council, 
is in force and effect. 
Application to remove the “H” for Phase 1 
received as complete and circulated. 
 
Council approved Lifting of “H” provision 
on December 10, 2013. 
 
Subdivision Agreement (Phase 1) 
Executed by the Town and the Owner 


26.  TACC Developments (Aurora) Inc. 
2C (West) Area  
Part Lot 25, Concession 2 
1335 St. John’s Sideroad 
(SW corner of Leslie Street and 
St. John’s Sideroad) 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170  ext. 115 
Files: D12-03-11 & D14-09-11 


Draft Plan of Subdivision 
and Zoning Amendment 
Applications to permit 553 
unit residential subdivision. 


Oct. 17, 
2011 


Application received as complete and 
circulated. 
Public meeting held on June 27, 2012. 
Zoning By-law and Plan of Subdivision Draft 
Plan Approved by Council March 26, 2013. 
Zoning By-law 5523-13 approved by Council, 
is in force and effect. 
 
Subdivision Agreement being prepared.  
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27.  Brookfield Homes (Ontario) 
Limited 
2C (West) Area 
(Leslie Street mid-block between 
St. John’s Sdrd. and Wellington 
St. E.) 
Pt Lots 23,24 and 25, Concession 
2 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170  ext. 115 
Files: D12-04-11 & D14-12-11 


Draft Plan of Subdivision 
and Zoning By-law 
Amendment Applications to 
permit a 401 lot plan of 
subdivision including single 
detached and townhouse 
units, schools, parks and 
environmental protection 
areas.  The Application also 
includes two future 
development blocks 
including up to 80 unit 
condo townhouses and up 
to 250 residential units in 
mixed use building with 
commercial uses on the 
ground floor. 


Nov. 30, 
2011 


Application received as complete and 
circulated. 
Public Planning Meeting held on June 27, 
2012. 
Zoning By-law and Plan of Subdivision Draft 
Plan Approved by Council March 26, 2013. 
Zoning By-law 5525-13 approved by Council, 
is in force and effect.  
 
Council approved Lifting of “H” provision 
on February 25, 2014. 
 


28.  York Region Senior Homes Inc. 
15600 Leslie Street 
Pt. Lot 23, Concession 2 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170  ext. 115 
Files: D12-05-11 & D14-13-11 


Draft Plan of Subdivision 
and Zoning By-law 
Amendment Application to 
define blocks for future 
road, environmentally 
sensitive lands and a future 
seniors living apartment 
complex in 5 buildings.  


Dec. 16, 
2011 


Public Planning Meeting held on June 27, 
2012. Application received as complete and 
circulated. 
Public Planning Meeting held on June 27, 
2012. 
Zoning By-law and Draft Plan of Subdivision 
Approved by Council March 26, 2013. 
Zoning By-law 5527-13 approved by Council, 
is in force and effect. 
Application to remove the “H” Holding 
Provision for Phase 1 received as 
complete and circulated.  
 
Council approved Lifting of “H” provision 
on December 10, 2013. 
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29.  Alan & Janet Grills 
720 Wellington Street West 
 
Lepek Consulting Inc. 
Attn: Helen Lepek 
416-485-3390 
Files: D09-03-11 & D14-14- 


An Official Plan Amendment 
and Zoning By-law 
Amendment Applications 
proposing to sever 720 
Wellington Street West to 
create one additional lot 
fronting Marksbury Court.  


Dec. 22, 
2011 


Council refused applications on May 23, 
2012. 
Applicants appealed applications to the 
Ontario Municipal Board.  Ontario Municipal 
Board File No. PL120766 
OMB approved planning applications on Dec. 
11, 2012.  
Complete. 
Development Agreement being finalized. 


30.  St. John’s Road Development 
Corp. /Metrus Development Inc. 
2C (West) Area 
(East of Hartwell extension) 
Pt Lot 24 & 25, Concession 2 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170  ext. 115 
Files: D12-01-12 & D14-01-12 


Draft Plan of Subdivision 
and Zoning By-law 
Amendment Applications to 
permit a 117 lot plan of 
subdivision comprised of 
single detached lots, 
schools, parks and 
environmental protection 
areas.  


Jan. 20, 
2012 


Application received as complete and 
circulated. 
Public Planning Meeting held on June 27, 
2012 
Zoning By-law and Plan of Subdivision Draft 
Plan Approved by Council March 26, 2013. 
Zoning By-law 5524-13 approved by Council, 
is in force and effect. 
Council approved Lifting of “H” provision 
on February 25, 2014. 


31.  Bloomington Self Storage Inc. 
Lot 11, Concession 2 (1082 
Bloomington Rd. E.) 
 
Weston Consulting Group Inc. 
Attn:  Allen Young  
905-738-8080 x 231 
File: D11-02-12 


Site Plan Application for a 
5757m2 addition to an 
existing 10,618 m2 self-
storage facility.  Minor 
variance will be required. 


Feb. 14, 
2012 


Application received as complete and 
circulated. 
Application approved October 23, 2012. 
Site Plan Agreement being prepared. 
Awaiting revised submission from 
applicant. 
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32.  Stronach Group 
1289 Wellington Street 
MHBC 
Attention: Mr. Ryan Moore 
905-761-5588 
File: D14-03-12 
 
Site Plan Application: 
Adena Wellington Developments 
Inc. 
1289 Wellington Street East 
Stronach Group 
Mr. Andrew Gerth 
905-726-0995 
File: D11-08-12 


Zoning Amendment 
Application to permit four (4) 
residential condominium 
buildings consisting of 116 
units, a sales/recreation 
centre; and tennis courts. 
 
Site Plan Application to 
implement the above 
proposal. 


Mar. 15, 
2012 
  


Application approved by Council on October 
9, 2012. 
By-law to proceed in conjunction with site 
plan application. 
Site Plan Application received and circulated. 
 
File maintenance letter was sent on 
December 4, 2013. 


33.  Wells Street Schoolhouse Lofts 
Inc.  
64 Wells Street 
 
Bernard H. Watt Architect 
Attn: Joanne Birch 
416-920-1660 
Files: D09-01-12 & D14-06-12 
 


Official Plan Amendment 
and Zoning By-law 
Amendment Applications to 
redesignate the subject 
property from “Major 
Institutional” to “Stable 
Neighbourhood” and rezone 
the lands from “Institutional 
(I)” to a site specific “Third 
Density Apartment 
Residential (RA3) Exception 
Zone” to convert and 
renovate the former Wells 
Street Public School into a 
four (4) storey 39 unit 
residential condominium 
apartment building. 


Apr. 5, 
2012 


Public Planning Meeting held on June 4, 
2012.  
Official Plan Amendment and Zoning By-law 
adopted by Council on November 27, 2012  
2nd Site Plan submission received, circulated 
to Town Departments and Agencies.  
Site Plan Report approved by Council on 
December 11, 2012. 
Official Plan Amendment 2 & Zoning By-Law 
5481-13 approved by Council and in effect.  
Site Plan Agreement being prepared.  
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34.  Shimvest Investments Ltd. 
15436 Leslie Street 
2C (West) Area 
(Westside of Leslie St., north of 
SARC) 
 
Malone Given Parsons Ltd. 
Attn: Joan MacIntyre 
905-513-0170  ext. 115 
Files: D12-02-12 & D14-02-12 


Draft Plan of Subdivision 
and Zoning Amendment 
Applications to permit a 
subdivision with 359 
residential units and a 
commercial block with up to 
1858 m2 of gross floor area. 


Mar. 7, 
2012 


Application received as complete and 
circulated. 
Public meeting held on June 27, 2012. 
 
Zoning By-law and Draft Plan of Subdivision 
Approved by Council March 26, 2013. 
 
Zoning Bylaw 5526-13 approved by Council, 
is in force and effect.  


35.  RCG Aurora North Limited 
Partnership 
800 St. John’s Sideroad 
(north east corner of Bayview 
Ave. and St. John’s Sdrd.) 
 
Attn: Michael Mendes 
905-888-1277 ext. 227 
Files: D09-02-12 & D14-09-12  


Official Plan Amendment 
and Zoning By-law 
Amendment Applications 
seek to permit a commercial 
development including three 
one storey buildings having 
an approximate gross floor 
area of 5600 m2.  


June 5, 
2012 


Application received as complete and in 
circulation.  
Public Meeting held on September 24, 2012. 
 
File Maintenance fees received on 
November 06, 2013. 
 


36.  2101154 Ontario Inc. 
32 Wellington Street East 
 
Templeton Planning Consulting 
Attn: Gary Templeton 
905-727-8672 
Files: D11-09-12 & D14-11-12 
 


Site Plan Application to 
develop a 3 storey, 22 unit 
residential apartment 
building with ground floor 
retail onto the existing 
heritage building. 
Zoning Amendment 
application to implement the 
above noted site plan 
application. 


Aug. 2, 
2012 
 
 
 
 
Sept. 28, 
2012 


Site Plan Application received and circulated 
for comment. 
Zoning By-law Application received as 
complete and circulated for comment. 
Public Planning Meeting held Dec 19, 2012. 
Zoning By-law amendment and Site Plan  
approved by Council on September 24, 
2013 
 
Zoning Bylaw 5550-13 is in force and 
effect.  
Site Plan Agreement being prepared 
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37.  MJM Developments Inc. 
158 Don Hillock Drive 
 
Attn: Mousa Nahrvar 
647-989-2485 
File: D07-01-12 


Application for a Standard 
Plan of Condominium for an 
18 unit newly constructed 
industrial building. 


Aug. 9, 
2012 


Draft Approved by Council Oct. 23, 2012.  
Condominium is registered.  


38.  Luvian Homes (Aurora) Limited 
 
GHD Inc. 
Attn: Glen Easton 
905-752-4300 
Files: D12-04-12 & D14-12-12 


Draft Plan of Subdivision 
and Zoning Amendment 
Applications to permit 30 
single detached dwellings 
and a 2.03 ha open space 
block. 


Oct. 3, 
2012 


Application received as complete and 
circulated for comment. 
Public Planning Meeting held March 27, 2013 
Awaiting 2nd submission. 


39.  L.A.C. Management Inc. 
212-218 Earl Stewart Drive 
 
Allen & Chui Architects Inc. 
Attn: David Chui 
905-984-5545   
File: D11-11-12 


Site Plan Application for two 
industrial buildings with a 
total of 4800 m2 GFA. 94 
parking spaces are 
proposed. 
 


Sept.18, 
2012 


Application received and circulated for 
comment. 
Site Plan approved by Council on December 
18, 2012. 
Site Plan Agreement prepared.  
Agreement registered. Application 
complete. 


40.  The Alpen House Holdings Ltd. & 
Infrastructure Ontario. 
 
MHBC 
Attn: Ryan Moore 
905-761-5888 
File: D14-10-12 


Application to Amend the 
Zoning Bylaw to allow 
private open space & 
recreation uses. 
 


Sept. 28, 
2012 


Application received as complete and 
circulated for comments. 
Public Planning meeting held November 20, 
2012. 
Council approved the Zoning By-law 
amendment application at the Public 
Planning meeting held on November 27, 
2013.  
 
Zoning By-law Enacted on February 25, 
2014. 
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41.  Vitmont Holdings Inc. 
27 Allaura Blvd 
 
Intra Architect Inc. 
Attn: Sajjad Hussain 
905-653-5370  
File: D11-14-12 


Site Plan Application for 4 
multi-unit industrial buildings 
with 4908 m2 GFA.  
 


Nov. 23, 
2012 


Application received and circulated. 
Awaiting 4th submission. 
 
 
 
 


42.  Edenbrook (Aurora) Inc. 
929 St. John’s Sdrd E 
 
Evans Planning 
Attn: Murray Evans 
905-669-6992 
Files: D12-06-12 & D14-15-12  


D.P.B. Subdivision Zoning 
Amendment and 
Applications to allow 33 
single detached lots. 
 


Nov. 29, 
2012 


Applications received as complete and 
circulated for comment. 
Public Planning Meeting held March 27, 
2013. 
Awaiting 3rd submission. 


