SUMMER VILLLAGE OF CASTLE ISLAND

AGENDA
Thursday, June 15", 2026

Wildwillow Administration Office and via zoom
2317 Township Road 545 Lac Ste. Anne County

Cali to Order
Agenda
a) | June 15", 2026 Regular Council Meeting
(that Council approve as is or as amended)
Minutes:
Pages 1-5 a) Monday, April 20", 2026 Regular Council Minutes
(approve as presented or with amendments)
Public Hearings/ N/A
Appointments:
Action ltems
Bylaw 2026-04, a) Bylaw 2026-04, Council Procedural Bylaw — as part of the Municipal
Council Procedural Accountability Program review in one of our other Summer Villages, a
Bylaw review of Council Procedural Bylaws as not meeting legislative
Pages 6-23 requirements with regard to the Public making submissions to Regular
Council meetings, Special Council Meetings and/or Public Hearings.
Please refer to Clause 45 on pages 6 & 7. These additions have been
vetted by Municipal Affairs and the Bylaw now meets legislative
requirements. We are requesting all 3 readings of this Bylaw.
(that Bylaw 2026-04 to regulate the procedures and conduct of Council
and Council Committee meetings, be given first reading (as presented or
amended})
(that Bylaw 2026-04 be given 2™ reading)
(give unanimous consent to Bylaw 2026-04 fo consider third reading in the
same meeting)
(that Bylaw 2026-04 be given 3° and final reading presented and further
authorize the Mayor and Chief Administrative Officer to execute same,
effective this date, June 15" 2026)
Pages 24-26 Access to Information Act (How to request and share information ATIA)

and Protection of Privacy Act (Collecting and Protecting Information
POPA) - please refer to the attached information. Unfortunately, the new

June 15th,
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SUMMER VILLAGE OF CASTLE ISLAND

AGENDA
Thursday, June 15, 2026

Wildwillow Administration Office and via zoom
2317 Township Road 545 Lac Ste. Anne County

Bylaw 05-26
Access to

Information Bylaw

Pages 27-29

Bylaw 06-26

Protection of Privacy

Bylaw
Pages 30-32

b)

rules will create administrative burden and will reduce the amount and
types of information that we can publish on our website. Moving forward,
agenda packages will no longer be publicly available, just the agenda.
Under separate cover is the Privacy Management Plan that needs to be
approved. This will be discussed in Closed Session.

Bylaw 05-26, Access to Information Bylaw:

(that Council gives first reading to Bylaw 05-26, being the Access to
Information Bylaw, as presented)
(that Councit gives second reading to Bylaw 05-26, being the Access to
Information Bylaw, as presented)

(that Council gives unanimous consent for Bylaw 06-26, being the Access
to Information Bylaw, to receive third and final reading as presented)

(that Council gives third and final reading to Bylaw 05-26, being the Access
to Information Bylaw as presented and further authorize the Mayor and
Chief Administrative Officer to execute same, effective this date, June 159,
2026)

Bylaw 06-26, Protection of Privacy Bylaw

(that Council gives first reading to Bylaw 06-26, being the Protection of
Privacy Bylaw, as presented)

(that Councif gives second reading to Bylaw 06-26, being the Protection of
Privacy Bylaw, as presented)

(that Council gives unanimous consent for Bylaw 06-26, being the
Protection of Privacy Bylaw, fo receive third and final reading as
presented)

(that Council gives third and final reading to Bylaw 06-26, being the
Protection of Privacy Bylaw as presented and further authorize the Mayor
and Chief Administrative Officer to execute same, effective this date, June
15" 2026)

June 15ih,

2026
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SUMMER VILLAGE OF CASTLE ISLAND

AGENDA
Thursday, June 15, 2026

Wildwillow Administration Office and via zoom
2317 Township Road 545 Lac Ste. Anne County

Page 33 d) | Capital Region Assessment Services Commission (CRASC) — as a
participant in the Assessment Review Board (ARB) program, Council is
required to appoint an additional member that was recently certified as an
ARB member for 2026, as listed below (as per the Municipal Government
Act, MGA) section 454,

Certified Panelist: Braden Lanctot

(authorize the appoint of Capital Region Assessment Services
Commission’s (CRASC’s) Assessment Review Board (ARB) Certified
Panelist, Braden Lanctot as a part of the Assessment Review Board
program)

e) | Asset Management Levels of Serviceand Asset Management
Policy - as you know, Castle Island agreed to participate in the proposed
Matthewson & Co. Asset Management Project, along with other Summer
Villages in the area. Administration has been working through the steps
required and have now completing the Levels of Service Worksheet.

DRAFT POLICY As we understand it, we are now required to pass an Asset Management

A-ADM- Policy for the Summer Village. Attached is a draft copy of the Policy for

ASSETMGMT, Council consideration.

Asset Management

Policy

Pages 34-36 (that Council approve Folicy A-ADM-ASSETMGMT as presented)

Or
(some other direction as given by Council at meeting time)

f)

Council Renorts a) Mayor

b) Deputy Mayor

c) Councilior
(that Council accept the Council Reports for information)

Development a) N/A -

Permits

tune 15&h, 2026 Agenda Page 35




SUMMER VILLAGE OF CASTLE ISLAND

AGENDA
Thursday, June 15%, 2026

Wildwiliow Administration Office and via zoom
2317 Township Road 545 Lac Ste. Anne County

8. | Inspection Group a) N/A
Reports

9. | Financial
Forwarded under a) | Income and Expense Statement — May 31%, 2026 and Bank Balances as
separate cover at May 31%, 2026,

(that the May 31%, 2026 Income and Expense Statement and the May 31,
2026 Bank Balances, be accepted for information)
10 | Correspondence -
Page 37 a) Lac Ste. Anne County — May 15" 2026 letter advising that County

Council is removing their representation from the Ste. Anne Regional Lake
Use Committee.

b)

c)

11 | CAO Report a) | To Do List, April 20, 2026

b)
(that the CAO report be accepted as presented)

12 | Confidential a) Pursuant to Access to Information (ATIA) Section 28 (Local Public Body
Items/Closed Confidences) and Section 32, (Privileged information) that Council go into
Meeting a Closed Session at to discuss the following:

Privacy Management

Plan (Draft) — ATIA Privacy Management Plan

Section 28 (Local

Public Body (that Councif adopts the Privacy Management Plan, 2026 edition as

Confidences) and presented this 15" day of June, 2026 and authorize Administration to begin

Section 32, the implementation of the same as a course of regular business as

(Privileged discussed)

Information

Pages 38-110 (that Council appoint Chief Administrative Officer, Wendy Wildman as

‘ Head of the Public Body under the provisions of the Privacy Management

Act, the appointment of Wendy Wildman as the designated Privacy Officer
and Access to Information Officer for the Summer Village of Birch Cove,
effective this 15% day of June, 2026)
Or

Iune 15ih, 2026 Agendu Prage 415




SUMMER VIL.LAGE OF CASTLE ISLAND
AGENDA
Thursday, June 15t%, 2026

Wildwillow Administration Office and via zoom
2317 Township Road 545 Lac Ste. Anne County

{some other direction as given by Council at meeting time)

14

Adjournment

Next Meetings: June 27%, 2026 ~ Summer Villages Lac Ste Anne County East — Alberta Beach
Seniors — 8:00 a.m.

August 17", 2026 — Regular Council Meeting

October 19", 2026 — Regular Council Meeting

December 21%, 2026 — Regular Council Meeting

lune 15ih, 2026 Agenda Page 5|5




SUMMER VILLAGE OF CASTLE ISLAND
REGULAR COUNCIL MEETING MINUTES
MONDAY, APRIL 20™, 2026
SUMMER VILLAGE ADMINISTRATION OFFICE
2317 TOWNSHIP ROAD 545, LAC STE. ANNE COUNTY & VIA ZOOM

PRESENT Mayor Calvin Smith
Deputy Mayor:  Jeff Elkow (regrets)
Councillor: Gary Guy

Administration:  Wendy Wildman, Chief Administrative Officer
Diane Wannamakeér, Executive Assistant
Finance Officer, Shelley Vaughan

Public attendance (in person}. 0

1. | CALL TO ORDER Mayor Smith called the meeting to order at 9:06 a.m.

2. | AGENDA :
26-23 MOVED by Mayor Smith that the April 20%, 2026 agenda be approved with
the following addition:
5.i)y Emergency Management
CARRIED
3. | MINUTES
26-24 1 MOVED by Mayor Smith that the minutes of the January 20", 2026
Regular Council Meeting be approved as presented.
CARRIED
4. | PUBLIC HEARINGS/
APPOINTMENTS
Colton Kerswell, 9:07 a.m. Colton Kerswell, Seniuk & Marcato arrived for the meeting o
Seniuk & Marcato present the Draft 2025 Financial Statements.
26-25 .| MOVED by Mayor Smith that the 2026 Draft Audited Financial Statements

for the Summer Village of Castle Island presented by Colton Kerswell from
Seniuk & Marcato, Chartered Professional Accountants be approved as
presented.

CARRIED

5. | ACTION ITEMS ?

' 26-26 | MOVED by Mayor Smith that the 2026 Draft Operating Budget for the
' Summer Village of Castle island be approved as presented, with a 1.6%

increase in municipal tax dollars collected.

CARRIED

Finance Officer, Shelley Vaughan left the meeting at 9:20 a.m,
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SUMMER VILLAGE OF CASTLE ISLAND
REGULAR COUNCIL MEETING MINUTES
MONDAY, APRIL 20™ 2026
SUMMER VILLAGE ADMINISTRATION OFFICE
2317 TOWNSHIP ROAD 545, LAC STE. ANNE COUNTY & VIA ZO0M

26-27 MOVED by Mayor Smith that Bylaw 2026-02, being a Bylaw to set the

‘ Special Tax required for Fire Protection and Recreational Services in the
Summer Village of Castle island for the 2026 taxation year be given 1%
reading as presented.

CARRIED

26-28 MOVED by Mayor Smith that 2026-02 be given second reading as
presented.

CARRIED

26-29 MOVED by Mayor Smith that Unanimous Consen.t be given to proceed to

third reading of Special Tax Bylaw 2026-02 in one sitting.
CARRIED UNANIMOUSLY

26-30 MOVED by Mayor Smith that Special Tax Bylaw 2026-02 be given third
and final reading as presented.

CARRIED

26-31 MOVED by Mayor Smith that Bylaw 2026-03, being a Bylaw to set the rates

of taxation imposed for the municipal taxes payable in the Summer Village
of Castle Island for the 2026 taxation year be given 1% reading as

presented.
CARRIED
26-32
MOVED by Mayor Smith that 2026-03 be given second reading as
presented.
CARRIED
26-33
MOVED by Mayor Smith that Unanimous Consent be given to proceed to
third reading of Bylaw 2026-03, Taxation Bylaw in one sitting.
CARRIED UNANIMOUSLY
26-34 :
MOVED by Mayor Smith that Taxation Bylaw 2026-03 be given third and
final reading as presented.
CARRIED
26-35 ‘
MOVED by Councillor Guy that Councii approve the attendance of those
members of Council that wish to attend the West Interlake District Water
Commission (WILD) 2026 Annual Meeting on May 4% 2026 at the Alberta
Beach Seniors Centre at 6:00 p.m. _
CARRIED
26-36

MOVED by Mayor Smith that the 2026 Association of Summer Village of
Alberta Conference and General Meeting on October 16" and 17, 2026
in Edmonton, Alberta be accepted for information.
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SUMMER VILLAGE OF CASTLE ISLAND

REGULAR COUNCIL MEETING MINUTES

MONDAY, APRIL 20™, 2026

SUMMER VILLAGE ADMINISTRATION OFFICE

2317 TOWNSHIP ROAD 545, LAC STE. ANNE COUNTY & VIA ZOOM

26-37

26-38

26-39

CARRIED
MOVED by Mayor Smith that the 2026 Alberta Municipalities Convention
on September 23% — 25" 2026 at the Edmonton Convention Center be
accepted for information.

CARRIED

MOVED by Councillor Guy that those Council members that wish to
participate in the Privacy Management Training for Elected Officials
session scheduled on May 5%, 2026 (via in person and zoom options) be
authorized to do so. ' '

CARRIED

MOVED by Mayor Smith that the information provided by Mayor Smith
regarding the Emergency Management program and discussion with Lac
Ste. Anne County regarding the program be accepted as presented and
further, that Administration follow up with an email to Lac Ste. Anne County
Director of Emergency Management, Randy Schroeder and Deputy
Director of Emergency Management, Carole Peacock regarding the
Summer Village of Castle Island coming under the umbrella of the County
Emergency Management program.

CARRIED
6. | COUNCIL REPORTS ;
26-40 MOVED by Mayor Smith that the Council reports be accepted as
presented.
CARRIED
7. | DEVELOPMENT N/A
PERMITS
8. | INSPECTION N/A
GROUP PERMITS
9. | FINANCIAL
26-41 MOVED by Mayor Smith that the March 31%, 2026 Income and Expense
Statement as presented on the 2026 Draft Operating, Budget and March
' 31% 2026 Bank Statement Balance be accepted for information.
‘ CARRIED
10. | CORRESPONDENCE
26-42 MOVED by Mayor Smith that the Correspondence and Information items

be accepted for information as follows:

Page 3 of 5
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SUMMER VILLAGE OF CASTLE ISLAND
REGULAR COUNCIL MEETING MINUTES

MONDAY, APRIL 20™, 2026

SUMMER VILLAGE ADMINISTRATION OFFICE

2317 TOWNSHIP ROAD 545, LAC STE. ANNE COUNTY & VIA ZO0OM

> Fire Rescue International — letter of February 19", 2026 advising of
an increase in hourly rates

» Parkland County — February 11", 2026 letter to the Village of
Alberta Beach advising that operational demands prevent Parkland
County to consider entering into a Mutuai Aid Agreement (MAA) to
support emergency fire and rescue response outside of Parkland
County's boundaries

»  Sturgeon County — request for Mutual Aid Agreement letter from
Mayor Elwood, Village of Alberta Beach and response advising that
any mutual aid involving Sturgeon County must be initiated through
Lac Ste. Anne County :

> Alberta Municipalities — member webinars "what we heard” report
on Federal Budget & Funding Infrastructure for Housing, FCSS and
Prevention and Police Funding Model

> February 27" 2026 ABMunis Report on the Government of
Alberta's 2026-27 Budget and News Release — Albertans’ Property
Taxes will go up because of budget 2026

» Lac Ste. Anne Foundation —~ December 5" 2025 Board Meeting

Minutes
> Rates for Fire Calls — effective April 1%, 2026
» Alberta Summer Village Association — collective feedback

submission to Alberta Municipal Affairs on proposed changes to the
Local Authorities Election Act (LAEA), recognizing the unigue
demographics of Summer Villages as pertaining to elections.

> Asset Management Monthly Progress Report for February, 2026

CARRIED
11. | CAO REPORT
26-43 MOVED by Mayor Smith that the CAQ report be accepted for information.
CARRIED
12. | CLOSED SESSION N/A
13. | ADJOURNMENT Mayor Smith declared the meeting adjourned at 9:50 a.m.
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SUMMER VILLAGE OF CASTLE ISLAND
REGULAR COUNCIL MEETING MINUTES
MONDAY, APRIL 20™, 2026
SUMMER VILLAGE ADMINISTRATION OFFICE
2317 TOWNSHIP ROAD 545, LAC STE. ANNE COUNTY & VIA ZOOM

Mayor, Calvin Smith

Chief Administrative Officer, Wendy Wildman
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Part 5 Section 146.1

A BYLAW OF THE SUMMER VILLAGE OF CASTLE ISLAND IN THE
PROVINCE OF ALBERTA TO REGULATE THE PROCEDURE AND CONDUCT
OF COUNCIL AND COUNCIL COMMITTEE MEETINGS.

WHEREAS, the Council of the Summer Village of Castle Island considers it expedient
and desirable for effective governance to regulate the procedure and conduct of
Council, Councillors and others attending Council and Council committee meetings in
the Summer Village of Castle Island;

AND WHEREAS, the Council of the Summer Village of Castle Island recognizes the need
to promote effective participation in local governance by all stakeholders, including
Counciilors, administration, formal delegations before council and committees, and the
public in general, and therefore is agreeable to accommodating electronic means of
participation herein, in accordance with Section 199 of the Municipal Government Act;

NOW THEREFORE, the Councll of the Summer Village of Castle Island hereby enacts
as follows: ' '

Citation :

1. This Bylaw may be cited _ag the Y‘T_he Procédura_i Bylaw”.
Definitions L | | |

2. In this .By:EaW'

a) ”CAO” means. the Chief Administrative Officer or their delegate, for the

~-.Summer Village of Castle Island.

b} "Closed Meeting” means a part of the meeting closed to the public at
'which no resolution or Bylaw may be passed, except a resolution to
revert to a meeting held in public,

~.¢) “Council” means the Mayor and Councillors of the Summer Village of Castle

- Island for the time being elected pursuant to the provisions of the Loca/
Authorities Election Act and the Municipal Government Act whose term is
unexpired, who have not resigned and who continue to be eligible to hold
office under the terms of the related provincial legislation;

d) "Delegation" means any person that has permission of Council or the CAO
to appear before Council or a committee of Council to provide pertinent
information and views about the subject before Council or Council
committee. ‘ ,

e) "Deputy Mayor” means the member selected by Council to preside at a
meeting of Council in the absence of the Mayor;

f) “Electronic Means” shall be defined in the Municipal Government Act
Section 199(1)(a), specifically meaning an electronic or telephonic
communication method that enables all persons attending a meeting to hear
and communicate with each other during the course of the meeting.

BYLAW NO. 2026-04
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Part 5 Section 146.1

g) “Access to Information” refers to the Access to Information Act, SA
2024

h) “Mayor” shall mean the member selected by Council at the Organizational
meeting to hold that position and to preside at a meeting of Council;

i) "Member" means a Councillor or person at large appointed by Council to a
committee of Council.

i} "Meetings" means meetings of Councii and Council committees and in
keeping with the interpretation of Section 199(1)(b) of the Municipal
Government Act, shall include hearings.

k) "Municipality" means the Municipality of the Summer Village of Castle
Istand, a Municipal Corporation of the Province of Alberta and includes the
area contained within the boundaries of the Municipality;

) “Protection of Privacy Act” refers to the Protect/an of Privacy Act, SA

2024
Application
3. This Bylaw applies to all members attendlng meetlngs of Coundl and

committees established by Council of the Mummpahty,

Severability

4, If any portion of this Bylaw is déélared invalid by a court of competent
jurisdiction, then the invalid portlon must be severed and the remainder of the
Bylaw is deemed valid; :

General

5. B The General Dutles of Councﬂ shall adhere to the duties and responsibilities
~ contained within Section 153 of the MGA as set out in Appendix A and as
-, amended from time to time.

8. The Generai Dutles of the Chief Elected Official shall adhere to the duties
and responSIbltltres contained within Section 154 of the MGA as set out in
Apgendth il

7. No Member of Council shall direct or interfere with the performance of any
work for the Municipality, and shall seek all information through the office
of the Chief Administrative Officer or the;r designate.

1
H

8. A breach of the Section of the Bylaw by any Member of Council may place
the Member of Council in the position of censure by Council.

