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POLICY #1 – EXPENSES POLICY 
 

 

A. COUNCIL-PAID EXPENSES 

 (These items are included as part of the Council budget) 

1. Board of Directors' Meetings 

a. Costs of meeting rooms, coffee and group meals. 

 

2. Management Committee and Board Subcommittee Meetings 

a. All expenses including costs of meeting rooms, meals and mileage.  

 

3. Chair's Expenses (or such other director as may be delegated by the Chair or the Council) 

a. Expenses incurred on behalf of the Council will be reimbursed. 

 

4. Staff Expenses 

a.   All necessary expenses incurred by staff on behalf of the Council will be reimbursed. 

 Expenses are budgeted for as a separate line item by the Council.  
 

b.    Mileage rates and meal allowances shall be paid at rates established from time to time 

 by the BCSTA. 

B. LABOUR RELATIONS 

1. Individual Board Negotiations 

a. All costs, except those of the Executive Director and Executive Assistant, are the 

responsibility of the individual Board. 
 

2. Joint Committees 

a. Where joint committees are formed with the Union on a zonal basis, Employer's costs 

shall be shared equally among all Boards which are involved in the subject matter of the 

committee.  Expenses of the Employer's delegates to the committee for mileage, 

accommodation and meals shall be paid by the Council on receipt of a claim and 

recovered from the participating Boards on an equal-share basis. 

C.  LEGAL COSTS 

1. Council administrative matters 

a. These costs are paid directly as a separate budget item. 

 

2. Legal Opinions  

a. Costs of legal opinions shall be the responsibility of the individual Board unless otherwise 

authorized by the Management Committee. 
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POLICY #2 – SIGNING AUTHORITIES 
 

 

A. PURCHASING AUTHORIZATION 

1. Purchasing authorities for the Okanagan Labour Relations Council shall be as follows: 

a. For expenditures outside of the approved budget in the amount of $1,500 or less, any 

two of the Executive Director, the Executive Assistant, or member of the Management 

Committee; 
 

b. For expenditures outside of the approved budget in excess of $1,500, the Executive 

Director and any one member of the Management Committee. 

 

2. For the member that agrees to undertake the payroll, financial and/or accounting function of 

the OLRC, the signing authority for the member shall be the signing authority for the OLRC. 

 

POLICY #3 – FISCAL YEAR AND COLLECTION OF FEES 
 

 
The fiscal year of the Okanagan Labour Relations Council shall be July 1 to June 30.  Individual board fee 

assessments shall be calculated and billed directly by the Council, with sixty-six percent (66%) of the total 

fee to be due and payable to the Council on the 15th day of July of each year.  The balance of the fee shall 

be payable on the 15th day of January in each budget year.  The Council shall have the authority to take 

whatever action it deems necessary for default of payment. 

 

POLICY #4 – ACCUMULATED OPERATING SURPLUS POLICY (NEW) 
 

 
The Okanagan Labour Relations Council (the “OLRC”) is responsible for ensuring the organization is 

protected financially from extraordinary circumstances that would negatively impact the OLRC operations 

and the delivery of service to OLRC members. 

Surplus balances provide flexibility to absorb future year one-time costs, unforeseen expenditures, or 

reduced revenue.  Inter-fund transfers facilitate the allocation of funds to support capital purchases and 

improvements. 

The reporting of surpluses and inter-fund transfers is provided through both the financial statements and 

budget reporting processes.  The budget reporting processes outline the initial plan for surpluses and 

transfers and the financial statements report on the actual surpluses and transfers. 
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A. GUIDELINES 

The following guidelines form the basis for this policy: 

1. Surplus levels are important for achieving and maintaining operational goals including 

financial health and stability. 

 

2. Actual surplus balances are reviewed with the OLRC Board, on an annual basis to gauge 

whether financial health is being achieved. 

 

3. The use of surplus is consistent with, and aligned to, the long-term objectives of the OLRC. 

 

4. The OLRC should set aside a contingency to mitigate financial risk, unexpected costs, loss of 

revenue, and unforeseen circumstances. 