43.  Northern Thoroughbred Equine 
Production Ltd. (Sikura) 
1756 St. John’s Sideroad  
 
KLM Planning Partners Inc.  
Attn: Roy Mason 
905-669-4055 
File: D14-14-12 & D12-05-12 


Application for a Draft Plan 
of Subdivision & Zoning 
Amendments for 101 single 
family detached lots. 
 


Nov. 13, 
2012 


Application received and complete and 
circulated internal and external agencies for 
review and comment.  
 


44.  Yonge Developments Inc. 
15217 Yonge Street 
 
Markets on Mainstreet Inc. 
Attn: Jack Dougan 
416-759-1093 
File: D11-04-13 


Site Plan Application to 
construct a 5 storey mixed-
use building including 12 
residential units and 195 m2 
of commercial space. 


April 9, 
2013  


Application received & circulated 
Application approved by General 
Committee on March 4, 2014 


45.  Ridgewood Developments II Inc.  
111 Civic Square Gate 
 
Attn: Kathryn Randle 
416-444-7391 
File: D07-01-13 


Plan of Condominium 
Application  
 


January 
11, 2013 


Application received as complete and 
circulated. 
Plan of Condominium Approved by Council 
April 9th, 2013. 
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46.  2283986 Ontario Ltd. 
15255 Leslie St and 
1540 Wellington St E 
 
Attn: Justin Mamone 
905-669-4055 
File:D11-02-13 & D14-17-03 
 


Zoning Amendment and 
Site Plan Application to 
construct a gas station, 
convenience store, car 
wash, auto service station 
and multi-tenant commercial 
units. 


February 
1, 2013 


Application received as complete and 
circulated. 
Public Meeting held April 24, 2013 
Zoning By-law 5542-13 and Site Plan 
Application approved by General Committee 
on June 18, 2013 
Zoning By-law 5542-13 approved by Council, 
is in force and effect. 
Finalizing the Site Plan Agreement  
Site plan agreement forwarded to the 
Region for execution. 


47.  Joe Cara 
15132 Yonge Street 
647-300-2272 
File: D11-05-13 
 


Site Plan Application to 
construct a 3 storey mixed 
use building including  12 
residential units and 240 
sqm of commercial space 


April 24, 
2013 


Application received & circulated 
Awaiting 2nd Submission 
File Maintenance Letter sent December 12, 
2013 


48.  Town of Aurora 
213-229 Industrial Parkway North 
Attn: Ilmar Simanovskis 
905-727-3123 ext. 4371 
File: D11-01-13 


Site Plan Application for a 


8,894.39 m2 municipal 
operations centre and public 
works yard  


July 18, 
2013 


Application received & circulated 
Awaiting 2nd Submission 


49.  20 Wellington East Inc. 
20 Wellington Street East 
 
HBR Planning Centre 
Attn: Stacey Williams 
905-853-1841 
File: D14-02-13 


Zoning Amendment 
Application to permit 
Business and Professional 
Offices and Accessory Uses 
on the subject lands. 


Oct 25, 
2013 


Application received & circulated 
Public Meeting held December 18, 2013 
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50.  WED Investments Ltd. 
Lots 123, 124, 125, 126 and Part of 
Lot 22 Registered Plan 246, 15277, 
15283 and 15291 Yonge Street and 
10, 12, and 14 Centre Street 
 
Attn.: Kelvin Whalen 
905-642-7050 x 110 
File: D11-12-13 


Site Plan Application to 
Amend the existing Site 
Plan Agreement to permit 
the increase of 21 
residential units. 


Dec 2, 
2013 


Finalizing the site plan amendment 
agreement. 


51.  Aurora Retail GP Limited 
201 Earl Stewart Drive  
Lots 2 and 3, Plan 65M-2873 
 
Gatzios Planning & Development 
Consultants Inc. 
647-748-8466 
File Nos.: D14-03-13 and D11-09-
13 
 


Zoning By-law Amendment 
and Site Plan Application to 
permit the demolishing of 
the existing office/industrial 
building and to develop a 
multiunit commercial 
building development.  


Nov 13, 
2013 


Application received & circulated 
Public Meeting to be held on December 18, 
2013  
2nd submission received and circulated for 
comments.  
Scheduled for April 1 General Committee. 


52.  Mavrinac Developments East Inc. 
Block 2, Plan 65M3852 
25 Mavrinac Boulevard   
 
Attn: Alon Ossip 
905-726-7600 
File No.: D14-16-01 (H-1) 


Removal of “H” Application 
to remove the “H” symbol 
and permit uses within the 
BP-3 zone such as office 
buildings 


Nov 13, 
2013 


Application received & circulated 
 
Council approved Lifting of “H” provision on 
December 10, 2013. 
 
Completed. 


53.  TACC Developments (Aurora) Inc. 
Part of Lot 25, Concession 2  
1335 St. John’s Sideroad East 
 
Attn: Ken Rovinelli 
905-760-7300 
File No.: D11-11-13  


A Site Plan Application to 
develop the commercial 
development within the 
approved plan of 
subdivision on St. John 
sideroad 


Nov 13, 
2013 


Application received & circulated 
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54.  York Region Christian Seniors 
Homes Inc.  
15600 Leslie Street 
Pt. Lot 23, Concession 2 
 
Milena Belomorska 
416-767-1441 ext. 226 
File: D11-10-13 


A Site Plan Application to 
develop a seniors living 
apartment building within 
the approved plan of 
subdivision 


Oct 30, 
2013 


Application received & circulated 
 
Awaiting 2nd submission  


55.  Stirling Cook Aurora Ltd. 
74 Old Bloomington Road 
YRVLCP – 1159 
Level 1, Unit 22 
 
Macaulay, Shiomi, Howson Ltd. 
Attn: Angela Sciberras 
905-868-8230 
File: D14-04-13 


Zoning By-law Amendment 
Application to permit 6 row 
house units on the subject 
lands 


Nov 15, 
2013 


Application received and Circulated. 
 
Public Meeting to be held on March 26, 
2014. 


56.  L.S. Consulting Inc. 
29 George Street  
 
Larkin Associates 
Attn: Aaron Gillard 
905-895-0554 
Files: D09-02-13, D14-05-13 


Official Plan and Zoning By-
law Amendment Application 
to permit a 4 storey 
apartment building 


Dec 11, 
2013 


Application received. 
Awaiting 2nd submission. Public Planning 
Meeting scheduled for April 30, 2014. 


57.  Daniels LR Corporation  
15933 Bayview Avenue 
Part Lot 25, Concession 2 
 
Remo Agostino 
416-598-2129 
File: D07-04-13 


Plan of Condominium 
Application for 87 stacked 
townhouse units and the 
related private roads.  
 


Dec 19, 
2013 


Application received & circulated 
 
Scheduled for General Committee on April 
1, 2014.  
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58.  Perwick Investments Ltd. 
N/E Corner of Wellington Street 
& John West Way 
Part of Lot 81, Con. 1 EYS 
 
Gouled Osman 
416-645-7007 
File: D11-13-13 


A Site Plan Application to 
develop a 1,255 sqm one 
storey commercial plaza 


Dec 23, 
2013 


Application received & circulated 
Awaiting 2nd Submission  


59.  The Regional Municipality of 
York. 
Block 6, 65M-3819 
Attn: The Regional Municipality 
of York 
905-830-4444 ext.5062 
File: D11-01-14  


A Site Plan Application to 
construct a new water 
tower to be connected to 
the existing distribution 
watermain on Frist 
Commerce Drive. 


January 
22, 2014  


Second submission received & circulated 
comments returned to the applicant. 


60.  Derlin Investments Inc.  
288 Don Hillock Drive 
Lot 10, RP 65M-3974 
 
Jonathon Weizel Architect  
Attn: Jonathon Weizel 
905-707-1996 
File: D11-02-14 


A Site Plan Application to 
develop a two storey 
industrial warehouse with 
office. 113 parking 
spaces. 


March 
19, 2014 


Application received & circulated. 
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 OWNER/LOCATION/ AGENT & 
FILE NUMBER 


PROPOSAL DATE 
REC’D 


STATUS 


61.  2351528 Ontario Limited and 
Aurora- Leslie Developments 
Limited (Emery Investments) 
15625 and 15775 Leslie Street  
 
KLM Planning 
Attn: Bill Tam 
905-669-4055 
File: D14-01-14 and D12-01-14 


A Zoning Amendment 
Application and a Plan of 
Subdivision Application to 
develop a business park 
over the 76.6 hectare of 
land.  
The business park 
development proposes 
Employment Blocks, 
Office Employment 
Blocks, a Retail Block, an 
Institutional Block, a Park 
Block and open space, 
woodlot, stormwater 
management, buffers and 
road widening.   


March 
26, 2014 


Application received.  


 
 








 TOWN OF AURORA 


 GENERAL COMMITTEE REPORT   No. PL14-023  
 
SUBJECT: Application to Amend the Zoning By-law and Site Plan Approval 
 Aurora Retail GP Limited 
 201 Earl Stewart Drive  
 Lots 2 and 3, Plan 65M-2873 
 File No.: D14-03-13 and D11-09-13 
    
FROM: Marco Ramunno, Director of Planning and Development Services  
 
DATE: April 15, 2014 


 
 


RECOMMENDATIONS 
 
THAT Report No. PL14-023 be received; and 
 
THAT Application to Amend the Zoning By-law File: D14-03-13 (Aurora Retail GP 
Limited) BE APPROVED, to rezone the subject lands from “Industrial “M4-
1”Prestige Exception Zone to Shopping Centre Commercial “C4” Exception Zone 
to permit four (4) commercial buildings; and 


 
THAT the implementing zoning by-law amendment be presented at a future 
Council meeting for enactment; and 
 
THAT Site Plan Application File D11-09-13 (Aurora Retail GP Limited) BE 
APPROVED to permit the development of the subject lands for the development 
of a fitness centre, a stand-alone commercial building and two multi-tenant 
commercial buildings; and 
 
THAT the Mayor and Town Clerk be authorized to execute the site plan 
agreement, including any and all documents and ancillary agreements required to 
give effect to same. 
 


PURPOSE OF THE REPORT  
 
The purpose of this report is to provide an evaluation and recommendations regarding 
the Zoning Amendment and Site Plan Applications submitted by Aurora Retail GP 
Limited to permit a fitness centre, a stand-alone commercial building and two multi-
tenant commercial buildings on the subject lands. 
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BACKGROUND  
 
On October 31, 2013, the Town received zoning and site plan applications from Aurora 
Retail GP Limited.  
 
A Public Planning Meeting was held on December 18, 2013 for the zoning amendment 
application. No members of the public came forward. Staff identified preliminary matters 
regarding the subject application to be addressed. These matters included access onto 
Bayview Avenue, landscaping and the compatibility and appropriateness of the 
proposed amendment relative to existing and future surrounding land uses.  
 
Council passed the following resolution at the December 18, 2013 Public Planning 
meeting:  
 


THAT report PL13-072 be received; and  
 
THAT comments presented at the Public Planning meeting be addressed by 
Planning and Development Services in a comprehensive report outlining 
recommendations and options at a future General Committee meeting.  


 
A detailed discussion of the above outlined comments is provided in the Planning 
Considerations section of this report.  


 
Location/ Land use  
 
The subject lands are located on the west side of Bayview Avenue and municipally 
described as 201 Earl Stewart Drive (see Figure 1). The subject lands have the 
following characteristics: 
 


 total site area of approximately 2.74 hectares (6.78 acres); 


 office and warehouse building has recently been demolished; 


 property has frontage on Bayview Avenue and Earl Steward Drive; 


 existing access from the rear yard of the property via Earl Stewart Drive and a 
proposed access on Bayview Avenue; and  


 
The surrounding land uses are as follows: 
 
North: Existing commercial; 
South: Existing commercial; 
East:   Bayview Avenue and existing residential; and 
West:  Existing industrial. 
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Policy Context 
 
Town of Aurora Official Plan 
 
As illustrated on Figure 2, the subject lands are designated as “Community Commercial 
Centre” by the Town of Aurora Official Plan. The Community Commercial Centre 
Designation encourages a full range of retail and service commercial uses to serve the 
wider residential community. The proposed commercial development conforms to the 
Official Plan.  
 
