TOWN OF BANFF
ORDER OF BUSINESS

Public Hearing and Regular Meeting of Council
Town of Banff Council Chambers
Monday, January 14, 2018 at 2:00 p.m.
1.0

CALL TO ORDER

2.0

PUBLIC HEARING
2.1
For Information: Public Hearing Process
2.2

3.0

Bylaw 409 – Land Use Bylaw Amending Bylaw – Development Fees
2.2.1

Call to Order

2.2.2

Presentation from Administration and Questions of Clarification

2.2.3

Public Oral Submissions

2.2.4

Public Written Submissions

2.2.5

Closing Comments from Administration

2.2.6

Council Question Period

2.2.7

Adjournment or Close of the Public Hearing

APPROVAL OF AGENDA
3.1
Regular Meeting Agenda
Recommendation:
That council approve the agenda for the January 14, 2019 regular meeting of council.
3.2

For Information: 2019 Council Workplan

4.0

ADOPTION OF PREVIOUS COUNCIL MINUTES
4.1
Minutes of the December 17, 2018 Regular Meeting of Council
Recommendation:
That council adopt the minutes of the December 17, 2018 regular meeting of council.

5.0

INVITED PRESENTATIONS
5.1
Banff & Lake Louise Tourism- Leslie Bruce – President and CEO
For Information:
Business Plan & Budget

6.0

DELEGATIONS
6.1
Steven Ross Smith – Poet Laureate Community Committee
Request:
That council receive the update as information.

7.0

PUBLIC INPUT ON AGENDA ITEMS
7.1
Written Submissions
7.1.1 Albert Moser – Agenda Item 9.1
7.2

8.0
9.0

10.0

Oral Submissions

UNFINISHED BUSINESS
BYLAWS AND STAFF REPORTS
9.1
Request for Decision –Bed and Breakfast Homes & Bed and Breakfast Inns Regulatory
Framework
Recommendation:
That council provide direction to administration on:
1. Whether or not any amendments to the Land Use Bylaw for Bed and Breakfast
Homes and Bed and Breakfast Inns are required; and
2. Whether or not any additional policy changes are needed regarding Bed and
Breakfast Homes and Bed and Breakfast Inns.
9.2

Request for Decision: Extended Producer Responsibility
Recommendations:
That council accept this report for information and;
a. participate in initiatives that advocate for a provincial EPR program, including:
i.
the Alberta Urban Municipalities Association’s letter writing campaign,
which calls for provincial action to update Alberta’s recycling regulatory
framework and;
b. collaborate with other municipalities in Alberta to actively engage with the
provincial government in EPR program design.

9.3

Request for Decision: Records Retention Bylaw 251-2 and Information Governance and
Records Management Policy C8001
Recommendations:
That council:
i.
give three readings to Records Retention Bylaw 251-2; and
ii.
approve Information Governance and Records Management Policy C8001.

9.4

Briefing: GIS Support of Trails Maps and Apps
Recommendation:
That council receive the report as information.

COMMITTEE REPORTS
10.1 For Information: Minutes of the October 10, 2018 Meeting of the Bow Valley Regional
Transit Services Commission

11.0

CORRESPONDENCE

12.0

NEW/URGENT BUSINESS

13.0

14.0

CONFIDENTIAL ITEMS
13.1 Mass Transportation
Recommendation:
That council move into a closed meeting to prevent the disclosure of advice from officials,
developed for the Town, pursuant to the Municipal Government Act section 197 and the
Freedom of Information and Protection of Privacy Act section 24.
ADJOURNMENT
Agenda prepared by: Tara Johnston-Lee

All recommendations as presented are for discussion purposes only, and should not be considered as the opinion or direction of
council.

Public Hearing 2.1

Public Hearing Process
1. Opening of Public Hearing
The mayor will open and state the purpose of the public hearing. The mayor will ask
administration to confirm that the required advertising and notice of hearing requirements
have been met.
2. Presentation from Administration and Questions of Clarification
A member of administration will provide a brief context for, and background of the bylaw.
The content of the bylaw is not discussed at this point. The Mayor will permit council to
ask questions of clarification of administration.
3. Public Submissions – Oral
The mayor will invite members of the public to speak to the item. Those who have
registered in advance will speak first. The mayor will determine the remaining order of
speakers. All members of the public that wish to speak shall be afforded the opportunity.
All speakers shall be given a 5 minute time frame. Speakers may indicate if they are
supportive, not supportive, or neutral to the bylaw. Comment should be related to the
content of the bylaw. Members of council will ask questions of clarification if required.
The public hearing may be adjourned to a later time and date to accommodate all members
of the public that wish to speak.
4. Public Submissions - Written
The municipal clerk will advise council of the names of those who provided written
submissions before the end of the public hearing that were not included in the agenda
package for the meeting. These names of those providing the public submissions will be
read into the record and the written submissions will be added to the public agenda
package.
5. Closing Comments from Administration
Administration may provide further clarification based on public submissions.
6. Council Question Period
Council may ask questions of clarification to administration or those in attendance.
7. Adjournment or Close of the Public Hearing
The Mayor will close the public hearing or adjourn the hearing until a specified date and
time.
After the public hearing is closed Council is not permitted to receive any further
submissions regarding the bylaw.

Control and Conduct of Meetings
Council’s role at the public hearing is to listen to the public. Council does not debate or challenge
the comments being offered, but may question what they hear to make sure they understand what
is being said. Council will not debate the merits of the proposed bylaw nor enter into dialogue
with speakers at the public hearing.
Members of the public who wish to speak at the hearing are asked to register prior to the start of
the public hearing.
The Mayor will advise persons addressing council that they should give their name and address,
and indicate if they are speaking on their own behalf, or for a client, company, organization or
other group.
No person shall address Council without the permission of the Mayor.
Member of the public who constitute a gallery during the public hearing:
•

Shall speak in a respectful manner and shall address council;

•

Shall directly address the item on the agenda and not repeat themselves or address
matters irrelevant to the public hearing;

•

Shall maintain order and quiet; and

•

Shall not interrupt any speech or action of members of council or any other member of
the public that is addressing council.

The mayor may at any public hearing, cause to be expelled and excluded any person who creates
any disturbance or acts improperly during a meeting.
Council will not debate the merits of the proposed bylaw nor enter into dialogue with speakers at
the public hearing.

Public Hearing Report 2.2.2.

REQUEST FOR DECISION
Subject: Bylaw 409 – Land Use Bylaw Amending Bylaw –
Development Fees
Presented to: Council

Date: December 17, 2018

Submitted by: Darren Enns, Manager,
Development Services

Agenda #: 8.2

RECOMMENDATION
i) That council give first reading to Bylaw 409 - Land Use Bylaw Amending Bylaw –
Development Fees Amendment.
ii) That council schedule and advertise for a public hearing for Bylaw 409 for Monday,
January 14, 2019 at 2:00 p.m.
BACKGROUND
Reason for Report
At the November 26, 2018 meeting of the Governance and Finance Committee, the committee
reviewed the recommendations to council for fees to be charged for municipal services in 2019. Fees
set through the Land Use Bylaw require a public hearing prior to final approval and therefore a
separate Bylaw has been prepared for consideration. Administration recommends that council
approve these fees by passing Bylaw 409 (Land Use Bylaw Amending Bylaw – Development Fees).
Summary of Issue
The Town of Banff has a number of fees and charges for Town services or use of Town facilities. The
purpose of these fees and charges is to attribute some or all of the cost associated with the service to
the user of the service. Each year, administration assesses the fees and charges in place with attention
to whether they are reasonable. Administration considers variables such as the cost of the service; the
effort and resources required to administer the fee; the fees charged by other municipalities for the
services; and the ability for the user to pay. The recommended fees and charges in Appendix A
represent the result of this process. For 2019 a majority of the fees are either unchanged, adjusted for
inflationary increase, and / or amended to better reflect staff time. The recommended fees and charges
would come into effect after third reading of Bylaw 409.
Response Options
Council may:
i.
give first reading to Bylaw 409
ii.
schedule a public hearing for Bylaw 409 on January 14, 2018 or at a different day or time;
iii.
Not give first reading to Bylaw 409 and leave the current rates in place.
IMPLICATIONS OF DECISION
Budget
The 2019 fees and charges support the 2019 Operating Budget for the provision of municipal services.
Legislation/Policy
Section 8(c)(i) of the Municipal Government Act allows for the establishment of various fees and
charges by bylaw or by resolution.
ATTACHMENTS
• Appendix A; Bylaw 409 - Land Use Bylaw Amending Bylaw – Development Fees
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Circulation date:
Submitted By:
Reviewed By:

Council: Bylaw 409

December 6, 2018

Darren Enns, Manager, Development Services
On original
Robert Earl, Town Manager

Agenda #8.2

TOWN OF BANFF
BYLAW 409
Land Use Bylaw Amending Bylaw – Development Fees
A BYLAW TO AMEND THE TOWN OF BANFF LAND USE BYLAW WITH
RESPECT TO DEVELOPMENT FEES
The Council of the Town of Banff, in the Province of Alberta, duly assembled, ENACTS AS
FOLLOWS:
1.0 CITATION
1.1

This bylaw may be cited as “Land Use Bylaw Amending Bylaw – Development
Fees”.

2.0 PROVISIONS
2.1

Schedule “G” of Town of Banff Land Use Bylaw, as amended, is repealed and
replaced with Section “G” of this Bylaw.

3.0 SEVERABILITY
3.1

If any clause in this bylaw is found to be invalid, it shall be severed from the remainder
of the bylaw and shall not invalidate the whole bylaw.

4.0 SCHEDULES
4.1

Schedules “G” forms part of this bylaw.

5.0 REPEAL
5.1

Bylaw 389, Land Use Bylaw Amending Bylaw – Development Fees, is repealed.

6.0 ENACTMENT
6.1

This bylaw comes into force after the date of final passing, upon approval and
execution by the Superintendent, Banff National Park, for the Minister of the
Environment.

6.2

The Town Manager is authorized to consolidate Town of Banff Land Use Bylaw, as
amended.
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READ A FIRST TIME this xx day of month, 20xx.
Pursuant to the Municipal Government Act (Alberta), a PUBLIC HEARING was held this xx
day of month, 20xx.
READ A SECOND TIME this xx day of month, 20xx.
READ A THIRD TIME this xx day of month, 20xx.

SIGNED AND PASSED this ______ day of ______________, 20xx.