Surplus 

The OLRC Board manages the OLRC financial position to ensure that estimated spending does not exceed 

the estimated revenue plus accumulated operating surplus. The Board’s annual budget and financial 

statements encompass all three of these areas. 

An accumulated operating surplus indicates that the OLRC has net resources that can be used to fund 

future services, pay for capital investments or non-recurring expenses. It is achieved by spending less than 

the revenue from all sources. The Board may approve restrictions on spending of surplus. The OLRC Board 

requires a balanced annual operating budget, and this may include appropriation of prior year 

accumulated surplus.  

An accumulated operating surplus represents the extent to which operating revenue from all previous 

years exceeds operating expenditures from all previous years after any inter-fund transfers. The use of an 

operating surplus enables the Board to engage in long-term planning, mitigate financial risk and support 

consistent programs and services to all member school districts. Surplus balances provide flexibility to 

absorb future year one-time costs, unforeseen expenditures, or reduced revenue due to a loss of 

membership. To support long-term financial planning, the Board can restrict operating surplus for use in 

future years with consistent rules and guidelines in place. 

B. CATEGORIES AND USE OF OPERATING SURPLUS 

Internally Restricted Operating Surplus 

The Board may approve restrictions to set aside a portion of the operating surplus for items that are linked 

to multi-year strategic objectives and future operational needs. Such restrictions must be made only for 

defined operational needs within defined timelines, including services or purchases that are directly 

related to the Boards’ Strategic Plan, operational needs, contractual obligations, or service outcomes for 

member school districts.  
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Two categories of Internally Restricted Operating Surplus include:  

1. Restricted for Anticipated Unusual Expenses Identified by the Board:  
 

a. To support effective planning, there will be situations where management has identified 

one-time and intermittent projects that will not be funded by revenues in that year or 

where, if they are funded from annual membership fees, this may cause fluctuations or 

reductions in service levels. Examples include:  

• Staffing needs that are short-term and variable in nature;  

• Implementation of new initiatives;  

• Impact of emerging events (i.e. COVID-19 pandemic).  

2. Restricted for Operations Spanning Multiple School Years: 
 

a. To support effective operational planning there will be situations where operating 

surplus funds may need to be carried over to future years, such as: 

• Future years’ Operations/Budget;  

• Professional development allocation, carried forward (as per contracts); 

• Operating projects in progress; 

• Technology and equipment;  

• Unused vacation liability.  

Unrestricted Operating Surplus (Contingency Reserve) 

Unrestricted Operating Surplus (Contingency): means the accumulated Operating Surplus built up in the 

OLRC Operating Fund that has not been designated for specific uses. 

The Board is responsible for ensuring the OLRC is protected financially from extraordinary circumstances 

which would negatively impact operations and the delivery of service to member districts. In these 

circumstances, the Board needs to have access to enough funds to continue to provide services and 

maintain regular operations without implementing one-time service cuts. To discharge this responsibility, 

the Board will establish a contingency reserve from available operating surplus which would be used to 

mitigate any negative impact such circumstances might cause. 

The Board’s target is to carry a contingency reserve in the range of 1% to 4% to provide support when 

dealing with challenges in operating expenditures.  The target may be exceeded from time to time to 

support a specific situation(s). Additional contingency reserve should be allocated to represent risk 

associated with the BCPSEA contract revenue, given that the contract is specifically for the services of the 

current OLRC Executive Director. The Board is also cognizant of the potential for any of its current 

members to leave the Council. That means there should be sufficient surplus to support a transition period 

with less members if that were to occur. 
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Utilization of Contingency Reserve  

The Board may approve the use of contingency reserve under the following circumstances: 

1. Emergent Operating Issues: Major non-recurring costs related to emergency events or 
situations which cannot be anticipated and budgeted for and when it may not be feasible to 
absorb the cost of such events in other budget areas. Examples include: 

 

a. Payment of severances (wages and benefits) upon termination of employment; 

b. Settlement of any legal action not covered by insurance; 

c. Replacement of equipment essential to the continuation of efficient operations of the 

OLRC facilities; 

d. Extraordinary or unknown cost pressures not known at time of budget development.  