9. Public Hearings, held with respect to Bylaws, when required or requested
by Council, will be held prior to second reading. Public Hearings required

BYLAW NO. 2026-04 ...
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26

Part 5 Section 146.

under Part 17 of the Municipal Government Act shall be accessible via
Electronic Means and shall be conducted in accordance with the procedures
set out in Appendix C.

Meetings

10.  The regular meetings of Council shall be established by resolution of Council at
its annual organizational meeting.

11.  Special meetings of Council shall be established as required hy Council
according to the provisions of the Munlapa/ G‘ovemmentAct and the public shall
be given notice. S

12. Council by resolution may establish other Council me_eting dates.

13.  The meetings of Council committees shall be established by resolution of each
committee and the public must be given notice or advertised as requ;red by the
provisions of the Municipal GovernmentAct .

14. Regular meetings of Counc_il shali begin at 9:00 a.m.

15.  The times for the beglnnlng of COUI’]C1| commlttee meetings shall be set by
resolutlon of each committee -

16.  As soon after the hour of whtch the meetlng was called, and a quorum is
present, the Mayor shall take the chair and call the meeting to order.

17, - In.acase where__th'e'May'or is not in attendance within fifteen (15) minutes after

-~ the hour of which the meeting was called, and a quorum is present, the Deputy
Mayor shall call the meeting to order.

18.  Ifa quorum is not present within thirty (30) minutes after the time fixed for the
meeting, the CAO shall record the names of the members present and the
meeting shall stand adjourned until the next meeting;

19.  No person, persdns or entity other than the Summer Village of Castle Island
may record in whole or in part any meeting of Council or Council Committee
using audio, video or any other recording means.

20.  Should the Summer :Village of Castle Island deem it appropriate to record a

Council or Council Committee meeting, all parties present at the meeting must
be verbally notified immediately prior to the start of the recording.

1

BYLAW NO. 2026-04
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BYL.AW NO, 2026-0

Municipal Government Act RSA 2000 Chapter M-2
Part 5 Section 146.

Conduct of Meetings

22.

23,

24,

25,

26,

27.

29.
30.

31.

32.

Each member or delegate, as the case may be, shall address the Chair but shall
not speak until recognized by the Chair.

The Presiding Officer with the approval by resolution of the members, may
authorize a person in the public gallery to address members only on the topic
being discussed at that time and within the time limits specified by the Presiding
Officer,

A resolution does not require a seconder.

A resolution may be withdrawn at any time before voting subject to no objection
from any member, as the case may be.

The following resolutions are not debatabie by members
a) adjournment :
b) to take a recess
¢) question of privllege
d) point of order -
e) to limit debate on a matter before members
fy on division of a question . :
g) postpone the matter to a certain time
h) to table the matter -

The Mayor or Presudlng Officer may enter into any debate and make resolutions
in the same manner as any member without refinquishing the chair.

Where an issue ha's'been brought before Council, the same issue cannot be
tabled more than three times.

Where a matter or issue has been brought before Council, the same matter or

issue cannot be heard more than three times unless there is new information
to be presented about the issue or matter,

Where a question"under consideration contains distinct propositions, the vote
upon each proposition shall be taken separately when any member so requests
or when the Presiding Chalr so directs.

Whenever the Presiding Officer is of the opinion that a motion is contrary to the

" rules and privileges of Council, hefshe shall inform the member thereof

immediately, before putting the question, and shall cite his/her reasons
applicable to the case without argument or comment.

The Mavyor or Presiding Officer shall preserve order and decorum and shall
decide questions or order, subject to an appeal to the Council by resolution.
Dedisions of the Presiding Officer shall be final unless reversed or aitered by a

BYLAW NO. 2026-0
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33.

34.

35.

36.

37.

38. -

39.

BYLAW NO, 2026-04

Municipal Government Act RSA 2000 Chapter M-26

Part 5 Section 146.

majority vote of members present.

In all cases not provided for in the proceedings of the Council, a two-thirds
majority of Council shall determine to uphold the ruling of the Presiding Officer
or not as the case may be,

When a motion has been made and is being considered by Council ho other
motion may be made and accepted, except:
a) a motion to refer the main question to some other person or group for
consideration
b) a motion to amend the main question - -
c) a motion to table the main question- -
d) a motion to postpone the main question to some future time
e) a motion to adjourn the meeting, provided that a motion to table shall
not be debated except as to the time when the matter will again be
considered. s '

After any question is finally put by the Mayor or other Presiding Officer no
member shall speak to the question, nor shall any other motion be made until
after the result of the vote has been declared. The decision of the Mayor or the
Presiding Officer as to whether the question has been finally put shall be
conclusive, o

Any member of the Council can call for a recorded vote, the names of those
who vote for and those who vote against the motion shall be entered in the
minutes. A request for a recorded vote must precede the voting on a motion.

Voting on all matters shall be done by raising of the hand in such a clear manner

- “that they may be easily counted by the Presiding Officer. In the case of a

meeting by Electronic Means voting may be done verbally.

Council may adjourn from time to time to a fixed future date any regular or

“special meeting of Council that has been duly convened but not terminated. The

object of adjourning is to finish the business that the meeting was called to
transact in the first place, but which has not been completed;

As per Section 197 of the Municipal Government Act, a formal motion will be

~made to go to a “Closed Meeting” session, identifying the relevant Sections(s)

of the of the Freedom of Information and Privacy Act. When a meeting is closed
to the public, no resolution or Bylaw may be passed at the meeting, except a
resolution to revert to an open meeting of a Council or Council Committee held
in public. No minutes, notes, or recordings of the discussions will take place in
a Closed Meeting session and any printed reports provided to Council will be
retrieved by the CAO. After the ctosed meeting discussions are completed, any
members of the public who are present outside the meeting room must be
notified that the meeting is now open to the public, and a reasonable amount
of time must be given for those members of the public to return to the meeting

1
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Part 5 Section 146.1

before it continues. Where a Council or Council Committee closes all or part of
a meeting to the public, the Council or Council Committee may allow one or
more other persons to attend, as it considers appropriate, and the minutes of
the meeting must record the names of those persons in attendance and, if
applicable, the reason for their attendance.

Delegations

40.

41,

42.

43.

44,

45.

A person or a representative of any delegation or group of persons who wish to
bring any matter to the attention of Council, or who wish to have any matter
considered by Councit shall address a letter or other written communication to
the Coundil outlining the subiect to be discussed. The letter shall be signed by
the correct name of the writer; the address of the writer and delivered or mailed
to the CAO. The letter must arrive at least at 1:00 p.m. on a business day at
least five (5) days immediately preceding the meeting at which it is to be
presented. If the person wishes to appear before Council on the matter it shall
be stated in the letter.

Delegates shall be granted a maximum of fifteen (15) minutes to present the
matter outlined in the letter. Where the Presiding Officer determines that
additional time shall be granted to a delegation the length of the extension shall
he specified and the Presiding Officer may limit the time. The number of times
that a member or delegate may speak on the same question or resolution is
three (3) times, havrng due regard to the importance of the matter.

Delegattons that have not submltted a Ietter in accordance with Section 40 may
be granted a brief opportunity to outline the matter they wish to present to
Council, and following that outline, the Presiding Officer and members shall

. .determine if the delegation is to be granted time under Section 41 to present
- the matter outimed

Members of the public who constitute the gallery in the Council Chambers during
a Council meeting may not address Council without permission of the Council,
shall maintain order and quiet, and shall not applaud or otherwise interrupt any
speech or action of members of Council. Should the behaviour of a member or
members of the gallery become unruly, they shall be required to leave the
meeting immediately.

Council shall hear all delegations that have brought their items of business onto
the agenda in the order in which they are placed on the agenda or the order as
may be changed by a majority vote of members present. All rules of Council in
this Bylaw shall apply to each and every member of the delegatrpn Delegations
shall have fifteen (15) minutes for presentation;

When making submissions for a Regular or Special Council Meeting, or Public
Hearing:

BYLAW NO. 2026-04
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Part 5 Section 146.1

a)  Regular or Special Council Meeting: members of the public may make
submissions by forwarding same via email or mail to the administration
office, as per the timelines outlined in this Bylaw, or to the Chair or
administration at the time of the meeting if deemed acceptable as per

the Chair of the meeting.

b)  Public Hearing: members-of the public may make submissions by
forwarding same via email or mail to the administration office, or by

dropping off at the administration office, prior to the Public Hearing, or by
handing to the Chair or administration at the time of the Public Hearing.

Provision for Attendance and Participation _by Electronic Means

46. In accordance with the provisions of Section 199(2) of the Municipal
Government Act, Council herein provides that meetings of Council, including
Committee meetings and Public Hearings, may be conducted by Electronic
Means, when deemed necessary to do so for the effective and expedient
governance of the municipality and engagement with the pubiic, at the
discretion of Councll. - Further, in accordance with Section 199(2.1) of the
Municipal Government Act, all Public Hearings required under Part 17 of the Act
shall be conducted via Electronic Means. Public Hearings, other than those
required by Part 17 of the Act may be conducted via Electronic Means.

a) In exercrssng |ts discretion, Councﬂ may prowde for the following meetings
inclusive of EEectronlc Means:

e A fuII wrtuaE meetmg, by which all parties that are, or may wish
“to be, participating in the meeting shall have a common point of
access to the virtual meeting through approved electronic

- means; or,

+ A hybrid virtual meeting, at which some of the participants may
be authorized to participate through approved electronic means.
The avallability of a hybrid virtual meeting does not create an
obligation, nor does it restrict the ability, to provide virtual access

- -to the general public as in the hybrid model the council chamber
‘remains an effective point of access for the general public. -

b) In exercising its discretion, Council shall prioritize the use of hybrid, rather than

I full, virtual meetings such that where possible thé use of electronic means is .

' limited to use by those active parties in the meeting, including Councillors,
administration and formal delegations who cannot be in physical attendance.

¢) Except as required by Section 199(2.1) of the Municipal Government Act,

Electronic Means shall be used only when and where the location of remote
access is able to support its use. The ability to access remotely is not a guarantee
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that access will be assured or that business will be detained for input by those
with an intermittent connection.

A Councillor shall be deemed present for the meeting for the duration of the
meeting, in all or in portions, for which their connection is active.

The Presiding Officer shall, on the Call to Order of the meeting, declare to the
meeting that there is, or may be, participation by Electronic Means, and shall ask

the recording secretary to confirm any virtual attendees by seeking confirmation
of:

Those voting members or Counciliors present;
Those administration present; -

Those delegations that may be present; and
The general count of thase public present.

. o & »

In providing for Electronic Means, the Council authorizes the following electronic
means for virtual participation in meetings: - -

Telephone participatidn, .~ both traditibnél_ landline and cellular mobile
participation;

Personal or Work Computer. or Tabiét,_via virtual participation applications or
programs initiated by the Municipality;

1

Other means as méy become éommonly accepted and deemed safe by the

Municipality as tec_hnol_ogy advances,

The access codes or numbers for participating electronically shall be distributed
along with the agenda of the meeting in the same manner by which the agenda
is circulated {email, website, and/or contained on the physical copy of the
agenda).

In participating by Electronic Means, a Coundillor shall be required to make their
presence known in accordance with the. following:

On initiaHy -jbinihg the meeting, shall declare their full name to the
acknowledgement of the Chair of the meeting, and if possible confirm their
participation by live video display.

When participating: making a motion, or participating in debate, the virtually
attending member shall verbally request the floor from the Chair, and may be
assisted in garnering the attention of the Chair by the moderator or recoding
secretary or other administrative officer present in the meeting.

When speaking, and when voting on matters, the virtually attending member
should, when feasible pending service connection, turn their live display video

BYLAW NO. 2026-04
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on.

In voting on a matter, the virtually attending party, or parties, shall be called on
by the Chair to give their vote verbally, one at a time, following the call of the
question and voting by those parties that may be attending the meeting
physically.

If the matter being voted on Is a question requiring a secret ballot, the virtually
attending party, or parties, shall be permitted to either email or text message
their ballot to the Chief Administrative Officer, or Designated Officer or Clerk,
and have it received and counted as in the normal fashion. In exercising this
option, virtually attending members shall be permitted not more than 5 minutes
from the time voting is declared “open” by the Chair to submit their vote; late
receipts will not be accepted and shall be deemed an absent vote.

When a Council member or other participant is included in a Closed Session
meeting and participating by Electronic Means, the virtually attending member
shall be asked to verbally confirm to the Chief Administrative Officer, or
designate, that they are attendlng the Ciosed Session alone.

When making access by Electron_l_c Means available to the general public:

The access codes and numbers for the approved. Electronic Means shall be
contained within the meeting notice and agenda for the meeting and/or shall be
posted on the Summer Village Website and distributed by the same means used
to circulate the notice of meeting and agenda.

_Except where publié pérticipation is expressly allowed, such as a Public Hearing,

public participants shall be muted and may be disconnected from the meeting by
the moderate of the meeting for disruptions due to noise, unauthorized comment
or any disruptions which hampers the effective conduct of the meeting, at the
discretion of the Chair.

Where public participation does involve receiving comment from the public, such
as in a Public Hearing or open gallery provision, comments will be received
verbally in a manner of order determined by the Chief Administrative Officer
based first on requests to speak received before the meeting, concurrently during
the meeting (for example in the “chat box” of the electronic means platform, and
then finally any last comments arising from the floor, The conduct of these
comments shall be respectful and follow the same, decorum and process as if
made in physical attendance.

i

Motion to Recess

49.

The Chair, without a Motion, may Recess the meeting for a specific period of
no more than ten {10) minutes.

1
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50. Any Councillor may move that Council Recess for a specific period.

51. After the Recess, business will be resumed at the point where it was
interrupted. =

52. A Recess will follow a-motion to go into closed session and a Recess will precede
a motion to come out of closed session;

Rules of Order

53. Any matter of meeting conduct which zs ho.t herein provided for shall be
determined in accordance with “Roberts Rules of Order Revised";

Agenda and Order of Business

54. Prior to each meeting, the CAQ shall prepare a statement of the order of  business
to be known as the "Agenda" of all matters to be brought before Council.
To enable the CAQO to do so, all documents and notice of delegation, intended to
be submitted to the Council, shall be received by the CAO not later than 1:00 p.m.
on a business day at least five (5) days before the meeting.

55. The CAO shall place at the disposal of each member a copy of the agenda and all .
supporting materials not later than 4:30 p.m. two (2) days before the meeting. :

56. Where the dead!ines.in Section 54 :'_é'nd 55 are not met, the agenda and support
materials shall be deemed to be acceptable when the agenda is adopted at the
_“meeting. RS B

57. The business intended to be dealt with shall be stated in the agenda in the
- following order where applicable:

Call to Order

Adoption of Agenda
Adoption of Minutes
Appointments

Action Items

Council Reports
Development Permits
Inspection Group Permits
. Financial '
10.Information & Correspondence
11.CAO Report

12.Closed Session
13.Adjournment

©CBNDOTE RN
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Municipal Government Act RSA 2000 Chapter M-26
Part 5 Section 146.1

58.  The order of business established in Section 57 shall apply uniess altered by
the Presiding Officer with no objection from members, or otherwise determined
by a majority vote of the members present, and the vote upon a matter of
priority of business shall be decided without debate.

59. Standing Committees of Council shall be established and governed by policy or
- Bylaw approved by Council. Where appropriate authority is delegated to a

Standing Committee, such committee and its mandate shall be established by
Bylaw;

Recording of the Minutes

60. The CAO may delegate any dutles to a record:ng secretary but shall accept all
responsibilities of the duties.

61. If a member of Council arrives late, _ieaves before the meeting is adjourned, or is
temporarily absent from the meeting, it shall be so recorded in the minutes.

62. After each meeting, the CAO shall prepare a statement of what was done at
the meeting which will be known as the "Minutes” of the meeting. The
minutes will be the written record of the proceedings of the meeting and will

be a record of what was done at the meeting, and not what was said at the
meetmg, -

Bylaws

63. Where a Bylaw is presénted to Cotjhc;E for enactment, the CAQO shall cause the
number and the short title of the Bylaw to appear on the Agenda in the
approprlate pace. -

'64. Every Bylaw shall have three readingé.

65. After a member has made the motion for the second reading of the Bylaw, Council
may: .

a) . debate the substance of the Bylaw; and

b} propose and consider amendments to the Bylaw.

66. A proposed arﬁéndment shall be put to a vote and if carried shall be considered as
having been read a first time and incorporated in the Bylaw.

67. Unless the members present at a meeting unanimously agree that a Bylaw
‘may be presented to Council for a third reading at the same meeting at which
it has received two readings, the Bylaw shall not be given more than two
readings at one meeting.

68. Where required by Provincial Statute, a Bylaw shall be advertised or submitted
to the electorate for voting as set out in the relevant statutes,

BYLAW NO. 2026-04
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69. Bylaws shall not be repealed, amended or suspended, except so far as the
terms thereof themselves permit, unless it is repealed, amended or suspended
by:

a) Bylaw unanimously passed at a regular or special meeting of the Council at
which all members thereof are present; or

b} Bylaw passed at a regular meeting of Councll, pursuant to a notice in
writing given and openly announced at the preceding meeting of the Council
and setting out the terms of the substantial effect of the proposed Bylaw.

Website

70.  Regular Council Meeting agenda and links to join the meeting via Electronic
Means, as applicable, are to be posted within 2 days prior to the meeting
on the Summer Village website prior to the Council meetlng after it is
prepared and distributed to Council.

71.  Special Council meeting agendas will be'p'bsted on the Summer Villag website

prior to the Special Council meetmg after it is prepared and distributed to
Council, _

72. Unapproved meeting minutes are to _be 'p'osted on the Summer Village website
within 7 days of the meeting '

73, Approved minutes are to be posted wethm 3 business days of the meeting in
.- which they were apprOVed '

74.  Other 1tems will be posted on the Summer Village website as directed by the
~ CAOor designate.

This Bylaw repeaie Bylaw #2025-05

This Bylaw shall come into effect upon the third an'id final reading and signing of this Bylaw
READ a first time this 15™ day of June, 2026

READ a second time this 159 day of June, 2026

UNANIMOUS CONSENT to proceed to third reading this 15" day of June, 2026
BYLAW NO. 2026-04
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READ a third and final time this 15" day of June, 2026

SIGNED this 15" day of June, 2026

Mayor, Calvin Smith

"-Chief Administrative Officer, Wendy Wildman

BYLAW NO. 2026-04
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Division 9 Council Proceedings

SUMMER VILLAGE OF CASTLE ISLAND
APPENDIX A

Municipal Government Act Division 3
Duties, Titles and Oaths of Councillors

General duties of Councillors
153

Councillors have the following duties:

(a) to consider the welfare and interests of the municipa!ity as a whole and
to bring to Council's attention anything that would promote the weifare or
interests of the municipality;

(a.1) to promote an integrated and strategic approach to intermunicipal
land use planning and service delivery with neighbouring municipalities;

(b) to participate gene_ré'l.ly in developing -and evaluating the policies and
programs of the municipality; '

(¢) to participate in council meetings and council committee meetings and
meetings of other bodies to which they are appointed by the council;

(d) to obtain information about the operation or administration of the
municipality from the chief administrative officer or a person designated by
the chief administrative officer;

(e) to keep in confidence matters discussed in private at a council or
council committee meeting until discussed at a meeting held in public;

(e.l) to adheré to the code of conduct established by the council under
section 146.1(1);

(f) to perform any other duty or function imposed on councillors by this or
any other enactment or by the council.