Zoning By-law 2213-78 
 
The subject lands are currently zoned “Industrial “M4-1” Prestige Exception Zone by the 
Town of Aurora Zoning By-law 2213-78, as amended. The “M4-1” Exception Zone 
primarily permitted industrial uses with ancillary offices and retail. The current “M4-1 
exception zone does not permit stand-alone commercial uses. Therefore, an 
amendment to the Zoning By-law is required to facilitate the proposed commercial 
development. The existing zoning is detailed on Figure 3, attached.  
 
Site Design 
 
The pertinent site statistics are as follows: 
 


Site Statistics  


Retail A Area (fitness centre) 3,809.02 sq. m.  


Retail A Mezzanine Area (fitness centre)   371.61 sq. m. 


Retail B Area (standalone commercial) 371.61 sq. m. 


Retail B1 Area (multitenant building) 1,219.82 sq. m. 


Retail B2 Area (multitenant building) 1,238.40 sq. m. 


Total Retail Area 7,010.46 sq. m. 


Entre Site Area 6.78 Acres 


Parking Provided 383 parking spaces (5.4 / 100 sq. m) 


Accessible parking  10 cars 


Buildings Coverage 24.20% 


Hard and Soft Landscape Area 19% (5,268 sq. m.) 


 
Planning Services have reviewed the proposed site plan and is satisfied with the 
overall commercial site layout.  
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COMMENTS  
 
Planning Considerations 
 
Official Plan 
 
As identified previously, the property is designated as “Community Commercial Centre” 
by the Town of Aurora Official Plan. The Community Commercial Centre Designation 
encourages a full range of retail and service commercial uses to serve the wider 
residential community. The Community Commercial designation specifically permits 
recreational and health establishments and retail stores. Although there is no site 
specific urban design guideline for the subject site, Official Plan policy - 10.12.3 j) does 
require all new development of Community Commercial Centres to take considerations 
to a high level of urban design, building and maintenance standards. As such, the site 
plan application was circulated to “The Planning Partnership” to review the urban design 
components of the application.    
 


Zoning By-law Amendment 
 
The subject lands are currently zoned Prestige Industrial Exception Zone “M4-1” by the 
Town of Aurora Zoning By-law 2213-78, as amended. The “M4-1” Exception Zone does 
not permit commercial developments without an associated principle industrial use. The 
applicant is proposing to rezone the property to Shopping Centre Commercial Exception 
Zone, “C4” with the following exceptions to the C4 zone category: 


 
The site specific by-law exceptions will require the following amendments: 
 


a) To permit the following uses in the Shopping Centres Commercial C4 zone 
such as:  


 banks or financial establishments  


 bowling alleys  


 business and professional offices  


 clinics  


 drug stores  


 libraries, post offices and government administrative offices  


 laundries  


 medical and dental laboratories  


 places of entertainment, provided the use complies with the 
requirements of all applicable regulatory and/or licensing by-laws of 
the Town of Aurora  


 personal service shops  


 restaurants  


 retail stores  
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 supermarkets  


 
Note: The By-law will prohibit the following uses: Automobile Service Centre, Dry 
Cleaning Establishment and Gasoline Bars and Automobile Washing Establishments. 
 
Exceptions to the By-law will include: 


 
a) To allow the minimum Front Yard (6.0m); whereas the by-law requires (12.0m);     
b) To allow the minimum Side Yard (3.4m); whereas the by-law requires (7.5m) 


side yard setback; 
c) To allow the minimum Rear Yard (6.0m); whereas the by-law requires (7.5m); 
d) To allow the maximum height (15.0m); whereas the by-law permits (10.0 m); 


and 
e) To permit no loading space for any building except for Bank and Fitness 


Centre; whereas the by-law requires all building or structure in a Commercial 
zone to have a loading space. 


 
The subject lands are located in an area characterized by commercial developments, 
many of which are service commercial uses. Planning staff are of the opinion that the 
proposed zoning amendment application is appropriate and compatible with adjacent 
and neighbouring development, and that the rezoning and by-law exceptions are 
appropriate for the development of the lands. 


 
Site Design  
 
As shown in Figure 4, Aurora Retail GP Limited submitted an application to the Town for 
site plan approval to permit a fitness centre, a standalone commercial building and two 
(2) multi-tenant commercial buildings with full access on Bayview avenue and Earl 
Stewart Drive. The proposed commercial development has no direct connections with 
the neighbouring commercial developments.  
 
The overall site plan provides a vehicular orientated commercial design with parking in 
front of each main entrance with vegetation proposed along the perimeter of the site 
and over the landscape islands. The parking lot is separated into 3 separate parking 
areas. The proposed parking ratio for all retail space is 5.4 parking spaces per 100 sq. 
metre (383 parking spaces), whereas the by-law requires a minimum of 4.5 parking 
spaces per 100 sq. metre (317 parking spaces). As such the applicant has proposed an 
additional 66 parking spaces beyond the zoning by-law’s requirement.  
 
Building Elevations 
 
The proposed development occupies a highly visible property along the commercial 
corridor of Bayview Avenue and with streetscape exposure to Earl Stewart Drive. The 
urban design and architectural components of a development application are 
considered to be very important to achieve a successful commercial development at this 
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location. The front façade on the multi-tenant commercial buildings mainly consists of a 
repetitive design using mainly standard architectural concrete blocks with minimal brick 
material. The design of the standalone commercial building fronting on Bayview Avenue 
is consistent with the proposed multitenant buildings. The largest building (4,180.64 sq. 
m.) on the subject site is the proposed fitness centre (LA Fitness). The fitness centre 
with its trademark appearance is located along the north western property line of the 
subject site.  Due to the existing grading, portions of the mechanical equipment may be 
exposed to the street level along Bayview Avenue. Staff will ensure that the final 
building elevation plans will address this issue.  
 
As such the proposed site plan has been peer reviewed by The Planning Partnership. In 
pursuant to the Official Plan policy - 10.12.3 j), the applicant submitted an Urban Design 
Guidelines prepared by Turner Fleischer Architects, dated October 10, 2013. The 
Planning Partnership met with the applicant and provided comments to the site plan 
submission. The urban design comments related to building massing, pedestrian 
circulation, alternative building orientations and materials. Staff have reviewed the re-
submitted site plan application and consider the proposal to be acceptable for an urban 
corridor commercial plaza development. Planning Staff recommends the applicant 
provide a sample of the proposed building materials such as coloured bricks and 
masonry work. Figures 5-9 show the proposed building elevations. Staff is satisfied with 
the proposed standard commercial building elevations and will continue to work with the 
applicant to finalize building materials to the satisfaction of Planning and Development 
Services.   
 
Development Planning Engineer 
 
The Development Planning Engineer has reviewed the site plan application and has no 
major concerns with the applications subject to provisions in the Site Plan Agreement 
relating to cost estimate and minor technical updates to the servicing plan and site 
grading plan. The owner will be required to satisfy the requirements prior to execution of 
the Site Plan Agreement. 
 
Traffic/ Transportation  
 
Infrastructure and Environmental Services (IES) Staff have reviewed the site plan 
application and concurs with the applicant’s Traffic Impact and Parking Study prepared 
by Cole Engineering Group Ltd. The Traffic Study was also reviewed by Regional staff 
and concluded that the proposed accesses does not present a challenge to the road 
network and surrounding uses. 
 
Parks Department  
 
Parks Department have reviewed the site plan application and has no major concerns to 
the proposed site plan application. Due to the key location and health of the existing 
vegetation, Parks staff recommended the applicant to provide an additional coniferous 
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tree grouping to the South East corner of the property and to preserve the 4 (four) 
healthy Shademaster Honey Locusts in the South-West corner of the property. Any tree 
removal will require compensation planting to the satisfaction of Parks Staff. Park Staff 
have also requested a final updated landscape cost estimate in order to address the 
landscape fees and security requirements of the site plan agreement. 
Regional Municipality of York  
 
The Regional Municipality of York has reviewed the applications and advises that the 
proposed development conforms to the Region’s technical engineering standards for 
development. York Region is satisfied that the proposed full moves access onto 
Bayview Avenue is in compliance to the Regional access requirements. The property 
line abutting Bayview Avenue has sufficient setbacks to satisfy Region’s road 
allowance. The Owner will be required to satisfy other technical requirements prior to 
execution of the Site Plan Agreement. 
 


LINK TO STRATEGIC PLAN 
 
Promoting economic opportunities that facilitate the growth of Aurora as a 
desirable place to do business: By rezoning the subject lands to permit service 
commercial uses, this will help Develop plans to attract businesses that provide 
employment opportunities for our residents.   
 
The subject application supports the Strategic Plan goal of supporting an exceptional 
quality of life for all through its accomplishment in satisfying requirements in the 
following key objective within this goal statement: 
 
Strengthening the fabric of our community: By permitting service commercial uses 
in an underutilized property at a secondary gateway of Aurora, the review of surplus 
lands and structures to facilitate growth and revitalization in the community action 
item is realised. 
 


ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
1. Direct staff to report back to Council addressing any issues that may be raised at 


the General Committee Meeting; or 
 
2. Refusal of the application with an explanation for the refusal. 


 
FINANCIAL IMPLICATIONS  
 
The site is being developed through a site plan application; as such fees and securities 
will be required with the development agreement. The development of this site will also 
generate development charges, cash-in-lieu of parkland. In addition, the proposed 
commercial development for this site will generate additional yearly tax assessment to 
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TOWN OF AURORA 


GENERAL COMMITTEE REPORT      No. PL14-024  
 
SUBJECT: Draft Terms of Reference for the Aurora Promenade North Tertiary 


Plan 
  
FROM: Marco Ramunno, Director of Planning & Development Services  
 
DATE: April 15, 2014 


 
 


RECOMMENDATIONS 
 
THAT Report No. PL14-024 be received;  
 
THAT Council APPROVE the attached Terms of Reference for the Aurora 
Promenade North Tertiary Plan; and 
 
THAT Council APPROVE the funding of $70,000 for the purpose of undertaking 
the Aurora Promenade North Tertiary Planning Study. 
 


PURPOSE OF THE REPORT  
 
The purpose of this report is to present the Draft Terms of Reference for The Aurora 
Promenade Tertiary Plan to Council for their approval. 


 
BACKGROUND  
 
The Town adopted the new Official Plan in September 2010 and the new Official Plan 
was approved by the Region of York, with modification in June 2012.  During the Official 
Plan Review process a separate Secondary Planning process was also occurring for 
the Yonge and Wellington Street Corridor; now known as The Aurora Promenade.  The 
Secondary Plan was integrated into the new Official Plan and forms its own chapter in 
the Plan, Chapter 11.  The Official Plan policy was based on The Aurora Promenade 
Concept Plan - Urban Design Strategy, which established the Vision for the area. 
 
Since the adoption of the Official Plan there have been a number of Town initiated 
studies and plans to implement the Aurora Promenade policies.  Most notably are the 
Streetscape Design & Implementation Plan and the Community Improvement Plan.  The 
proposed Tertiary Plan would build upon the policies and recommendations of Official 
Plan, Concept Plan - Urban Design Strategy, Streetscape Plan, as well as any other 
relevant studies or work previously undertaken for the Study Area. 
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COMMENTS  
 
The Study Area 
 
The Study Area being proposed is bound by Wellington Street to the south, Aurora 
Heights Drive/Mark Street to the north, the residential properties on the west side of 
Machell Avenue to the west and Spruce Street to the east.  A depiction of this area has 
been attached to this report as Figure 1. 
 