 
2. Offset Unrealized Revenues: Membership revenue sources are voluntary and are subject to 

change. The Board cannot always anticipate such change or rely on budgetary savings or other 
revenues to offset these shortfalls. In these cases, the Board can use contingency funds to 
continue to provide services and maintain operations without implementing one-time service 
cuts until future planning can be done through the normal budgeting cycle.  

In recognizing that the use of the contingency reserve represents a one-time source of funding, the Board 

will incorporate into its future budget planning processes, strategies to set and maintain the contingency 

reserve. Such strategies may be implemented over a period of more than one year. 

When the use of the contingency reserve reduces the balance below what is determined to be sufficient, 

the OLRC will adopt strategies for replenishing the contingency reserve. 

Any accumulated surplus in the operating fund which is not restricted and is in excess of the contingency 

reserve, referred to above, may be allocated by the OLRC Board through the adoption of an annual 

budget. 

 

POLICY #5 – CONFLICT OF INTEREST (AMENDED) 
 

 
No person with a direct or indirect pecuniary interest regarding the operational undertakings of the 

Okanagan Labour Relations Council shall be appointed to act as a Director or Alternate of the Council.  
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POLICY #6– EMPLOYMENT CONTRACTS 
 

 
The Council is committed to establishing and maintaining current and competitive employment 

contracts for all employees of the Council.  

The Board is responsible to establish and maintain employee compensation which is reflective of the 

BCPSEA Compensation Management Plan and the Public Sector Employers’ Council (PSEC) Secretariat 

policy direction and guidelines. The Board will approve changes to employee compensation through 

Board motions and the annual budget. 

The Management Committee is responsible to develop and maintain the contract of employment for 

the Executive Director. The Executive Director is responsible to develop and maintain the contract(s) of 

employment for other employees of the Council. The terms and conditions of the employment contracts 

will be reviewed a minimum of once every three (3) years and a maximum of annually in consultation 

with the affected employees.  

The Management Committee will conduct an annual review of compensation for all Council employees. 

The review shall consider the the BCPSEA Compensation Management Plan and the Public Sector 

Employers’ Council (PSEC) Secretariat policy direction and guidelines and actual adjustments made to 

exempt compensation in member school districts. The Management Committee will bring 

recommended changes to employee compensation to the Board for approval.  

 

POLICY #7 – PRIVACY 
 

 

A. OUR COMMITMENT TO PRIVACY 

The Okanagan Labour Relations Council (“we” or “our”) recognizes the importance of privacy in 

relation to personal information we receive from our members.  We make efforts to ensure the 

accuracy, privacy, confidentiality, and security of such information. This policy describes the 

principles we apply when protecting personal information. 

In British Columbia the Personal Information Protection Act (“PIPA”) regulates the way in which 

we collect, keep, use, secure and disclose personal information. The Okanagan Labour Relations 

Council is governed by and complies with the BC PIPA. 

B.  OUR ACCOUNTABILITY FOR PERSONAL INFORMATION 

“Personal information” refers to any information about an identifiable individual that is 

collected, used, disclosed or processed by Okanagan Labour Relations Council in connection 

with its services, operations or administration.  
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Maintaining the privacy and security of personal information is important to us.  We are 

accountable for the protection of the personal information within our control, and we have a 

Privacy Officer who is responsible for implementing our privacy management program and 

ensuring it complies with BC PIPA and other applicable laws.  

Individuals who have questions about how we use, process, manage and protect personal 

information may contact our Privacy Officer for more information. 

C. HOW WE USE AND DISCLOSE PERSONAL INFORMATION 

In the ordinary course, the Okanagan Labour Relations Council may collect personal information 

for the purposes of providing supports and services to our members.  Such information may be 

collected and used for the following purposes:  

1. to respond to questions, complaints or concerns; 

2. to allow Okanagan Labour Relations Council to plan, deliver, develop, and manage the 

delivery of services;  

3. to evaluate and improve the delivery of services; 

4. to investigate incidents, complaints or claims; 

5. when it is necessary for administrative and operational requirements; and to meet legal 

or regulatory requirements. 