RSA 2000 cM-26 s153;2015 cB s17;2016 ¢24 s15

BYLAW NO. 2026-04
14

()

ST




BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Division 9 Council Proceedings

SUMMER VILLAGE OF CASTLE ISLAND
APPENDIX B

Municipal Government Act Division 3
Duties, Titles and Oaths of Councillors

General duties of chief elected official
154

(1) A chief elected official, in addition to performlng the duties of a Councillor,
must:

(a) preside when in attendance at a council meetihg unless a Bylaw
provides that another councillor or other person is to preside, and

{b) perform any other duty |mposed ona chlef elected offi cual by this or any
other enactment or Bylaw

(2) Repealed 2022 c16 59(40).

(2) Despite subsection (2), the chief elected official may be a member of a board,
commission, subdivision authority or development authority established under
Part 17 only if the chief elected ofF c:al is appointed in the chief elected
official’s personal name.

1994 ¢M-26.1 s154;19395 c4s2l
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BYLAW NO. 2026-04
Municipal Government Act RSA 2000 Chapter M-26

Division 9 Council Proceedings

SUMMER VILLAGE OF CASTLE ISLAND
APPENDIX C

Public Hearing Procedure
Council may adopt a procedure for statutory public hearings.

Council shall abide by the underlying principles for statutory public hearings. The
process will adhere as closely to the procedures outlined as possible although
Council may adjust the process in order to accommodate a smooth flow of
the proceedings provided that there is adherence to the underlying principles.

Council may follow this process for those non-statutory public hearings on issues
that Council determines would benefit from public input.

Public Hearing Principles

These principles shall apply only to the process for Bylaws or resolutions that
require a Public Hearing or that Council determines would benefit from a
Public Hearing, and not to other Bylaws or resolutions.

1. Council shall hear any' person,'group of persons, or persons representing
them, who claims to be affected by a proposed Bylaw or resolution and
who has complied with the procedures outlined by Council,

2. Council, by majori'_ty vote, may decide to hear from any person other than
those outlined in principle number 1.

. 3. The Public Hearing shall be held at a regular or special meeting of Council.

4. The Public Hearing shall be held before second reading of a Bylaw or before
Council votes on a resolution.

5. After the Public Heating, Council may pass the Bylaw or resolution, or make
any amendments that it considers necessary.

6. If Council determines that the amendments to a Bylaw or resolution that
requires a statutory Public Hearing have changed the intent of the Bylaw,
Councit shall re-advertise the Public Hearing, and commence with first
reading of the Bylaw again.

BYLAW NO, 2026-04
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BYLAW NO. 2026-04

Municipal Government Act RSA 2000 Chapter M-26
Division 9 Council Proceedings

PUBLIC HEARING PROCEDURES

Definitions

1. "Chair" refers to the Presiding Officer officiating the Public Hearing

2. "Secretary" refers to the CAO or hisfher designate Introduction &
Procedures

SUMMER VILLAGE OF CASTLE ISLAND PUBLIC HEARING
Date Time
Bylaw #**

INTRODUCTION & PROCEDURES

1 {Chair) "The following PUb|IC Hearlng is held pursuant to the Municipal
Government Act"

2 (Chair) “The following rules of conduct will be followed dunng the Public
Hearing:"

Presentation should be brief and to the point
The order of presentation shalt be:

a. ~Entry of written submlssmn(s) _ B

b. . :Comments from Ehemthose physically in attendance in support
- of the Bylaw _

C. Comments from those attendlng virtually in support of the Bylaw

d. Comments from those physically in attendance opposing the Bylaw,

e. .. Comments for those attending virtually opposing the Bylaw

The Public Hearing purpose is "to receive comments from any interested
parties on the proposed Bylaws"

"I hereby declare the Public Hearing relating to Bylaw **** open"
(Secretary) '_‘_Th_é purpose of Bylaw **¥* js to amend ***,
First Reéding was given to Bylaw **** on (insert date)

Notice of this Public Hearing was advertised on the website, on the
(insert various method of advertising) in the week of (insert date)

BYLAW NO, 2026-04
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The following written comments have been received to (insert date)

(Chair) "Are there any late written submissions relating to the
Bylaw?"

{Note: If there are any, the secretary to read letter into record)
"Comments from the **"* Department"

"Is there anyone who supports the Bylaw .a_nd wishes to speak?" "Is there
anyone who opposes the Bylaw and wishes to speak?"

"Is there anyone deemed to be affected by the Bylaw and wishes to
speak?" S

(Chair) "Are there any further'co__mments from the *¥** Dept."
(Chair) "Do the Cour_n:ilors have any fu_rt_hér questions”

(Chair) "If not, I here_b'y' declare this Pu.blic Hearing relating to Bylaw
#¥¥¥ be closed and will accept a motion to adjourn this Public Hearing.

BYLAW NO. 2026-04
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SUMMER VILLAGE OF CASTLE ISLAND
P.O. Box 8 Alberta Beach, AB

TOE 0AD
Summer Village of Castle Island - Information
and Request For Decision
Meeting: ' Castle Island Council
Meeting DFte: June 15%, 2026
Originated By: @ Administration
Title: New Privacy Management Framework
Agenda Item #: 7(b) — Bylaws and Policies

BACKGROUND /PROPOSAL:

As we are all well aware, the passing of new privacy legislation (the Protection of Privacy Act and
the Access to Information Act) in 2025 set a one-year timeline for local authorities to adopt the
new frameworks/requirements established within. This deadline for adoption was June 10, 2026.

Our Administrative team has been working with legal counsel to meet the challenge of this new
privacy framework in a way that is both compliant and also practical for adoption within a multi-
client organizational framework, The Privacy Management Plan is the comprehensive technical
manual we are looking to adopt as the procedural basis for this new system. We have now also
completed the Bylaws to formalize the adoption of the new framework. Administration has
workshopped the manual inhouse and are ready to implement the framework as drafted, pending
Council approval.

As we are slightly behind on the implementation date, we are asking for your consideration to
adopt this framework, including the two Bylaws and the Plan. For ease of presentation, we will
address the Bylaws under the Business section, however we ask that the PMP be kept as
privileged information until further notice (this will be discussed in Closed Session).

DISCUSSION/OPTIONS/BENEFITS/DISADVANTAGES:

The Privacy Management Framework consists of four major elements, which the Board should
consider concurrently and address as a collective exercise in this originating adoption:

a) The Protection of Privacy Bylaw {Bylaw 2026-06, attached)

b) The Access to Information Bylaw (Bylaw 2026-05, attached)

¢) The Privacy Management Program {which includes a ‘Plan,” and is a policy manual)
d} The Designation of Any Privacy Authorities (ilke a mini organizational meeting)

The two Bylaws are requirements resulting from the new legislation. These Bylaws establish the
legislative framework resulting from each respective Act, and are designed to transfer certain
- authorities and obligations through the Councit to Administration to implement and maintain the
new framework, The Bylaws are simple, but important. The Bylaws create the skeleton that is
fleshed out by the details in the PMP, and establish the process for passing and revising the PMP.
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SUMMER VILLAGE OF CASTLE ISLAND
P.0O. Box 8 Alberta Beach, AB
TOE QAQ

The Privacy Management Program has been the principa!l undertaking in meeting the compliance
requirements of the framework. Patriot Law provided ~ and continues to provide — excellent
support in developing this program. The program contains the required Privacy Management Plan,
but also gives best practices, practical processes to follow, template language and forms, and
response protocols, easy to follow and consistent classification and implementation strategies and
general guidance to all levels of staff in knowing their roles, responsibilities, and authorities in the
process.

The designation of authorities is a formal assignment of roles within the new framework, as the
PMP promotes. Some of these roles can technically be filled by Administration following the flow
of authority in the Bylaws, but, much like the regular organizational meeting, we do like to get
the Council’s endorsement of these designations to keep everyone on the same page.

STAKEHOLDER ENGAGEMENT/COMMUNICATION:

Not necessarily “active engagement,” but we will take steps to add a privacy tab to the website
and start adding material there as the program develops. We will also begin adopting the
recommended verbiage on correspondence, forms, and documents for privacy disclaimers and
classification protocols — so expect to see those references going forward.

Wildwillow Enterprises Inc. hosted an elected officials POPA/AITA PMP overview for their partner
municipalities on May 5, 2026 (10am and 6:30pm) for a more in-depth working assessment of
the PMP, so the concept may be generally familiar to some Council members by virtue of this
presentation.

FUNDING AND COST CONSIDERATIONS:

The cost to complete the PMP, not including administrative time to-date, has been ~$17,000. The
majority of the cost has been covered, however some costs will be recovered through partnership
with various partnering municipalities and the balance was covered by the WILD Water
Commission by reserves.

RECOMMENDED ACTION:

a) That Council discuss the Privacy Management Program in Closed Session to review the
final version of the Privacy Management Program, as drafted, for final review before
adoption.

b) That Council give all required readings to Bylaw 2026-06, the Protection of Privacy Bylaw,
and authorize Administration to execute same effective this date, June 15", 2026.

c) That Council give all required readings to Bylaw 2026-05, the Access to Information

Bylaw, and authorize Administration to execute same effective this date, June 15%,
2026.
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SUMMER VILLAGE OF CASTLE ISLAND
P.O. Box 8 Alberta Beach, AB
TOE 0AO
d} That Coundil adopts the Privacy Management Program, including the prescribed Privacy
Management Plan, 2026 edition as presented this day, June 15" 2026, and authorizes
Administration to begin the implementation of the same as a course of regular business,
as discussed.

1

e) That Council appoint Chief Administrative Officer, Wendy Wildman as Head of the Public
Body under the provisions of the Privacy Management Act, the appointment of Wendy
Wildman as the designated Privacy Officer and Access to Information Officer for the
Summer Village of Birch Cove, effective this 15" day of June, 2026.




BYLAW NO. 2026-05
Access to Information Act, SA 2024 cA-1.4

A BYLAW OF THE SUMMER VILLAGE OF CASTLE ISLAND IN THE PROVINCE OF
ALBERTA FOR THE PURPOSES OF
THE ACCESS TO INFORMATION ACT AND TO SET FEES THEREUNDER

WHEREAS pursuant to Section 98(a) of the Access to Information Act, SA 2024, c A-1.4, the Summer
Village of Castie Island (hereinafter called the “Municipality” must designate a person or group of persons
as the head of the Municipality for the purpose of the Act;

AND WHEREAS pursuant to Section 98(b) of the Access to Information Act, SA 2024, c A-1.4, the
Municipality may set any fees the Municipality requires to be paid under section 96, which must not exceed
the fees provided for in the Regulations;

NOW THEREFORE under the authority of the Municipal Government Act, RSA 2000, c M-26, the Council
of the Summer Village of Castle Island enacts as a Bylaw as follows:

PART 1 TITLE

1.1 This Bylaw shall be known as the “Access to Information Bylaw.”
PART 2 DEFINITIONS

1.2 "Act" means the Access fo Information Act SA 2024, c A-1.4, as amended;
1.3 “Applicant” means a person who makes a request for access to information under the Act;

1.4 "Chief Administrative Officer" means the Chief Administrative Officer of the Summer Village of
Castie Island

1.5 “Municipality” means the Summer Village of Castle Island;

1.6 “Regulations” means the Access to Information Act Regulation, Alta Reg 133/2025.
PART 3 INTERPRETATION

1.1 . The headings In this Bylaw are for reference purposes only.

BYLAW NO. 2026-05
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BYLAW NO, 2026-05
Access to Information Act, SA 2029 cA-1.4

PART 4 DESIGNATED HEAD

4,1  For the purposes of the Act, the Chief Administrative Officer is designated as the head of the
Municipality.

4.2  The head of the Muhicipality, or designate, will recommend policy guidelines in accordance with
the Act and they may be implemented or amended from time to time by Council resofution.

PART 5 FEES

5.1  Where an Applicant is required to pay a fee for services, the fee payable shall be in accordance
with the Act and the regulations, as amended from time to time, or any successor regulation that
sets fees for requests to access information,

PART 6 SEVERABILIY

6.1  Should any provision of this Bylaw be invalid, then such provision shall be severed, and the
remainder of the Bylaw shall remain in force.

PART 7 TRANSITION AND COMING INTO FORCE

7.1  This Bylaw takes effect on the final passing and signing thereof.

READ A FIRST TIME THIS 15" DAY OF JUNE, 2026

READ A SECOND TIME THIS 15% DAY OF JUNE, 2026

UNANIMOUS CONSENT to proceeding to third reading this 15" DAY OF JUNE, 2026

READ A THIRD TIME THIS 15™ DAY OF JUNE, 2026

BYLAW NO. 2026-05
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Access to Information Act, SA 2024 cA-1.4

SUMMER VILLAGE OF CASTLE I1SLAND

Mayor, Calvin Smith

Chief Administrative'Ofﬁcer, Wendy Wildman




BYLAW NO. 2026-06
Protection of Privacy Act, SA 2024 ¢ P-28.5

PROTECTION OF PRIVACY BYLAW

BEING A BYLAW OF THE SUMMER VILLAGE OF CASTLE ISLAND , IN THE PROVINCE OF
ALBERTA, FOR THE PURPOSES OF
THE PROTECTION OF PRIVACY ACT, TO ESTABLISH A DIRECTORY OF PERSONAL
INFORMATION BANKS, AND TO ESTABLISH A PRIVACY MANAGEMENT PROGRAM

BYLAW NO. 2026-06 =

WHEREAS pursuant to Section 55(1) of the Protection of Privacy Acl; SA 2024, c P-28.5, the Summer
Village of Castle Island (hereinafter called the “Mun_icip_ality” may delegate to any person any power, duty,
or function of the head under the Act, except the power to delegate; '

AND WHEREAS pursuant to Section 55(2) of thé ‘Protection of Privacy Act' SA 2024, c P-28.5, a
delegation must be in writing and may contaln any condltions or restrlctlons the head of the public body
considers appropriate; - i

AND WHEREAS pursuant to Section 57(2) of the Protection of Pﬂvacy Act, SA 2024, ¢ P-28.5 the head -
of the Municipality must publish a dlrectory, in prmted or electronic form that lists the Municipality’s
Personal Information Banks; . o

AND WHEREAS pursuant to sectlon 6(1) of the Protection of Pr/vacy Act (Ministerial) Regulation, Alta
Reg 143/2025, the Municipality must establish a Privacy Management Plan;

NOW THEREFORE under 'fhe_ autho_ri_ty_ of the Munidpa/ Government Act, RSA 2000, ¢ M-26, the Board
of the Council of the Summer Village of Castle Island enacts as a Bylaw as follows:

PART1  TITLE

1.1 This Byiaw shall be known as the “Prdtec_tion of Privacy Bylaw.”
PART2  DEFINITIONS

1.2 "Act" means the Protection of Privacy Act, SA 2024, ¢ P-28.5, as amended;

1.3 "Chief Administrative Officer" means the Chief Administrative Officer of the Summer Village of
Castle Island;

1.4 “Municipality” means the Summer Village of Castle Island

15 “Regulations” means the Protection of Privacy Act (Ministerial) Regulation, Alta Reg 143/2025,

BYLAW NO. 2026-06
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PART 3
3.1

PART 4
4.1

PART 5
5.1

PART 6
6.1

PART 7
7.1

PARTS
8.1

PART 9
9.1

BYLAW NO. 2026-06

Protection of Privacy Act, SA 2024 ¢ P-28.5
INTERPRETATION

The headings in this Bylaw are for reference purposes only.

DESIGNATED HEAD

For the purposes of the Act, the Chief Administrative Officer is designated as the head of
the Municipality. '

PRIVACY OFFICER

For the purposes of the Act, the Chief Admlmstratlve OFF icer shall designate a member of
the Municipal staff as the Privacy Off' cer :

PERSONAL INFORMATION BANKS DIRECTORY

For the purposes of the Act, the head of the Mumapallty is empowered to publish a
directory, in printed or electron;c form, that lists the Munlc&pahtys personal information
banks. : _

PRIVACY MANAGEMENT PROGRAM

The MunICIpallty S prtvacy management program may be approved by the Council by
resolution. o - |

SEVERABILITY

: _Should any proVisE_on of this Bylaw be invalid, then such provision shall be severed, and

the remainder of the Bylaw shall remain in force.

TRANSITION AND COMING INTO FORCE

This Bylaw takes _effeét on the final passing and signing thereof,

READ A FIRST TIME THIS 15TH DAY OF JUNE, 2026

READ A SECOND TIME THIS 15TH DAY OF JUNE, 2026

BYLAW NO. 2026-06
2
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BYLAW NO. 2026-06
Protection of Privacy Act, SA 2024 ¢ P-28.5

- UNANIMOUS CONSENT to proceeding to third reading this 15™ DAY OF JUNE, 2026

READ A THIRD TIME THIS 15™ DAY OF JUNE, 2026

SUMMER VILLAGE OF CASTLE ISLAND

Mayor, Calvin Smith

" Chief _Adminiétrative Officer, Wendy Wildman

BYLAW NO. 2026-06
3
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Outlook

Additional ARB Member - RE: Appointment of ARB Officials 2026 & Parcel Count as at Jan 1/2026 -
response required

From Gerryl Amorin <gerryl@amorinaccounting.com>
Date Tue 2026-05-19 11:15 AM

Good morning All:

Please note we have an additional Member that was recently certified as an ARB Member eligible o
adjudicate on LARB and CARB panels:

Please have your councils appoint:
Braden Lanctot as an additional ARB Official: Certified Panelist
For clarity this is in addition to the 7 Members below, and there are no other changes.

Thank-you

Gerryl Amorin, cPA | ARB Clerk

Capital Region Assessmenl Serviceas Commission {CRASC)
11810 Kingsway Avenue

Edm AB T5G 0X5

Direct: 780 297 8185

Confidentiallty Warning: This message and any attachments are intended only for the use of the Intendead recipient(s}, are confidential, and
may be privileged. If you are not the intended recipient, you are hereby nofified that any review, retransmission, conversian fo hard copy,
copying, circutation or other use of this message and any attachments is strictly prohibited, If ybu are not the intended recipient, please notify
the sender immediately by return e-mail, and delete this message and any altachments from your system.

From: Gerryl Amorin

Sent: February 2, 2026 3:05 PM ;
Subject: Appointment of ARB Officials 2026 & Parcel Count as at Jan 1/2026 - response required
Importance: High

Hello All,

1, 2026 - no later than Feb. 15, 2026, (Do not include DIP Linear, Exempt, Municipal Owned and similar parcel
This will be used to calculate the total parcel fees due in accordance with Schedule “A” of the Agreement




Summer Village of Castle Island

Administration Policy

PURPOSE:
A-ADM- .
ASSETMGMT Asset Management Policy
: Resolution No: Resojution No:
{CAQ initials) .
: Date: June 15%, 2026 Date:

The purpose of this Policy is to establish a consistent and transparent framework for managing municipal
assets in accordance with the Municipal Government Act and other applicable Provincial legislation. The
Policy makes sure that the Summer Village’s assets are managed responsibly to provide safe, reliable and
affordable services to bother permanent residents and the sugmflcant seasonal population that visits the
Summer Village of Castle Island. -

SCOPE:

This Policy applies to al municipal assets owned operated or managed by the Summer Village of Castle
Island including but not iamlted to:

» land

s land Improvements

s Buildings '

e Machinery & Equlpment
¢ Vehicles '

e Engineered Strucfur_es

Given the Summer Village's limited staffing and financial capacity, Asset Management activities will be
scaled appropriately to available resources.