_______________________
Karen Sorensen
Mayor

_______________________
Robert Earl
Town Manager

APPROVED by the Minister of the Environment, by his delegate this ___ day of ______, 20xx:

______________________________
Minister of the Environment/Delegate
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SCHEDULE “G” – Development Fees
Residential
New Construction

Single detached housing
Duplex housing
Multi-unit residential housing (3 or more dwelling
units)
Accessory building
Additions and Renovations involving an increase in gross floor area
Interior and/or Exterior Renovations involving no increase in gross floor area
Accessory Development –decks, porches, balconies, fences, retaining walls, and
significant landscaping
Accessory Dwelling
Variances (except on existing development where a variance is granted to a nonconforming building in which case there is no charge).
Municipal Planning
Single Detached and Duplex Housing
Commission Surcharge
Multi-unit Housing

$2,200
$1,500
$1,700 + $200 dwelling
$250
$350 + $1.10/m2
$350
$200
$550
$300 /variance
$400
$400

Residential Business
Bed and Breakfast Homes
Bed and Breakfast Renewals
Home Occupations (Type I and Type II)
Home Occupation Annual Renewals
Municipal Planning Commission Surcharge
(original application only – no surcharge for renewals)
Late Application Fee (failure to file the application prior to the permit renewal
deadline

$1,500 + $100/guest
room
$300 + $50/guest room
$150
50% of current fee
$125
$400

Commercial
New Development,
Additions or Renovations

0 – 46 m2
>46 m2 – 465 m2
>465 m2

Interior and/or Exterior Renovations involving no increase in gross floor area
Accessory Building
Transportation Services
Municipal Planning
New development
Commission Surcharge
Renovations and minor additions
Variances (except on existing development where a variance is granted to a nonconforming building in which case there is not charge)
Commercial Growth Management Development Applications
Commercial Development Allotment Transfer
Commercial Existing Gross Floor Area Transfer

$1,600 + $1.20/m2 new
gross floor area
$3,600 + $1.20/m2 new
gross floor area
$4,600 + $1.20/m2 new
gross floor area
$3,600
$500
$1,200 + $50/vehicle
$700
$400
$750/variance
$500
$1,400
$3,500

Town of Banff Bylaw #409 – Land Use Bylaw Fee Amending Bylaw
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Change of use

Permitted use
Discretionary use (excluding Storefront Cannabis
Retail)
Discretionary use – Storefront Cannabis Retail

$1,300
$1,500
$4,000

Institutional (PB, PE, PP, PS Districts)
New Construction
Additions and Renovations involving an increase in gross floor area
Interior and/or Exterior Renovations involving no increase in gross floor area
Variances (except on existing development where a variance is granted to a nonconforming building in which case there is not charge)
Accessory Building
Municipal Planning
new development
Commission Surcharge
additions and renovations

$1700.00+ $1.20/m2
$1,250 + $1.10/m2
$550.00
$500.00/variance
$400.00
$375.00
$225.00

Sign Permits
Comprehensive Sign Plan (for new buildings or coordination of multiple signs
on an existing property
Signs
Wall, window, hanging, projecting, menu box,
directory
Canopy or Awning
Freestanding (Bed & Breakfast)
Freestanding (Commercial & Institutional)
Temporary
Inspection Fee (for any sign installed without a permit)
Municipal Planning Commission Surcharge

$700 + $50/sign
$150/sign
$138/sign
$275/sign
$500/sign
$100/sign
Double original permit
fee
$125

Subdivision (including Condominium Plans)
Residential

up to 10 lots/units
11 or more lots/units

Commercial or Institutional Subdivisions
Road/Thoroughfare Closure
Land Appraisal Surcharge (Where required)

$2,500 + $250/lot or
unit
$2,500 + $250/lot or
unit
$2,600 + $300 /lot or
unit
$2,000 + advertising
costs
Cost

Subdivision Endorsement (final approval)
Residential
Commercial
Other
Bareland Condominium
Condominium

$500 + $100/lot
$650 + $100/lot
$550 + $100/lot
$325/unit
$160/unit

Area Plans
Town of Banff Bylaw #409 – Land Use Bylaw Fee Amending Bylaw
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Area Structure Plan

$5,500 + advertising
costs
$5,500 + advertising
costs

Area Redevelopment Plan

Bylaw Amendment Fees
Amend Area Structure Plan or Area Redevelopment Plan
Amend Municipal Development Plan
Land Use Bylaw Minor Technical Amendments (no change in use or density)
Land Use Bylaw Major Amendments (change in use or density)
Land Use Re-designation (Residential/Institutional)
Land Use Re-designation (Commercial)

$3,500 + advertising
costs
$7,500 + advertising
costs
$1,700 + advertising
costs
$ 3,500 + advertising
costs
$3,500 + advertising
costs
$7,500 + advertising
costs

General/Other Applications
Address Assignment (new or change) - residential, commercial, or institutional
Confirmation of Land Use
Legal Agreement Surcharge (e.g. Development Agreement, Encroachment
Agreement, Restrictive Covenant)
Preliminary Determination of Use
Revised Plans (minor revisions requested after decision has been rendered – the
revision cannot change the overall intent of the development)

$125.00/ unit
$110.00
$600/agreement

Special Function Tents
Surfacing Parking Lots
Demolition
Excavation/Stripping/Grading
Utility Projects (including the placement of private telephone lines, gas lines,
power lines and similar
Tree Cutting (no fee for trees deemed hazardous by the Development Officer)
Cash Contribution In-Lieu of Onsite Garbage Storage, Recycling and
Collection

$250
$1650 + $35/vehicle
$1,250
$850
$750

$550
50% of current fee (as
part of active
application)

$0
$950/dwelling

Compliance Certificates
Single detached and duplex housing
Multi-unit housing (3 or more units)
Commercial/Institutional
Professional Costs for third party review on behalf of the Town of Banff
(e.g. review of applications by lawyers, engineers, architects, or social scientists)
These costs are typically incurred for large or complex projects.

$215
$350
$350
Applicants are
responsible for the cost
of any professional fees
and costs incurred by
the Town with the
review of applications.

Town of Banff Bylaw #409 – Land Use Bylaw Fee Amending Bylaw
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File/Research Fees
Administrative Assistant
Planner
Producing Permit/Document Copies (provide paper copies of permits or
other specific documents from either microfiche or image database

$70/hr
$100/hr
$25/1-3 paper copies
$5/additional copy

Other Fees

Development & Subdivision Appeals
Extension and Renewals (for an extension of the period of a
development permit application which has become void
Renewal of Development Permit issued with specified time limitations
where the conditions of approval have not changed
Refund Policy

$250
$1,000
75% of the fee
(a) 90% if withdrawn
prior to
commencement of
circulation
(b)Non-refundable
once circulation has
commenced.

Town of Banff Bylaw #409 – Land Use Bylaw Fee Amending Bylaw

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #3.2
January 14, 2019
This workplan provides the framework for the actions or decisions required to achieve council’s strategic goals and
service objectives.

2015-2018 Strategic Plan
Council has a four year plan that concentrates on seven themes, with measurable 4th year outcome for each
theme, plus annual tactics for each theme that will move our community toward those outcomes. In 2018, council
will create a new plan for the years 2019-2022.
The Four-Year Strategic Priorities Summary can be found here. The Action Plan and can be found here.
Key Themes
1.

Trails – includes trails of all kinds, from paved walkways to paths through the forest to sidewalk connections
and on-street bike lanes, sharrows or greenways.
Guiding document: Town of Banff Trails Master Plan

2.

Housing – includes housing of all types within the Town of Banff.
Guiding document: Town of Banff Housing Strategy

3.

Social Well-Being – includes the factors that contribute to a community’s well-being, such as access to
programs and services, and supports geared towards residents across all ages and stages of life.
Guiding document: Banff Community Social Assessment January 2014

4.

Recreation – includes services and facilities that offer all citizens and visitors access to recreation, for leisure
and for the promotion of healthy lifestyles.
Guiding documents: Banff Recreation Grounds Redevelopment Plan, Recreation Programs and Services
Master Plan, Recreation Facilities Master Plan

5.

Economic Prosperity –covers activities in our community that contribute to the economic prosperity of
individuals, households, businesses and the community as a whole.
Guiding document: Town of Banff Economic Prosperity Strategy

6.

Transportation – covers the factors that affect efficient and effective transportation of people and materials
in the town, including traffic management, parking, active transportation modes, public transit and good
delivery.
Guiding document: Town of Banff 2012 Transportation Master Plan Update

7.

Environment – covers activities that reduce the environment footprint of our community on our air, water,
land, flora and fauna.
Guiding document: The Town’s Environmental Stewardship Policy

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2

2018 Service Review
Council’s service priorities are incorporated into the annual service review document. The 2018 Service Review
can be found here.

Council Workplan
Note:
Blue highlight indicates a 2015-2018 Council Strategic Priority
Green highlight indicates a Service Review Priority
Purple highlight indicates a council directive to administration.
Orange highlight indicates a regularly scheduled bylaw or policy review.
Grey highlight indicates the item is complete.

Ongoing Council Directives
Market Pricing – Housing
Cash in Lieu Impacts
(COU18-142)

Planning and Development

Cannabis Use in the
Community (COU18-154)

Community Services

Vote on COU18-169
(alternate locations for
101 Bear uses)
Information report on
Bow Valley Childhood
Development Coalition
Report (COU18-253)
Public Smoking Bylaw
(COU18-255)
529 Garage Bicycle
Recovery System (COU18259)
Residential Parking
Permits Report (COU18305)
Carbon Offsets Report waste hauling (COU18304)
Town Wide Speed Limit
Bylaw Amendments
(COU18-280)

Expected Date

Council
Meeting

G&F
Meeting

(anticipated)

(anticipated)

2019



2019



Corporate Services

2019



Community Services

2019



Community Services

2019

Protective Services

2019



Engineering

Q1 2019



Operations

2019



Environmental
Management/Engineering

2019

Other

Action/Status/Next
Steps

Consider options

For information

Vote on motion

For Information



Consider options

Explore options

Consider Options

Consider Options



For Consideration

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2
Sulphur Mountain
Sanitary Replacement
Funding Options
(COU18-341)

Corporate Services

2019



Parking Facility Study and
Household Survey
(COU18-346)

Planning and Development

2019



Cave Avenue Financial
Forecast (COU17-131)

Housing Sustainability

2018 2019



Corporate Services

2018 2019

Legislative Services

2018 2019

Options for differential
tax rates for B&B and
Home Occupations
(COU18-122)
Housing policy options –
Parks Canada Commercial
Intensification (COU18143)
Extended Producer
Responsibility
Information (COU18-175)

Operations

Ongoing Service Review Items
Cannabis
Options – Community
Stewardship (FIN18-23)
Options – Multifamily
Dwellings (FIN18-24)
Business License
Options (COU18-315)