D. WHO WE SHARE INFORMATION WITH 

Where permitted under PIPA, the Okanagan Labour Relations Council may share and exchange 

personal information with the organizations who engage or partner with us to provide services 

or programs or participate in education sector initiatives.   

The Okanagan Labour Relations Council may share information to provide and facilitate the 

provision of membership services.  We also share personal information with our employees and 

contracted service providers who need to know such information to facilitate the delivery of 

services to you. 

E. LIMITING COLLECTION, USE, DISCLOSURE & RETENTION 

The Okanagan Labour Relations Council endeavours to limit the collection of personal 

information to what is necessary for the purposes for which it is collected, and we retain 

personal information for only as long as it is needed for the delivery of services or for 

professional, legal, administrative, or operational purposes. 

F. HOW WE PROTECT YOUR PERSONAL INFORMATION 

We protect personal information by ensuring security safeguards appropriate to the sensitivity 

of the information are in place, including the use of the following measures:  
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6. Physical (i.e. locked filing cabinets, restricted access, appropriate security measures 

when disposing of personal information); 

7. Administrative (i.e. security clearances, access only on a “need to know” basis); and, 

8. Technological (i.e. passwords, firewalls, encryption, and regular backups) and training of 

employees. 

9. Contractual controls (e.g. confidentiality terms provided for privacy protection when 

personal information is shared with staff and contracted providers). 

All staff and board members of Okanagan Labour Relations Council are expected to understand 

and take reasonable steps to protect the privacy of individuals who entrust us with their 

personal information.  We do not provide or sell personal information to third parties for profit 

or commercial purposes. 

G. THE ACCURACY OF YOUR INFORMATION 

We make reasonable efforts to ensure that personal information is as accurate, complete and 

current as required for the purposes for which it was collected. In some cases, we may ask you 

to assist us in ensuring that your information is accurate and update-to-date.  

H. YOUR RIGHTS  

Individuals have a right of access to their personal information within the control of the 

Okanagan Labour Relations Council.  We will receive and respond to requests for access to 

personal information in accordance with the requirements of BC PIPA and other applicable laws.  

In some cases, we may refuse access to certain records or information in order to protect other 

important interests, but we will only do so to the extent this is authorized by BC PIPA. 

Individuals seeking to make a request for access or correction of their personal information may 

do so by submitting a written request to the Okanagan Labour Relations Council ’s Privacy 

Officer at the address set out above. 

I.  WHO TO CONTACT IF YOU HAVE QUESTIONS, CONCERNS OR COMPLAINTS 

Questions, issues of concern or complaints about the processing or protection of your personal 

information should be directed to the Privacy Officer using the contact information set out 

below.   We will respond to and, where applicable, investigate all complaints or concerns about 

violations of this Policy or BC PIPA. 

Tammy Sowinski, Executive Director 
Okanagan Labour Relations Council 
Office:      778.478.0121 
Cell:          250.878.6881 
Email:        tsowinski@olrc.ca 

 

mailto:tsowinski@olrc.ca
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POLICY #8 – RECORDS RETENTION AND DESTRUCTION (AMENDED) 
 

 

A. POLICY OBJECTIVES 

The Okanagan Labour Relations Council (the “OLRC”) has developed this Policy to establish a 

framework and related processes for the retention and destruction of records that complies with 

the law, including applicable Provincial regulatory and privacy related legislation. 

B.  RECORD RETENTION 

The OLRC will retain all documents in accordance with the retention periods set out in the 

“Records Retention Matrix” found in Schedule A. 

The Executive Director has the responsibility for ensuring that records are retained for the 

applicable retention period, and for approving their destruction. 

Retention periods are calculated from the end of the calendar or fiscal year in which the records 

were created. 

The OLRC must abide by the minimum retention periods set out in the Retention Matrix and 

required by law but may retain records for an additional period if required for operational, legal 

or business reasons.  Questions about whether records should be retained beyond the minimum 

retention period should be referred to the Executive Director.  