GUIDING PRINCIPLES:

e Service Delivery: Assets ekist to support essential municipal services. Decisions wili focus on
maintaining realistic, affordable service levels aligned with community needs.

o Lifecycle Approach: Assets are managed from acquisition through operation, maintenance,
renewal and eventual disposal, to maximize useful life and minimize unexpected failures.

¢ Financial Stability: Asset decisions will balance affordability with risk and performance. Long-
term planning will consider the Summer Village's limited tax base, seascnal population
fluctuations and constrained operating budget,

Summer Village of Castle Island
Council Policy A-ADM-ASSETMGMT

Page 1|C@




Summer Village of Castle Island

Administration Policy

e Risk Management: The Summer Village prioritizes critical assets — such as wastewater
infrastructure, roads and drainage systems — to reduce risks to public safety, environmental
protection and service continuity.

e Transparency & Accountability: Council and Administration make asset decisions openly, -
supported by clear documentation, reporting and communication with residents.

s Integration: Asset management will be integrated with the Summer Village’s strategic planning,
budgeting, emergency ptanning and regulatory obligations. .

ROLES AND RESPONS!BIL'TIES:
Council;

s Approves the Policy and sets strategic direction,
o Defines acceptable service levels in consultation with administration.
s Approves budgets, capital plans and long-term financial strategies.

Administration:

¢ Implements this Policy and maintains the asset registry.

e Provides annual reporting on asset conditions, replacement values, risks and service levels.

¢ Advises Council on priorities, funding needs and regulatory requirements.

¢ Ensures asset management practices ére scaled to the Summer. Village's staffing and financial
capacity. ' ' e

e Operate and maintain assets in accordance with defined service levels.
e Report on asset condition, failures and operational issues.
s Support data collection for the asset registry. ~

Service Levels: ' ) ,

e Service levels are defined by Council, based on community expectations, affordability and
regulatory requiremant. _
* Service levels reflect the Summer Village’s small size, limited staffing and seasonal fluctuations in

demand. L .
» Service levels are reviewed regularly and adjusted as needed,

Lifecycle & Financial Management:

| ‘ a
e Asset decisions consider total lifecycle costs, not just initial purchase price.
* Renewal and replacement planning are proactive to reduce service disruptions and emergency

repairs.

Summer Village of Castle I1sland
Council Policy A-ADM-ASSETMGMT
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Summer Village of Castle Island

Administration Policy

¢ Financial planning includes reserves, grant opportunities and long-term strateg;es to support
asset renewal within the Summer Village’s limited fiscal capacity.

e The Summer Village will pursue partnerships and regional collaboration where beneficial and
necessary. '

Risk Management:

» Risks to service delivery are identified, assessed and managed.

o (Critical assets — such as wastewater systems, dralnage mfrastructure and key transportation
routes — receive priority in renewal planning. L

+ The Summer Village maintains compliance with all app]lcab!e provincial and federal regulations.

e Limited staff capacity is considered when assessing operational risks.

Maonitoring & Reporting:

Administration provides annual reports to Council on;

* Asset condition and performance

s Replacement values and funding n_éeds

s Progress on asset management implementation _

* Reports are used to inform budget and capital planning decisions

Review Cycle

This Policy will be revieWe_d every four years, or sooner if required by legisiative changes or significant
shifts in municipal CouncH and/or priorities.

Legal References:

Summer Village of Castle Island
Council Policy A-ADM-ASSETMGMT
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LAC STE, ARKE COUNTY

May 15, 2026

Village of Alberta Beach
P.O. Box 278

Alberta Beach, Alberta
TOE DAD

aboffice@albertabsach.com

Dear Ste.Anne Regional Lake Use Committee (SARLUC) Members,

Re: Overall Council Committee Review

Good afternoon, as new membaers of County Council we have undertaken a review of all
committees of council. This was presented at the May 14, regular County Council meeting.
Council is removing their representation from the Ste. Anne Regional Lake Use Committee. Any
future lake or water development can be addressed through the Intermunicipal Collaboration
Framework (1CF).

If you have any questions, please reach out to me at jpreugschas@isac.ca .

Thank you.

Jurgen Preugschas

Reeve, Lac Ste. Anne County

Cc:  Summer Villages of Lac Ste. Anne County East (SVLSACE)
County Council
Ann Mitchell, CAO

Box 219, Sangudc, AB, TOE 2A0 T780.785.3411 TF 1.866.880.5722 F 780,785.2359 www LSAC ca C‘
2y
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SUMMER VILLAGE OF CASTLE ISLAND

POLICY AND PROCEDURE MANUAL FOR COMPLIANCE WITH THE ACCESS TO
INFORMATION ACT AND PROTECTION OF PRIVACY ACT

Effective Date: June 15%, 2026

1
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INTRODUCTION
DEFINITIONS

1. In this Policy Manual, including its appendices, the following words or
phrases have the following meanings:

(1)“Access Request” means a formal request for access to records under the
Access to Information Act;

(2)“Access to Information Coordinator” or “"ATIC” means‘i:"ﬁ'é’.'b'erson within the
Municipality who is responsible to manage requests for information under
the ATIA, and who may be the same person as: the Prlvacy Of'Fc:er,

(3)"Artificial Intelligence System” means a machme -based system that for
explicit or implicit objectives, infers from the lnput that it receives how to
generate output such as content, predlct|ons recommendatlons or
decisions, that can influence physmal or: VIrtuaI envrronments

(4)"ATIA" means the Access to Informatlon Act SA 2024, c A-1.4, as
amended;

(5)*Automated System” means any system, softWare or process that uses
computation as the whoEe or part ofa system to determine outcomes, make
or assist decisions, mform poilcy implementation, collect data or

observations, or. atherw1se mteract with individuals or other stakeholders,
and may mclude, but.’ are not limited to, systems derived from machine
learning, statlstlcs, other data’ processing, or artificial intelligence, but does
not include passwe computmg infrastructure;

(6)“CAO" means the Chzef Admlmstratlve Officer of the Municipality;
(7)“Comm|sssoner has the meaning given to it in POPA;
(8)“Data Matchmg” has the meaning given to it in POPA;

E (9)“Head of the Pubilc Body” has the meaning given to it in ATIA;

(10) “H|gh Sensn:iwty Information” has the meaning given to it in the
Protectloh of Privacy {Ministerial) Reguiation (Alta Reg 143/2025);

(11) “IT" means Information Technology;

(12) “Municipality” means the Summer Village of Birch Cove;
(13) “Non-Personal Data” has the meaning given to it in POPA;
(14) “Personai Information” has the meaning given to it in POPA;

(15) “Personal Information Bank” means a collection of Personal Information
that is organized or retrievable by the name of an individual or by an

3
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2.

identifying number, symbol, or other particular that is assigned to an
individual;

(16) “POPA” means the Protection of Privacy Act, SA 2024, ¢ P-28.5, as
amended;

(17) “Privacy Breach” means an incident involving the loss of, unauthorized

access to, or unauthorized disclosure of Personal Information in the custody -

or control of the Municipality where a reasonable person would consider
that there exists a real risk of significant harm to an mdmduai

(18) “Privacy Impact Assessment” has the meamng glven to Et in POPA
(19) “Privacy Management Plan” has the meanmg glven to it [n POPA

(20) “Privacy Officer” means the person thhm the Mummpahty who is
responsible for ensuring the Munlcipalstys comphance wﬂ:h POPA and

(21) “Security Classification Levels” means the: Ieve!s ofsecurlty classification
that the Municipality applies to data and: |nf0rmation as outlined in this
Policy and Procedure Manual. :

PARTI - ACCESS TO INFORMATION ACT

Access to Information Statement e Genera!

(22) ATIA allows mdlwduals to reqUest records or personal information that
are held by mumcapalltles or other public bodies. Any record that is in the
possession of a pubilc body may be subject to an access to information
request. i :

(23) The Mumcupahty aims to be as transparent as possibie regarding the
mformation it hoids and as such, routinely discloses information deemed
to: be of publlc mterest through various means, including:

';'(a)Publlshlng informatton on the Municipality's website;
(b)Publlshlng mformatlon in local newspapers;

”""57='_(c) Pubhsh;ng information through the Municipality’s social media
accounts and

(d)Processmg informal information requests received in-person, by
telephone, through mail, or by email.

(24) The Municipality encourages information access requests to be
processed as outlined above when possible and will make every effort to
ensure pro-active release and dissemination of information, minimizing the
need to request information through the formal ATIA request process.

opyright @ 2026 West inter Lakes District Regional Water Seivices Commission. All Rights Raserved, No part
of this documaent may be raproduced without the written permission of the copyright owner.
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(25) Municipal administration is responsible for managing access requests
made under ATIA.

(26) Every reasonable effort shall be made to assist applicants. This means
responding openly, accurately, and completely to requests for access to
information.

Access to Information Statement — Website

(27) - A statement respecting the Municipality’s Access to Information Policy
shall be included on the Municipality’s website. The current text for such
statement is outlined at Appendix 1.1.

Head of the Municipality

(28) The Head of the Municipality will be desagnated by Councd by Bylaw or
resolution and will ordinarily be the CAO .

(29) The CAO shall desighate the ATIC
Delegation of Authority

(30) Delegation of specific . authorlttes under ATIA is outlined in the
Delegation Table at Appendlx 1. 2 : '

(31) Notwithstanding the delegatlon “of. authonties at Appendix 1.2, the
Head of the Mummpality reta;ns full author;ty to exercise any duty, power,
or function, under ATIA at any time.

Access to Records Avallab!e without an Access Request

(32) The fo!lowmg documents shal[ be available to the public without an
Access. Request

(a)Any manuaI handbook guideline, or policy used by employees of the
Commissmn |n decrsmn making processes that affect the public under
ATIA e

(b)Byiaws'

."-‘-"?.'(c) Assessment Roll;
(d)PersonaI Information Bank Directory;
{e)Statutory plans
(f) Redacted development permits;
(g)Board / Council Meeting Minutes;
(h)Meeting Agendas;

(i) Approved budgets, financial plans, and audited financial statements;

5
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(j) Anything designated as Public;
(k) Other (other items that may be applicable)
7. How to Make an Access Request
(53) Personal Information Access Requests

(a)Personal access requests are requests for access to records that contain
Personal Information about the applicant, or about an individual that
the applicant is authorized to represent (such as: thelr lawyer, their
Trustee, or an attorney under a power of attorney)

(b)The Municipality employs a formal and: documented process to
authenticate the identity of individuals for the release: .of mformatzon
Specifically, this authentication process ..reqmre_s ‘the M_l_,l_l_}_l;_Clpallty to
collect identifying information about_ the applicant to match with the
information the Municipality holds on file. This: will enable the Municipal
staff to confirm that the apphcant is: who they say they are, and that
they have the right to access the Personal Informatlon requested.

(c) There is some discretion. m determlnlng what identifying information is
required to authentlcate ldentlty The preferred method is with
government issued- photo |dentn'”cation bemg provided. However,
where that is not: poss:ble other ‘methods may be used including,
without limitation, government |ssued documents that do not contain a
photo, other: personal records or documents, or the provision of a
statutory declaratton .

(34) Generai Access Requests

(a)A general access request is a request for access to records that are
not the Personal Information of the applicant.

(35) Forms for Access Reqguests

(a)Requests for access are to be submitted on the standard request
form

(36) Fees for Access Requests

(a)There is no fee for making a personal access request unless the cost
of producing copies exceeds $10.00.

(b)For general access requests:

(i) The request requires a $25.00 applicant fee, and the processing
of the request will not begin until that fee has been received.

Copyright © 2026 West Inter Leke District Reglonal Water Services Commission. ALLRIghis Raserved, No part .
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(il  Additional fees may also be required if the total fee for completing
the request is estimated to be greater than $150.00, in which case
the applicant shall be notified and will be asked to pay a 50% deposit
prior to processing.

(iii) When the request is compieted, the applicant shall be notified of
the total costs for processing and will be required to pay any balance
due before the requested records are disclosed.

{37) Requests for Fee Waivers:

(a)Requests for fee waivers must be made in wrltlng W|th substanttatlon
for the based waiver being provided by the: apphcant _The request will
be reviewed and considered based on whether/:f1

(i) The applicant cannot afford the payment or for any other reason it is
fair to excuse payment; or - :

(ii) The record relates to a matter ‘of pubilc mterest including the
environment, or public health or safety e

(b)YA written response will: be prowded to the appltcant for a fee waiver
within 30 business days after the receapt of the request for a fee waiver.
That response will: conflrm the deC|S|on to grant or deny the request,
the reasons for the clec15|0n, and ‘that the applicant may request a
review. S B :

8. Access Request Processmg Procedures
(38) The procedure for processmg ‘access requests is as follows:

(a)Generain, the Mumcmallty is required to respond within 30 business
- days of recelvmg the request. However, the Municipality will endeavor
to respond to the request as soon as possible.

(b)The 30 day deadhne may be approved for extension if, for example, a
Iarge voiume of Information is required, or if third party consultation is
requlred prior to processing the request,

(c) The. Mummpaltty will ensure that the requested application is complete
and the initial application fee has been provided, if required.

(d)The Municipality will assess the request to determine the following:

(1) Whether the request is a personal access request or a general
access request;

(i) Whether the request is a continuing request;

' See section 96 of ATIA.,

7
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(iii) Whether the required fee (if applicable) has been received from
the applicant (further processing is not compieted until the required
fee is received);

(ivy  Whether the requested information is in the custody or control of
the Municipality (or whether the request needs to be transferred to
another public body);

(v) Whether the request will result in total fees estimated to be
greater than $150.00, In which case a fee estimate will be completed,
and the applicant will be asked to pay the 50% deposit

(vi) Whether the request will require third party consultatlon (in which
case the deadline for a response may be extended) (thrs step will be
evaluated again once the applicable records have been located),

(vil) Whether the requested nformatlon is - suﬁ‘crently clearly
described by the applicant to determine the scope of the request
(and if it is not sufﬂcrently cleariy descrlbed clarification will be
sought from the appllcant), i

(viii) Whether the request may be dlsregarded for any of the specified
reasons in ATIA.(such as. unreasonable interference with operations,
abuse of process, threatenlng, “abusive or vexatious, lack of clarity
despite efforts, overly broad or |ncom]::reherlsuj!e)2 and/or

(ix) Whether the request is for Data Derived from Personal
Informatlon or Non Personal Data (which are not accessible through
an access request) 3

(e)Once the appllcation is complete, the necessary fee has been received,
ithe Mumc;pallty wiil locate the documents or other records that are
responsive to the request;

(f) Once aII the responsrve documents or records have been located, the
documents/records will be evaluated for the following:

(|) Whether any mandatory or discretionary exemptions apply to any
of the information contained in the records;

(u)Whether the request will require third party consultation (in which
case the deadline for a response may be extended); and/or

' (iliy  Any other considerations applicable under ATIA or POPA.

2 See section {9) (a) - () of ATIA, |
3 Sea paramountey provisions in section 19(4) and 23(4) of POPA, l
|
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(g)Any questions arising from the evaluation of the records for exemptions
should be directed to the Privacy Officer who may, if required, seek
legal advice.

{(h)YOnce all documents /records have been evaluated for exemptions, and
any third-party consultation has been completed, the documents will
be prepared for release to the applicant. This means identifying any
necessary redactions, and applying the necessary redactions.

(i) Documents / records will be released to the applicant with a cover letter
that includes a notice that if the applicant dlsagrees WIth a response
received from the Municipality, or if they have a comp[amt about the
Municipality’s information management practlces they can request a
review or file a complaint with the Office of the Informatson and Privacy
Commissioner of Alberta (OIPC). It will also’ note that if the applicant is
requesting a review, the request must be submltted to the OIPC within
60 days of a decision being made by the Munlcfpahty

9. Document Management Procedures for Access Requests

(39) The Municipality will maintaln a separate f‘Ee management system for
requests under ATIA, Thls W1I| lnclude the. folloWing

(a)Distinct physmaf and/or eiectronlc records files for all requests,
organized by. ATIA request file" number These records will contain
copies of all documents relatmg to the requests including all
Correspondence, a: request process tracking sheet, and copies of all
documents released to the applicant; and

(b)A" master ledger conf“rmmg the status of all ATIA requests, by file
_ number

(40) The request tracklng sheet template for each ATIA access request is
attached at Append|x 1.3.

9
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APPENDIX 1.1 - ATIA WEBSITE NOTICE
Access to Information Policy
General

The Access to Information Act (ATIA) allows applicants the right to access hon-
personal records held by the Municipality and personal records about an applicant,
subject to certain exceptions.

Disclosure of all information in the Municipality’s possession is. subJect to the Access
to Information Act (ATIA) and the Protection of Privacy Act { POPA) '

The Municipality is committed to responding to access. for mformatlon requests in an
open, accurate, and complete fashion. The Mumcmallty |s also cemmltted to
providing every reasonable effort to assist apphcants : :

Making Requests for Information

To request information, applicants must subn’ut requests in wrltlng using the access
to information request form, L :

The Municipality has 30 business"da’ys to 'res"ﬁ'ond to"ih'it'ia:! ATIA requests. ATIA and/or
the Office of the Information and: Prlvacy Commissioner (OIPC) may permit additional
time in some circumstances: (for example where third parties must be contacted or
where a large volume of records have been requested).

All fees and response tsmes foilow the ATIA and its regulations.
Requesting General Informatlon

If your request is. for general informatlon (i.e. not personal information about
yourself):. '

6----__..Ensure that you descrlbe the information you are requesting in sufficient
detail; . ¢

» Include file numbers and dates wherever possible;

s Sign the.fo_rm,

e Provide the required $25.00 application fee;

e Mail, emall, or deliver in person to the Municipality’s Access to Information
Coordinator (ATIC); and

+»  Contact the Municipal office for payment options if you plan to email your
request.

Processing of your request will begin when the application fee is received. If the total
fee for completing your request is estimated to be greater than $150.00, the

10
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Municipality will contact you and you will be asked to pay a 50% deposit. If a deposit
is required in these circumstances, the processing of your request will be suspended
until the deposit is received.

Requesting Personal Information
If your request is for personal information about you:

» Ensure that you describe the information about yourself that you wish
disclosed In sufficient detall; s

« Includes any relevant dates, names, file number or other relevant
information that will assist with your request; :

e Sign the form; : i

« Mail, email, or deliver in person to the Mummpalltys Access to Informatlon
Coordinator (ATIC); and - -

¢ There is no fee for personal mformatlon unless the photocopylng charges
exceed $10.00. - :

Note that you will be required to provide proof of your Iden’aty to the Municipality
before records containing your personal mformatson are prowded to you.

