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By-law 8.8: Retention and Disposition of Library Documents 
 
 

The City of Airdrie Library Board will provide for the retention and disposal of Airdrie Public Library 
documents according to the Document Retention and Disposition plan and schedule as set out in 
Schedule E. 
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Schedule E: Document Retention and Disposition 

 

The Airdrie Public Library keeps orderly and timely records of the business of the library. Records that 

are in the custody and control of the library are retained and disposed of in accordance with the 

Freedom of Information and Protection of Privacy Act (FOIP), the Income Tax Act of Canada, relevant 

legislation, regulations, library policies, and administrative procedures. 

 

1. Purpose 
 
The purpose of this By-law is to: 

1.1 Ensure that records are examined for their historical and informational value in an 
efficient and cost effective manner during their life cycle to decide their length of 
retention and/or ultimate destruction. 
 

1.2 Support effective management of the library by providing guidance on effective 
management of library records and transitory documents.  

 

1.3 Implement effective records and information management best practices that support a 
records management program comprised of the Records Management Manual of 
Procedures and Records Retention and Disposition Schedule E.  

 
2. Scope 

 

The retention and disposition program applies to all library records except stocks of 

publications and processed documents. 

 

3. Records Management Program 

 

3.1 The Airdrie Public Library recognizes the importance of the role records play in the 



existence and continuance of the organization and therefore supports and promotes 
the control, protection and preservation of its records through the administration of a 
records management program. 

 

 

3.2 The records management program provides control, protection and preservation of all 
Airdrie Public Library hard copy and digital records, from their creation through to the 
end of their life cycle. 

 

3.3 The program is guided by the Records Management Manual of Procedures. 
 

4. Responsibilities 

 

4.1 Under the direction of the Library Director, the Administrative Assistant—HR and 
Records (AAHR) is responsible for the following:  

 

4.1.1 Administer ing the records retention and d isposit ion schedule for the 

Airdrie Public Library (Schedule E) by ensuring assigned retention times meet 

the current operational needs of the Library and comply with federal, provincial 

and municipal requirements. 

4.1.2 Administering the records management program to provide control, protection, 

preservation, and disposition of library records. 

4.2 Library employees are accountable to: 
 

4.2.1 Organize and maintain records in an orderly manner that allows for the cost-
effective, efficient and reliable filing and retrieval of those records, while 
complying with security requirements. 
 

4.2.2 Follow the guidelines outlined in the Records Management Manual of 
Procedures for the creation, modification and retention of Library records. 

 

4.2.3 Dispose of personal information in a secure manner that protects privacy and 
prevents accidental disclosure. 

 

4.3 At the end of their term, Trustees must return to the library, delete, or destroy all 
electronic and physical records in their possession that relate to Board or library 
business. 

 

5. Active Records 
 

5.1 Active hard copy records are kept in a central administration filing system or in staff 
file drawers. 
 

5.2 Electronic records are kept on an assigned shared drive on the Marigold Library 
System’s network. 

 

5.3 Filling systems for hard copy and electronic records are in place to ensure 



consistency in the storage and retrieval of active records. 
 

5.4 Management of active files provides systematic control of all records in current 
administrative use. 

 

5.5 Drafts should not be retained longer than the finalized version that becomes the 
official record. 

 

6. Inactive Records 

 

6.1 Systematic control over the storage of inactive records is provided in order to ensure 
prompt retrieval. 
 

6.2 Necessary approvals must be obtained in advance before destruction or deletion of 
any library record specified in Schedule E. 

 

6.3 Inactive hard copy records are kept in a safe and secure off-site location. 
 

6.4 Inactive electronic records are maintained on a restricted access folder on the 
Library’s shared drive. The Marigold Library System administers a network back up 
program that ensures the safety and privacy of Airdrie Public Library electronic 
records. 

 

7. Imaging Source Documents 
 

7.1 Scanned images of records may take the place of original source documents. 
 

7.2 Scanned files must be accessible and readable for their full retention period. 
 

7.3 If the intent of scanned images is to replace the original source document scanning 
must follow the minimum digitization requirements specified in the Records 
Management Manual of Procedures. 

 

7.4 Scanning paper records does not automatically authorize the destruction of the source 
documents. 

 

8. Document Retention and Disposition Schedule 
 

8.1 Airdrie Public Library retains and disposes of records as outlined in Schedule E. 
 

8.2 Retention periods are established for records according to administrative, 
departmental, fiscal, and legal requirements. 
 

8.3 Schedule E specifies 1) how long and where records must be kept as they progress 
through the phases of their life cycle, 2) the format in which the records must be 
stored, and 3) what their final disposition will be at the end of their life cycle. 

 

8.4 Records are disposed of according to the methods defined in the Schedule E. 
 

8.5 All record series listed in Schedule E refer to the final, official version of the 
document, except as otherwise indicated. 

 



8.6 All records listed in Schedule E are subject to FOIP. Electronic records are 
maintained and scheduled the same way as physical records, ensuring they are 
accessible and secure along their life cycle. 

 

8.7 Once records have reached their designated time for destruction or deletion, they 
must be destroyed or eliminated from all storage media, e.g., file cabinets, off-site 
storage, electronic filing systems, magnetic media, backups, etc. 

 

8.8 No library records at the end of their retention period shall be disposed of, destroyed, 
or deleted without the permission of the Administrative Assistant—HR and Records 
or the Library Director. 
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