Justification for the Tertiary Plan 
 
A Tertiary Plan for the proposed Study Area would be beneficial for several reasons.  
The area is identified as a Special Design Area in The Aurora Promenade Concept 
Plan; which states that a comprehensive plan for the area is required in order to 
coordinate the street and block patterns, open spaces, land uses, built form and other 
supporting studies that may be deemed necessary, such as traffic or heritage impacts.  
There is also a need to further study the appropriate implementation of York Region 
Transit/VIVA plans for the area; as well as improve traffic linkages where possible.  
Furthermore, the area is the location of the most prominent potential redevelopment site 
in Aurora at the northwest corner of Yonge and Wellington Streets.   
 
Staff also continue to deal with concerns over the high level of traffic volumes in the 
Yonge and Wellington Street intersection; and the potential exists to plan for the better 
use and linkage of existing green spaces and their integration into the existing 
neighbourhood.  The Tertiary Planning process would also allow staff the opportunity to 
examine the potential for the location of entertainment uses in the area which would 
assist in achieving the Promenade’s vision. 
 
The Draft Terms of Reference 
 
The Draft Terms of Reference for The Tertiary Plan are attached to this report for 
Council’s information and approval.  The Draft Terms of Reference contains two 
sections; a Background section and a section on The Tertiary Plan.  The Background 
section describes the Vision for The Aurora Promenade as well as the Eight Pillars of 
the Vision/Objectives of the Plan.  This section also contains a brief description about 
other plans which were prepared for The Aurora Promenade; 
 
The section on the Tertiary Plan is the operative section and contains the following 
information: 
 


 A description of the Study Area; 


 the Justification for the Tertiary Plan; 


 the Tertiary Planning Study Requirements; 


 a description of the Study Team; 
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 a description regarding Public Consultation;  


 identification of the budget; and 


 a brief general description regarding consultant submission requirements. 
 
The Tertiary Plan would build upon the policies of the Official Plan, Concept Plan - 
Urban Design Strategy, Streetscape Design & Implementation Plan and any other 
relevant work undertaken by the Town within the area.  Specifically, the Tertiary 
Planning Study would focus on transportation and traffic, comprehensive block 
planning, parks and open spaces and connectivity to the Hillary House.  The Tertiary 
Planning process will be led by Planning & Development Services and will be 
undertaken using primarily in-house expertise.  A Consultant will need to be retained to 
undertake the Transportation/Traffic Study.  Furthermore, external expertise will also be 
required as it relates to urban design and for peer review purposes.   
 


LINK TO STRATEGIC PLAN 
 
The preparation of a Tertiary Plan for The Aurora Promenade North area supports many 
goals and objectives of the Strategic Plan, including the goals of supporting an 
exceptional quality of life for all and enabling a diverse, creative and resilient 
economy.  Some of the relevant supporting objectives include:  Celebrating and 
promoting our culture, strengthening the fabric of our community and promoting 
economic opportunities that facilitate the growth of Aurora as a desirable place to 
do business.  Furthermore, the key action item of the Strategic Plan to actively 
promote and support a plan to revitalize the downtown is realized through the 
preparation of a Tertiary Plan for The Aurora Promenade North area. 
 


ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 


1. Council has the option of making modifications to The Draft Terms of Reference; 
including modifying the Study Area boundary.  


 
FINANCIAL IMPLICATIONS  
 
Council has conditionally approved a budget of $70,000 for the preparation of The 
Aurora Promenade North Tertiary Plan.  This report was requested by Council to further 
define the project and allow for the approval of the budget. 
 


PREVIOUS REPORTS 
 
None. 
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  Appendix 1 


DRAFT 
 


TERMS OF REFERENCE 
Aurora Promenade North Tertiary Plan 


 
 
BACKGROUND 
 
The Town adopted the new Official Plan in September 2010 and the new Official Plan 
was approved by the Region of York, with modification in June 2012.  During the Official 
Plan Review process a separate Secondary Planning process was also occurring for 
the Yonge and Wellington Street Corridor; now known as The Aurora Promenade.  The 
Secondary Plan was integrated into the new Official Plan and forms its own chapter in 
the Plan, Chapter 11.  The Official Plan policy was based on The Aurora Promenade 
Concept Plan - Urban Design Strategy, which established the Vision for the area. 
 
The Vision 
 
In short, the Vision for The Aurora Promenade is “to evolve into a vibrant place to live, 
shop, work and play.  Inviting to pause or stroll along its entire length, encouraging 
people to experience it on foot.  A passage into and through town where a narrative 
unfolds with every passing block, tells a story of Aurora past, present and future.” 
 
Eight Pillars of the Vision/Objectives of the Plan 
 
The following are the objectives intended to guide all decision making, leading to the 
long-term success of The Aurora Promenade: 
 
Distinct Heritage and Culture:  The Plan builds on the distinct heritage and culture of 
the Aurora Promenade.  It defines the heritage resources and provides guidance on 
methods to conserve, protect and reinforce the neighbourhoods, streetscapes and 
significant buildings. 


 
Vibrant Places:  The Plan creates a highly mixed-use urban environment with the 
necessary infrastructure and critical mass to ensure the emergence of a distinctly 
vibrant, creative and exciting economic, cultural and social milieu; one that is supportive 
of arts, culture and diversity and that encourages pedestrian activity, economic 
development and a dynamic urban environment. 


 
Beautiful Spaces:  The Plan promotes an Aurora Promenade designed with beautiful 
civic spaces and parks, great streets and inspiring architecture intended to generate 
civic pride, create economic value and create a memorable impression for visitors. 


 
Lifelong and Complete Community:  A key pillar of the Plan is to promote a truly 
mixed residential community that houses people of different ages, backgrounds, 
lifestyles and economic status within the Aurora Promenade.   
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A broad range of housing types and tenures, including affordable rental and ownership 
housing, will be encouraged to promote socioeconomic equality and a better living 
environment for all. 
 
Livable and Stable Neighbourhoods:  The Plan ensures balanced growth and 
development, and the protection and stability of the established stable neighbourhoods 
within the Aurora Promenade.  The Plan defines and affirms the character of the 
adjacent stable neighbourhoods and sets out a framework to ensure their protection. 


 
Balanced Modes of Movement:  The Plan accommodates a broad range of choices 
for travel; all of which are convenient and safe.  Yonge and Wellington Streets will 
accommodate transit, cyclists, pedestrians, as well as cars. 


 
Great Design and Architecture:  The Plan is focused on ensuring a vibrant, inviting 
and appealing environment that will attract residents and new businesses, enhance the 
vitality of retail uses, encourage walking and resonate with visitors.  To achieve this, 
new development must “fit” in and enhance the character, quality and appeal of The 
Aurora Promenade. 


 
Towards a Sustainable Town:  The Plan promotes a sustainable Aurora Promenade 
that respects its historic culture and character and embraces diverse cultural 
development and renewal in harmony with sound environmental management and 
business development activity.  
 
Other Supporting Plans 
 
Since the adoption of the Official Plan there have been a number of Town initiated 
studies and plans to implement the Aurora Promenade policies.  Most notably is the 
Streetscape Design & Implementation Plan; which identifies streetscape features and 
recommends improvements for three street types:  Boulevards, village streets and main 
streets.   The Streetscape Plan also contains Signage Guidelines and implementation 
options, including the identification of some priorities within each street typology.  The 
proposed Tertiary Plan will build upon the recommendations of the Streetscape Plan, as 
well as any other relevant studies or work previously undertaken for the Study Area. 
 
A Community Improvement Plan (CIP) was also prepared and approved by Council.  A 
CIP is a tool provided for under the Planning Act that allows a municipality to offer 
numerous financial incentives to the private sector to stimulate (re)development.  The 
financial incentives contained in the CIP were developed in consultation with the area 
property/business owners in order to ensure that the appropriate programs were 
captured. 
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THE TERTIARY PLAN 
 
The Study Area 
 
The Study Area being proposed is bound by Wellington Street to the south, Aurora 
Heights Drive/Mark Street to the north, the residential properties on the west side of 
Machell Avenue to the west and Spruce Street to the east.  A depiction of this area has 
been attached to these Terms of Reference as Appendix 1.   
 
Justification 
 
A Tertiary Plan for the proposed Study Area would be beneficial for several reasons.  
The area is identified as a Special Design Area in The Aurora Promenade Concept 
Plan; which states that a comprehensive plan for the area is required in order to 
coordinate the street and block patterns, open spaces, land uses, built form and other 
supporting studies that may be deemed necessary, such as traffic or heritage impacts.  
There is also a need to further study the appropriate implementation of York Region 
Transit/VIVA plans for the area; and improve traffic linkages where possible.  
Furthermore, the area is the location of the most prominent potential redevelopment site 
in Aurora at the northwest corner of Yonge and Wellington Streets.   
 
Staff also continue to deal with concerns over the high level of traffic volumes in the 
Yonge and Wellington Street intersection; and the potential exists to plan for the better 
use and linkage of existing green spaces and their integration into the existing 
neighbourhood.  The Tertiary Planning process would also allow staff the opportunity to 
examine the potential for the location of entertainment uses in the area which would 
assist in achieving the Promenade’s vision. 
 
Planning Study Requirements 
 
The Tertiary Plan will build upon the policies of the Official Plan, Concept Plan - Urban 
Design Strategy, Streetscape Design & Implementation Plan and any other relevant 
work undertaken by the Town within the area; and specifically address the following: 
 
Transportation/Traffic 
 
There is a need for a further, scoped, Transportation/Traffic Study in order to fully 
understand transportation/traffic issues in the area; particularly as it relates to the 
implementation of York Region Transit/VIVA plans.  Through this process, the potential 
to improve traffic flow through the Yonge and Wellington Street intersection should also 
be examined; including the potential relocation of any existing transit stops which would 
have the effect of improving traffic flow or properly implementing York Region 
Transit/VIVA plans. 
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Comprehensive Block Planning 
 
A Tertiary Plan is a Comprehensive Block Plan which establishes street and block 
patterns, open spaces, land uses and built form.  Particular attention should be paid to 
the block bound by Wellington Street to the south, Irwin Avenue to the north, Machell 
Avenue to the west and Yonge Street to the east.  The Tertiary Planning Study will 
focus on the potential redevelopment of the northwest corner of Yonge and Wellington 
Streets and the relationship of the corner site to the larger previously described block 
and Study Area.  The potential for the location of entertainment uses within this block 
should also be examined in order to assist in achieving the vision of the Promenade. 
 
Parks and Open Spaces 
 
The Tertiary Planning Study will address the use, function and connectivity of the areas 
parks and green spaces.  The Aurora Promenade Concept Plan identifies for the 
extension of Machell Avenue to enhance the accessibility, safety and utilization of 
Fleury Park and Machell Park.  The Tertiary Planning Study will aim to improve the 
connectively and utilization of other parks in the area as well; such as Lion’s Parkette 
located at the northeast corner of Yonge Street and Catherine Avenue.   
 
Hillary House National Historic Site 
 
The Hillary House located at 15372 Yonge Street is a National Historic Site.  As well as 
serving as a museum, it is also home to the Aurora Historical Society.  Connectivity to 
the Hillary House and its grounds will also be addressed through the Tertiary Planning 
Study. 
 
Study Team 
 
The Tertiary Planning process will be led by Planning & Development Services and will 
be undertaken using primarily in-house expertise.  A Consultant will need to be retained 
to undertake the Transportation/Traffic Study.  Furthermore, external expertise will also 
be required as it relates to urban design and for peer review purposes.   
 
Public Consultation 
 
The development of the Aurora Promenade policies, guidelines and CIP were 
undertaken using an extensive public consultation process.  Several public consultation 
sessions were held in various forms ranging from information sessions to design 
workshops.  A public consultation strategy will be developed for the Tertiary Planning 
Study which will focus on an intimate approach to public consultation; targeting the 
business and property owners within the Study Area and those most directly affected. 
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Budget & Submission 
 
Council has conditionally approved an overall budget of $70,000 to undertake the 
Tertiary Plan.  A Request for Proposal (RFP) will be prepared to further outline 
submission material requirements, budget allocation and evaluation criteria as it relates 
to the required consulting services.  The RFP will also will also include a precedent copy 
of the contract requirements. 
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 TOWN OF AURORA 


 GENERAL COMMITTEE REPORT   No. PL14-025  
 


SUBJECT: Economic & Development Review, 2013 
 
FROM: Marco Ramunno, Director, Planning & Development Services 
 
DATE: April 15, 2014 
 


 
RECOMMENDATIONS 
 
THAT this report be received for information 
 
 
PURPOSE OF THE REPORT  
 
The purpose of this report is to advise Council on key indicators related to growth, 
development and the economy in Aurora. 
 