Contacting the Office of the Informatlon and anacy Commissioner (OIPC)

If you are not satisfied. w;th the Mumapal;tys ‘response to your request for
information, you may contact the OIPC. Their website is:
https://oipc.ab, ca/mformatlon access rewew/

Contacting Us

If you have any questlons or comments about the administration of the Access to
Informatfon Act. or Protect:on of anacy Act, please contact the Municipality’s Access
to Informatlon Coorcllnator whose contact details are:

Name Wendy Wlldman Chlef Administrative Officer
Phone (780)967 0271
Email: wendy@\(v__l_isdw:liowenterprises.com

i1
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APPENDIX 1.2 —~ ATIA DELEGATION OF AUTHORITY TABLE

Duty, power or Section Retained by Delegated to | Pelegated to
function of Head reference Head of ATI other person(s)
Public Body Coordinator {provide title(s) -
specific or generic)
Right of Access
Authority to declare | 10(1) X o
request abandoned | | gET
Authority to 11(2)
grant
continuing
request -
Duty to assist 12(1) o Xy
applicants i N

Duty to document | Regulation
decisions and

; . 5(4)
actions respecting
an access request
Duty to provide 12(2)

access to a record

Authority to decide |13, 14(1)

on content of
response/ grant or
refuse access

Authority to refuse |14(2)
to confirm or deny | %
the existence ofa _&

record L i :
Authority to decide 15 Wy X
how access will be .| Reguiation.
given
i o 6
Authority to extend | 16(1), (2), (3), X
time limit. EXECON
Authority to transfer| 17 X
a request for access
Authority Lo 9 X

disregard requests

12
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Duty, powet or
function of Head

Section
reference

Retained by
Head of
Public Body

Delegated to
ATI
Coordinator

Delegated to
other person(s)
{provide title(s) -
specific or generic)

Exceptions

Authority to
withhold
information
harmful to
business interests
of a third party

19

X

Authority to
withhold
information
harmful to
personal privacy

20

Authority to
withhold
information
harmful to
individual or
public health or
safety

21

Regulation

8(1), (3), (5)

Authority to
withhoid

confidential
evaluations

22

Authority to
withhold
information _
harmfut to law "=
enforcement

Authority to"
withhold .,
informatiori:.

workplace
investigation

harmfuitoa .

Authority to:
withhold o
information that
reveals the
identity of a
person who has
requested advice
or made a
disclosure/
complaint
pursuant to the
Public Interest
Disclosure Act
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Duty, power or Section Retained by Delegated to | Delegated to
function of Head |reference Head of ATI other person(s)
Public Body Coordinator {provide title(s) -
specific or generic)

Authority to 26 X
withhold
information
harmful to inter-
governmental
relations

Authority to 27 X
withhold
Cabinet

and Treasury
Board
confidences

Authority 28 X
to withhold
local public
body
confidence

Authority to 29
withhold
advice from
officials

Authority to 29(3) i
withhold R
Information/
records about
audit by
Chief

Internal
Auditor

Authority to
withhold -
information .
harmful to ™
econpmic wo b
interests of a public,
body e

Authority to 7 31 X
withhoid testing
procedures, tests
and audits

Authority to 32(1), (2) : X
withhold '
privileged

information
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Duty, power or
function of Head

Section
reference

Retained by
Head of
Pubiic Body

Delegated to
ATI
Coardinator

Delegated to
other person(s)
{provide titie(s) -
specific or generic)

Authority to
withhold
information
harmful to
conservation of
heritage sites or
endangered
species

33

X

Authority to
withhold
information that is
or will be available
to public

34

Thi

Duty to give
third party
notice

35

Authority to
decide whether to
give access to
third party
information

36(1)

Duty to give
notice of
decision

364)(6)

Public Interest

Authority to .

disclose. .-
information in
the public “.

e

X

interest

Duty to'give
notice to 'th__i.r_d
party,

Commissioner ~ "

37(3), (4)

Reviews and Complaints

Authority to
ask the
Commissioner
for advice

49(1)

X
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Duty, power or Section Retained by Delegated to | Delegated to
function of Head reference Head of ATI other person(s)
Public Body Coordinator {provide title(s) —-
specific or generic)

Authority to 50(4) X
require
Commissioner
to examine
criginal record
on site

Authority to 59(1) X
recelve
reqguests for
review

Right to make 71(3), (5) X
representations
to the
Commissioner

Duty to 63 X
discharge
burden of
proof

Duty tc comply 66
with
Commissioner’s
Order

General Provisions

Allowing a guardian | 86{1)(e) =
to exercise the R
rights or powers:of '

a minor -

Authority to spequ 90
categories of *- A
records avallable .
without = 2l
formal request and T
require a fee :

Duty to make
manuals
available

Fees

Authority to 96 ; X
assess and collect
fees

Authority to 96(5) X
waive fees
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Duty, power or Section Retained by Delegated to | Delegated to
function of Head |reference Head of ATI other person(s)
Public Body Coordinator {provide title(s) -
specific or generic)

Duty to give 96(5) X
notice of
decision to grant
or refuse walver
request

Right of Access

Establishing process| 2(a), (b} X
for receiving access
requests

Assuring process for| Regulation
access is made 3(1)
public

17
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APPENDIX 1.3 - ACCESS TO INFORMATION ACT REQUEST TRACKING

FORM

Access to Information Act [Municipality]
Request Tracking Form

ATIA File No:

Date Request Received;

general request):

Date Application Fee Received {if

PART 1 - TYPE OF APPLICATION (select applicable):

[] personal Access Request [] General Access Req_\u’g:ét' (| _C,onfitr'iu_i_ng'"'ﬁcq_quest*(':éélect if applicable)
PART 2 - APPLICANT DETAILS E : -

Applicant Name:

Complete address:

Telephone Number:

Email;

PART 3 - APPLICATION DETAILS

Description of Req uest:.

BN
HeY
/ i3

Is the request' éﬁ:ffic'i.éntly
clear?

[J Yes [ No

If No: Details re; clarification requested from Applicant {applicant to respond
within 30 business days):




Method requested for review
of documents?

[ view only [] Electronic copies [] Printed Copies

Continuing Reguest Timeline (for up to 2
years)?

] Yes [ No
If Yes;

Conflrmation of end date:

Acknowledgment of receipt to applicant:

Confirmation of Deadline to Provide Response
(routine request - 30 business days)

PART 4 - INITIAL APPLICATION REVIEW

Within custedy or control of the
Municipality?

] Yes L—_l No

If No Detalis re; referral to other public body or
correspondence to appilcant (mcludmg dates) (note transfer
:'request to be completed within 15 business days of receipt):

Cost to provide is estimated {o be more
than $150.007 ' : :

.::ers 1 No

If Yes:
[[] Fees estimate sent to Applicant Date:
[ 50% beposit received from Applicant Date:

Request for Fee Wawer?

Fee may be walved on request from
applicant, If se___t_lsﬂed_ gha’c

»  Applicant cannot afford the payment or
for another reason it is fair to excuse
payment; or

¢ The record relates to a matter of pubiic
interest, including the environment, or
public health or safety

[1 Yes [] No

If Yes:

[ ] Assessment of Request Date:
Fee walver granted: [] Yes [] No

[ Applicant advised of decision and reasons and that

applicant may ask for review (required within 30 business days

after receiving the request) Date:

,..//‘




Is the request of the type that may be
disregarded for any of the following
reasons;

Unreasonable interference with operations,
abuse of process, abusive, threatening,
vexatious, already provided, lack of ciarity
despite efforts, overiy broad or

1 Yes [ No
If Yes:

I Applicant advised of decision with reasons and that may
ask for review {within 30 business days after request received
or within 30 days after receiving the applicant’s response to a
request for clarification)

incompreheansible Date:
Is the request for data derived from 1 Yes [ No
personal information or non-personal data? I Yes:

s+ These are not accessible through an
access request.

] Applicant adwsed that mformation is not accessible
through an access request appllcant and that applicant may
ask for review - :

_ ..._Dete.
Abandoned Request for: 7 D Yes E] No e
+ Response to request for ciarlficat:on not ;"If Yes

received within 30 business. days, OF St :'D Appitcant advised request abandoned and that applicant

1"may ask for review

s Applicant fails to provide th_e fee.

Défe:

Time Limit for: Response Extended for up to [1 ves [] No
30 addltional busmess days because of: If Yes:

. Agreement of apphcant;ﬁ'

« Large number of records;

+ Time. requ;red to consult with a third
party, another pubhc body, or other

[] Applicant advised of time extension, the reasons, when a
request can be expected, and that applicant may ask for
review

entity; or: ; Date:
» Multipie conczurrent requests by same or

related applicants.
Time Limit for Response Extended for the ] Yes [ No
necessary time because of: If Yes:

+ Considering giving access o specified
records (s 19{1) or {(2), or s. 20).

L1 Applicant advised of time extension and reasons and that
applicant may ask for review




Date:

Time Limit for Response Extended for
Emergency, Disaster or Unforeseen event

that impacts operations?

1 Yes [] No
If Yes:

[ Commissioner advised: of the emergency, disaster, or
unfereseen event : ;

Date:

i Commisswner adwsed when emergency, dlsaster or
unforeseen event has ended and norma1 operations have
returned hS e s

Date:

O] Appllcant advlsed when normat operations have resumed,

|:when a: response may be expected and that applicant may
i :request a review

PART 5 - RECORDS SEARCH

Search for Records Con’i"{')"!eite":

‘Date:

Time Required to Locate Records

FRRY

PART 6 - R‘éy;Ew-.QF"'nEchp\s'} ANALYSIS

Third Party Consultatlon
Reqmred'? _ i

1 Yes 1 No

If Yas: Details re: referral to third party or correspondence to
applicant (including dates) and response(s) received:




Assessment for Mandatory
Exemptions to Disclosure

(select all applicable)

L1 Third Party Business Interests O Harmful to Personal Privacy
[J Cabinet / Treasury Board Confidences
O Data Derived from Personal Information

Assessment for
Discretionary Exemptions
to Disclosure

(select all applicabie)

[0 Individual or Public Safety {1 Confidential Evaluations

O Law Enforcement [1 Workplace Investigations

[ Disclosure /Complaints O Inter-Governmental Relations

[) Local public body confidences [ Advice from Officials

O Economic or other interests O Testmg procedures tests and audits
[1 Legal Privilege [ Heritage S;tes I:| Is or Will be avallable to Pubhc

PART 7 - PREPARATION OF RECORDS FOR DISCLOSURE

IDENTIFICATION OF REDACTIONS:

Preparation of records for redaction completf._é;i: ' Date Time Required:
Creation of Table outlining planned redactions Time Required:

and authorities completed (Index of 'Rag:ords)ﬁ:_a\

REVIEW OF DOCUMENTS Bf\(‘hﬁfﬂ(}k’lﬂjﬂo APPROVAL OF PLANNED DOCUMENT SEVERANCE:
Authority / Delegated Authority revnew and .Date: Time Required:
approval of planned records/ redactions

completed: B

Application of._r.e_dactians completed Date: Time Required:
Preparatlon of Paper coples (lf apphcabie) Date: Time Reguired:
completed E : Printing / other costs:
Preparatioh"df:.:fi_nal_.diéciosure package, Date: Time Required:
mclu'dtng covering corresponden.ce‘, to Printing / other costs:
applicant, and finail fees for provision of

records for review by authority:

APPROVAL OF DISCLOSURE PACKAGE:

Authority / Delegated Authority approves Date:

disclosure package and fees:
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PART 8 - COLLECTION OF ADDITIONAL FEES (IF APPLICABLE)

Finalizing fees for provision of records and Date:
provision of invoice to applicant:

Receipt of payment from applicant: Date:

PART 9 — RELEASE OF DISCLOSURE PACKAGE TO APPLICANT

Provision of records {or access to records) to Date:
applicant:

PART 10 - POST-DISCLOSURE FILE MONITORING

TRACKING ANY REQUEST FOR REVIEW:

Confirmation of date for receipt of any request | Deadline Date: b
for review by OIPC: B E

Request for review Received by deadline: .. __I:_E Yes ] No L

“ if Yes Detalls re foliow up correspondence with applicant
and orpc.”

MONITORING A CONTINUI_N:G” REQuéfs_'[

Notes re: periodic review for the requarement
for response to a contmumg request

(complete the necessary sectmns above to this
form as required for documents relat:ng to'a
continuing request) R E -

Correspondence to. appllcant conﬁrmmg end of | Date:
tlme for contiﬂumg request

Request for rewew Received by deadline (end O Yes [ No

of contmuing request? If Yes: Details re: follow up corre‘spondence with applicant

and OIPC.




PART 11 - FILE CLOSING

Review of file for closing:

Date:
Notes (if any):

Signature of Authorized
Representative:

Date file Closed;

Date:

24
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10.

11,

12.

13.

14.

PART II - PROTECTION OF PRIVACY ACT AND
PRIVACY MANAGEMENT PLAN (PMP)

Privacy Policy Statement - General

(41) The Municipality recognizes the importance of protecting the privacy and
confidentiality of Personal Information. The collection, use, and disclosure

of Personal Information by the Municipality is governed by POPA,

Purpose of the Privacy Management Plan

(42) The purpose of this PMP is to ensure that the Mummpahty complles with
POPA, and demonstrates accountability for the: protectmn of the personal
information in its custody or control. This plan estabhshes the structured
framework for the collection, use, disclosure;: retentton, safeguardlng, and
disposal of Personal Information. It also addresses how the ‘Municipality
responds to requests to correct Personal Informatlon and to respond to
Privacy Breaches and complalnts Lastly, tl‘ns plan outlmes the methods

used to manage associated risk.

Authority

T 1.'_\

(43) This PMP is developed |n accordance wrth
(a)POPA and its regulatlons, | .
(b)Applicable dlrectives and guidellnes lssued by the OIPC; and

(c) Other relevant Ieglslatlon or regulations governing municipal
operatlons e e

Scope
(44) ThlS PMP appl}es tor

(a)All Personal Informatmn collected, used, disclosed, retained, or
dlsposed of by the Municipality;

(b)All munlclpal departments, boards, committees subject to POPA; and

(c) All mummpal employees, elected officials, contractors, service providers

“and.others acting on behalf of the Municipality.
Governance and Accountability

(45) Council is responsible for:

(a) Providing overall guidance and oversight for privacy compliance;

(b)Approving privacy-related policies, including this PMP;

(c) Designating the Head of the Public Body under POPA and ATIA by bylaw

or resolution; and
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(d) Designating the Privacy Officer by bylaw or resolution.
(46) The CAOQ is responsible for:
(a) Overall municipal compliance with POPA; and

(b)Ensuring that adequate resoutrces are allocated to privacy
management.

(47) The Privacy Officer is responsible for:

(a)Being the designated Municipal employee _re-s_’_por_\_sible for the
Municipality’s compliance with POPA, £

(b)To ensure compliance with POPA, the anacy Offcer W|II w:thout
limitation: . .. o

(i) Be responsible for the development i_ffﬁplemen‘tétion, and
maintenance of the PMP; ' L i

(liyEnsure that the tasks and: respon5|b|!;ttes set out in the PMP are
incorporated into orgamzational structure '

(iii) Establish and |mplement program controls,

(iv) Coordinate with other approprlate persons responsible for related
disciplines and. funct;ons Wlthln the Munscmaisty,

(v)Be responsible for the 0ngomg assessment and revision of program
controls to, ensure thelr effectiveness;

(vi) Oversee day to day operatlons of POPA;
(vu) De51gn and monltor training for staff;

(vm) Lead :or otherwrse supervise, investigations into privacy incidents
and assessments of the associated harm;

) (IX) Report to senior leadership on compliance with POPA and any
prtvacy risks and mitigation strategies;

(x) Represent the Municipality in the event of a complaint investigation
by the OIPC;

.'('xs) Advocate privacy within the Municipality; and

(xii) ' Maintain comprehensive documentation of all privacy incidents,
including ‘documentation of the Municipality’s investigations and
actions further to the Munlcipality’s Privacy Incident Assessment and
Response Procedure.

(48) All municipal employees, officials, and agents are responsible for:

(a) Complying with POPA, municipal privacy policies, and this PMP;
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(b)Protecting Personal Information, data derived from Personal
Information, and non-personal data accessed in the course of their
duties;

(c) Completing any required training;
(d)Reporting suspected or actual Privacy Breaches immediately; and

(e)Cooperating with any investigation process respecting a suspected or
actual Privacy Breach.

(49) Delegation of specific authorities under POPA is outllned in the
Delegation Table at Appendix 2.1. : .

(50) Notwithstanding the delegation of authormes at Appendlr 2 1, the
Head of the Municipality retains full authorlty to exercqse any. duty, power,
or function, under POPA at any time. - :

15. Collection and Use of Personal I“f°"--'-?-1.a.tiph“"---:' ._
(51) Collection. f

(a)The Municipality collects. Persoh':"al Inforrﬁ"ﬁtion d'r'i'lsy when it is directly
related to and necessary. for the admmlstratlon of municipal programs,
services or act|v1t|es ' i i

(b)Wherever posssble, and unless otherwxse permitted under POPA, the
Municipality will coilect Personal Informatlon directly from the individual
to whom it relates and WIiE provide notice of the purpose for which the
information is belng collected

(c) The MumCIpaIlty Wi|| provide a collection notice at the time of collecting
Personai Informatlon “This will ordinarily be in writing on the form that
s used to collect the information. However, it may be provided verbally
such as durlng a telephone call or during an in-person conversation,

(d)The defauit coliectlon notice is as follows, but this may be adapted to
account for the specifics of any particular form or circumstance:

The personal information collected in this form is collected
o under the authority of the Protection of Privacy Act and the
Municipal Government Act, and is used for the purposes of
administering municipal programs and services. If you
have questions about the collection of this information,
contact the Municipality’s Privacy Officer, Wendy Wildman,
at 780-967-0271, or wendy@wildwillowenterprises.com.

(e)If, at the time of collection, the Municipality intends to input Personal
Information intoc an Automated System to generate content or make
decisions, recommendations, or predictions, this needs to be specified
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in the collection notice. The template collection notice where automated
systems will be used is as follows, but may be adapted to account for
the specifics of the particular form or circumstance:

The personal information collected in this form is collected
under the authority of the Protection of Privacy Act and the
Municipal Government Act and is used for the purposes of
administering municipal programs and services. It will be
entered into an automated system to [describe use such as
to generate content or to make decisions,
recommendations or predictions]. If you have questlons
about the collection of this mformatlon, contact the
Municipality’s Privacy Offlcer, Wendy Wlldman, at
(780)967-0271, or wendy@ w:ldw:llowenterpnses. com.

(52) Consent to the Collection, Use and Dlsclosure of Persona! Information,

(a)General. The Municipality may. obtam consent to the coilectlon use, or
disclosure of Personal Informatlon from mdlwduals by written, oral, and
electronic means. g

(b)Written Consent. ertten consent may be obtained through forms,
applications, agreements or other documents or correspondence
sighed by the |nd|v1duai g:vmg the consent

(c) Oral Consent

(i) Oral- consent may be ‘obtained in person or by telephone in
accordance w;th thls poilcy provided that the individual providing the
consent communicates agreement to providing oral consent.