Planning and
Development/Community
Services

Recommended Plant
List Review

Planning and Development

Planting Design Policy

Operations
Municipal Parks

Information
Governance Policy

Corporate Services
Municipal Clerk

Jan 14

Expected Date

2019

2018 2019

For Consideration

For information

For Information



Consider options



Update



Briefing

Council
Meeting

G&F
Meeting

(Anticipated)

(Anticipated)

Other

Action/Status/Next
Steps



Review and
consider options for
change





2018 2019

New policy
development.
Consider options.
Policy for final
approval

Jan 14



2019.12.10
Reviewed by
council

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2
Aerial Imagery
Workshop

Corporate Services
GIS

Organics processing
options short term

Operations
Water Service/RRR

Trails and Biking App
Update

GIS

Urban Forest Reserve

Operations/Corporate Services

2018 2019
2018 2019

Workshop



Jan 14

Ongoing
2019

LUB CR (Railway) Land
Use District
amendments

Planning and Development

N-Viro expansion to
Canmore

Operations
Water Services

Council Code of
Conduct Bylaw

Legislative Services

LUB Framework – RV
Storage in Residential
Districts

Planning and Development

2018 2019

LUB Framework –
Section 3.0.0 Duties
and Responsibilities
includes MPC Public
Deliberations (COU169)

Planning and Development

2018 2019

DP Notification Sign
Process (MPC 17-23)

Planning and Development

Jan 28

Ongoing
2019

Consider options



Briefing - For
Information



Options reviewed
2017.07.17
Next steps: policy
development



Ongoing
2019



TBD





For
information/trainin
g purposes

Waiting for
Comments
(Parks,BCP)
Consider adopting
Briefing 2018
Development
permit issued –
project likely to
launch following
Canmore’s
dewatering
upgrade (2016)
Waiting on
instrument of
entrustment and
best practises from
Alberta
municipalities.
Workshop
Develop new bylaw.
Consider options.



Develop and
consider options



Consider Options

2018.12.17
Reviewed by
council

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2
Design Guidelines
Review

Planning and Development

2018 2019



Firesmart Guidelines

Planning and Development

2018 2019



Banff.ca Update

Communications

2018 2019



Waste Collection
Equipment Evaluation

Operations
Resource Recovery

2018 2019



Scoping Exercise Review of Banff
Community Plan

Planning and Development

2018 2019



Encroachment Policy
for Town Owned Lands

Planning and Development

National Park Lease
Renewal Policy

Corporate Services

Tree Protection Bylaw

Operations
Municipal Parks

LUB Framework “Vehicle for Hire”
Services

Planning and Development

Regular Bylaw and Policy Review
Retention Bylaw
Review

2018 2019
2018 2019

2018 2019
2018 2019

Expected Date

Council
Meeting

Review and
consider options for
change
Review and
consider options for
change
Post Launch
Briefing

Consider options

For Information



New policy.
Consider options



Policy development
– Consider options



Develop new bylaw.
Consider options.



Develop and
consider options

G&F
Meeting

Addressing Bylaw
Review

Planning/GIS

Animal Services Bylaw
Review

Protective Services

Jan 14



2018.12.12 Reviewed



2018 2019

Bylaw

Action/Status/Next
Steps
Bylaw for final
approval

Corporate Services
Municipal Clerk

Other

Review and consider
changes

2018.1017

Q1 2019



First reading

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2
Cemetery Bylaw
Review

Bylaw amendments
for consideration.

Operations
Municipal Parks
Ongoing
2019

Community Standards
Bylaw Review

Taxi

2018.11.26
Workshop outputs
presented.



2017 Council
Workshops Held

Bylaw amendments
for consideration

Protective Services
Bylaw

Ongoing
2019

Protective Services

Post
Strategic
Plan
adoption

Bylaw



2018.12.10 Reviewed
Review and consider
changes



2019

Naming of Parks and
Recreation Facilities

Community
Services/Communications

Purchasing Policy

Corporate Services

Billiard Room and
Games Arcade Bylaw
Review

Protective Services

Building Permit Bylaw
Review

Planning and Development

Business Licence Bylaw
Review

Planning and Development

Explosives Bylaw
Review

Protective Services

Bylaw

Fire

2018 2019



Review and consider
options for change

2018 2019



Review and consider
changes.

Review and consider
changes

2018 2019



2018 2019



Review and consider
changes

2018 2019



Review and consider
changes

2018 2019



Review and consider
changes

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2
False Alarm Bylaw
Review

Protective Services

Municipal Emergency
Organization Bylaw
Review

Protective Services

Off-Highway Vehicles
Bylaw Review

Protective Services

Off-Site Levies Bylaw
Review

Planning and Development

Sewer Bylaw Review

Operations

Fire

Bylaw

Water Services
Streets and Public Place
Use

Various

Water System

Operations
Water Services

Communications Policy
/Public Participation

Communications

Sponsorship Policy
Review

Communications

Environmental
Stewardship Policy
Review

Environmental Management

2018 2019

Review and consider
changes



Review and consider
changes

2018 2019



2018 2019



Review and consider
changes

2018 2019



Review and consider
changes



Review and consider
changes.



Review and consider
changes



Review and consider
changes

2018 2019

2018 2019

2018 2019

2018 2019



2018 2019



After
adoption of
EMP

Consider with MGA
Public Participation
Regulations
Review and consider
changes

Review and consider
options for change



2019

No date identified
Possible locations and
design of smoking
pavilions (COU18-157)

Expected Date

Planning and Development
Community Services

Council
Meeting



G&F
Meeting

Other

Action/Status/Next
Steps
Consider options

2019 Council Workplan
(In development – to be updated and scheduled)
Agenda #2.2
Banff Hockey Academy InKind Request (COU18254)
Census Question - # of
bedrooms per unit
(COU18-346)

Community Services



Planning & Development



For consideration

Regular Town of Banff Council Meeting
December 17, 2018
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Agenda Item 4.1
Unapproved

MINUTES OF THE REGULAR MEETING OF COUNCIL
of the Town of Banff in the Province of Alberta
Town Hall Council Chamber
Monday, December 17, 2018 at 2:00 pm
COUNCIL MEMBERS PRESENT
Karen Sorensen
Mayor
Ted Christensen
Councillor and Deputy Mayor
Grant Canning
Councillor and Acting Mayor
Corrie DiManno
Councillor
Chip Olver
Councillor
Peter Poole
Councillor
Brian Standish
Councillor
COUNCIL MEMBERS ABSENT
ADMINISTRATION PRESENT
Robert Earl
Town Manager
Tony Clark
Bylaw Services Supervisor
Darren Enns
Manager, Development Services
Emma Sanborn
Development Policy Planner
Tara Johnston-Lee
Municipal Clerk
1.0
2.0

CALL TO ORDER
The Mayor called the regular meeting of council to order at 2:00 p.m.
APPROVAL OF AGENDA
2.1
Regular Meeting Agenda
Moved by Councillor Standish that council approve the agenda for the December 17, 2018 regular
meeting of council as presented.
CARRIED
2.2

3.0

2018 Council Workplan
Received as information.

ADOPTION OF PREVIOUS COUNCIL MINUTES
3.1
Minutes of the December 10, 2018 Regular Meeting of Council
Moved by Councillor Standish that council adopt the minutes of the December 10, 2018 regular meeting
of council.
CARRIED

4.0

INVITED PRESENTATIONS
There were no invited presentations.

5.0

DELEGATIONS
There were no delegations.

Minutes approved by:
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6.0

PUBLIC INPUT ON AGENDA ITEMS
6.1
Written Submissions
None received.
6.2

7.0
8.0

Agenda Item 4.1
Unapproved

Oral Submissions
None received.

UNFINISHED BUSINESS
None considered.
BYLAWS AND STAFF REPORTS
8.1
Bylaw 407 - Animal Services Bylaw Amendment No. 1.
Moved by Councillor Standish that council give first reading to Bylaw 407- Animal Services Bylaw
Amendment No.1.
CARRIED
Moved by Councillor DiManno that council give second reading to Bylaw 407- Animal Services Bylaw
Amendment No.1.
Moved by Councillor Poole that council postpone the vote on motion COU18-382 and direct
administration to return with wording to the Animal Services Bylaw that would limit the keeping of
rabbits in the town.
CARRIED
Moved by Councillor Oliver that council direct administration to return with information on how to
address an excess number of any type of animal on a property.
CARRIED
8.2
Bylaw 409 – Land Use Bylaw Amending Bylaw – Development Fees
Moved by Councillor DiManno that council:
i.
give first reading to Bylaw 409 - Land Use Bylaw Amending Bylaw – Development Fees;
and
ii.
schedule and advertise for a public hearing for Bylaw 409 for Monday, January 14, 2019 at
2:00 p.m.
CARRIED
8.3

Bylaw 406 – Land Use Bylaw Amending Bylaw – Notification Sign and Public Outreach
Requirements and Policy C3001 Development Application Public Outreach Policy
Moved by Mayor Sorensen that council direct administration to seek input on Policy 3001 and return to
council with a report before adoption.
CARRIED
Moved by Councillor Olver that council direct administration to return to council with a report outlining
options and costs for expanding the online Permit Viewer.
CARRIED
Minutes approved by:
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Moved by Councillor Olver that council give first reading to Bylaw 406 – Land Use Bylaw Amending
Bylaw – Notification Sign and Public Outreach Requirements for Development Permit Applications, and
schedule a public hearing for January 28, 2019.
CARRIED
9.0

COMMITTEE REPORTS
9.1
Minutes of the September 12, 2018 Meeting of the Municipal Planning Commission
Received as information.
9.2

10.0

Bow Valley Regional Housing November 2018 Bulletin
Received as information.

CORRESPONDENCE
10.1 Cam Westhead – MLA for Banff-Cochrane
Moved by Mayor Sorensen that council direct administration to return with options for making a formal
submission and public statement regarding the Government of Alberta's Bighorn Country proposal.
CARRIED

11.0

NEW/URGENT BUSINESS
None considered.

12.0

CONFIDENTIAL ITEMS
None considered.