 
BACKGROUND  
 
This report examines locally important 2013 data sources in order to advise Council on 
key indicators related to growth, development, and the economy. Staff intend to provide 
Council with annual Economic & Development Review reports. Annual reporting on key 
economic and development data are proposed in the Town’s Business Retention & 
Expansion Action Plan, endorsed by the Economic Development Advisory Committee 
on March 20, 2014. 
 
 
COMMENTS  
 
Population growth moderates 2012-2013, surpasses 56,000 
 
After averaging population growth of over 1,000 persons per year for the past ten years, 
the last two years have seen growth moderate to approximately 300 persons per year, a 
function of the 2B Planning Area being mostly built out before the 2C Planning Area 
gets underway. 
 
From 2003 to 2013, population grew from 44,800 persons to 56,300 persons, a growth 
rate of approximately 2.3% per year. This compares to the York Regional average of 
2.8% per year, over which period population jumped from approximately 890,000 to 
1.13 million. 
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Residential building activity slows, achieves more compact mix 
 
Closely tied to population growth is residential building permit activity. 2013 saw the 
lowest total number of building permits issued for new dwelling units in Aurora since 
2005. 73 permits were issued for new dwellings in 2013, broken down into 21 single 
detached units, 37 row units, and 15 secondary units / conversions. This housing mix, 
weighted towards rows and secondary units, is part of an increasing trend toward a 
more compact built form envisioned in Aurora’s Official Plan. However, building permits 
issued for new dwellings are anticipated to pick up again in 2014, as 2C begins to build, 
and will likely also initially result in a higher share of single detached units. 
 
Non-residential and total construction values rise in 2013 
 
Although residential construction activity was down on average in 2013, non-residential 
construction values surged to over $94 million, the highest non-residential amount 
recorded since 2009. This resulted in non-residential construction values making up 
72% of the total construction value, quite high compared to a 39% ten-year average. 
Major non-residential building projects in 2013 included Bulk Barn’s new facility, 
additions/alterations at two local schools, and the renovations at the Aurora Family 
Leisure Complex. 
 
Factoring in the decline in residential building permit values, and the increase in non-
residential permit values, 2013 saw an increase in total construction value of 47%, rising 
to approximately $131 million. This compares to $88 million in 2012, and is 
approximately equal with 2011’s total ($131M). 
 
Average value of resale homes in Aurora approaches $600k 
 
Summary statistics from the Toronto Real Estate Board on the resale market indicates 
that the average sale price in Aurora for 2013 was approximately $594,000 (all structure 
types), up 4.8% from an average of approximately $567,000 in 2012. For comparison, in 
2013, the average price of a home for the Northern Six municipalities of York Region 
surpassed the $500,000 barrier, to approximately $502,000, which the York Regional 
average was $622,500. 
 
 
Industrial vacancy rate drops as market improves 
 
From the first quarter of 2012 to the fourth quarter of 2013, the industrial vacancy rate in 
Aurora has dropped from 9.4% to 6.7%, reflecting an improving market. For 
comparison, the Newmarket vacancy rate is 11.3% and the Regional average is 4.9%, 
based on data from Cushman & Wakefield. 
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Strong employment growth in 2013 surpasses 25,000 jobs 
 
Based on York Region’s annual employment survey, Aurora employment grew by an 
impressive 5.6% between 2012 and 2013, reaching an estimated total of 25,440 jobs in 
over 1,200 businesses. New businesses openened over the past year included the new 
Aww Shucks in the Aurora Promenade, Target, and Tilemaster’s new warehouse on 
Industrial Parkway South. Upcoming projects that will add to the employment base 
include Bulk Barn’s new head office and warehouse, and a pair of industrial buildings 
and a medical building on Earl Stewart Drive. 
 
Key planning approvals in 2013 include 2C phase 1 
 
Planning staff reported to Council on a significant number of projects at various stages 
of the development approval process in 2013, Some highlights include: 


 Several infill and intensification projects, including the Daniels FirstHome 
development at 221-329 John West Way for 36 garden apartment units, the 
Centro/Kaitlin building at Yonge & Centre Streets for 92 condo apartment units, 
and the Ridgewood II building at 111 Civic Square Gate for 157 condo apartment 
units. 


 Draft Plans of Subdivisions approved for Phase 1a of 2C Planning Area (1,284 
units), the last major undeveloped residential area in Aurora. 


 Zoning By-Law amendments for the Stronach Group’s eco-park project, a natural 
area with educational and recreational opportunities on Bayview Avenue, south 
of Wellington Street. 


 
 
LINK TO STRATEGIC PLAN 
 
The Economic & Development Review supports the Strategic Plan goal of Enabling a 
Creative, Diverse and Resilient Economy through its accomplishment in satisfying 
requirements in the following key objectives within this goal statement: 
  
Promoting economic opportunities that facilitate the growth of Aurora as a 
desirable place to do business: Through the monitoring of emerging employment 
trends and economic trends, future workforce, education and business development 
needs are identified in accordance with the Develop plans to attract businesses that 
provide employment opportunities for our residents action item.  
Supporting small business and encouraging a more sustainable business 
environment: By providing employment growth data to local business development and 
employment agencies as well as publishing reports on economic trends to build more 
global awareness of Aurora’s strengths as a destination to live, work and play, the Work 
with community partners to promote local employment practices/opportunities 
for local businesses and residents action item is realised. 
 












 


   GENERAL COMMITTEE REPORT   No. IES14-022  
 
SUBJECT: 2013 Water Audit Report 
    
FROM: Ilmar Simanovskis, Director of Infrastructure and Environmental 


Services  
 
DATE: April 15, 2014 
 
 
RECOMMENDATIONS 
 
THAT Council receive report no. IES14-022 for information;  
 
PURPOSE OF THE REPORT  
 
The purpose of this report is to provide the Town of Aurora Council information on the 
water system performance.  
 
BACKGROUND  
 
Water loss is a result of the difference between water that is supplied to the Town and 
water that is ultimately consumed for a definable purpose. An effective system strives to 
minimize water loss through a number of techniques related to metering, system 
maintenance practices, water quality requirements and unauthorized use. By using a 
standard approach to measuring and monitoring various parameters, staff are able to 
identify opportunities for improvement and reduction of overall water losses both from a 
volumetric loss as well as a revenue loss. 
 
In 2011, the department adopted an internationally accepted water audit methodology 
that has been jointly developed by the International Water Association (IWA) and the 
America Water Works Association (AWWA) and published by the AWWA under the title 
‘Water Audits and Loss Control Programs, AWWA Manual M36, 2009. Further 
information on this manual can be found at http://www.awwa.org. This manual is an 
industry standard and is considered a best practice in documenting and evaluating 
system performance. Aurora water loss and system performance is based on this 
manual and this report provides a summary of performance history and trends. 
 
COMMENTS  
 
 Town water audit is based on a combination of all three approaches to water loss 
determination 
 
The audit process can occur at three levels as follows: 
 


TOWN OF AURORA 
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1. Top Down Approach: The initial desk top process of gathering information from 


existing records, procedures, data and other information sources. 
2. Component Analysis: A technique that models leakage volumes based on the 


nature of leak occurrences and durations. This technique can also be used to 
model various occurrences of apparent losses by looking at the nature and 
duration of the occurrence. 


3. Bottom Up Approach: Validating the top down results with actual field 
measurements such as leakage losses calculated from integrated district 
metered area night flows. Similarly, physical inspections of customer locations 
and evaluation of customer billing systems can be used to identify billing errors.   


 


The Town currently has significant historic data on water uses available and initially 
proceeded with the top down approach to assess system efficiency. Further detailed 
analysis from the other two approaches has been incorporated in 2013 including meter 
accuracy analysis and improved field controls and monitoring for maintenance usages. 
 
Water audit is based on a standardized water balance framework 
 
The water audit is based on a standardized framework that breaks down water uses to 
balance the inputs of water supply with ultimate uses. The framework outlines water 
uses such that total water supply identified on the left of Figure 1 is equal to the sum of 
Revenue Water and Non-Revenue Water on the right of the figure.  
 


 
Figure 1 - Water Balance Framework 


 


water 
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authorized 
consumption 


billed 
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billed metered consumption 
{from all residential and commercial meters, 
metered hydrants for construction} 
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users} 
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authorized 


consumption 


unbilled metered consumption{irregular water use 
that can be metered, typically from hydrants} 
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water 
unbilled unmetered consumption 
{flushing, testing, cleaning, irrigation, construction, 
fire} 


water loss apparent 
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unauthorized consumption 
{based on an estimate of 0.25% of water supplied} 
 
customer metering inaccuracies 
{based on meter age estimated at 6% of water 
supplied} 
systematic data handling errors 
{based on estimated 1% of water supplied} 
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real losses leakage in transmission system 


{related to undetected leaks resulting in water lost 
from the distribution system} 
leakage in overflows at storage tanks 
{Regional storage tank flushing and over spill 
events} 
leakage at service connections 
{loss of water from the point of connection to the 
end user} 


 
The terms within the framework are defined as follows: 
 


• Water Supplied: The annual volume input to the water supply system as metered 
by York Region. 


• Authorized Consumption: The annual volume of metered/unmetered water taken 
for customers, the water supplier/distributor, and others authorized to do so. 


• Water Loss: The difference between Water Supplied and Authorized 
Consumption.  


• Apparent Losses: Unauthorized consumption, all types of customer metering 
inaccuracies, and systematic data handling errors. 


• Real Losses:  Loss through all types of leaks and breaks. 
• Revenue Water:  Water that is billed and produces revenue. 
• Non-Revenue Water:  The balance of accounted for water that does not produce 


revenue.      
    
The above framework was applied to assess any trends that might further explain water 
loss issues being experienced. The data used for the audit was based on both actual 
readings obtained from the billing department and operations activities, as well as 
industry typical values for areas where data was not readily available. This approach 
allows for a reasonably accurate method of identifying water usage and will aid in 
identifying areas of opportunity for future investigation and improvement as part of the 
departments continuous improvement program. 
 
Changes to the estimates for apparent losses have been adjusted for 2013 based on 
meter billing audit results. In the case of meter inaccuracies the allowance has been 
increased from 4 percent to 6 percent and in the case of systematic data handling, the 
allowance has been increased from 0.5 percent to 1 percent. These allowances will be 
further adjusted as the meter replacement program and meter reading technology is 
implemented. 
 
Summary of Regional Volume Purchases 
 
The following Figure 2 presents a summary of regional water purchases. 
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Figure 2 


 
 
Following a change in forecasting methodology that took effect in 2011, it appears that 
the forecast is now much more representative of actual billed volumes from the Region. 
Although the 2013 forecast was only marginally higher in 2013, the actual volume 
purchased was significantly lower. This is primarily due to a cool wet summer in 2013 
compared to 2012. Forecast for 2014 has been further reduced to compensate for these 
seasonal variations. The trend in the recent period has been a steady reduction in total 
volume supplied. This is primarily due to water conservation efforts. This trend is 
expected to change as 2C home occupancy begins to accelerate in 2015 to 2020.    
 
Summary of Town Retail Sales Volumes 
 
The following Figure 3 presents the retail water sales forecast and actuals for water 
billed by the Town. 
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Figure 3 


 


 
 
The trend on actual water billed has been steadily increasing since 2010. This can be 
attributed to the increased demand resulting from growth, and reduction of water loss 
through review of opportunities such as internal consumption and testing/flushing 
metering. For the period 2011, this suggests that there is less real water loss as more 
water was sold and less water was purchased from the region (from Figure 2). The 
result for 2012 suggests that the increase was primarily related to increased demand as 
both the town and regional volumes increased together. 
 