(u) OraE consent may ‘be obtained where the information being collected,
- 'usedor, dlsciosed is of a non-sensitive nature. For the purposes of
,__ .""thIS policy, non-sensitive Personal Information means personal
. information about an Individual that, if disclosed without
' "authorizatlon would not normally result in significant harm, distress,
or.risk to the individual. This type of information is typically required
"’-'--_;__.___:for routine municipal services, communication and administrative
functions.

(iiiy Examples of non-sensitive Personal Information in the normal
course of operations includes basic contact information, service-
related information (such as garbage requests), participation and
engagement information, or routine communication such as relating
to requests for information or services.
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(iv) Where oral consent is obtained, the person receiving the consent
must either make a written record such consent including the date,
method, and substance of the oral consent, or have an audio
recording created to document the consent.

(d)Electronic Consent. Electronic consent may be obtained through email,
online forms, or other electronic systems where the individual’s consent
is clearly expressed through an afﬂrmatlve action (such as selecting an

of an electronic signature consistent with the requnrements of the
Electronic Transactions Act, in all cases where an' audlt tra|l can be
maintained or obtamed of the electronic system used

(53) Use. Personal Information will be used oniy for the purposes for whzch
it was collected, or for a use consistent w;th those purposes

(54) Disclosure. Disclosure of Personal Informat;on to thll‘d parties will occur
only where permitted or required by law. N

(55) Safeguarding. The Mumcupahty is commltted to malntalnmg appropriate
physical, technical, and admm;stratlve safeguards to protect Personal
Information against Ioss, unauthorlzed access, collection, use, disclosure or
modification. Access: to Personal Informatlon is limited to authorized
municipal empfoyees off“mais or agents who require such access to carry
out their duties.:

(56) Accountab;htv The Mumcupahty remains accountable for compliance
with appllcabie prwacy laws. However, privacy should be seen as more
than that. Prlvacy should be seen in terms of improving processes,
stakeholder relatlonship management and reputation.

16. Data: Matchlng and Data Derived from Personal Information

(57) Data Matchmq Th|s means linking Personal Informatlon between two or
more' databases or other electronic sources of information.

(58) Data Derived from_Personal Information. This means data from Personal
Information created by Data Matching and which identifies any individual
whose Personal Information was used in the Data Matching. Here, the
Personal Information in the data must still be identifiable.

(59) The following applies to Data Matching and Data Derived from Personal
Information:

. ‘ , , 1
(a)Collection. Under POPA* the Municipality may not collect Personal
Information directly from an individual for the purposes of Data

4 82e section 17(3) of POPA.
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Matching. The Municipality may only carry out Data Matching activities
with Personal Information it collects from another public body, or
information that it already has under its custody or control.

(b)Use. Since the authority to conduct Data Matching is prescribed by
POPA®>, the Municipality may only conduct Data Matching for permitted
purposes. The permitted purposes are:

(i} Research and Analysis. Here, research means 'siistem'ic investigation
and analysis or study of materials or sources to estabhsh facts or to
verify theories. Analysis means the' process of. exam;nmg and
interpreting collected information to |dentlfy patterns, reiatlonshlps
and trends and may include breaking data down mto smalier parts
assessing findings, and drawmg conciusmns, ' :

(ii) Service Delivery. This means plannlng, admlmsterlng, delivering,
managing, momtormg, or evaiuatung a Munlctpal program or service;
and : 2 -

(iii) Other prescrlbed purposes allowed b\/ regulation®.

(c) Disclosure. Unless an’ exemptlon eXIStS under POPA’, Data Derived
from Personal. Informatlon may not ‘be disclosed. This includes in
response to'a formal access for information request under ATIA. The
exemptlons under PGPA for disclosure are the following:

(i) Dtsclosure back to another public body that originally provided
Personal Informatlon if that public body requires it for the purpose it
was created k

""':'5'(n) Dlsclosure to the Ofﬂce of Statistics and Information under the Office
of StatlsthS and Information Act.

(d)Retentlon and Destruction. It Is important that this data be destroyed
or changed into data that no longer identifies an individual as soon as
cuis practlcal to protect it from unauthorized access, use or disclosure.
"Given this, the Municipality will destroy Data Derived from Personal
Information, or will transform such data into Non-Personal Data, once

the original purpose has been fuifilled®.

(e)Protection. The Municipality will carry out any Data Matching activities
in accordance with the security protocols outlined in this policy and
procedure manual.

% Sea section 17(1) of POPA.
b There are cuwrrently no other prescribed purposes.
? Sea section 12(1} of POPA,
8 See saction 18(2) of POPA,
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17. Non-Personal Data

(60) Non-Personal Data means data, including Data Derived from Personal
Information, that has been generated, modified, or anonymized so that it
does not identify any individual, and includes synthetic data and any other
type of non-personal data that is identified in the regulations under POPA?,

(61) Creation.

(a)The Municipality may only create Non- Personal Data for purposes
prescribed in POPA®, as follows: G =

(i) For research and analysis;

(i) For planning, administering, dellverlng, managlng, or evaiuatmg a
program or service; or - :

(iiiy  For one or more purposes prescr:bed by re:_:;uiat;on11

(b)The Municipality may only. use Personal Informatlon or Data Derived
from Personal Information if tt is already in the custody or control of
the Municipality. For: certamty, th:s means that the Municipality cannot
collect Personal Informatlon from another public body to create Non-
Personal Data unless |t |s an authorlzed collection.

(c) Non- Personal Data must be created in accordance with'2:
(i) Generally accepted best practlces and

(i) Reqwrements prescrlbed by regulationt3 including the establishment

) of a data quality assurance process that verifies and reviews the

'""-f'3'i..;-.-__effect|veness of the methods used, ensures methods used can be

' 7‘-3;___'repllcated for auditing purposes, identifies and accounts for potential

'bias in the data and ensures the accuracy and completeness of the
_=data if it is to be used to inform decisions.

(62) Non Personal Data Record. The Municipality will use appropriate
measures to ensure that the Personal Information and/or data that is used
to create the Non-Personal Data is protected and will maintain a record
- which confirms:

(a)The description of the Personal Information and/or data to be used;

(b)The purpose of the creation of the data;

3 See section 1(n) of POPA.

10 See saction 21(1} of POPA.

"' There are currantly no other prescribed reasons.

2 Sea section21(3) of POPA.

13 Seq section 5(1) of the Protection of Privacy (Ministerial) Regulation.




(¢) The method(s} used to de-identify the Personal Information or data;

(d)The steps taken to ensure that the identify of any individuals who are
the subject of the Non-Personal Data cannot be re-identified from the
data; and

{e)Any requirements prescribed by regulation.

(63) Conditions Precedent to the Use or Disclosure of: Non Personal Data.
Before use or disclosure of Non-Personal Data, the Mumcapallty WIH conduct
an assessment that4; i o

(a)Ensures, to the extent possible, that the: sdentlty of any mdlwdual who
is the subject of the Non- Personal Data“ cannot be |dent1Fed or re-
identified; i i - -

(b)Identifies the Security Classnflcatlon Level of the created Non-Personal
Data; and e

(c) Identifies the level of risk of re- |dent|fcatson and the security measures
in place to reduce that rlsk O -:"~

(64) Use. The Muntc;pallty may USe Non Personat Data for any purpose.

(65) Disclosure of Non- Personal Data The Municipality will only disclose
Non-Personal Data as follows

(a)The Munuc;pahty may dlsclose Non-Personal Data to another public
body?5;

(b)The Municlpallty may d;sclose a report, summary, or other publication
that contalns Non ‘Personal Data that is in aggregate or statistical
for‘m16 and

(c) The Mumcmai;ty may disclose Non-Personal Data to a person other than
anqther:___pubhc body if all the foliowing requirements are met!’;

() The data is disclosed for the purpose of research and analysis (as
% defined above), for the purpose of planning, administering,
" delivering, managing, monitoring, or evaluating a municipal program
or service, or for another purpose prescribed by the regulations;

(i) The Head of the Public Body has approved conditions related to the
security and confidentiality, limitations on re-identifications, and
subsequent use or disclosure;

4 See section 5(2) of the Protection of Privacy (Ministerial) Regulation,.
15 See section 23(1)(a) of POPA.

16 See section 23(3) of POPA.

7 See section 23(1)(b) of POPA,
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(iil)  The Head of the Public Body has approved conditions related to
the destruction of the data; and

(iv) The approved conditions are documented in any agreement in
writing.

(d)Conditions for Security and Confidentiality. Approved conditions
relating to the security and confidentiality of the Non-Personal Data to
be incorporated into a written agreement should be specific to the
particular project and include any policies or procedures that the
Municipality considers relevant. However, the conditlons should include
the following: g :

(i) The names of the individuals who will. be g;ven access to the data;

(iiY The requirement to adhere to the conditions contained in the
agreement; i : g

(i)  The data will be kept in a secure Iocatton,
(iv) The security ciassuﬁcatlon(s) apphcable 0 the data;

(v)The administrative,. techmcal and physmai safeguards that must be
used to protect the data, S

(vi) Any audit procedures requlred to be performed in respect of the
security and. conf‘denttallty measures, and how these will be made
available to the: Mummpahty for review;

(vii) Proh:b|t|on on actual or attempted re-identification of the Non-
Personal Data, .i__

(vm) PI’OhibIthl‘] on’ the use or disclosure of the data without the
express wrltten ‘consent of the Municipality;

_. .(|x) That the failure to comply with the required conditions may result
in. the cancellatlon of the agreement and could result in liability for
charges under section 60(1) of POPA,; and

(X} Any other requirements unique to the particular project.
18. Securlty CIassnf:catlon System

(66) The Municipality employs a security classification system. This is a
structured framework used to categorize documents or data based on the
sensitivity of the information contained and the level of protection required.

! By applying consistent classification rules, the Municipality can reduce the
risk of unauthorized access or disclosure. It also assists employees In
understanding their responsibilities when handling information.
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19.

20.

Security Classification Levels

(67) The Municipality uses the following security classification levels:

Classification
Level

Description

Example of Risk Impacts

Public

Applies to information assets that will
not result In injury to individuals,
governments, public bodles, or
private sector institutions or entities
and where financial loss will be
insignificant

« No or minimal impact

¢ No or minimal
inconvenience if not
available

+ No or minimal impact if lost
or altered

Protected A

Applies to informaticn assets that, if
compromised, could cause injury o
an individual, organizatlon,
government, or public body.

o Unfair competitive
advantage

e Disruption to business if not
available or accessible

(.| Information shall be classifiedas. = -

RN Protected B unless the speqﬂc data o
;_f -warrants a higher classification, in
Wthh case Protected C WI|| apply

‘| ‘Applies to information assets that, if e
‘compromised, could cause serious e

= pingury to an mdlwdual organization,
D 'govemment or pubhc body. ol

..**Data Derlved from Personal

Storage':‘?'a'nd' Access to Information

« Financial Loss -

Reputational, inép'acts
o Loss of competltsve
advantage

|« Loss of confidence m a poi

_mummpal or ofﬂaal S ':

| - program. .

. Loss of. pnvacy

|  Loss of trade secréts or

Sinteliectual property
o Loss of opportumty

(68) The";‘fMunlt:ipahty employs the followmg storage and access protocols

[ENY

based o___;, the security classification level, as follows:

Classification Storing Print / Storing Digital Access
Level hard Media Files ' Restrictions
Public + No special + No special » Can be made

storage
requirements

storage
reguirements

+ Regular back-ups
to ensure
availability and
Integrity

open to the
public, and all
employees,
contractors, and
agents

¢ Can be published
but not have to




Classification
Level

Storing Print /
hard Media

Storing Digital
Files

Access
Restrictions

Cloud storage in
Canada

be if it is of no
value to the
public

+ Determination to
publish material
is made by the
CAO

Protected A

« Secure iocation
{e.g. locked
office, locked file
room)

AH media under
physical and/or
logical access
based on
authorization
Cloud storage in
Canada

Server or
network
managed or
monitored
internally or with
a third-paity IT
provider with an
appropriate
contract in place
Encryption

¢ Authorized
access on a
“need to know"
based for
business or
duties related
purpose

+« Password
authentication
required

o Multi-factor
authentication

Protected B

s Secure location |
Y with restricted S

. access .

s e Clean i desk .poiscy_-.
* {desks are to be .|

= kept tidy and

- free of sensitive.
'mformatlon when .

- All media under
-physical and/or

2 logical ‘access
“based on i
~authorization -
~Secure electronic |}
. device poiicy' RN I

. (securing -

" notinuseandat |

'-."_.'1the end of the :
e day)

electronic dev:ces
“when not in use, -
logging out or -

.turning off at the

* end of the. day) -

“'managed or -

- monitored |

: Jinternally or W|th
" "a third-party IT

" provider with an {0

I appropriate .

e Limitedto. .
md:vndua!s ina

- specific _funct_mn,

" group or role .

|- s "Password -

i authenttcatlon
. required
» - Multi- factor

ff'_aut_he_n_t_lcat_lor_;_:'

--Cloud storage in Q
cCanada 5o i
Serveror ool

~contract in place':j LEH
' Encryptmn R

/N




Classification Storing Print / Storing Digital Access
Level hard Media Files Restrictions

21. Accuracy and Retention

(69) Accuracy. Where an mdlviduai S Personal Information will be used by the
Municipality to make a. dec:s;on that dlrectly affects the individual, including
a decision made USlng an automated system, the Municipality will make
avery reasonable effort to ensure that the information is accurate and
completels, : e :

(70) Retention. The Mumcrpallty shall manage its records in a consistent,
secure and: IegaiEy comphant manner to ensure that municipal records are
retained for: appropr:ate periods in accordance with operational needs,
Ieglslatlve requurements ‘and best practices.

(71) Thls retentlon pollcy applies to all records created, received, or

mamtalned by the Municipality regardless of format including, without
Ilmitatlon, paper records, electromc records, emails and other digital
mformatlon

(72) Records shall be retained and disposed of in a manner that:
(a)Supports efficient municipal operations;
. {(b)Protects the legal and financial interests of the Municipality;
(c) Preserves records of historical or archival value; and

(d)Complies with applicable Alberta legislation.

8 See section 6{(a) of POPA.




22.

(73) If the Municipality has passed a bylaw regarding the destruction of
records and documents in the Municipality!?, the bylaw and the retention
schedule outlined in that bylaw govern. For certainty, the following applies
with respect to the destruction of records where such a bylaw authorizing
destruction of records exists:

(a)No.record shall be destroyed unless it meets the requirements of the
bylaw-approved retention schedule, an assessment has been

' completed to ascertain the value of retaining the.record for any of the
criteria above, and the record has been author{zed for destructlon

(b)Records that have reached the end of the’ apphcable retention period
shall be reviewed for destruction. All records that are. approved for
destruction shall be destroyed in such a manner as to ensure
confidentiality and prevent reconstructlon :

(c) Destruction shall be completed in the___presence of a W|tness A record
of destruction shall be malntamed identifying ‘the type of records
destroyed, the date of destruot:on the method used and the names
and signatures of the: off“mal completlng the destruction and the

withess.

(74) Where Personal I‘r"ifOrmé'Eion 'Has bé’én provided by an individual that is
used to make a declsmn that dlrectly affects the individual, the Municipality
must retain that: Personal Informat:on for at least one year after using it to
permit the mdmdual a"";opportumty to obtain access to it.

Privacy Breaches

(75) Prlvacy |nc1dents may result in significant harm to individuals,
orgamzattons and publlc bodies. The Municipality shall take appropriate
steps to respond to privacy incidents.

(76) Generatiy, the Mummpahtys response to a privacy incident will involve
. s&x steps, as follows:

(a)Contamment
(b)Imtiai Reporting;
(c) Investigation and evaluation of risk;
(d) Notification;
‘(e)Addi.tional measures; and

(f) Prevention.

2 See section. 214 of the MGA.




(77) The detailed procedure for responding to a privacy incident is outlined
at Appendix 3.2,

23. Privacy Impact Assessment (PIA) Policy

(78) A PIA is required when there is a new, or a substantial change to an
existing, administrative practice, program project, or service that will
involve the collection, use, or disclosure of Personal Information where one
of the circumstances under the Protection of Privacy Mmlstenal Regulation
14372025 applies. % :

(79) The current circumstances under the regulatlons are as foEiows

(a)The loss of, unauthorized access to, or unauthorlzed dlsclosure of, the
Personal Information could result in 51gn|flcant harm,

{b)One or more of the factors requirtng the submissuon of a PIA to the
OIPC apply, being: o e i

(i) A practice, program, progect or ser\nce W|IE coilect use or disclose
Personal information. deemed to: be of hlgh sensitivity;

(ii)A practice, program, prOJect or “service will involve Personal
Information of - a SIgnlf‘cant percentage of the population the
Mumc;pality serves -

(i) A practlce program, prOJect or service will involve data matching
between 2 or: mo:‘e pub!io bodies;

(iv) A practlce program project or service is part of a common or
mtegrated program or service;

-.":.'.:(V)A practlce program project or service involves the development or
use ‘of innovatlve technology; and

.".:'(w) "The OIPC requests a copy of a privacy impact assessment.

(80) Gtven the ‘above, the Municipality will consider whether a PIA is required
wh_en a_::pfractlce program, project, or service:

(a)Involves new or significantly changed collection, use, or disclosure of
Personal Information;

(b)Introduces new information systems or technologies;

| (c) Shares personal information with external organizations and/or service
providers;

(d)Involves surveillance, monitoring, or tracking technologies;
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(e)Involves sensitive Personal Information; or
(f) Poses a potential risk of privacy harm.

(81) 1If any one or more of the above apply, the Privacy Officer must be
consulted to determine whether a PIA is required.

(82) If a PIA is required, the PIA shall be completed using the template at
Appendix 2.3 unless a different format is mandated by the OIPC.

(83) If the Municipality is making a substantial change to an existing
administrative practice, program, project, or servuce, ‘and the Municipality
has previously completed a PIA relating to that practlce, program, project,
or service, the existing PIA may be amended to account for the changes to
the practice, program, project, or service. ;

(84) The Municipality will submit the PIA to the OIPC lf reqwred (as outlined
above). If the PIA relates to an agreement reiatmg to 'the practice,
program, project, or service, the port|ons of. the appllcable agreement
relating to the protection of prlvacy must be submltted with the PIA. The
Privacy Officer is the point of contact for submlttmg a PIA to the OIPC.

24. Requests to Correct Personal Informatlon

(85) Section 7 of POPA: outllnes the rlghts and hmltataons of an individual to
request a correct{on of the:r Personal Information held by the Municipality.

(86) For certamty, the rlght as to ASK for a correction, not the right to have
the correction made :

(87) The Mun:ctpallty w;]i accept requests to correct personal information
mformally if the request relates to a simple matter that can be easily
verified and addressed expedlt;ousiy Examples of common requests of
thls type mclude change of phone number or change of address.

(88) Where the request Is not simple or it is not practical or expeditious to
b address a. request informally, the Municipality will require that the request
s made m ‘writing using the Correction of Personal Information Form,

(89) On recelpt of a completed Correction of Personal Information Form, the
following process applies:

(a)The request will be reviewed to determine if the request relates to
correction of Personal Information (which can be corrected) or an
. opinion (whlch there is no entitlement to correct)

(b)The request will be reviewed to determine if the request relates to the
correction of information in the custody of, or originating from, anocther
public body. In this case, the Municipality may transfer that request to




the originating public body and inform the requesting individual
accordingly.