13.0

ADJOURNMENT
Moved by Councillor DiManno that council adjourn the December 17, 2018 regular meeting of council
at 3:04 p.m.
CARRIED

_____________________
Karen Sorensen
Mayor

_______________________
Tara Johnston-Lee
Municipal Clerk

Minutes approved by:
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INSPIRING
THE
WORLD
BANFF & LAKE LOUISE TOURISM —
 2019 BUSINESS PLAN

LETTER FROM THE CEO AND THE BOARD CHAIR
Passion plays a big part in our success as a destination: passion for Banff
and Lake Louise, the tourism industry, and for creating and delivering
moments of indelible awe for all of our visitors. As we enter year four
of our five-year strategic framework, we continue to work together as a
destination to lead with brand. Our brand attributes, strategy, and story
are central to how we operate. It is not just about who we talk to, what we
say, and how we say it—everything we do is viewed through this lens, from
marketing materials to media messaging, visitor services support to event
management, employee engagement to business development.
Each year, we are seeing the benefits of this approach and this is
demonstrated by our ability to meet or exceed many of the goals put in
place in 2016, when we began this five-year plan. Our initial strategy included
growing annual occupancy from 68 per cent in 2016 to 72 per cent by 2020.
We are pleased to report we are on track to exceed this goal and have
re-forecasted our 2020 goal to 72.3 per cent annual occupancy. This is a
testament to what can happen when we work together as a destination.
We have a dedicated Board of Directors that shares insights and guidance
from all aspects of our industry. We have an engaged membership, with
more than 100 leaders supporting our advisory groups and committees. We
have strong partnerships in place with the Town of Banff and Parks Canada
to help support visitors, members, Banff National Park, and its people. This
collaboration with stakeholders is our biggest strength.

As a destination marketing organization, we are pleased to report that we have
evolved to the point where our role is more than just attracting visitors—it’s
about delivering indelible awe at every stage of the traveller’s journey and
encouraging our visitors to share their stories and spread the word. This means
enhancing the visitor experience, creating memorable events, experience
development, and more. We are working smart to innovate, measure, and make
sure we can adapt as we go, and to drive year-round demand across every
aspect of our destination.
In 2019, we will continue to be proactive in marketing the shoulder and winter
seasons, with a focus on amplifying Banff and Lake Louise as a Christmas
destination and an all-around winter experience. In our peak summer season,
we will continue to focus our resources on surprising and delighting visitors,
marketing to those already in destination, as well as protecting our reputation,
which includes mitigating risks through amplified media relations and increased
visitor experience investment. Key to our role, is also lending more support for
members to reinvent and re-imagine their own products and services.
On behalf of our Board of Directors and the team at Banff & Lake Louise Tourism
(BLLT), thank you to our dedicated members for sharing the indelible awe of
Banff and Lake Louise. It is with great pride that we present you with a 2019
Business Plan that you helped to develop.

Photo: Paul Zizka

Leslie Bruce
David Roberts
President & CEO, Banff &
Board Chair, Banff &
Lake Louise Tourism		Lake Louise Tourism

BANFF & LAKE LOUISE TOURISM 2018 BUSINESS PLAN

2

TABLE
OF CONTENTS

OUR STRATEGIC FRAMEWORK		

4

THE 2019 PLAN			

27

OUR TEAM VALUES			

5

GENERATE YEAR-ROUND DEMAND		

28

OUR BRAND STRATEGY		

6

OUR BRAND STORY			

7

OUR TARGET AUDIENCE		

8

WORKING TOGETHER			10
OUR MARKETS			11
GLOBAL			11
CANADA/U.S.			12
NICHE MARKETING STRATEGY		

13

ADVENTURE			14
FOOD				15
WELLNESS			16
SKI				17
MEETINGS, INCENTIVES,
CONFERENCES,
EXHIBITIONS (MICE)		
18
OUR DEPARTMENTS			19
GLOBAL MARKETING 		
CONSUMER MARKETING		
BUSINESS DEVELOPMENT		
MEDIA & COMMUNICATIONS		
VISITOR EXPERIENCE		
EVENTS & ANIMATION		
FINANCE & ADMINISTRATION		

20
21
22
23
24
25
26

OBJECTIVE 1: GROW VISITATION
IN WINTER AND SHOULDER SEASON

29

OBJECTIVE 2: DEFEND
SUMMER REVENUE		

31

LEAD WITH BRAND			

32

OBJECTIVE 3: BUILD DESTINATION
BRAND ALIGNMENT		

33

OBJECTIVE 4: FUEL TRAVELLER
ADVOCACY 			34
STRENGTHEN INDUSTRY ALIGNMENT

35

OBJECTIVE 5: WORK TOGETHER AS
A DESTINATION			36
OPERATE A PERFORMANCEBASED BUSINESS			37
OBJECTIVE 6: PROMOTE EMPLOYEE
EFFECTIVENESS			38
OBJECTIVE 7: OPTIMIZE
INVESTMENTS			39
OBJECTIVE 8: DELIVER EXEMPLARY
FISCAL PROCESSES AND AUDIT
OUTCOMES			40
MEASURING SUCCESS			41
THE 2019 SCORECARD			

42

Photo: Jake Dyson

BUDGET				43
LEADERSHIP			44

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

3

OUR STRATEGIC
FRAMEWORK

This 2019 Business Plan marks year four of our fiveyear plan. Our strategic framework is at the core
of this plan. It outlines our purpose and approach
as well as the annual targets we have established,
so that our team and our Board know how we are
progressing. The foundation of this framework is
our purpose, vision, strategy, mandate and most
importantly, our brand promise, which is the value
proposition that drives us to deliver indelible awe.

OUR PURPOSE
Inspire the world to experience the indelible awe
of Banff and Lake Louise.

OUR VISION
A bold and disciplined marketing organization
committed to the growth of our tourism economy
and the curation of our brand.

OUR STRATEGY

Photo: Noel Hendrickson

We will grow member revenue to $10.4 million by
2020, through working with our partners to share
the indelible awe of Banff and Lake Louise with
high yield travellers in growth markets.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

OUR MANDATE
Banff & Lake Louise Tourism (BLLT) focuses
on building year-round visitation. To achieve this,
we will:
»» Work with our members, Parks Canada, and
the communities of Banff and Lake Louise.
»» Be governed by an elected Board of Directors.
»» Partner with Travel Alberta, Destination
Canada, and like-minded partners.

OUR BRAND PROMISE
Providing moments of indelible awe. The rare
experience that hits so hard, it stays with you
forever. In Banff National Park, these life-changing
moments are born from a seemingly inexhaustible
supply. It’s a sudden connection between people
and the natural world that instantly brings both to
life. It’s real, overwhelming, and unforgettable. And
it is the unique point of difference for Banff and
Lake Louise.

BACK TO CONTENTS
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OUR TEAM VALUES

Our strategy defines what we need to do as an organization, our values
outline how we do these things. It is important that our internal culture mirrors
our external brand. Our team exemplifies the values of our organization and
BLLT uses these values to make decisions that help us inspire the world to
visit Banff and Lake Louise.
We continue to make sure BLLT is a place that respects the individual while
cultivating a strong team culture. This place is alive. It is a place where you can
be yourself; where laughter and professionalism live in harmony; and where we
take our roles seriously, yet we don’t take ourselves too seriously.

BE THOUGHTFUL. BE ALIVE.
We constantly strive to do the right thing—for our visitors, our partners, our
environment, and ourselves. We stay true to ourselves and this place by taking
the time to assess and understand situations before making decisions. Our
motivations and actions are genuine.

BE UNITED. BE ALIVE.
We value each other. We succeed as a team, each playing an important role in
bringing this place to life. We support one another in working toward common
goals, and celebrate those accomplishments together, all based on a shared
belief that we can achieve much more as a group than we can on our own.

BE OPTIMISTIC. BE ALIVE.
We believe in each other and the goals we’re working toward. We embrace
challenges and adversity by pushing forward with optimism, enthusiasm, and
an unbreakable spirit. Finding flaws may be easier, but finding solutions is how
we’ll succeed.

Photo: Paul Zizka

BE INNOVATIVE. BE ALIVE.
We don’t believe in standing still, or simply waiting for great things to happen
to us. We’re motivated and inspired to make them happen. We work toward our
goals every day, pushing forward and making headway. We may stop along the
way to make sure that our path is correct, but make no mistake, we are striving
for the summit.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

BACK TO CONTENTS

5

5. BRAND POSITIONING: BANFF
AND LAKE LOUISE ARE ALIVE

OUR BRAND
STRATEGY

1. TARGET AUDIENCE:
4. BRAND PROMISE:
INDELIBLE AWE

Free Spirits.
Authentic Experiencers.
Cultural Explorers.
Gentle Explorers.

2. BRAND ESSCENCE:
CLASSIC AND INSPIRED

3. BRAND ATTRIBUTES: UPLIFTING,
ACCESSIBLE, VIBRANT, JAW DROPPING,
PROTECTED, TRULY CANADIAN

1. TARGET AUDIENCE: FREE SPIRITS, AUTHENTIC
EXPERIENCERS, CULTURAL EXPLORERS,
GENTLE EXPLORERS

Photo: Paul Zizka

2. BRAND ESSENCE: CLASSIC AND INSPIRED.
Banff and Lake Louise is timeless, historic,
highly regarded and relevant today and in the
future. We evolve to avoid becoming a relic. We
use innovation to stay fresh in our ideas and
actions. With the wonder of Banff and Lake
Louise as our inspiration, we are full of pride
and excitement to share them with the world.
3. BRAND ATTRIBUTES: UPLIFTING, ACCESSIBLE,
VIBRANT, JAW DROPPING, PROTECTED, TRULY
CANADIAN.
These attributes are how we want to be
described by the traveller and were born out of
the shared needs of our visitors. We don’t have to
be all attributes all the time, but we should strive
to be at least three in everything we do.
BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

4. BRAND PROMISE: INDELIBLE AWE.
The rare experience that hits so hard it stays
with you forever. It’s a sudden connection
between people and the natural world
that instantly brings both to life. It’s real,
overwhelming, and unforgettable. And it is
the unique point of difference for Banff and
Lake Louise.
5. BRAND POSITIONING: BANFF AND LAKE
LOUISE ARE ALIVE.
The internal foundation (essence, attributes,
promise) support our external message of “alive”
to form a unique, credible, and sustainable brand
benefit in the mind of the traveller.

BACK TO CONTENTS
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OUR BRAND
STORY

LIFE IS A LIMITED TIME OFFER.
If you have one, use it. Share it.
Don’t waste it. There’s no warranty. No return policy.
Here is a gift for you, the living: a place to
pursue the moments that give meaning.
The moments of indelible awe.
For life in every form, here was created
Banff and Lake Louise.

Photo: Noel Hendrickson

This place is alive. Are you?

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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OUR TARGET
AUDIENCE

We have worked closely with our partners
at Destination Canada and Travel Alberta on
identifying Explorer Quotient (EQ) profiles best
suited for Banff and Lake Louise. This work provides
valuable insights into why and how different people
travel. It goes beyond traditional market research
of defining demographics and geographical data.
It looks deeper at personal beliefs, social values,
and views of the world. EQ has been widely adopted
by Destination Marketing Organizations and the
tourism industry across Canada.
At BLLT, we have developed a clear understanding
of travellers most likely to be dreaming, considering,
or planning a visit to Banff and Lake Louise. By
evaluating the potential of these EQ segments to
the destination, and the appeal of the destination
to them, we are able to objectively determine which
segment provides the best opportunity to help us
deliver on our strategy.