Since 2009 staff have been making adjustments to the water volume estimates with the 
goal of having forecast volumes match as closely as possible actual volumes 
consumed. For the first time in recent years, this goal has been achieved. The benefit of 
meeting this target is a significant increase in forecasting accuracy which reduced 
unexpected use of reserve funding to close any revenue gap or pay for unbudgeted 
water purchases.    
 
Summary of Non-Revenue Water 
 
Non-revenue water is the sum of both the real and apparent losses and the unbilled 
portion of the metered and unmetered uses. This value represents the volume of water 
that was used in the system and that had to be purchased from the Region. The 
following Figure 4 presents total non-revenue water on a volumetric basis.   
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Figure 4 
 


 
 
Unbilled (metered and unmetered) losses are those losses related to maintenance and 
flushing of the system. The drastic reduction in these volumes since 2010 is primarily 
due to a change in practice related to hydrant flushing. The old practice was to estimate 
flow and duration during a flush event. In 2011, the department purchased flushing 
meters to record actual volumes being flushed. A portion of this loss is also related to 
water main breaks or leaks that resulted in a repair and subsequent estimate on lost 
water. The financial impact of this loss is approximately $125,000 for 2013.    
 
The apparent losses for meter accuracy have been adjusted from 3% to 6% to reflect 
findings of the pilot water meter flow testing results. The financial impact of this loss is 
approximately $1.2M for 2013. Metering accuracy is a component of this estimate and 
staff have recommended proceeding with a meter change out program of 1,000 meters 
per year for the next 9 years to replace the oldest meters in the system. Meter 
replacement will then proceed on an as needed basis after the initial program averaging 
approximately 500 to 700 meters per year on a perpetual basis.  
 







April 15, 2014 - 7 - Report No. IES14-022              
The real losses are represented by the remaining unaccounted for water which is all 
other water lost in the system due to leaks that are in the system. This is where relining 
is benefiting the system by mitigating these losses. As these losses are derived 
indirectly through analysis of all other known uses and losses, this total can only be 
used as an indicator on the distribution performance. The estimated value of this loss is 
1.0M for 2013.   
 
Aurora’s system is generally operating as a world class system with some 
opportunity for continued improvement 
 


   As a result of ongoing audit and practices improvements, it is concluded that the Town’s 
water system is operating as a world class system. Some of the key findings are: 
 


• Metering of all possible accounts is occurring and is a best practice; 
• Operational/Town use of water is generally well tracked and volumes are recorded 


with high level of accuracy and reliability; 
• Ongoing repair and replacement program seems to be effectively controlling real 


water losses; 
• Current data collection processes are near best practices resulting in high data 


reliability; and 
• Water losses are well below industry benchmark and place the Town of Aurora as 


best in class performance. 
 


  The following initiatives are recommended for improved system performance: 


• Proceed with residential water meter change out program in 2014 with 1,000 meters 
per year for nine years. 


• Proceed with initial commercial meter change out of 11 meters as identified through 
separate audit undertaken in 2013. Funding available in current meter change out 
capital program. 


•  
LINK TO STRATEGIC PLAN 
 
Objective 2: Invest in sustainable infrastructure 
Maintain and expand infrastructure to support forecasted population growth through 
technology, waste management, roads, emergency services and accessibility. 
 
ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
None 
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FINANCIAL IMPLICATIONS 


Gaining a better understanding and control of total water volumes will be beneficial in 
the long term to insuring that revenues are preserved. As better data and management 
processes develop, through ongoing continuous improvement initiatives, there is 
expected to be a better chance of recovering more costs related to billable uses. 
CONCLUSIONS 


The water system for the Town is seeing continued improvement in billed consumption 
and forecasting accuracy. An overall system trend is continued reduction in annual 
demand primarily due to ongoing conservation awareness. It is expected that volume 
sales will begin to increase as 2C occupancies occur in the period 2015 to 2020. 


Meter age has been previously identified as a concern for meter reading accuracy. 
Results of residential and commercial metering audits confirms that a meter change out 
program should be implemented started in 2014 and proceeding for nine years at 1,000 
residential meters per year, then to continue on a perpetual basis at a rate or 500 to 700 
meter per year to maintain the accuracy of meter reading. 


A group of high priority commercial meters were also tested in 2013 resulting in a 
recommendation to replace 11 meters. This work can also proceed under current 
approved capital for meter replacements. 


PREVIOUS REPORTS 


IES13-023- 2013 Water Audit Report 


ATTACHMENTS 


None 


PRE-SUBMISSION REVIEW 


Executive Leadership Meeting of April 3, 2014 


Prepared by: Luigi Colangelo, Manager of Operations Services - Ext. 3446 


Neil Garbe 
Chief Administrative Officer 





		RECOMMENDATIONS

		None

		FINANCIAL IMPLICATIONS








 


     GENERAL COMMITTEE REPORT   No. IES14-023  
 
SUBJECT: Joint Operations Centre Financial Monitoring Task Force 
    
FROM: Ilmar Simanovskis, Director of Infrastructure and Environmental 


Services  
 
DATE: April 15, 2014 


 
 
RECOMMENDATIONS 
 
THAT Council receive report no. IES14-023 for information; and 
 
THAT Council approve the Terms of Reference for the Financial Monitoring Task 
Force; and  
 
THAT the Mayor and a member of Council be appointed to the Financial 
Monitoring Task Force. 
 
PURPOSE OF THE REPORT  
 
The purpose of this report is to recommend establishment of a construction monitoring 
task force for the Joint Operations Centre facility construction.  
 
BACKGROUND  
 
On January 7, 2014 a special General Committee Meeting was held to review JOC 
financial needs and scope considerations as per Staff report IES14-001. Subsequent to 
this meeting Council requested that an open house be hosted to provide information to 
interested residents. This open house was held on February 8, 2014. Both a report on 
the open house results and consideration of the recommendations in Report IES14-001 
were on the January 25, 2014 Council agenda. The following IES14-001 report 
recommendations with amendments (in bold) where approved:         
 


THAT the Special General Committee – Joint Operations Centre 
Meeting Report of January 7, 2014 be received and the 
recommendations carried by the Committee be approved; and 
 
THAT a Joint Operations Centre Construction Budget Control Task 
Force be established to monitor and examine all financial and 
budgetary aspects of the Joint Operations Centre during its 
construction phase and the spending of the project contingency; 
and 
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THAT the Mayor and a member of Council be appointed to the 
Task Force; and 
 
THAT staff be directed to develop a Terms of Reference for the 
Task Force for approval by Council. 


 
This report addresses the request for establishing a budget monitoring task force. 
 
COMMENTS  
 
Task force terms of reference was developed to address budget management 
oversight as well as incorporate overall project engagement and monitoring 
 
Council request was to establish a budget monitoring task force. The purpose of this 
task force would be to oversee financial decisions for the project. However, as financial 
decisions are driven by project requirements, staff are recommending that the scope of 
the task force be expanded to incorporate overall construction monitoring. This purpose 
of this would be to fully engage the task force in ongoing project delivery challenges 
resulting in a better understanding of project impacts and alternative. This approach, it 
is believed, will better inform the task force members and facilitate better decision 
making thereby affecting the goal of responsible financial management of the project.    
 
The terms of reference for the task force have therefore been drafted to meet the 
following objectives: 
 


 Monitoring and examination of all financial and budgetary aspects related to 
project delivery. 


 Review project status, planned activities and emerging risks as they may inform 


financial impacts to the project. 


These objectives will be supported by a committee of six member made up of two 
Council members (Mayor and one Councillor) and four staff. 
 
The task force will have its first meeting after award of tender with regular monthly 
meeting thereafter. The meetings will be scheduled during normal business hours. The 
task force will continue meeting until substantial completion of the project or as deemed 
appropriate by the members.  
 
LINK TO STRATEGIC PLAN 
 
Objective 2: Invest in sustainable infrastructure 
Maintain and expand infrastructure to support forecasted population growth through 
technology, waste management, roads, emergency services and accessibility. 
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ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
As directed by Council. 
 
FINANCIAL IMPLICATIONS  
 
There are no direct financial implications to this report. The indirect outcome is 
increased transparency and project oversight resulting in better communication and 
project engagement for senior leaders to ensure full accountability of both project scope 
and financials. 
 
CONCLUSIONS  
 
It is recommended that Council approve the Terms of Reference for the Financial 
Monitoring Task Force and Select a Councillor, in addition to the Mayor, to sit on the 
Task Force.  
   
 
PREVIOUS REPORTS 
 
IES14-001- January 7, 2014 Joint Operations Centre- Pre-tender Scope and Budget 
Approval 
 
ATTACHMENTS  
 
Attachment A- Terms of Reference- Financial Monitoring Task Force 
 
PRE-SUBMISSION REVIEW  
 
Executive Leadership Meeting of April 3, 2014 
 
Prepared by: Ilmar Simanovskis, Director Infrastructure and Environmental 
Services - Ext. 4371 
 
 
 


 
___________________________          _____________________________ 
Ilmar Simanovskis              Neil Garbe 
Director, Infrastructure and                           Chief Administrative Officer 
Environmental Services 
 


 







Town of Aurora Joint Operations Centre 


Financial Monitoring Task Force 
Terms of Reference 


Purpose: 


The Financial Monitoring Task Force has been formed for the purpose of monitoring financial 
aspects of the project during the construction phase.   


Objectives: 


The objectives of the Financial Monitoring Task Force include: 


• Monitoring and examination of all financial and budgetary aspects related to project 
delivery. 


• Review project status, planned activities and emerging risks as they may inform financial 
impacts to the project. 


Task Force Composition: 


The Task Force shall be comprised of the following members: 


Role Assignment  Responsibility Fulfilment 


Chair Director IES Oversee meeting activities and 
facilitate effective decision 
making  


Preparation of agendas and minutes. Chair 
meetings. Ensure effective information 
distribution. 


Council 
Membership 


Two members of 
Council 


Oversee that budget control and 
financial management 
processes are in line with by-
laws and as required by 
standard project delivery 
practices   


Review of various financial activities including 
payment certificates, change orders, budget 
review and overall budget monitoring. 


Staff 
Membership 


CAO 


Treasurer/Deputy 
Treasurer 


Legal 


Oversee that project objectives 
are being met in conjunction 
with budget monitoring. 


Participate in Task Force meetings to provide 
oversight in project change management 
process and scrutinize financial activities. 


 


s:\public works\records\a19 facilities construction and renovations\a19-fac-008 operations centre design\budget 
control committee\2014 03 24 joc task force tor.doc 
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Task Force Term: 


The Task Force is to commence after award of tender and will remain active until substantial 
completion of the Project or as otherwise deemed appropriate by the Task Force.  


Meetings: 


Meetings will be held on a monthly basis or as needed should project requirements call for 
additional meetings. The meeting will be conducted during normal business hours. 


The meeting agenda will generally consist of the following: 


• Update in construction activities 


• Update on financial status 


• Report on project alterations requiring change orders or other cost adjustments 


• Task Force requests for information for next period 


• Minutes will be published back to Council in the monthly status reports 


 





		RECOMMENDATIONS

		As directed by Council.

		FINANCIAL IMPLICATIONS



		IES14-023 - Attachment 1 JOC task force TOR.pdf

		Town of Aurora Joint Operations Centre

		Financial Monitoring Task Force

		Terms of Reference














 


   GENERAL COMMITTEE REPORT   No. IES14-024  
 
SUBJECT: Facility Projects Status Report 
    
FROM: Ilmar Simanovskis, Director of Infrastructure and Environmental 


Services  
 
DATE: April 15, 2014 
 
 
RECOMMENDATIONS 
 
THAT report IES14-024 be received for information. 
 