(c)The request will be reviewed to assess whether appropriate and
sufficient proof of the error has been provided, which must be of the
same nature and quality as when the original collection took place.

(d)The request will be reviewed for whether there is a dispute respecting
the facts in question, in which case the information will not be
corrected, : '

(e) The request will be reviewed to assess whether makmg a correctlon is
both pertinent to the subject matter and s:gnlflcant in its content

(f) The request will be reviewed to assess whether itis: necessary to inform
other public bodies, groups of persons, persons, or organszat:ons that
have received the individual’'s Personal Information . Notification is
required if the Personal Informat:on has been shared in the year prior
to the request for correction. : : -

(g)The request will be reviewed to assess whether :t reiates to an opinion,
which will not be corrected (although an: md:wduai can request that
their views about that opmlon be added to the record for other readers
to consider). s . =

(90) If sufﬁcient:_gdoc_u_mentatién hasz- _. been provided to substantiate the
requested correction, the request did ot need to be transferred to another
public body, there. are. no facts in dispute, the correction is pertinent and
significantin content thlrd party notification is not required, and the matter
does not relate to an opln;on the correction will ordinarily be made. Making
such a correctlon means the following:

__,:(a)AII records contalnlng the Personal Information must be corrected with
C.oand annotatmn of the date of the correction, with such annotation to
_e)gtend to records in information systems.

:5"'"_;-_.:(b)Th:é_‘_.f,annotation should be dated and signed, or otherwise recorded

- _electronically for electronic records.

(c) If necessary, a linking mechanism may be employed when Personal
Information is stored on a medium that is difficult to update.

(91) If the Municipality is not satisfled with the proof presented to
substantiate the correction, the Municipality will not make the correction
but will annotate or link the information presented to the original
information.
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(92) If the Municipality determines that the request relates to opinion and
not facts, the Municipality will not make the requested correction but will
annotate or link the requesting individual’s views to the record.

(93) If third party notification is required, such notification should be
completed within 30 business days unless the correction is not material, or
the individual making the request agrees in writing.

(94) If the Municipality receives notification of a correction to the Personal
Information of an individual from another public body, the Mumcmal:ty will
update its records accordingly. : -

(95) The Municipality will give written notice to the requestmg mdwlduai of
whether the cotrection has been made or not,- and whether an annotatlon
or linkage has been made, within 30 business: days of: recelvmg the request.
If the request has been refused, the notice to the requ_estmg___mdlwdual will
include notice that the OIPC has the power to review the decision.

25. Complaints

(96) The Municipality is commltted to ensurlng that aI! privacy complaints
recelved are handled promptly, falrly, and in compllance with POPA.

(97) The process for handl:ng comp!alnts outlined in this section relate both
to complaints about: how" a compiamants personal information was
collected, used .or: d:sciosed and to. complalnts about the Mumcrpahtys
general practtces and/or compllance with POPA.

(98) Privacy- re!ated complalnts may be received verbally or in writing and
shall be forwarded to the Privacy Officer. Every effort will be made to obtain
a mail or email address for the complainant so that an acknowledgment of
the comp!amt and ‘response to the complaint can be provided in writing.

(99) The Munlapaltty will acknowledge receipt of the complaint in writing as
soon as. reasonably practicable.

(100) The Privacy Officer will conduct a timely mvestigat!on into the complaint,

E “which may include reviewing relevant records, interviewing staff, and
assessmg compliance with POPA and municipal policies. Employees shal
cooperate fully with the investigation.

(101) Upon completion of the investigation, the Municipatity will:

{a)Inform the complainant of the outcome, subject to any confidentiality
requirements, within 30 business days of receipt of the complaint. The
response to the complainant shall also provide the information
necessary to seek a review of the response to the complaint by the
OIPC;
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(b)Take appropriate corrective action where a privacy breach or non-
compliance has been identified (see the section in this PMP regarding
response to privacy incidents); and

(c)Implement measures to prevent similar incidents in the future,
including training or procedural changes.

(102) All privacy complaints and related investigation records will be
i documented and retained in accordance with the Municipality’s records
retention policy. i

(103) The Municipality will not tolerate retaliation agalnst an mchwduai who,
in good faith, raises a privacy concern or: partlapates in: a pnvacy
investigation. i -

26. Automated Systems and Artificial Intelhgence

(104) General. The Municipality is commltted to belng transparent
responsible, and ethical with respect to any use. of Automated Systems and
Artificial Intelligence Systems. = S

(105) In addition to all legislated- reqwrements the Munmpahty will consider
the following prsnmples W|th respect to. Automated Systems and Artificial
Inte“[gence e i

(a)Ethics and M_i_t_i_qatio_n of":':_BEasf“;_jr:he'”'Municipality will actively consider
ethical issues applicable to these systems and will assess and take steps
to m;ttgate the effects of b;as wherever possible,

{(b)Trust. " The Mun[mpallty w1|| communicate about its use of these
systems and the methodoiogy behind them, in a fully transparent

manner
__‘(c)Human.Resnonsmllitv The Municipality will ensure personal
accountabiltty for all outputs, outcomes, and solutions from these
systems

(106) Securltv and Technical Safeguards. The Municipality will employ the
Securlty and Technical Safeguards associated with the Security
Ciass;ﬁcahon Systems identified in this PMP.

27. Training Requirements for Employees

(107) All new employees shall be provided with training respecting privacy and
data security appropriate to their role and responsmillt;es This shall be a
mandatory portion of new employee oriéntation.

{108) All employees shall participate in at least one session of privacy and
data security training annually.
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(109) The Privacy Officer shall curate, coordinate, and implement all training
for employees.

(110) Completion of the required orientation and annual training shall be
documented on employee personnel files.

28. Training Requirements for Contractors, Volunteers or other Individuals
providing services to the Municipality

(111) Contractors, volunteers, or other individuals providing services to the
Municipality may be required to participate in privacy tralnlng where
appropriate. :

(112) The Privacy Officer shall curate, coordinate,""é'hd ih'ﬁlement éll training
for contractors, volunteers or other mdlwduals prowdlng serwces to the
Municipality. ‘ : o

(113) The Privacy Officer shall keep recor&:s: of. ail such ti:éining':"‘

29. Contract Requirements for Contractors and Th|rd Party Service
Providers : : :

(114) All contractors and serwce providers engaged by the Municipality are
required to protect Personal Informatm: fi;'anci maintain records in
accordance with POPA and w:th the Mumcnpahtys document and records
management pollczes - &

(115) All mumcapal contracts must mclude provisions requiring contractors to:
(a)CompIy W|th aEI appllcab!e pnvacy legislation and regulations;

(b)Protect PersonaE Infqrmation and confidential municipal records from
unauthorlzed access, use disclosure, or loss;

(c) Implement admm:strative technical and physical safeguards consistent
e with mummpai pollcues and recognized best practices;

(d)Restrict access to municipal information to authorized personnel only;
| ""'f"-_'__,__(e)Partlc:pate in any privacy training required by the Municipality; and

"(f) Immedlately report any actual or suspected privacy breach or security
incident to the Municipality’s Privacy Officer.

(116) Template language for inclusion in municipal contracts is attached at
Appendix 2.4.

(117) The Municipality will monitor contractor compliance and may. take
appropriate action, including contract termination, where a contractor fails
to meet privacy requirements.
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30. Personal Information Banks

(118) The Municipality must publish a directory, in printed or electronic form,
that lists the Municipality’s Personal Information Banks?0.

{119) The Municipality’s directory shall include the following information in
respect of all such Personal Information Banks:

(a) The title and location of the Personal Information Bank; '

{b)A description of the kind of Personal Information: and the categorles of
individuals whose personal information is mctuded :

(c) The authority for collecting the Personal Informatlon and

(d)The purposes for which the Personal Informatlon was': collected or
complied and the purposes for which it is used or dlschsed

(120) The template for the format of such. d:rectory |s at Appendlx 2.5.
31. Periodic Review of the Privacy Management Program
(121) This PMP shail be rewewed every three years

(122) The Privacy Officer shall |ead the pel‘EOdIC review and shall provide a
written report respectmg the eﬁ’ectlveness of the program, any newly
identified risks or trends. affectmg privacy, -and recommending any changes
to the program for Counc;l approval

(123) The Privacy’ Oﬁ“cer may conduct or supervise reviews or portaons of the
PMP more regularly to evaiuate its effectiveness. Such reviews may include,
but are not Iimlted to:

(a)Rev:ew of securtty ‘Mmeasures such as passwords, multi-factor
authentlcatlon processes, encryption measures, access controls or
Sfmilal“ measures,

: (b)Performlng mterna! and external security assessments and
(©) pen-§§rat|on testing or other vulnerability assessments.
32. Access:"tq: théfPrivacy Management:Program by the Public

(124) The Municipality will make the Municipality’s PMP available to the public
on request. The Municipality may withhold any technical information (such
as security-related Information} contained in the PMP that could
compromise the security of Personal Information within the Municipality’s
custody or control. - ‘

0 See section 57(2) of POPA,
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{125) The Municipality will provide a copy of the PMP or provide instructions
as to where to access a copy (such as, if applicable, on the Municipality’s
website) within 30 business days of the request,

33. Privacy Policy Statement — Website

(126) A statement respecting the Municipality’s Privacy Policy, including
specific policies respecting the website itself shall be included on the
Municipality’s website. The current text for such statement is outlined at
Appendix 2.6, : '
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APPENDIX 2.1 - POPA DELEGATION OF AUTHORITY TABLE

Duty, power or Section Retained Delegated Delegated to
function of Head |reference by Head to Privacy other
; person(s)
Officer {provide title(s)
- specific or
generic)

Collection, Correction, Protection of Personal Information

Authority to set
aside

collection
requirements

5(3), ()

X

Authorlity to decide
oh requests for
correction of
personal
information

7(1)

Duty to correct,
annotate or link
personal
information, duty
to notify previous
recipients

7(3), (4)

Duty to give
notice to
individual
requesting
correction

N

Authority to transfer
a request for.
correction :

Duty to ensure . 10(1) X

protection of.. Reguiatmn

personal lnformatlon |(MIN):.

by making . 12,3

reasonable security

arrangements S

Duty to notify the {10(2) X

affected individual :

when there exists a E{;?&j;atlon

significant risk of 4

harm

Duty to ensure 20 X

protection of data

derived from \
personal information ‘
Duty to ensure 24 X

profection of data
derived from non-
nersonal data
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Duty, power or Section Retained Delegated Delegated to
function of Head |reference by Head to Privacy other
. person(s)
Officer (provide title(s)
- specific or
generic)

Use and Disclo

sure of Personal Information

Establishing rules forjRegulation X
electronic consent  |2(4)(a)

Establishing rules for|Regulation X
oral consent 2(5Xa)
Authority to disclose [54(1)(e) X

to guardian of a T
minor S E
Authority to 13(1)(s) X
disclose to relative — f-

or adult i

interdependent

partner of

deceased individual e i

Authority to 13(1)(cc} "X

disclose to avert Regulation ... i

imminent danger 1{1)b) w 2

to health or safety

Authority to 150 pe

approve conditions
for disclosure for
research and
statistical purposes
and for '
admlnlstratlon of
research. : :
agreements

Reviews and Complaints

Authonty to ask
the Commlssloner
for advice

+128(1)

X

Authorlty to require
Commissioner to
examine original
record on site

29(4)

X

Right to make
representations to
the Commissioner

41(6),(8)

Duty to comply
with
Commissioner’'s
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Duty, power or Section Retained Delegated Delegated to
function of Head reference by Head to Privacy other
. person(s)
Officer {provide title(s)

- specific or
generic)

Order

General Provisions

Duty to publisha |57(2), (5) X

directory of the L

body’s personal

information

banks and keep it o

current Z‘_._‘

Duty to record 57(4) X

uses or disclosures
of personal
information

net included in
directory

Collection, Accuracy and Retention of

Personal Info

rmation

Establishing
controls over the
collection, use and
disclosure of
pearsonal

2(a)

information _

Authorizing ..
routine correction.
of personal ...

information .. %]

X

{name positions -
reception,
administrative
assistant, tax clerk,
etc.)

Ensuring
authorijzed
purposeof .
collection "

Assuring
proper
collection
and
notification

Assuring accuracy
of personal
information

6(a)

P
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Duty, power or Section Retained Delegated Delegated to
function of Head |reference by Head to Privacy other

Offi person(s)
lcer (provide title(s)
- specific or
generic)

Applying 6(b) X
retention
standards

Use and Disclosure of Personal Information

Assuring 12 X
appropriate

uses L, kN o

Assuring 17 X
appropriate
purposes of data
matching

Assuring 18 X
appropriate i
uses of data
derived from
personal
information

Assuring 19
appropriate
purposes of

disclosure of

data

derived from

personal

information " _ L
Assuring . .21 X
appropriate . e o

purposes for . ?ﬁ%&liatlon

é-C.;i'.E!Elti()l"] of non=._

personal data . 5(1)

Assuring % 22,23 - X
appropriate use _

and disclosiire ?ﬁ%;i;atlon

of non-personal
data 5(2)




APPENDIX 2.2 ~ PRIVACY INCIDENT ASSESSMENT AND RESPONSE
PROCEDURE

The Municipality’s Privacy Incident Assessment and Response Procedure is based on
the following framework:

34, StepI—Contalnment As soon as an incident is identified, limiting the
extent and impact of the incident is a priority.
(127) Mt-jn;‘cip:a_lf_:fempioyees shall notify their supervisor immediately and take
“necessary actions to immediately contain and document the details of the
incident..

(128) Common types of incidents and containment practices are outlined

below:
Potential Incident Potential Containment Actions
Misdirected email to wrong person / « Request an email recall (if function is
unintended recipient available)
s Where a group emai! includes an unintended
recipient, remove the recipient, resend email




Potential Incident Potential Containment Actions

to staff with request to delete and not respond
to the original email

« Contact unintended recipient, advising
information was sent in error and requesting
them to delete the email (double delete, to
include deleting from trash). Confirm
information was not read and no copies were

made
Documents mailed or otherwise sent to s Contact unintended recipient and request
the wrong party records be returned or destroyed
Municipal employee upioads documents e Restrict access or delete the information from
for one client or party into the wrong file the uploaded information

¢ Review to confirm the correct personal
information is placed on the correct file

+ Contact the unintended recipient and request
them to delete it at their end (if possible)

« Confirm no copies of the information were
made or retained

A Municipal employee’s laptop or cell + Contact the appropriate team (IT, for

phone is lost or stolen example) to request device be remotely wiped
and request confirmation that if any attempts
. at log-in were made after last known use

il e Contact law enforcement to report theft

A Municipal employee accesses third party | « Restrict access to the files

personal information (such asfamily . .| ¢ Restrict access for the employee to any
members, friends, neighbours, etc.)ona information

municipa} database or file system A

+ Confirm and investigate missing records

s Determine if missing records were
inadvertentiy destroyed

+ Assess any potential back-up files

Potential inadvertent destructton of
personal information records :

(129) Other munimpal areas or departments that need to be involved to assist
with contalnment ‘should be identified and contacted. This could include
system admlnistrators, IT service providers, etc.

35. Step 2= Inltlal Reportmg Timely reporting of a privacy incident is
cr|t|ca! to ensure prompt containment and a thorough investigation. The
followmg is reqmred

(130) Report the incident to the Munscspallty s Privacy Officer, with all relevant
details. If it is not clear whether the situation actually reflects a privacy
incident, it still must be reported so that this determination can be made,

(131) Contact the appropriate team or department if the incident involves an
IT system (for example, the IT service provider or system administrator).

(132) If the privacy incident involves suspected theft or other criminal activity, -
contact the appropriate police agency.
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(133) If there is uncertainty as to the parties to be contacted contact the
Privacy Officer.

(134) If the privacy incident could result in a claim against the Municipality for
which an insurance claim might be made, or the Municipality has insurance
which provides services related to privacy breaches, consider notifying the
Municipality’s insurer after consultation with legal counsel.

36. Step 3 - Investigation and Evaluation of Risk. It is critical that the .

incident be thoroughly investigated to assess the rlsk mvolved in the
incident. :

(135) The Privacy Officer is the lead unless determmed otherW|se

(136) The Privacy Officer must consider whether Iegat counsel should be
consulted. : &

(137} The Privacy Officer (and/or Iegal counsel) shouid

(a)Gather all relevant mformatlon to determtne the nature and extent of
the incident. : i

(b)Evaluate whether the incident fr"i""eets the'"threshold for a real risk of
significant harm to an mdw:dual (m accordance with section 10(2} of
POPA) and prepare an anaiy5|s of the harm assessment. This involves
the factors outlined'in sectlon 4(1) and- 4(2) of the Protection of Privacy
(Ministerial Regulatlon) Generally, these include:

(i) Actual or potentlal mlsuse of the Personal Information;

(ii) Whether the Ioss of or unauthor;zed access or disclosure of Personal
Information occurred because of a malicious intent;

__-.;:___(m) The sensmvity of the Personal Information; and

'(|V) The mltlgatlon measures taken or other factors that reduce the

risk of" significant harm, with “significant harm” including bodily

‘ ‘f-*--_.harm_, humiliation, damage to reputation or relationships, loss of

"émpibyment business or professional opportunities, identity theft,

L negatlve effects on insurability or credit record, damages to or loss
of property, or other legal harm or financial loss.

(c) If other relevant factors exist that are not outlined in the regulations,
they should also be considered in the assessment. These may include
such factors as:

!

(i} The number and type of individuals lmpacted

(i) The safeguards in place when the incident occurred; and
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(il) The type of unauthorized recipient and the relationship between
the recipient and the impacted individual(s).

(d)Refer to current OIPC guidance or fact sheets to assist with the risk
assessment (https://oipc.ab.ca/breach-notification/#public-bodies-
popa )

(e)Assess whether to contact the OIPC office for assistance with
determining risk, which they may do on a case- by case basis.

(f) Provide the Municipality with recommendatmns for the next steps
including: :

(1) Notification requirements;
(ii)} Additional mitigation measures; and :
(iii) Preventative measures to prevent recurrence or future incidents.

37. Step 4 - Notification. The resuits of the mvestigatlon and harm
assessment completed in Step 3 wﬂl determlne whether notification is
mandatory under POPA. S ‘

(138) Ifit is determined that the prtvacy |nC|dent MEETS the threshold of “real
risk of significant harm” mcludlng where the incident involves data derived
from Personal Informatlon then the foltowmg applies:

(a)The Munmpallty is reqUIred to g;ve notice to:
(i) The lmpacted 1nd|\f|dual(s),
(||) The Commlssmner, and
(|||) The Mmlster respon5|bfe for POPA.21

(b)AdVlce from the Privacy Officer and/or Municipal Legal Counsel should
be obtamed prlor to giving the notices outlined further in this section.

(c) ertten notlce shall be given without unreasonable delay by one of the
' authqnzed methods listed in section 53 of POPA, being:

"""'(1) By sending it to that person by prepaid mall to their last known
‘address;

(ii) By personal 'service; )
(iii) By substitutional service if so authorized by the Commissioner;

(iv) By fax; or

21 Currently the Minister of Technology and Infoermaticn

4
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(v) By electronic form other than fax if that person’s contact information
for that electronic form is publicly available or has been provided by
that person.