OUR EQ TARGET SEGMENTS

Photo: Paul Zizka

We target four Explorer Quotients to attract to Banff
and Lake Louise: Free Spirits, Cultural Explorers,
Authentic Experiencers, and Gentle Explorers.
As we create content, we focus on the Free Spirit
traveller, as this allows us to not only zero in on a
particular segment, but helps us more efficiently
reach all of our target audiences. We know from
research that content directed at the Free Spirit
also resonates with our other target EQ segments.
We also know that Free Spirits are the segment
most likely to share their stories and experiences,
and that their social audiences include our other
target EQ segments; this allows us to tell our
destination story effectively through the voice of
the traveller. This focus helps BLLT and our members
achieve the largest impact with our marketing dollars.
BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

FREE SPIRITS are highly social and open-minded.
Their enthusiasm for life extends to their outlook
on travel. Experimentally adventurous, they indulge
in high-end experiences shared with others. As a
“traveller’s traveller,” they seem to love everything
about travel, and as in life, embrace it with open
arms. Targeting Free Spirits will help us attract and
influence other travellers because 95 per cent of
Free Spirits promote a destination after returning
from vacation.
Where you’ll find them:
»» Free Spirits need to take in all of Banff and Lake
Louise’s “must-do” experiences—from dog
sledding to the Glacier Adventure and Skywalk.

DEMOGRAPHICS
Averages refer to market total

48%

52%

EDUCATION Higher than average;
University/College educated (87%)
EMPLOYMENT Full-time (91%)
HOUSEHOLD INCOME 64% higher than average
AGE 18–34

40%

LIFESTAGE
6%

71%

11%
13%

MATURE
YOUNG, NO KIDS
MIDDLE-AGED, NO KIDS
FAMILIES

BACK TO CONTENTS
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CULTURAL EXPLORERS are defined by a love
of constant travel and the opportunity to embrace,
discover, and immerse themselves in the culture,
people, and places they visit. They are avid
travellers who value learning and discovery.
Cultural Explorers don’t want to feel like tourists,
and instead, prefer to blend in authentically
by avoiding groups and schedules.

AUTHENTIC EXPERIENCERS seek out authentic,
tangible engagement with their destinations and
have a particular interest in local history. Travel
is not their only interest in life, but they certainly
appreciate it. They prefer to do their own thing and
have control over what they see and when they see
it.

GENTLE EXPLORERS like to return to past
destinations and enjoy the security of familiar
surroundings. They appreciate convenience and
relaxation and typically look for all the comforts
of home.
Where you’ll find them:
»» Gentle Explorers will book the same
accommodation for their annual trip to Banff
and Lake Louise. They are inclined to take a
guided sightseeing tour or go for a snowshoe
in Sunshine Meadows, activities where all of
the details are handled for them.

Where you’ll find them:
»» Cultural Explorers are drawn to local cuisine
while strolling along Banff Avenue, taking in
an exhibition at the Banff Centre for Arts &
Creativity, or hiking up to the Lake Agnes Tea
House.

Where you’ll find them:
»» Authentic Experiencers are attracted to the
history and all the natural wonders of Banff and
Lake Louise, and want to connect to the local
culture. Find them learning about Canada’s first
National Park at the Cave and Basin or taking a
photography course with a local photographer.

DEMOGRAPHICS

DEMOGRAPHICS

DEMOGRAPHICS

Averages refer to market total

Averages refer to market total

Averages refer to market total

49%

51%

66%

34%

43%

57%

EDUCATION Average

EDUCATION Higher than average

EDUCATION Average

EMPLOYMENT Full-time

EMPLOYMENT Full-time or retired

EMPLOYMENT Full-time or retired

HOUSEHOLD INCOME Average

HOUSEHOLD INCOME Average

HOUSEHOLD INCOME Slightly higher than average

AGE 18–34

28%

AGE 18–34

18%

AGE 18–34

28%

35-54

47%

35-54

31%

35-54

41%

55+

26%

55+

51%

55+

31%

LIFESTAGE

LIFESTAGE
30%

19%
18%

33%

MATURE
YOUNG, NO KIDS
MIDDLE-AGED, NO KIDS
FAMILIES
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LIFESTAGE

19%
40%
28%
13%

MATURE
YOUNG, NO KIDS
MIDDLE-AGED, NO KIDS
FAMILIES

32%

23%
17%

27%

MATURE
YOUNG, NO KIDS
MIDDLE-AGED, NO KIDS
FAMILIES
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WORKING
TOGETHER

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

For BLLT to be more strategic about how we connect
and provide information to visitors, we must have
a strong understanding of how travellers discover,
learn, purchase, and experience our destination. This
allows us to align our efforts with Destination Canada,
Travel Alberta, and our members to determine where
and when it is best for each organization to connect
with visitors.

The path to purchase allows for a focused and
effective approach that plays to the respective
strengths of each partner organization. The diagram
below illustrates the customer journey and how we
are working collaboratively to achieve our goals. It is
important to notice that while roles overlap, we all
have a distinct place on the path. This clarity optimizes
BLLT resources and helps us work together effectively
as a destination.

BACK TO CONTENTS
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OUR MARKETS
GLOBAL
MARKET SNAPSHOT: CHINA

GROW

In 2018, over 750,000
Chinese travelled to
Canada. This is a 13
per cent, year-overyear increase. Chinese
travellers’ top five
destination drivers
are:

MAINTAIN
BE READY
CANADA

U.K.

1. Beautiful outdoor
scenery and
landscapes.

NETHERLANDS
U.S.

GERMANY
CHINA

2. Summer outdoor
activities.

FRANCE
MEXICO

SOUTH
KOREA

JAPAN

3. Good value for money.
4. Great place for
vacations that
avoid surprises.

INDIA

AUSTRALIA

5. Safe place to visit.

Photo: Paul Zizka

We continue to monitor the
current Canada-China political
climate and are looking forward
to a return to regular tourism
business. In the meantime, to
meet targets, we continue to
focus on our other grow markets.
Research courtesy Destination
Canada.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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CANADA/U.S.
REGIONAL
LONG HAUL
CANADA

MARKET SNAPSHOT: U.S.
In 2018, almost 15
million Americans
travelled to Canada.
This is a three per cent,
year-over-year increase.
American travellers’ top
five destination drivers
are:

U.S.

INTERIOR
B.C.
EDMONTON

1. Great shopping.

SASKATOON

METRO
VANCOUVER
OTTAWA
CALGARY
WASHINGTON

MONTREAL

3. Opportunities
to de-stress.

GREATER
TORONTO
AREA

REGINA

MASSACHUSETTS
MINNESOTA

NEW YORK

ILLINOIS
CALIFORNIA

NEW
JERSEY

4. Unique culture.
5. Spend quality time
with friends and/or
family.
* Research courtesy
Destination Canada.

TEXAS

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

2. Proud to tell people
they visited.

FLORIDA

BACK TO CONTENTS
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NICHE MARKETING STRATEGY

Travellers have many motivators—being active
outdoors, relaxation, rejuvenation, connection
with nature, learning about place through
food, professional or business opportunities,
entertainment, and more. When we identify our
target markets, we consider their growth potential,
travel interests, and the airline route accessibility
to reach a large geographic audience. We also make
sure our offering aligns with the unique interests of
travellers already considering a visit to Banff and
Lake Louise.

Photo: Paul Zizka

Our destination is perfectly situated to deliver on
key wants and needs driving tourism around the
world: adventure, food, wellness, ski, and Meetings,
Incentives, Conferences, and Exhibitions (MICE)
business. These niches are not just standard
motivators for travel—they are offerings we
have in abundance.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

BACK TO CONTENTS

13

ADVENTURE

Banff and Lake Louise have easy access to endless outdoor adventures: hiking,
nature, wildlife, ice skating, cross-country and downhill skiing, biking, and
more. We know that adventure means different things to different people. Soft
adventure, lower risk activities that require no past experience, is where the
destination is seeing its best opportunities to capture this growing travel niche.
For Gentle Explorers who may be coming from one of the world’s largest cities,
a simple stroll down the well-marked Bow River Trail is the change of pace they
are looking for. Whereas Authentic Experiencers may be more interested in
popular Canadian Rockies’ adventures such as an introduction to ice climbing,
and Free Spirits might want a guided tour to view wildlife and all the postcardworthy mountain vistas. Accessibility to a range of adventure-based activities
and attractions in Banff National Park is one of our most unique qualities and
these experience-based holidays attract a high-value customer.

WHY IT’S A FOCUS:
Adventure travellers are a growing share of the global travel industry. The
international adventure tourism market is anticipated to grow more than 46
per cent by 2020, according to the United Nations World Tourism Organization
(UNWTO). It has become a $263 billion (USD) global market. Adventure tourists
average a $448 (USD) spend per day with a typical trip length of eight days.

WHAT WE ARE DOING:
In 2019, some of the highlights to attract adventure enthusiasts include:
»» Continuing our partnership with the Adventure Travel Trade Association,
both in travel trade and media projects.
»» Creating stories that position Banff and Lake Louise as a year-round
adventure destination.

Photo: Jake Dyson

»» Co-sponsoring the Banff Centre Mountain Film and Book Festival and
World Tour, showcasing Banff and Lake Louise to adventure enthusiasts
all over the world.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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FOOD

Food served in destination is part of what makes us
unique, and this resonates with all of our EQ target
segments: Free Spirits, Cultural Explorers, Authentic
Experiencers, and Gentle Explorers. While great
food isn’t the number one motivator for travel, it is
a differentiator for destinations. The food scene in
Banff and Lake Louise is vibrant and diverse—from
modern bistros in the downtown core to elegant
dining rooms in grand hotels to cozy dining rooms
in backcountry lodges. When you eat here, you gain
a strong sense of connection to our people and our
place. This is what we refer to as our Taste of Place—
an identity grounded in the heritage and culture of
our region, food ingredients found in Alberta and
B.C., and food-based experiences that create a
connection to our brand.
Food travellers expect a seamless and unique
experience as well as a story about their food. In
2017, BLLT worked alongside stakeholders from
across the destination to develop our three-year
Growing Food Tourism Strategy. In 2018, we began
implementing this strategy, collaborating with chefs
and food experience providers, creating events that
emphasize the area’s unique taste of place, and
elevating the reputation of Banff and Lake Louise’s
food scene among key media influencers. We also
worked to assist members in becoming “market
ready” to meet the expectations of travellers.