PURPOSE OF THE REPORT  
 
This report provides Council with an update on the following facility projects: 
 


• Addition of the youth centre to the AFLC 
• New joint operations centre  


 
BACKGROUND  
 
Council approved the following projects as part of the capital plan: 
 


• No. 74004- Community Space for Youth 
• No. 34217- Joint Operations Centre  


 
These projects are significant to both the community and staff. To facilitate providing 
timely information, staff are providing monthly reports to Council on the progress of 
these projects. Additional approvals and requirements for Council direction will be either 
included in this monthly report or augmented with an additional staff report depending 
on the need. 
 
The reporting process will continue until satisfactory completion of these projects or as 
directed by Council.     
 
COMMENTS  
 
This report provides a brief update on progress for the above projects. 
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Youth Centre at AFLC 
 
Project Summary 
 
The scope of work for this tender includes a single storey 9,300 square foot addition 
and 18,400 square foot renovation to existing two storey Aurora Family Leisure 
Complex. Addition includes new fitness room, programme spaces, climbing wall, control 
desk, office spaces, new entry driveway and drop off area, parking, landscaping, and 
outdoor skateboard park. Renovation includes work in existing gymnasium and to 
suspended track, gym and pool change rooms, and fire exit corridors. 
 
The tender for this project was awarded to Jasper Construction by Council on 
November 12, 2013 in the amount of $6,039,000 excluding taxes. The facilities were 
vacated except for the ice component and the squash courts which will remain open for 
the public through the construction period. The project kick off meeting was held on 
November 19 and the project completion date is October 2014.  
 
Activities completed since last report to March 
 


• Demolition – 99% 
• Mechanical – Demolition & Salvage – 95% 
• Mechanical (Renovation Area) – Underground – 95% 
• Structural Steel 


o Running Track – 70% 
• Excavation Interior – 85% 
• Helical Pile 100% 
• Rebar Supply – 10% 
• Masonry Renovation – 15% 
• Site Service – 25% 
• Metal Fabrication 


o Stair F – 85% 
 


Activities planned for April 2014 
 


• Foundations caissons to be installed 
• Exterior foundations initiated 
• Stair B (Alternate exit for ice arena) to be functional  
• The contractor has adjusted the schedule to advance interior works due to 


extreme cold conditions that impacted exterior earth works. This change will not 
impact the schedule.   
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Milestone Estimated Completion Date 


Council Approval of Tender November 
Construction start November 
Interior Demolitions Phase 1 November to January 
Excavation and earthworks January to March 
Exterior Foundations March to May 
Exterior Structure February to July 
Interior Partitions February to October  
Stair F Interior Demolitions Phase 2  March 
Exterior site works July to October 
Skate Park August to September  
Completion October 


 
Joint Operations Centre 
 
Activities completed since last report to February 18, 2014 
 


• Conducted public open house at existing Scanlon Facility on February 8, 2014 
and reported results of open house to Council  


• Proceeding with completion of detailed design activities and design meetings 
with consulting team 


 
Activities planned for April 2014 
 


• Detailed design proceeding 
• Site plan approval to be received and building permit applications to be made 


 
 


Milestone Estimated Completion 
Date 


Council Workshop, Financial Update and 
Submission of design layout to Council 


January 2014 


Report to Council to seek approval to tender January 2014 
Host open house February 2014 
Contract Tendering June 2014 
Award Construction Contract (Council) July 2014 
Projected Completion of Construction Nov 2015 


 
LINK TO STRATEGIC PLAN 
 
The above projects support the Strategic Plan goal of Supporting an exceptional 
quality of life for all through their accomplishment in satisfying requirements in the 
following key objectives within this goal statement: 
  
Investing in sustainable infrastructure: By using new technologies and energy and 
environmentally conscious design and building practices.  
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Encouraging an active and healthy lifestyle: Through new services and facilities 
focused on youth needs. 
Strengthening the fabric of our community: Through new and better formats to 
engage the community. 
 
ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
None. 
 
FINANCIAL IMPLICATIONS  
 
The financial approvals and commitments are presented for each project in the following 
sections. These figures are excluding HST. 
 
Youth Centre at AFLC:  Funding approvals and commitments for the Youth Centre at 
the AFLC are summarized in the following table:   
 
Approved Funding and Contract Commitments 


Approved Budget $7,424,723 
Less Committed Funds $525,373 
Funding Available $6,899,349 
Base Contract Award excluding HST $5,994,000 
Gym Lights $20,000 
Asphalt Driveway $25,000 
Sub-Total $6,039,000 
Contingency 10% $603,900 
FF&E $100,000 
Non-refundable HST (1.76%) $118,675 
Total Funding Required  $6,861,575 
Budget Variance $37,774 


 
Contract Payments  


Item Transaction Balance Remaining 
Approved Contract Value  $6,039,000 
Payment Certificate #1 (Jan 6, 2014) $169,164 $5,869,836 
Payment Certificate #2 (Jan 17, 2014) $117,610 $5,752,226 
Payment Certificate #3 (Feb 25, 2014) $183,657 $5,568,569 
Elevator Payment (Feb 28, 2014) $166,110 $5,402,459 
Payment Certificate #4 (Mar 17, 2014) $131,540 $5,270,919 
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Joint Operations Centre:  Funding approvals and commitments for the Joint 
Operations Centre are summarized in the following table as based on Council 
recommendations from the January 7, 2014 JOC Budget meeting and as confirmed 
February 25, 2014. 
 
  
Item Unit Estimate Summary  
Project Base Scope  $18,971,000 
Items to be included in Base Project   


3rd Floor Shell Space $940,800  
Back up Generator $434,000  
Rainwater Harvesting System $47,800  
Garage Bay LED Lighting $103,500  
Green Roof $82,500  


Subtotal Items $1,608,600  
Less previously committed Design Fees -$820,000  
Revised Base Scope Tender Estimate (Including contingency)  $19,759,600 
Optional Items to be determined at time of tender   


Drive In Shed $482,600  
Heritage Storage Area $151,000  
Covered Vehicle Storage Area $592,300  
IT Disaster Recovery Centre $130,000  


Subtotal Optional Items to be determined at time of tender  $1,355,900 
Land Costs  $4,000,000 
Consulting Services (previously approved)  $820,000 
Snow Storage Facility (adjacent site previously approved)  $814,000 
Total   $26,749,500 
Less: confirmed funding    


Sale of Scanlon Site (surplus) -$3,000,000  
Funded design fees -$820,000  
Funded snow storage site -814,000  
Subtotal confirmed funding -$4,634,000  


Net total project cost   $22,115,500 
 
 
CONCLUSIONS  
 
This report is provided to Council as an ongoing communication on the progress of the 
following two facilities projects; 1) Addition of the youth centre to the AFLC, 2) New joint 
operations centre.  
 
PREVIOUS REPORTS  
 
Infrastructure and Environmental Services 


1. January 18, 2011, IES11-002 – Award of RFP No.IES2010-73-Architectural 
Consulting Services for a New Operations Centre 


2. March 20, 2012, IES12-012 – Town of Aurora Joint Operations Centre 
3. April 3, 2012, IES12-017 – Town of Aurora Joint Operations Centre 
4. July 17, 2012, IES12-039 – Town of Aurora Joint Operations Centre Site 


Selection 









		RECOMMENDATIONS

		Youth Centre at AFLC

		Joint Operations Centre

		None.

		FINANCIAL IMPLICATIONS








 


   GENERAL COMMITTEE REPORT   No. IES14-025  
 
SUBJECT: Acceptance of Municipal Services – Renaissance Phase 1 


Subdivision – Registered Plan 65M-4067 
      


FROM: Ilmar Simanovskis, Director of Infrastructure & Environmental 
Services  


 
DATE: April 15, 2014 
 
 
RECOMMENDATIONS 
 
THAT Council receive report No. IES14-025; and 
 
THAT Council assume ownership, operation and maintenance of the works within 
the roads, rights-of-way and other lands dedicated to the Town as contained 
within Plan 65M-4067, being Phase 1 of the Renaissance Subdivision by 
Ballymore Building (Bathurst) Corp. and Ballymore Development (Bathurst) Corp. 
as detailed in report No. IES14-025; and 
 
THAT Staff bring forward a by-law for Council’s enactment to assume for public 
use the highways within Plan 65M-4067.  
 
PURPOSE OF THE REPORT  
 
To assume the works completed by the developer within any Town owned lands, roads 
and right-of-way as contained within Phase 1 of the identified subdivision and to 
assume for public use the related highways. 
 
BACKGROUND  
 
The Renaissance Phase 1 Subdivision was completed under the Subdivision 
Agreement executed by the Town of Aurora and Ballymore Building (Bathurst) Corp. 
and Ballymore Development (Bathurst) Corp., Renaissance Subdivision Phases 1 & 2 
dated April 8, 2008.  
 
COMMENTS  
 
Infrastructure and Environmental Services staff has reviewed all inspection reports for 
Phase 1 of the Renaissance subdivision and are satisfied that the municipal roads and 
services are in good condition and have been completed in accordance with the terms 
of the Subdivision Agreement with the exception of a boulevard settlement front of Lot 
42 Plan 65M-4067.  


TOWN OF AURORA 







April 15, 2014 - 2 - Report No. IES14-025          
The above noted outstanding repair could not be performed during the winter months.  
Arrangements are being made to complete the works when favourable temperatures 
are available.  The amount of $6,700.00 will be withheld until the boulevard settlement 
has been rectified and inspected by the Infrastructure and Environmental Services staff. 
 
All public services in Phase 1 have been completed and the respective maintenance 
periods have expired. 
 
Phase 2 of the Renaissance subdivision Plan 65M-4087 has been assumed at the 
Council meeting on April 9, 2013 and a Certificate of Acceptance has been issued by 
Infrastructure & Environmental Services on April 24, 2013. 
 
LINK TO STRATEGIC PLAN 
 
Support the forecasted population growth through roads, sewers, waste management, 
emergency services and accessibility.  This strengthens awareness for Aurora as the 
destination to live, work and play.   
 
ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
None. 
 
FINANCIAL IMPLICATIONS  
 
Upon issuance of the Certificate of Acceptance – Infrastructure & Environmental 
Services and adoption of the resolution set out in this report, the Town will be 
responsible for all future operational and maintenance costs for the municipal services 
within the specified area.  Securities in relation to this subdivision will be reduced to 
$6,700.00 until the completion of repairs to the boulevard settlement in front of Lot 42 
Plan 65M-4067.  
 
CONCLUSIONS  
 
The works pursuant to the Subdivision Agreement for the Renaissance Phase 1 
Subdivision, as indicated on the key map (Attachment “A”), being Registered Plan 65M-
4067 have been completed to the satisfaction of staff and can be accepted. 
 
PREVIOUS REPORTS  
 
None 
 
ATTACHMENTS  
 
Appendix A – Key map showing location of services to be accepted. 
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   GENERAL COMMITTEE REPORT   No. BBS14-008  
 
SUBJECT: Licensing By-law Update 
    
FROM: Techa van Leeuwen, Director of Building & Bylaw Services 
 
DATE: April 15, 2014 


 
 
RECOMMENDATIONS 
 
THAT Report No. BBS14-008 be received; and 
 
THAT staff bring forward a new Licensing By-law to replace the existing 
consolidated Licensing By-law to a future Council meeting for enactment.  
 
PURPOSE OF THE REPORT  
 
The purpose of this report is to provide Council with an outline of the updates to the 
Town of Aurora Licensing By-law. 
 
BACKGROUND  
 
The Municipal Act, 2001, S.O. 2001, c. 25, provides The Corporation of the Town 
of Aurora (the “Town”) with the power to establish a system of licencing 
businesses.  
 
Generally, Part IV of the Municipal Act set outs the range of powers that permit the 
Town to license and regulate various businesses in accordance with those provisions. 
 
Currently, By-law No. 4258-01.P deals with licensing of businesses in Aurora and 
directs appeals of licensing decisions to the Council. Report No. LGL13-012, set out a 
three-step review process to implement the Aurora Appeal Tribunal, which is to handle 
licensing appeals, and to update Town licensing bylaws accordingly. The first step was 
completed when Council passed By-law 5558-13, being a by-law to create the Aurora 
Appeal Tribunal, at the Council Meeting of November 12, 2013. This report represents 
the second part of the process, which involves bringing forward a new Licensing By-law 
to Council, which consists of technical amendments and improvements to the current 
Licensing By-law, and directing appeals to the Tribunal. 
 