(d)The Written notice to an individual must contain all the following
information:

(i) The Municipality’s name;
(iJi) A description of the circumstances of the loss of, unauthorized access

to, or unauthorized disclosure of the Personal Informatlon

(ifi)  The date on which or period during which. the loss or unauthorlzed
access or disclosure occurred, or is thought to have occurred

(iv) The date on which the loss or the unauthorlzed access or
disclosure was discovered; :

(v)A general description of the type of Personai Informatlon that was
lost or that was the subject of the unauthorized access or disclosure;

(vi)  Adescription of the steps the MunlCtpaItty has taken to reduce the
risk of harm to individuals as a result of the loss, unauthorized access
to, or unauthonzed dlsciosure of Personal Information;

(vii) The contact lnforrnatlon for the Munldpai representative who can
respond, on. behalf of the: Municipality, to questions, who will
normally: be the: Prlvacy Officer;-

(vili}) Notice of the mdlwduals right to request a review by the
Commlssmner under section 37 of POPA; and

(ix) Any other mformatlon the Municipality considers relevant.

_ (e)The wrltten notlce to’the Commissioner must contain all the following
& Informatmn “(see their forms for notice purposes at:
: --;_-httns__ _//omc .ab.ca/breach-notification/#public-bodies-popa):

('i‘)”'Th'e'“Municipaiity’s name;

e (u)A descriptlon of the circumstances of the loss of, unauthorized access
-to, or unauthorized disclosure of the Personal Information;

(iii)  The date on which or period during which the loss or unauthorized
access or disclosure occurred, or is thought to have occurred;

(iv) The date on which the loss or unauthorized access or disclosure
was discovered;

(v)The manner in which the loss or the unauthorized access or
disclosure was discovered and, if applicable, the physical location of
the loss or the unauthorized access or disclosure;
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(vi) The date on which or period during which the loss or the
unauthorized access or disclosure ended or is thought to have
ended;

(vii} A general description of the type of Personal Information that was
lost or that was the subject of the unauthorized access or disclosure;

(vili) A general description of the Municipality’s assessment of the risk
of harm to individuals resulting from the loss of, unauthorized access
to, or unauthorized disclosure of Personal Informatlon,

(ix) The number of, or an estimate of the number of mdmduals for
whom there is a real risk of significant harm as a.result of the loss
of, unauthorized access to, or unauthorized dnsclosure of Personal
Information; i o -

(x)A description of the steps the MUnicEpaI'i"f‘y ha”s“""taken to "reduce the
risk of harm to individuals as aresult of. the 1oss, unauthorlzed access
to, or unauthorized d;sclosure of Personai Informatlon

(xi) A description of measures the Munlc;pahty has taken to prevent
a similar loss of, unauthonzed access to, or unauthorized disclosure
of Personal Informatlon, _:.:-*;':i_ _

{xii) An example: of the notlce prowded by the Municipality to the
mleIduaE(s) for Whom there exists a real risk of significant harm;

(xiii) Contact Informatlon for the Municipal representative who can
respond on: behalf of the Municipality to questions from the
Commlssnoner and

(X|v) Any other mformatlon the Municipality considers relevant.

(f) The wrltten notlce to the Minister must contain all the following
b mformatlon

"':(1) The Mumcupallty s hame;

(ii) A descrlptlon of the circumstances of the loss of, unauthorized access
to, or unauthorized disclosure of the Personal Information;

(m) The date on which or period during which the loss or unauthorized
access or disclosure occurred, or is thought to have occurred;

(iv) The date on which the loss or unauthorized access or disclosure
was discovered; . -

{
(V)A general description of the type of Personal Information that was
lost or that was the subject of the unauthorized access or disclosure;
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(vi) The number of, or an estimate of the number of, individuals for
whom there is a real risk of significant harm as a result of the loss
of, unauthorized access to, or unauthorized disclosure of Personal
Information;

(vii) Any other information the Municipality considers relevant.

(139) If it is determined that the privacy incident DOES NOT MEET the
threshold of “real risk of significant harm” then the following applies:

(@) The Municipality is not required to notify the Empap_te’d individual(s) but
may still choose to notify the impacted individua'l"(s) as a"best practice
which promotes transparency, accountab;lity, and further mlnlmlzatlon
of harm that an incident may cause. i

(b)The Municipality is not required to noti'f‘y the Commlssmner or the
Minister. However, the Munlapa!lty may voluntarlly report to the
Commissioner. L : :

{c) In determining whether or not to notify, advzce from the Privacy Officer
and Municipal {egal counsel should be sought

(d)If notice is given vo!untarlly, the content of the notice should align with
the content requ:red for mandatory notice.

38. Step 5 ~ Additional Measures 5.5--5;:\}

(140) Additional measures may be approprlate depending on the nature of the
incident. The advice of ‘the anacy Officer and/or Municipal legal counsel
should be- sought in thas respect:-

(141) Examp!es of addlt{onal measures that the Municipality could consider
mciude w1thoutl|m!tat|on the following:

_=__‘(a) Prowdlng credlt monltormg services;
(b) Provndlng |dentlty theft protection services;
(0 Prowdmg guidance on protective actions that could be taken; and
| f(d)Prov;dlng ongoing updates. ,
39. Step 6 - Preventlon

(142) After the investigation into an incident has occurred, the Municipality
will evaluate and take measures to minimize the risk of similar privacy
incidents from occurring. :

(143) Without limitationi, the following will be considered after any incident:
(a)Whether policies or procedures need to be revised;

(b)Whether security safeguards should be improved;




(c) Whether additional training is required for staff or others; and

(d)Whether the incident reflects any kind of trend or change in privacy risk
assessment.

(144) The Municipality will keep records of all privacy incidents. The Privacy
Officer shall maintain these records.
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APPENDIX 2.3 - PRIVACY IMPACT ASSESSMENT
PART 1: GENERAL INFORMATION

PIA file number:

Initiative title:

Municipality:

Department or
Group:

Your name and
title:

Your work phone:

Your email:

Initiative Lead
name and title:
Initiative Lead
phone:

Initiative Lead
email:

Privacy Officer:

Privacy Officer
phone:
Privacy Officer
email:

General infqr_mat'fb‘__n_!‘abbuk thePI A

If this PIA 1srequu‘edtobe completed under section 7(5) of the Protection
of Privacy (Ministerial) Regulation (Alberta Requlation 143/2005)
mué’if"gfs__‘,,ubm'i'f‘-‘.:;_\h:is'-f'-_PIA to the Office of the Information and Privacy

Commiééﬁgner _'__:_;If the PIA relates to an agreement relating to the practice,
program, project or service, the portions of the agreement must be

submitted with the PIA.

Related PIAs, if any:
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40. What is the initiative (the practice, program, project, or service)?
Describe your initiative in enough detail that a reader who knows nothing
about your work will understand the purpose of your initiative and who your
partners and other stakeholders are. Describe what you re domg, how it
works, who is involved and when or how long your mltlatlve runs. Conf:rm
the purpose of the collection, use, or disclosure of personal mformatlon (or

the change to the existing practice, program, pro;ect, or serv:ce)

41. What is the scope. of the PIA’
Your |nlt|at|ve mlght be part of a Iarger one or might be rolled out in phases.
What part of. the lnltlatlve is covered by this PIA? What is out of scope of
this: PIA'-' o e




42, What are the types of information that will be collected, used or

disclosed in this initiative?

"Please list all the elements of information or data that you might collect,
use, store, disclose or access as part of your initiative. If your initiative
involves large quantities of information or datasets, you can list categories
or other groupings of personal information in a table bé.l'b'w_ or in an

appendix.

3.1 Did you I;st personal mformatmn in question 37

Persanal mf@rmatmn |s any ‘recorded information about an identifiable
individual, other than busmess contact information. Personal information
includes mfonjmat_!pn that can be used to identify an individual through

association or reference.
Type “yes” or “rio” to indicate your response.

+ If yes, go to Part 2
« If no, answer guestion 4 and submit questions 1 to 4 to your Privacy Officer.

You do not need to complete the rest of the PIA template.

43. How will you reduce the risk of unintentionally collecting personal
information?
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Some initiatives that do not require personal information are at risk of
collecting personal information inadvertently, which could result in an

information incident.

PART 2: COLLECTION, USE AND DISCLOSURE

This section will help you identify the legal authortty for collectmg, usmg and
disclosing personal information, and conﬂrm that aII personal information elements
are necessary for the purpose of the m:t|at|ve .

44, Collection, use and dlsclosure

Use column 2 to identify whether the actlon m column 1 is a collection, use or
disclosure of personal mformatlon Use columns 3 and 4 to identify the legal authority

you have for the coEIectlon, use or dlsciosure

v \

Use this column to descr:be'the way Coliection, | POPA, Other

personal information moves' through use or MGA, or |legal
your initiative: step by step as if you disclosure | other authority
were explaining:it to someone who authority

does not know about your initiative.

Ste_p 1:

Step 2: |

Step 3:

Step 4:
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Optional: Insert a drawing or flow diagram here or in an appendix if you think it
will help to explain how each different part is connected.

45. Coliection Notice

If you are collecting personal information dlrectly from an mdlwdual the
information is about, you must provide a collectlon notnce (except |n ilmlted
circumstances). : ; -

A sample collection notice follows:

Personal information is collected under the authority of the Protection
of Privacy Act and the Munic:pal Government ‘Act, and is used for the
purposes of administering mumcrpal programs and services. If you
have questions about the collection of this information, contact the
Municipality’s Pr:vacy Offtcer, [ Name], at_[Telephone], or [Email].

Write your collection notlce below You ¢can also attach the. notice as an appendix.

| PART 3: ASSESSMENT OF PRIVACY RISKS AND MITIGATION
4 STRATEGIES

The purpose of this section is to assess the privacy risks associated with the initiative

and to outline the mitigation strategies that will be used to address those risks.

- 46.  Outline the privacy risks associated with this initiative and their
mitigation strategies in the table below
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Use this column to describe the Mitigation Strategies
identified privacy risks for Personal
Information

Risk 1:

Risk 2:

Risk 3:

Risk 4:

PART 4: SAFEGUARDS IN PLACE TO 'ii'r_g_:OTEc*T" PERSONAL

The purpose of this section is. to outEme the admmlstratlve physical or technical
safeguards that will be m piace to protect the personal information, including how

the personal information” WI|| be secureiy transmltted matched or linked by the
Municipality. B

Administrative safeguard’s are @ policy, procedure or practice to manage the
Mumapahty s conduct that protects the privacy of personal information, data derived
from pers.p_nal ln_forrngtlgp, _and non-personal data. Physical safegquards are a
mea'sure tc"'p"rotéct the Mﬁﬁicipality’s physical assets, including electronic information
systems from naturai and environmental ‘hazards and unauthorized intrusion,
Techmcal safeguards are measures to protect the Municipality’s electronic
information and access to it.

47. Does your initiative involve digital tools, databases or information
systems?

!

Type “yes” or *no” to indicate your response.




o If yes, work with your Privacy Officer to determine whether you need a security
assessment to ensure the initiative meets the reasonable security

requirements of section 10(1} of POPA.

If you have had a security assessment completed that relates to the initiative, you
may wish to attach that assessment to this PIA as an appendix.

-48. Outline safeguards in the chart below

Type of Safeguard Description

Administrative
Safeguards

(Ex: policies, training,
role-based access,
internal controls, etc.)

Physical Safeguards
(Ex: restricted access
offices, visitor
procedures, alarm
systems, access logs,
privacy screens, locked
rooms or cabinets, :
etc.)

Technical

Safeguards ..
(Ex. User IDs, multi- .
factor authentication, -
firewalls, encryption,
system access logs, "
VPNs, password =
standards, etc.)

Transmission, | |
Matching and
Linking.

(Special Notes on how
personal information
will be securely
transmitted, matched
or linked by the
Municipality (if
applicable)).




Type of Safeguard

Description

Other

PART 5: ACCURACY, CORRECTION AND RETENTIdN'iiROCEDUREs

The purpose of this part is to describe the accuracy, . correctlon, and retent;on

procedures that will be implemented to ensure the personal mformatmn |s accurate

and complete.

49, Describe the accuracy, correction, and retentlon procedures in the table

below?

Issue

Procedures to be impleménted

Accuracy

Correction

Retention . -

PART 6: GOVERNANCE STRUCTURE WHERE 2 OR MORE PUBLIC
BODIES ARE ENGAGING IN A COMMON OR INTEGRATED PROGRAM

Complete this part if 2 or more public bodies are engaging in a common or integrated

program or service or if the Municipality is collecting personal information from

another public body for the purpose of carrying out data matching. “Data matching”
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means linking personal information between 2 or more databases or other electronic

sources of information.

50. Provide a description of the governance structure that confirms the
responsibilities and accountability of each public body?

Item Description

Governance
Structure

Responsibilities and
Accountability for
Public Body 1

Responsibilities and
Accountability for
Public Body 2

Other Details

PART 6: OTHER RELEVANT DETAILS

51. Provide é'ﬁi}"'ﬁther relevant details respecting the Initiative not covered
in. the . sections above.

Issue ' Comments / Details




Issue Comments / Details

PART 7: SIGNATURES

You have completed a PIA. Submit the PIA to your Privacy Officer for review and

comment, and then have the PIA signed by those responsible for the initiative.

Privacy Officer Comments

Issue Comments

Privacy Officer Slgnatures N |

This PIA is based on a review of the material prowded to the Privacy Officer as of
the date below. Te, _

Role _Nan'i'é:.,___‘_ " | Electronic Date signed

‘signature

Privacy Officer. /
Privacy Office

Representatlve

Initiafﬁe}g%&i Signatures
This PIA accuraté.l.y documents the data elements and information flow at the time of
signing. If there are any changes to the overail initiative, including to the way
personal information is coliected, used, stored or disclosed, the program area will

engage with their Privacy Officer and if necessary, compfete a PIA update.

Initiative Lead Comments:




Issue

Comments

Role

Name

Electronic
signature

| Date signed

Initiative lead

Program/Department

Manager

Contact Responsible
for Systems
Maintenance and/or
Security

Only required If they
have been involved in
the PIA

Head of public body,
or designate (if
required)




APPENDIX 2.4 - TEMPLATE CONTRACT TERMS FOR MUNICIPAL
CONTRACTS

Privacy, Confidentiality, and Records Protection

The Contractor shall comply with all applicable privacy and access legislation,
including the Protection of Privacy Act.

The Contractor shall protect all personal information and all records of the
Municipality from unauthorized access, use, disclosure, modification, loss, or
destruction and shall implement administrative, technical, and. physmai safeguards
consisted with the Municipality’s policies and procedures and mdustry best: practlces

The Contractor shail ensure that access to rnumc;pal lnformatlon and records is
limited to only those employees or agents of the Contractor who requlre such access
for the performance of the services and who are bound by conﬁdentlahty obligations.

The Contractor shall participate in any prtvacy tralnmg requu‘ed by the Municipality.

The Contractor shall immediately notify: the Munscmalsty, through the Municipality’s
Privacy Officer, of any actual or suspected privacy breach security incident, or
unauthorized access mvolvmg mumupal mformatlon or records and shall cooperate
fully in any investigation. L .

Upon completion or termmat:on of th;s Agreement the Contractor shail promptly
return all municipal records and mformatlon

The obligations set out in thls sectlon shall survive the termination or expiry of this
Agreement. :
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APPENDIX 2.6 - POPA WEBSITE NOTICE
Privacy Policy

By using the Municipality’s website, you accept the practices outlined in this Privacy
Palicy. If you do not agree with the Privacy Policy, do not use this website.

The Municipality recognizes the importance of protecting the privacy and
confidentiality of Personal Information. The collection, use, and disclosure of Personal
Information by the Municipality is governed by the Protection of Privacy Act (POPA).

The Municipality collects Personal Information only when it:is directly related to and
necessary for the administration of municipal programs, services or ‘activities.
Wherever possible, the Municipality will collect Personal. Informat:lon dlrect:ly from the
individual to whom it relates and will provide not|ce of the purpose for which the
information is being collected. : -

Personal Information will be used only for the purposes for whlch |t was collected, or
for a use consistent with those purposes ' :

Disclosure of Personal Information to. thlrd parties w;ll occur only where permitted or
required by law. - T

The Municipality is committed to malintaining appropriate physical, technical, and
administrative safeguards: to'"proteét Personal Information against loss, unauthorized
access, collection, use, dlsclosure or modsf“cat;on Access to Personal Information is
limited to authorized mummpal employees officials, or agents who require such
access in order to carry out thelr duties ’

The Munlmpahty remains accountable for compliance with applicable privacy laws.
However, privacy sho._uld bg_seen as more than that. Privacy should be seen in terms
of improving processes, stakeholder relationship management, and reputation.

The Md'hicipalit'\(:':"is committed to providing visitors to its website with a site that
respects thew prlvacy This page provides a summary of the Municipality’s website
privacy pract!ces

We do not automatically gather any personal information from you such as your
name, email address, residential address, or phone number. Such personal
informaticon is only obtained if you provide it voluntarily by contacting us through
email or by accessing a secure portion of the website. Any personal information that
you do provide to the Municipality is protected under POPA.
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Personal information that is collected from you will be used only for the purposes for
which it was collected, or for a purpose consistent with those purposes. The
Municipality may disclose such personal information as required or permitted by law.

The Municipality endeavours to protect personal information. However,
communication over the internet can be intercepted. You are not required to
communicate with the Municipality over the internet. You can contact the Municipality
by phone, in person, or by mail.

We may use software that receives and records the Internet Pr‘o’toc'ol (IP) address of
the computer that has contacted our website, We do not attempt to, link these
addresses to the identity of persons visiting the website, However, we may do so if
the Municipality has reason to believe that doing so is necessary to investlgate,
contact, or pursue legal action against someone who may be ‘causing: harm to, or
interfering with, the Municipality’s rights, property, other users, or anyone else.

This website may use cookies and tracking technology whlch is useful for gathering
information about such matters as browser type or operatlng system and the number
of visitors to the website. Personal mformatlon is not collected via cookie or tracking
technology. You may have the option: to accept or refuse cooktes related to your use.
If you choose to refuse cookles related to thls webS|te ‘you may not be able to use
portions of the website. : : :

By using the MunicipaIity_f__s‘;We’b_s_i‘te}:;yqfijfcons'é;h;t:__to the Municipality collecting, using,
and disclosing your perso”na! lnfOrma'tiOn as described above.

Disclaimer Respectmg Lmks to Other Sites and Other Matters

This website may have lmks to. other sites. The Municipality is not responsible for the
content and: the prlvacy practices of other websites.

Changes to the Prwacy Pollcy

The Mumapahty reserves the right to amend this Privacy Policy from time to time.
Any changes are effect[ve immediately after they are posted on this website. By
using the Munu:lpahty s website, you consent to the contents of the Policy in force at
that time, and’ your continued access to or use of the website after any changes are
made is deemed agreement to those changes.

Contact Us

| If you have any questions or comments respecting the Municipality’s Privacy Policies,
" or for additional information about the administration of the Access to Information
Act or Protection of Privacy Act, please contact the Municipality’s Privacy Officer,
whose contact details are:




Name: Wendy Wildman
Phone: (780)967-0271
Email: wendy@wildwillowenterprises.com