Records relating to actual or threatened litigation must be retained until the litigation is complete 

and all rights of appeal have been exhausted or have expired. 

The Retention Matrix may not reflect federal or provincial government policies or contractual 

provisions with third parties specifying alternate retention periods.  It is the responsibility of the 

Executive Director to ensure compliance with such contractual or other governmental obligations. 

C.  PERSONAL INFORMATION 

The OLRC recognizes that personal information about an identifiable individual must be retained 

for at least one year, if the information is used for the purposes of making a decision that affects 

the individual. 

The OLRC seeks to protect the privacy of individuals by ensuring that personal information is 

destroyed when it is no longer needed and the applicable retention period has passed. 

D.  TRANSITORY RECORDS 

Working papers, drafts, and other transitory records that are created in contemplation of the 

preparation of a final record may be destroyed prior to the expiry of the retention period, except 

that:   
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1. transitory records must be retained for at least one year if they contain personal 

information that is used to make a decision that affects an individual; and 

2. the personal information has not been recorded in the permanent record or otherwise 

retained by the OLRC in another form. 

E.  STORAGE 

Records kept in off-site storage must be properly labelled with the name of the department or 

service provider, contents and expiry dates. 

Storage facilities must be secure, and inventories of all records sent off-site must be maintained 

and audited regularly to protect against loss or theft of records. 

F.  DISPOSAL 

Once the retention period for a record has expired, the Records will be scheduled for secure 

disposal, unless there is a business, legal or operational reason to retain them for a period 

exceeding the retention period. 

The disposal of all records must be approved by the Executive Director.  Records or all such 

approvals and confirmation of the secure destruction of records will be maintained by the 

Executive Director or designate 

 

POLICY #9– RESPECTFUL WORKPLACE 
 

 
The Council is committed to creating and maintaining a respectful working environment free from 

harassment and bullying where people are treated respectfully and professionally regardless of their 

role or responsibilities. All staff regardless of their sex, race, religion, culture, sexual orientation and 

gender identify or expression have a right to a respectful workplace. 

The Council does not tolerate bullying or harassment and encourages all employees, contractors and 

trustees to speak up if they feel they are being treated disrespectfully or subjected to bullying or 

harassment. The Council expects issues of disrespect, bullying and harassment to be identified and 

resolved in a timely, respectful manner in compliance with applicable employment laws, standards and 

regulations.  
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POLICY #10 – WORKING FROM HOME (NEW) 
 

 
The Okanagan Labour Relations Council (the “OLRC”) employees may be permitted to work from home 

subject to operational requirements. The ability to work from home is granted at the sole discretion of 

the Executive Director and shall be reviewed on an annual basis. A working from home arrangement 

may be cancelled at any time by the Executive Director with the provision of three months’ written 

notice, unless such cancellation notification arises from concerns with the employee’s work 

performance, in which case a lesser amount of written notice will be provided to the employee. Any 

questions regarding this policy should be directed to the Executive Director. 

The OLRC has the responsibility to ensure that employees are safe when working from  
home. However, employees also have an obligation to ensure that their work environment at home is  
safe and secure. Employees must also ensure they are in compliance with WorkSafeBC regulations and 
the OLRC’s terms and conditions of employment and policies as they work from home.  
 
Working from home or remote work means the employee is working from a location other than the 
OLRC office at 110-1889 Springfield Rd. Kelowna, BC. 
 

A. WORK REQUIREMENTS 

The remote worker’s role, work duties, responsibilities, accountabilities, and expectations will be 
consistent with the expectations of the employee working in the office. The remote worker’s hours of 
work continue to apply and the remote worker must continue to be accessible for work-related 
purposes during their normal work hours. Rules related to time away from work for medical 
appointments and leaves (e.g., sick, vacation) continue to apply.  

 
Remote workers must, ensure that dependent care arrangements are in place and/or that personal 
responsibilities are managed in a way that allows them to successfully meet their job responsibilities. 

 
Employees who are working remotely must provide the OLRC with the address of their working from 
home location, contact information, and emergency contact information. If an employee wishes to work 
at an alternate remote work location other than their home, the Executive Director must be notified and 
provide approval. 