Photo: BLLT

To be market ready, it means businesses are:
»» Welcoming food travellers—they have an
attractive website with their own Taste of
Place story and essential business information
including hours and online reservations.

»» Telling their own unique Taste of Place story
within their restaurant.
»» Enriching the food traveller’s experience by
offering tastings, classes, or experiences.
»» Keeping food travellers engaged by sharing
food tourism focused content on social media
or other channels.

WHY IT’S A FOCUS:
Research from the World Food Travel Association
shows that 95 per cent of American travellers are
interested in unique food experiences. A report from
the University of Florida, A Flash of Culinary Tourism,
estimates that 39 million U.S. travellers choose a
destination based on the availability of culinary
activities, while another 35 million seek culinary
activities after a destination is decided upon.

WHAT WE ARE DOING:
In 2019, we will continue implementing our Growing
Food Tourism Strategy, with the aim of building Banff
and Lake Louise’s reputation as a “where to eat”
destination. This includes:
»» Assisting members in becoming market-ready
to meet the expectations of travellers.
»» Infusing events with food experiences.
»» Promoting members with unique food offerings.
»» Building our reputation amongst food journalists,
influential food bloggers, and key opinion leaders.
»» Enabling members to connect with regional
producers and share their own food story.

»» Empowering front-line staff to be knowledgeable
about their products.
BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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WELLNESS

People are travelling for the betterment of their
physical, mental, and spiritual state, and Banff
and Lake Louise is an ideal place for visitors to
connect with nature, escape busyness, and focus
on healing and renewal. Wellness travellers want to
maintain their positive lifestyle choices when they
go on vacation. They are looking for social, physical,
mental, spiritual, and emotional experiences.
They want an opportunity to stay fit, eat well, and
incorporate rest and relaxation into their travel
experiences.

Photo: Noel Hendrickson

Visitors to Banff and Lake Louise can easily connect
with awe-inspiring nature, indulge in the latest spa
treatments, and go home feeling refreshed and
rejuvenated. This can come from post-hike holistic
therapies, a mindfulness retreat to counteract an
always-on digital world, restaurants where they
can indulge in healthy choices, hot springs, and
high elevation yoga.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

WHY IT’S A FOCUS:
The wellness industry continues to grow in
popularity. The Global Wellness Institute predicts
the wellness industry will grow to more than $800
billion (USD) by 2020 and wellness tourism is one
of the biggest contributors to this acceleration.
Wellness tourism increased 6.5 per cent, year-overyear from 2015 to 2017, accounting for $639 billion
(USD) of the wellness industry.

WHAT WE ARE DOING:
In 2019, we are focusing on highlighting wellness
opportunities in Banff and Lake Louise. This
includes:
»» Promoting member offerings that include
wellness experiences.
»» Showcasing the benefits of connecting to nature.

BACK TO CONTENTS
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SKI

Skiing is an important part of our tourism industry.
With three world-class resorts, the destination
is a must-visit location for local, regional, and
international ski enthusiasts. We recognize there
are different types of skiers; we are focused on
skiers who travel to a destination for the skiing,
yet who also seek out additional experiences.
Inspiring skiers to weave other activities into their
holiday—Christmas festivities, ice carving events,
ice skating, snowshoeing, cross-country skiing—
helps create a full winter experience and position
Banff and Lake Louise as a year-round travel
destination.

WHY IT’S A FOCUS:
Visitation data from in-destination surveys show
skiers do more and invest more in the destination
than non-skiers; averaging $115.98 more per trip
than their non-ski counterparts. This is driven by
a 307 per cent higher spend on lodging. An even
larger spend comes from destination skiers,
who outspend other skiers by 136 per cent, with
transportation cited as the main contributor.

WHAT WE ARE DOING:
In 2019, we are focusing on highlighting the
benefits of our full winter experience in Banff
and Lake Louise. This includes:
»» Identifying markets with a strong appetite for
winter travel.

Photo: Paul Zizka

»» Continuing our partnership with SkiBig3.
»» Focusing direct marketing efforts on skiers with
highly targeted campaigns across platforms.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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MICE

Banff and Lake Louise is the postcard backdrop
for any business gathering—from intimate meetings
to large-scale conferences. We offer amenities
required by any group travelling here, whether it’s
accommodation, ample meeting spaces, convention
facilities, diverse dining options, nature-based
activities in destination, and so much more.
Our location, just a 90-minute drive west of Calgary
International Airport, makes it easy for groups to
get here. They can travel by private transfer, airport
shuttle, or a chartered motor coach. From world
class hotels to rustic cabins and everything inbetween, groups from dozens to thousands have a
range of accommodation options to choose from.
A variety of meeting spaces also helps differentiate
the destination, from simple meeting rooms
to mountaintop venues to 15,000 square foot
conference spaces. A collection of off-site venues
—ski lodges, cowboy campsites, and natural
caves—add options to fit unique and memorable
themes. Beyond business, the destination
has activities for groups after or throughout
a productive day, including visits to historical
landmarks, museums, hot springs, spas, skiing,
outdoor activities such as canoeing or rafting,
wildlife viewing, and even a simple riverside stroll.

WHY IT’S A FOCUS:
The global MICE industry is experiencing continued
growth and represents a strong opportunity to
increase visitation to Banff and Lake Louise in
the winter and shoulder seasons. According to
Allied Market Research, global MICE business is
projected to reach $1.25 billion by 2023; this is a 7.5
per cent increase from 2017. Canada is becoming
a go-to destination for MICE travel, generating
over one million travellers and over $1 billion in
tourism spending annually, according to Destination
Canada. This industry segment has the ability to
drive high-value tourism during our slower months.

WHAT WE ARE DOING:
In 2019, we are focusing on highlighting MICE
opportunities in Banff and Lake Louise. This
includes:
»» Being the host destination for two MICE incentive
programs.
»» Implementing a strategic market approach with
our marketing partners Destination Canada and
Travel Alberta.
»» Exploring MICE opportunities in China and
Mexico, while increasing business from Canada
and the U.S.

Photo: Paul Zizka

»» Promoting an increased length of stay for MICE
attendees.

BANFF&&LAKE
LAKELOUISE
LOUISETOURISM
TOURISM 2019 BUSINESS PLAN
BANFF
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OUR
DEPARTMENTS
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GLOBAL
MARKETING

Integration is essential to the work that we do.
Our newly implemented Global Marketing approach
was established to make certain BLLT’s marketing
efforts are aligned with a common voice and
consistent message in all markets–from our
regional day visitor to our visitors from international
markets. This strategic shift allows us to bring
together three teams—Consumer Marketing, Media
& Communications, Business Development—under
one umbrella to increase collaboration and focus.

a greater understanding of the strategies that
are performing well, the strategies that aren’t,
and where adjustments can be made. This helps
us make certain our campaigns, programs, and
initiatives are backed by knowledge and insights,
allowing us to effectively communicate our brand.

The Global Marketing team builds awareness,
understanding, and attractiveness of the Banff
and Lake Louise brand. It drives demand through
a customer-focused approach that spans all BLLT
communication channels to all markets; driving
visitation during need periods and increasing spend
in the destination. This unified approach ensures all
resources are used in the most efficient, effective,
and impactful way.

»» Protecting the destination reputation as a
desirable place to travel year-round.

Global Marketing has three objectives:
1. Build destination awareness.
2. Stimulate year-round visitation.
3. Encourage visitors to spend more in destination.

HOW WE DO IT:

Photo: Paul Zizka

The Global Marketing team uses a data-driven,
integrated approach to inspire our target markets,
grow visitation in need periods, defend revenues
in high occupancy months, and maximize visitor
activity and spend in the destination. Using
research, consumer, and market analysis to gain
insights, this metric-centric marketing gives BLLT

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

In 2019, our team will focus on strategies that
include:
»» Building understanding and attractiveness
of the Banff and Lake Louise brand.

»» Increasing visitation generated by destination
skiers.
»» Appealing to our niche travellers.
»» Creating integrated marketing plans in Canada,
U.S., U.K., Australia, Mexico, and China.
We also intend to increase the audience size in our
owned channels, extend marketing reach through
partnerships, and extend the weekend.

HOW WE MEASURE SUCCESS:
»» Net Promoter Score.
»» Brand awareness ranking.
»» Leads to members.
»» Potential room nights.
»» Destination skiers.
»» Occupancy and room night growth.
»» Social media engagement and audience growth.
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CONSUMER MARKETING

Our Consumer Marketing team is tasked with understanding regional,
national, and global travellers, and educating our broader team on what drives
travel decisions and in-destination choices. It is this deep understanding of
the visitor that allows BLLT to reach our target audiences with relevant and
customized messages at the right time, through the right channels, from the
beginning to the end of their path to purchase. Driven by research insights and
inspired by our brand, we will continue to create the always-on content that
brings our brand promise—inspiring moments of indelible awe—to life.

HOW WE DO IT:
The development of fully integrated annual and time-bound campaigns,
on our own and in partnership with established and newfound partners, is
building awareness of the destination, driving conversion and leads to our
members every month of the year. In 2019, Consumer Marketing will further
explore innovative technologies and tools to deliver a more personalized
online and in-destination experience. We will expand our efforts in search,
social, display, native, and dynamic advertising to better reach and acquire
new audiences and share our destination’s stories. The team will also seek a
greater understanding of our audience through surveys, brand studies, and by
consulting with our members and trusted industry partners.
More specifically, we will attract destination skiers that enjoy other winter
activities, use data and insights to increase the quality and number of leads to
members, grow our traveller database, and better personalize our marketing
efforts.

HOW WE MEASURE SUCCESS:
»» Leads to members.
»» Brand awareness.
»» Destination skier visits.
Photo: Noel Hendrickson

»» Traveller e-newsletter subscriber growth.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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BUSINESS DEVELOPMENT

The Business Development team are experts within our target markets—
gathering insights, understanding nuances, and building awareness with
international audiences.
By representing Banff and Lake Louise in each of our international markets,
the team creates opportunities with meeting planners, tour operators,
receptive tour operators (RTO), and traditional and online travel agencies.
While focused on exploring new market opportunities and trends through
attendance at trade shows, events, industry conferences and expositions,
the team also drives demand and generates leads for our members.