Additionally, the Town’s Bylaw Division was concurrently conducting a review of 
regulations dealing with licensing and regulation of the Taxicab industry in Aurora. The 
new version of these regulations has been incorporated into the proposed by-law. 
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COMMENTS 
 
The current licensing by-law enacted in 2001 is a consolidation of a number of 
licensing provisions that were in place at the Town before 2001.  
 
The by-law consists of a main body, which contains a number of general licensing 
provisions that apply to all licenses in the Town, and a number of schedules each 
dealing with a specific type of business. The main body sets outs general restrictions, 
such as what business are required to be licensed in Aurora, and general regulations, 
such as setting out the processes of applying for a license, appealing a licensing 
decision or the Town’s enforcement powers. The schedules set out specific 
requirements that only apply to the type of business that is addressed in a given 
schedule, such as Schedule 13 that deals with specific requirements for the operation of 
taxicabs in Aurora. 
 
The main body of the by-law was reviewed in detail and an Appeal Tribunal was 
established. 
  
As discussed in Report No. LGL13-012, Town staff has been working on establishing 
the Aurora Appeal Tribunal (“Tribunal”) to handle licensing and dog control appeals. As 
the first step of a three stage process, Council established the Tribunal in November 
2013. The next step was to amend the licensing by-law to direct appeals to the newly 
created Tribunal. During the review process, in addition to changes related to the 
appeal process, Town staff have identified a number of areas in the licensing by-law 
that require updating. 
 
Accordingly, in order to make the required changes to the licensing by-law and address 
any areas of concern, a detailed review of the main body of the licensing by-law was 
conducted, which resulted in the version of the by-law now being proposed. Due to the 
number of technical and formatting adjustments, an amendment to the current by-law 
would not have been appropriate. 
 
Concurrently to the review of the main body of the licensing by-law, the Bylaw Division 
has been working on updating Schedule 13, which deals with licensing of the taxicab 
industry in the Town. As a result, a new version of Schedule 13 has been drafted and 
attached to the proposed version of the licensing by-law. 
 
The review included updating Schedule 13 – Brokers, Drivers and Owners of 
Taxicabs. 
 
It should be noted that aside from Schedule 13, the other schedules that are attached to 
the licensing by-law were not addressed at this time. In relation to Schedules 1 through 
12 and Schedule 14, Town staff conducted a very cursory review that only consisted of 
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small formatting adjustments and few very minor updates. Due to the high detail and 
extensiveness of the schedules, a thorough review of all the schedules would have 
significantly delayed the process of putting the Tribunal into place and was not 
undertaken at this time. The other schedules will be reviewed at a later time as part of a 
separate process. 
 
The main body of the licensing by-law was restructured and updated for 
improved enforcement.  
 
Although the substance of the provisions was largely kept the same, the body was 
generally re-organized while many of its provisions were amended to address any 
inconsistencies and areas for improvement. Additionally, based on a review of by-laws 
from other municipalities in the Greater Toronto Area, some new provisions were 
introduced, while others were clarified. The following is a summary some noteworthy 
amendments to the by-law: 
 


 Any decisions of a licensing officer, i.e. refusal to grant or renew a license, 
revocation or suspension of a current license, addition or variation of conditions 
on a license, can be appealed to the Tribunal within thirty (30) days of notice of 
such decision, subject to the Aurora Appeal Tribunal By-law.  
 


 The provisions relating to the processing of license renewals, the application of 
any decisions rendered by a licensing officer and resulting appeal ramifications 
have been clarified. The Town has the power to revoke, suspend or add 
conditions on a license at the time of license renewal or any other time when a 
licensing officer forms the opinion that a licensee is some way is in breach of the 
by-law or not entitled to hold a license. In the case of a suspension or revocation, 
a license becomes suspended until the time to file an appeal expires or, if an 
appeal is filed, such an appeal is resolved. In the case of additional conditions, 
the conditions become effective upon notice, but a licensee has the ability to 
appeal the addition of such conditions. 
 


 A provision was added preventing someone reapplying for a license for a period 
of twelve (12) months in case their license is revoked. 
 


 Provisions were added to the by-law to address accessibility requirements and to 
prohibit discriminatory practices towards disabled individuals. 
 


 Powers of entry and enforcement were updated in keeping with the Municipal 
Act. 
 


Schedule 13 – Brokers, Drivers and Owners of Taxicabs was restructured into a 
more organized and consistent format with some modifications as outlined 
below.  
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 The substance of the previous provisions was transformed into the new format. 


However, some provisions were amended and new regulations added.  
 


Exempted Accessible Taxicabs from the calculation of the permissible share of 
licenses and multiple accessible licensing that could be owned by one person.  


 


 The current by-law does not permit any person from owning more than more than 
two-thirds (2/3) of the Town’s taxicabs.  The amendments were meant to allow 
more flexibility and to encourage larger operators to add Accessible Taxicabs to 
their fleet. Generally, the cost of adding an Accessible Taxicab to the fleet is 
significantly higher than a regular taxicab and may not be a feasible option for 
smaller companies. 
 


Integrated Accessibility Standards identifies the Duties of Municipalities to 
ensure that owners of taxicabs place vehicle registration and identification on the 
rear bumper of the taxicab. 


 


 The by-law was amended to ensure Taxicab owners place the taxicab plate on 
the rear of the vehicle in accordance to current accessibility legislation.  The by-
law increased the Arial font size of taxicab identification numbers on doors from 
15 cm to 20 cm in height. The current by-law did not identify width provisions of 
numbers. A width provision of (1) inch was placed in amended by-law. 
 


A restriction was added to clarify that a taxicab cannot be licensed to operate in 
other municipalities aside from Town.  


 


 A comprehensive review of several municipalities was undertaken.  The double 
plating of taxicabs is not permitted. This also ensures that Town licensed cabs 
are dedicated to servicing the Town’s populace. 
 


It was clarified that Corporations are permitted to be Taxicab Owners. 
 


 The current by-law did not define or identify a corporation. The amendment by-
law would model other municipal taxicab licensing by-laws. 
 


A comprehensive review of the requirements for a Police Information Check, a 
Police Vulnerable Sector Check and correspondence with York Regional Police 
Service by staff was completed. 
 


 The by-law remains unchanged. 
 


Provisions were added to the by-law to allow for Owner Licenses to be 
transferred in certain circumstances, based on models seen in other 
municipalities.  







April 15, 2014 - 5 - Report No. BBS14-008          
 The current by-law did not allow an owner to transfer their Taxicab License to a 


family member or a corporation owned by such a family member. Additionally, in 
case of death of an Owner, the license can be temporarily operated by the estate 
of the deceased and later transferred to a family member. Such a transferee 
must meet the requirements of the by-law in order to become an Owner. 
 


Provisions were added to the by-law to clarify the process of transferring a plate 
to a new vehicle by a licensed owner. 


 


 The current by-law did not permit an owner to transfer plates. The current model 
is the same as most municipality taxicab licensing bylaws. 
 


Provision dealing with the age of permissible taxicabs were amended and 
clarified. Vehicles that are five (5) years old or younger are permitted to operate 
as taxis. Vehicles that are six (6) or seven (7) old, may be permitted to operate by 
a Licensing Officer, provided certain requirements are satisfied.  


 


 Vehicles that are older than seven (7) years are not permitted to operate as taxis 
in the Town with new by-law amendments.  
 


Provisions dealing with inspections of taxicabs were clarified to allow Licensing 
Officers more flexibility to conduct random inspections at their discretion. 


 


 The current by-law only identified two dates annually to conduct taxicab 
inspections.  
 


Sections were added to the by-law to govern the process of creating and 
managing priority lists for Taxicab Owner licenses.  


 


 When Taxicab Owner licenses become available for distribution, they can be in 
high demand among individuals looking to get into the business or to expand 
their current company. Accordingly, there needs to be a coordinated and fair 
process to handle the distribution. Currently, the Town does not have such a 
waiting list but it is believed that any available licenses would be in high demand. 
 


The proposed by-law sets out a process which would allow interested individuals 
to register for a random draw to determine the ranking for such a waiting list.  


 


 Once the list is established, highest ranking individuals would be offered any 
available Owner Licenses, provided they qualify to become owners. The priority 
list can then be maintained by the Bylaw Division for future distribution or 
discarded if deemed to be unnecessary. The provisions dealing with this matter  
set out a number of rules and regulation in relation to the formation and 
maintenance of such a priority list. 
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Annual Taxicab Tariff fees remain unchanged.   


 


 Staff met with taxicab industry drivers.  The “WAITING TIMES ONLY” wording 
was added to the taxicab tariff cards to eliminate passenger confusion over the 
“by the hour” fee. 
 


Some modest amendments were amended to Scheduled “A” for the Annual fees 
for licenses as follows: 


 


 $50.00 dollar late fees for all mobile vehicle licenses with the exceptions of 
taxicab owners which remains unchanged. 


 


 $150.00 transfer of taxicab plate fee. The current by-law does not speak to plate 
transfers. 
 


 $25.00 meter re-seal fee. Staff is required to re-seal meter if broken and 
complete a meter drop inspection by ensuring the meter increases by .40 cents 
every 200 meters. 
 


 A $10.00 replacement fee for taxicab photos identification holders. 
         


Due to the high detail and extensiveness of the schedules, only a very cursory 
review of the Schedules 1 through 12 was conducted, which generally only 
consisted of technical and form changes.  
 


 One change of note was addition of Salvage Yards to the regulations under 
Schedule 12, which previously only dealt with Second Hand Goods and Pawn 
Shops. The provisions contained in Schedule 12 should also apply to Salvage 
Yard, but this item was omitted in the previous version of the by-law. 


 


 Schedule 14, dealing with kennels, is being added to the licensing by-law. During 
the third stage of the establishment of the Tribunal, an Animal Control By-law is 
going to be brought forward, which will combine the current dog and cat control 
and licensing provisions.  
 


 Currently, the Dog Control and Licensing By-law addresses the matter of 
licensing kennels in the Town. Although there are currently no kennels in the 
Town, staff believes that going forward it is more appropriate for such kennel 
licensing regulations to be incorporated into the Town’s licensing by-law. The 
provisions of Schedule 14 were transformed from the Dog Control and Licensing  
By-law and were only reviewed for technical and formatting consistency. 
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LINK TO STRATEGIC PLAN 
 
The Town supports the Strategic Plan goal of Supporting an Exceptional Quality of 
Life for All through its accomplishment in satisfying requirements in the following key 
objectives within the this goal statement: 


 


 Promote the adaptability and flexibility of services to respond to 
demographic shifts 


 
 
ALTERNATIVE(S) TO THE RECOMMENDATIONS   
 
As directed by Council. 
 
 


FINANCIAL IMPLICATIONS  
 
There are no direct costs related to the approval of the by-law.  Some modest fees were 
included and modified.  
 
 
CONCLUSIONS 
 
As part of the process of establishing the Aurora Appeal Tribunal, the current licensing 
by-law needs to be updated. As part of the review of the by-law, Town staff addressed a 
number of areas of concerns in the main body of the by-law and incorporated all 
necessary changes into the new consolidated Licensing By-law that is being brought 
forward to Council. Additionally, a cursory technical review was conducted of the by-law 
schedules and a new schedule, dealing with kennels, was added as part of 
amendments that are going to be bought forward to Council at a later date. 
 
Additionally, Town staff concurrently completed a review of the taxicab industry 
licensing regulations and drafted a new Schedule 13 to replace the previous version. 
The proposed taxicab regulations address a number of concerns and technical issues 
that were identified by staff. 
 
Staff recommends the approval of new licensing by-law as part of the establishment of 
the Aurora Appeal Tribunal and in order for the other required amendments and 
updates to become effective. 
 
 
PREVIOUS REPORTS 
 
November 5, 2013 - Report No. LGL13-012 