 
All software used by the remote worker on OLRC computers must be legally acquired and licensed by 
the OLRC. Employee will ensure that working from home does not breach the Employee’s household 
insurance or other insurance policies or strata bylaws. 

 
Remote workers must: 

1. Have a functioning internet connection, not provided by the OLRC. 

2. A computer, laptop or device on which they can perform their work. 

The remote worker agrees that she/he will continue to be subject to OLRC policies, procedures,  
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and rules while working from home, and that he/she may be required to attend at the OLRC office for 
work purposes. No in-person work-related meetings will be held in the employee’s remote workplace.  

 
Remote workers can take required supplies e.g., paper, stationery from the office work location.  
These supplies are to be used exclusively for performing work for the OLRC. Remote workers are 
responsible for securing and protecting the property, documents and information belonging to the 
OLRC. 

 
The OLRC will not be responsible for any costs related to Employee’s maintenance of her/his home 
office including, without limitation, rent/mortgage payments, utilities, internet or telephone accounts, 
homeowner or tenant insurance, and wear and tear to personal property. 

 
 

B. SAFETY AND ERGONOMICS 
 
Under the Workers Compensation Act, all workers are entitled to a safe workplace. Offsite work 
arrangements must meet the same level of safety standards for the employee that would exist in the 
OLRC offices.  

 
While working at home, it is up to the employee to ensure that the offsite location provides a safe, 
healthy workplace and suitable to the work and that it meets basic safety requirements as defined by 
WorkSafeBC. On-site safety and suitability visits (arranged in advance) by the OLRC may be performed to 
ensure the remote location meets basic safety requirements as defined by WorkSafeBC. 

 
The remote worker must follow OLRC policies and procedures regarding safety while working  
from home. The remote worker will report any work-related accident or injury that occurs at the  
remote work location to their direct manager as soon as possible. 

 
The OLRC will not be responsible for any non work-related injuries or illnesses that may occur at  
home/the remote work location.  
 

C. EQUIPMENT AND SUPPLIES REQUESTED/PURCHASED BY THE OLRC 
 
The cost of all equipment and supplies provided by the OLRC will be paid for and maintained by the 
OLRC and remain the property of the OLRC. Employees are responsible for maintenance of their own 
furniture and equipment. Any equipment and supplies requested by an employee and purchased by or 
on behalf of an employee will be tracked. Any equipment and/or supplies purchased by an employee to 
work from home should be approved prior to purchase, reported to administrative staff, and submitted 
for reimbursement via an expense claim form. 

 
1. Necessary computer equipment and other ancillary office supplies supplied by the 

employer will be returned at the conclusion of the remote working arrangement. 

2. Additional incidental household expenses (e.g., utilities) will be absorbed by the 

employee. 
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3. Resources provided for offsite work arrangements may only be used for this purpose 

and in accordance with the association’s policies regarding issues such as information 

technology. 

 

POLICY #11 – WORKING ALONE OR IN ISOLATION (NEW) 
 

 
WorkSafeBC describes working alone or in isolation as working in circumstances where assistance is not 

readily available in case of an emergency, injury, or poor health. 

A. INTRODUCTION 

WorkSafeBC Regulation Sections 4.21 to 4.23 deals with workers required to work alone or in isolation. 

Section 4.21(1) is the portion of the Regulation, which has the information that determines if a specific 

checking system must be established when workers are required to work alone or in isolation.  The 

section states: 

“The employer must develop and implement a written procedure for checking the well-being of a 

worker assigned to work alone or in isolation". 

In determining the degree of risk of working alone as an employee of the Okanagan Labour Relations 

Council (the “OLRC”), consideration will be given to individual employees and their specific 

circumstances when they might be working alone.   

• Does the employee work at the OLRC offices, at home, or a combination of both? 

• When at the office location or at their remote work location, what is the frequency and 
duration of when they are alone? 

• What is the OLRC office security set up?  Who has access and how? 

• What are the employee’s living arrangements?   

• Does the employee live with others (family or friends)? 