HOW WE DO IT:
Leveraging exposure through sponsorship opportunities and Joint Marketing
Agreements (JMAs) and working closely with RTO and tour operators is core
to Business Development. In addition to in-market activities, we lead and
attend in-destination sales efforts. These business development tours,
including familiarization tours and site inspections allow key influencers the
chance to experience Banff and Lake Louise first-hand. Efforts are managed
strategically, in partnership with Destination Canada, Travel Alberta, Business
Events Canada, and other industry partners.
Capitalizing on the MICE audience presents a significant opportunity for the
destination. These groups are involved in multi-day itineraries with a widescope of activities, including accommodation, restaurants, entertainment,
retail, and services. Our plan is to attract more meetings, with more
attendees, and inspire them to stay longer before and after their meeting
or event.
Business Development also seeks out and bids on conferences, trade shows,
and event hosting opportunities that will allow tour operators and meeting
planners to experience the destination.

HOW WE MEASURE SUCCESS:
Photo: Paul Zizka

»» Potential room nights.
»» Referrals to members.
»» New winter and ski itineraries created with tour operators.
»» New partnerships with winter and ski-focused tour operators.
BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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MEDIA &
COMMUNICATIONS

Our Media & Communications team works with
media partners and influencers from around the
world to protect and expand our reputation and
help others tell our story through their own voices.
This provides unique perspectives for diverse
audiences and creates third-party credibility
we could not build through our owned channels.
Our focus on key global markets and their
media landscapes helps raise awareness of the
destination amongst new audiences, inspiring
them to travel to Banff and Lake Louise.

A significant part of our work involves the Summer
Communications Strategy. Now in its third-year of
implementation, this plan encourages responsible
behaviour within Banff National Park, as part of an
ongoing partnership with Town of Banff and Parks
Canada. Through this strategy, we are aligning
on key messages aimed at helping to reduce car
volume and traffic and supporting the regional day
visitor with information that allows them to have a
great visitor experience.

The team supports the organization with corporate
communications, crisis and issues management,
and ensuring our key messaging is aligned for
all of our stakeholders.

We are continuously monitoring issues and ensuring
our crisis communication plan is up to date and
our team is trained to be able to quickly respond
to issues and support the destination in business
continuity in the event of a crisis.

HOW WE DO IT:

HOW WE MEASURE SUCCESS:

We work closely with our members, partners,
neighbouring destinations, Travel Alberta, and
Destination Canada to build the reputation of
Banff and Lake Louise as a desirable year-round
destination, and to inspire audiences in our key
markets to consider Banff and Lake Louise in
their travel plans.

»» Social media engagements.
»» Social media community growth.
»» Media quality score.
»» Media reach.
»» Tourism sentiment index.

Photo: Jake Dyson

A main objective for 2019 is to increase earned
media for the destination and its members in
Canada, U.S., U.K., Australia, Mexico, and China.
Our social media strategy continues to build a
highly-engaged and growing community, creating
and inspiring advocates for the destination. We
take an active approach in engaging local and
global influencers to increase engagement and
inspire a wealth of quality user-generated content.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

BACK TO CONTENTS

23

VISITOR EXPERIENCE

The Visitor Experience team is focused on supporting the delivery of an exceptional
visitor experience by enhancing visitor services, member relations, and experience
development. The team works to inspire and support visitors to do more and
offer value to members who benefit from increased spend on accommodation,
restaurants, activities, retail, and services. In 2019, the Visitor Experience team
will place a greater emphasis on experience development for the whole destination,
and we will develop tools and resources to renew the visitor experience and exceed
the expectations of our target audience.

HOW WE DO IT:
Building a culture around visitor services is key to our success. An engaged local
frontline team generates leads and provides value to visitors and to our members.
This comes from in-person service at Visitor Centres, including Banff Avenue, Banff
Train Station, Lake Louise and Field, mobile sites at Lake Louise lakeshore, Banff
Avenue, and other popular locations.
The team is also very focused on online channels and social media. We are
committed to providing accessible information, listening and responding to visitors
in real-time. Visitor Experience Specialists provide authentic and trusted local
knowledge before, during, and after a traveller’s trip.
The Banff & Lake Louise Ambassador Program creates destination ambassadors
by engaging locals and championing support for the brand promise while imparting
the important role the front line team plays with each visitor encounter. These
community members’ passion for Banff and Lake Louise helps visitors feel
genuinely welcome, especially when these ambassadors share their local stories.

Photo: Noel Hendrickson

Consistent, timely, and transparent two-way communications with our members
is essential in helping us meet our goals. This is achieved through our website,
e-newsletters, and Annual General Meeting. Workshops hosted by leaders in
the tourism and marketing field help build member businesses.

HOW WE MEASURE SUCCESS:
»» Leads to members.
»» Member satisfaction.
»» Net Promoter Score.
»» Trip Advisor and Google Ratings.
BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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EVENTS & ANIMATION

The Events & Animation team works with members and partners to create
events that attract visitors from our key markets year-round.
In 2019, Events & Animation is taking a more strategic, long-range view
for destination events. The team is focused on building a more robust event
portfolio that provides motivating and enticing reasons to visit Banff and Lake
Louise during shoulder and winter seasons. This will help build our reputation
as a year-round destination and enhance the visitor experience during our
most popular periods.

HOW WE DO IT:
The events and animations we develop, attract, and support are designed
to appeal to our target audiences, bring our brand to life, celebrate the
uniqueness of our destination, support our niches, and encourage visitors
to share their moments and experiences with like-minded travellers.
By emphasizing key annual events such as SnowDays and Ice Magic in
January, Cochon555 food event in March, and Christmas celebrations
starting in November, the team aims to elevate the destination in the
minds of travellers. We also support and provide animation to many
member events that align with our destination strategy year-round.
In 2019, we are embarking on a three-year event plan, which will allow
members, travel trade, and MICE departments to integrate events into their
marketing activities. We are also focused on engaging our members and key
stakeholders in making events a reason to visit in April, January, November,
and the first half of December.

HOW WE MEASURE SUCCESS:
»» Events survey.
»» Net Promoter Score.

Photo: Jason Stang

»» Media quality score on event coverage.
»» Social media engagement on event campaigns.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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FINANCE &
ADMINISTRATION

The Finance & Administration department is committed to providing
services and support to BLLT employees, the Board of Directors, and
members. The team is integral in supporting decision-making by providing
accurate and timely information, and reliable IT infrastructure and support,
in addition to human resources, administrative, and payroll services.
The team continually strives to improve processes to make certain
operations are as efficient as possible. The team also identifies and
recommends improvements in corporate policies, oversees the signing
of contracts, and ensures the organization is properly insured, in order
to mitigate risk.

HOW WE DO IT:
In 2019, the team is focused on improving the efficiency in the department.
We will do this by further leveraging our new online HR tool, and through the
introduction of new technology to process payables and expense claims and
make payments electronically. We will also be working with our IT consultants
to create an IT roadmap and long-term plan.
Our objectives are focused on delivering timely and accurate reports,
mitigating risk for the organization, providing tools and services to support
improved employee effectiveness and management of the employee lifecycle.

HOW WE MEASURE SUCCESS:
»» Employee engagement survey.
»» Marketing costs as a percentage of total expenditures.

Photo: Noel Hendrickson

»» Clean audit outcome.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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THE 2019 PLAN

Our annual Business Plan outlines the objectives,
strategies, and key tactics for our destination. In
2018, we actively sought input from our members,
industry partners, and our Board of Directors. We
worked with our team across the organization to
develop and refine this plan. The planning process
involves a thorough review of our own research
and data, business results, as well as third-party
research and stakeholder insights (e.g., global travel
trends, traveller behaviour, technology insights,
in-resort performance, campaign metrics, etc.).

PILLARS
A key phase of our planning process is setting our
strategic direction with our Board of Directors, with
a focus on risk analysis, growth opportunities, and
alignment with the strategic priorities of our four
pillars. These include:
1. Generate year-round demand: Growing visitation
in winter and shoulder seasons and defending
summer revenue.
2. Lead with brand: Building destination brand
alignment and fueling traveller advocacy.
3. Strengthen industry alignment: Working together
as a destination.

Photo: Paul Zizka

4. Operate a performance-based business:
Promoting employee effectiveness, optimizing
investments, and delivering exemplary fiscal
processes and outcomes.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

ADVISORY GROUPS
Ongoing membership input is integral to developing
and delivering on our destination business plan. We
seek representation from a wide range of members,
with advisory groups focused on:
»» Member Communications: Ensuring timely
and transparent communication to all members,
including member website content, e-newsletter,
and annual survey.
»» Travel Trade: Sharing insights and international
market trends and best practices to support
growth opportunities for the destination.
»» MICE: Providing industry insight, strategic
guidance, and feedback to support lead
generation.
»» Consumer Marketing: Sharing marketing insights
and best practices to support content to tell the
destination story in innovative ways.
»» Lake Louise: Sharing knowledge and insights
of business trends, business development
opportunities, and summer traffic communication
planning.
Collaboration will continue to be key to meeting our
goals. Sharing our Business Plan, and the insights
that led to our 2019 approach, will be a powerful tool
to create member alignment on everything from key
message development to event animation. On the
pages that follow, learn how we plan to bring our four
pillars to life through eight objectives as well as the
goals, strategies, and tactics that support them.
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GENERATE YEARROUND DEMAND

Banff and Lake Louise is a year-round destination—
we are welcoming visitors every month of the year.
With high visitation from June to September, and an
opportunity to attract travellers throughout the
rest of the year, we will continue to focus on building
awareness and inspiring travellers to visit Banff and
Lake Louise year-round.
We continue to take a proactive approach to marketing
the winter and shoulder seasons. Occupancy levels
continue to show opportunity in May and October, and
an even greater need in January, April, November, and
early December. Several of our geographic markets
present an opportunity to increase visitation during
these times. National holidays take place in China
in October, Mexico in April, and Australia in January,
and these are prime openings to engage with these
audiences and inspire them to travel.
In addition to this work, we will continue to support our
summer season by promoting outdoor activities, as well
as education campaigns and increased visitor services.
Along with focusing on in-destination marketing and
enhanced visitor services, Parks Canada, Town of Banff,
and BLLT will continue a partnership to encourage
visitors to park their vehicles and take transit, walk
or bike during their time in Banff National Park.

GOALS
INCREASE AVERAGE
ANNUAL OCCUPANCY
TO

Photo: Paul Zizka

71.9%

2 MILLION

LEADS TO MEMBERS

14,266 ROOM
NIGHTS’ GROWTH

EXCLUDING JUNE TO SEPTEMBER

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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GENERATE YEAR-ROUND DEMAND

OBJECTIVE 1

GROW VISITATION
IN WINTER AND
SHOULDER SEASON

“ OUR WINTER MARKETING CAMPAIGNS
FOCUS ON BUILDING AWARENESS
WITH A LIFESTYLE AND SKI AUDIENCE
TO SHOWCASE OUR FULL WINTER
EXPERIENCE—FROM WORLD-CLASS
SKI RESORTS AND RESTAURANTS TO
OUTDOOR ACTIVITIES AND RELAXING
HOT SPRINGS.”