• Do they work in a house or condo where security is in place? 

• Is there regularly scheduled virtual or telephone contact?  How often and when. 
 

 B. IDENTIFICATION 

If an OLRC employee is required to work alone or in isolation, they will inform the Executive Director.  It 

is the responsibility of the Executive Director to ensure effected workers are familiar with the 

procedures to be followed and ensuring appropriate checks are in place to confirm their well-being.  

Frequency and nature of checks will be determined by the nature of the hazard. 

C. WORKPLACE ASSESSMENT 

Assessment will be done of each workplace to determine the risks associated with when they are 

working along at either the OLRC office or at their remote work location.   
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D. IF A PROCEDURE IS REQUIRED? 

If it is determined that written work procedures are required it is the responsibility of the Executive 

Director to develop written procedures, in consultation with the workers involved. 

When working alone in a facility, unless otherwise instructed, all exterior entrances must be secured 

against entry at all times.   

E.  VOLUNTARY OR PERSONAL ACTIVITIES 

If the Executive Director authorizes an employee to enter or use the OLRC office outside normal 

operating hours, and no other person will be present in the facility, specific authorization must be 

obtained and information detailing by whom, how and when the employee’s well-being will be checked.  

F. COMMUNICATION  

Where two-way telephone communication is the designated means of checking on workers well-being, 

the schedule for contacting designated personnel must be strictly adhered to.  There should be no more 

than a 5-minute variation in contact time, and only then in unusual circumstances. 

In case of emergency employees are reminded that the office phone, home phone, or cell phone should 

be used to summon emergency assistance. 

G. INTRUDERS/VANDALS 

Under no circumstances should OLRC employees become involved in situations involving vandals, 

intruders or similar situations where their health or safety may be endangered.  Employees are to 

retreat to a safe area and summon assistance from the RCMP or other designated agency.  Under no 

circumstances should OLRC employees attempt to detain persons against their will. Employees may 

obtain descriptions, license plate numbers or other information which may be of assistance, if safe to do 

so. 
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SCHEDULE A – RECORDS RETENTION MATRIX (NEW) 
 

 

DOCUMENT TYPE 
RETENTION 
REQUIREMENT 

MINIMUM RETENTION 

PERIOD 

BUSINESS RECORDS 

Operational Records   

- Financial Records 
Canada Revenue 
Agency  

7 years 

- Administrative Correspondence 
(IC78-
10R5)/Income Tax 
Act;   

3 years 

- Committee meeting minutes 
Excise Tax Act  
Limitation Act 

Permanent 

- Board Meeting Minutes, Agendas, reports 

 

Permanent 

- Budgets; 
 

Permanent 

- Purchasing records (tenders,  
 

8 years 

quotes, invoices, receipts, contracts) 
 

 
  

 

Organizational Documents 
 

Permanent 

- Bylaws, policies, procedures 
 

 
  

 
Contracts and Agreements 

 
Permanent 

    
 

 

PERSONNEL RECORDS 

Personnel File (hiring, performance 
evaluations, leave records, benefit/pension 
records) 

Employment 
Standards Act, 
Limitation Act, 
Workers 
Compensation 
Act, Employment 
Insurance Act, 
Canada Pension 
Plan 

7 years from ending of 

employment. 
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Time Sheets, Payroll Records, Vacation 
Records, Job descriptions 

Employment 
Standards Act, 
Employment 
Insurance Act, 
Limitation Act 

7 years from ending of 

employment. Payroll at 

least 4 years. 

 
       

Job Competition Files  
Personal 
Information 
Protection Act 

1 year from date of 

hiring, unless needed 

for legal or other 

purposes 

 

WCB/LTD Claim files  
Three years from 

closure of file. 
 

Occupational Health and Safety Records  Permanent 
 

  

OLRC SERVICES  

General Correspondence  Permanent  

Collective Bargaining Records and 
Collective Agreements 

 Permanent  

    

Grievance Files 
 
Arbitration Files 

 

10 years from closure 

of file or as designated 

by Executive Director. 

Permanent 

 

Investigation Files  Permanent  

 