Events are essential in driving demand and
increasing overnight visitation during need periods.
They provide an added reason to visit along with
opportunities to extend the weekend by promoting
reasons to stay beyond Saturday night for regional
visitors. Along with animation, these initiatives
help bring the destination to life and fuel traveller
advocacy.
An integral part of this work is promoting Banff
and Lake Louise as the quintessential place
to experience a Canadian Christmas. There
is significant research showing a demand for
Christmas experiences. And in 2017, occupancy
for November and December were 47.6 per cent
and 55.5 per cent respectively, the first and third
slowest months in the calendar year.
Events will continue to be a focus in winter and
shoulder season to boost interest in these times.
Our winter marketing campaigns focus on
building awareness with a lifestyle and ski audience
to showcase our full winter experience—from
world-class ski resorts and restaurants to outdoor
activities and relaxing hot springs. Working with
SkiBig3, Destination Canada, Canada Ski Council,
Travel Alberta, and Fairmont, we share digital
information and retarget travellers with our winter
story.
MICE travel continues to present an opportunity
to grow demand for our destination, specifically
within Canadian and U.S. markets. We also aim to
increase winter and shoulder season visitation by
increasing the presence and building awareness

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

through various MICE conferences, promoting
the destination with our marketing partners,
Travel Alberta and Business Events Canada,
and promoting destination events, to encourage
meeting attendees to stay in-destination longer.

STRATEGIES
»» Make events a reason to visit in January, April,
November, and early December.
»» Grow destination awareness as a place to visit
in the winter.
»» Increase visitation by destination skiers.
»» Increase the number of MICE groups and visitors
in destination.
»» Grow winter visitation through tour operator and
travel agents.
»» Generate leads to members during the
consideration phase and in-destination.
»» Establish BLLT as a trusted source of how
to experience Banff National Park.

HIGHLIGHTED TACTICS
»» Increase and extend Christmas event and
animation activity from mid-November through
December.
»» Expand snow sculpture activation on Bear Street
and in the downtown core and introduce Tribute
to Craft Spirits Festival during SnowDays.
»» Introduce a series of collaborative dinners and
other member initiated food offerings to create
a culinary weekend around Cochon555.
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GENERATE YEAR-ROUND DEMAND CONTINUED
HIGHLIGHTED TACTICS CONTINUED
»» Increase sales generated from the winter
campaign with SkiBig3, Travel Alberta, and
Destination Canada.
»» Continue to work with Destination Canada and
Canada Ski Council to build awareness of Canada
as a must-visit ski destination.

“ CONTINUE TO WORK WITH DESTINATION
CANADA AND CANADA SKI COUNCIL TO
BUILD AWARENESS OF CANADA AS A
MUST-VISIT SKI DESTINATION.”

»» Develop ski-specific content that can be used in
Canada, U.S., U.K., Australia, Mexico, and China.
»» Work with key tour operators and RTOs to create
new winter and ski itineraries tailored to local
markets.
»» Bid and win host opportunities for large
conferences, tradeshow, and events in winter.
»» Focus on winter focused JMAs.
»» Focus media efforts on winter and shoulder
season stories.

2019 EVENTS CALENDAR*
SnowDays, Tribute
to Craft Spirits
Festival & Ice Magic
January 16–27
TSN Curling Skins
February 1–3
The Gathering
February 20–22
Cochon555
April 6
Banff Marathon
(Half Marathon,
10 km Run, Health
and Fitness Expo,
BMO Kids Run)

June 14–16
Banff Centre
Mountain Film
& Book Festival
October 25–
November 3

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

Santa Claus
Parade
November 16
Banff Christmas
Market
November 21–24
Banff Craft Beer
Festival
November 21–23
Lake Louise World
Cup, Men’s Weekend
November 29–30
Lake Louise World
Cup, Ladies Weekend
December 6–8
*subject to change

BACK TO CONTENTS

30

GENERATE YEAR-ROUND DEMAND

OBJECTIVE 2

DEFEND
SUMMER REVENUE

We need to be where the visitor is to help them
navigate our popular summer season. This visitorcentric approach is leveraged through face-to-face
communications and digital platforms. This will
happen at our mobile Visitor Centre operations,
including at the Lake Louise Lakeshore and in the
Lake Louise overflow parking locations, as well
as online on live chat, review sites, and our social
media channels.
Travellers are making decisions using a variety of
sources, so it is increasingly important to have a
strong presence across the digital environment.
In 2018, our social media and visitor centre teams
began working very closely to meet visitor needs
through all of our channels. We have seen direct
benefits resulting from this focus, including
increased engagement and audience growth on our
social media channels, and enhanced customer
service experiences as visitors’ queries are
answered quickly, allowing them a seamless trip
planning experience. We will continue and enhance
this work in 2019.

In-destination marketing in the summer is an
important tactic for us, targeting visitors while
they are here to encourage them to do more while
in destination—whether it be food, activities, or
shopping.
Although we have a great opportunity to leverage
our strength as one of the world’s most aweinspiring mountain destinations on earth, we
must all remain respectful of our home in Banff
National Park and increasingly find ways to
encourage responsible behaviour. Through a
proactive marketing communications plan focused
on visitor communications from May to September,
we will continue to encourage various types of
transportation such as walking, biking, public
transit, and shuttles. We will be expanding this
campaign to encourage responsible behaviour in
general.

HIGHLIGHTED TACTICS
»» Summer animation strategy of surprise
and delight to enhance visitor experience.
»» Implement summer communications strategy
focusing on responsible behaviour in Banff
National Park.
»» Enhance crisis communication plan.
»» In-destination digital marketing that is
targeted to visitors.
»» Continue to develop compelling stories
about the destination in summer.
»» Optimize tour itineraries to enhance
the in-destination experience.
»» Visitor Centre daily occupancy and availability
monitoring to help reach maximum occupancy
throughout the summer.

STRATEGIES
»» Maintain summer visitation by continuing to
showcase activities with capacity through the
summer.
»» Manage issues proactively to mitigate losses in
visitation in the event of in-destination incidents.

“ IN-DESTINATION MARKETING IN THE
SUMMER IS AN IMPORTANT TACTIC FOR
US, TARGETING VISITORS WHILE THEY
ARE HERE...”

»» Focus on enhancing the visitor experience in
summer.
»» Increase in-destination lead generation.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

BACK TO CONTENTS

31

LEAD WITH BRAND

At our highest level, what do we offer? What can we
credibly give visitors that’s above and beyond anywhere
else? What is our unique difference? At the highest level,
it’s providing moments of indelible awe. Leading with
brand is about using our brand as a filter to guide all we
do. Good brands have personality. Great ones have a
story that unites partners and puts a purpose behind
every initiative. Our brand defines who we are and what
we do, as well as why and how visitors should experience
Banff and Lake Louise.
Our brand attributes, the characteristics of Banff and
Lake Louise, come straight from a summary of visitor
interviews. We used their words to identify audience
needs and how we can satisfy them. Our brand continues
to frame the narrative of how we tell our story and
connect visitors to the feeling of being Alive. These
attributes are:
»» Uplifting.

»» Vibrant.

»» Protected.

»» Accessible.

»» Jaw-dropping.

»» Truly Canadian.

These attributes inform the stories we tell, the events
we host, how we speak with our visitors and more.
They allow us to connect with travellers and visitors in
relevant ways. Communicating the brand story through
our content, events, and visitor services will inspire
people to experience all that Banff and Lake Louise have
to offer. Visitor experience, experience development, and
animation are all important components of delivering our
brand promise.
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GOALS
BRAND AWARENESS RANKED:

2ND IN CANADA
4TH IN U.S.
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SOCIAL MEDIA ENGAGMENTS:

1.35 MILLION
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LEAD WITH BRAND

OBJECTIVE 3

BUILD DESTINATION
BRAND ALIGNMENT

We work with members, marketing partners,
media, and influencers to make sure our brand
shapes everything that we do.
Developing experiences is a significant focus for
2019 and we are working with members to help
design unique products and services to encourage
winter and year-round tourism. A good example of
an experience developed by one of our members,
SkiBig3, is their Guided Adventures program, which
has now been designated as a Canadian Signature
Experience with Destination Canada. Perfect for the
Authentic Experiencer, this new product provides
a memorable guided experience that leads visitors
to the best turns in each resort, while sharing the
unique history of the area. This type of experience
will help us create a more authentic emotional
connection ultimately offering up the immersive,
local, and authentic experience travellers are
demanding.
Storytelling is at the heart of all the content
produced. It is based on traveller insights,
timeliness, and experiences. This content is brandaligned and serves the whole destination in helping
convey indelible awe to travellers. By understanding
marketing trends, working with our members and
partners, and functioning as always-on content

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

publishers, BLLT continues to find efficient and
effective ways to share content with travellers in
the digital space. Using sophisticated targeting and
audience insights, BLLT delivers the right message,
at the right time, to the right traveller.
Reaching our target markets through business
partnerships also allows us to extend the reach of
our brand. We work with tour operators around the
world on joint marketing campaigns that promote
the destination to travellers and present Banff and
Lake Louise in alignment with our brand. We will
also amplify our brand presence at trade shows,
expositions, sales trips, and key industry events.
This will enhance our attendance and provide
additional touchpoints for our brand.

STRATEGIES
»» Build awareness in key markets as a desirable
place to visit every month of the year.
»» Protect the destination reputation as a desirable
year-round travel destination.
»» Increase earned media for the destination and its
members in Canada, U.S., U.K., Australia, Mexico,
and China.

HIGHLIGHTED TACTICS
»» Implement media partnerships that raise
awareness in our key markets with our target
audiences.
»» Host multi-market media FAM tours with
journalists from all our key markets.
»» Implement new social media channels to
reach new audiences.
»» Develop global content strategy and content
calendar.
»» Develop integrated plans for marketing
campaigns in Canada, U.S., U.K., Australia,
Mexico, and China.
»» Onboard new agency(ies).
»» Implement Digital Asset Management (DAM)
system.
»» Identify and establish new partnership with tour
operators and travel agencies.
»» Provide training and webinars to tour operators,
travel agents, and RTOs.

»» Grow BLLT social media following.

»» Coordinate and lead business development tours,
familiarization trips and site inspections for key
influencers and decision-makers to experience
the shoulder season.

»» Support the delivery of an exceptional
visitor experience.

»» Enable members to enhance and develop new
experiences.

BACK TO CONTENTS

33

LEAD WITH BRAND

OBJECTIVE 4

FUEL TRAVELLER
ADVOCACY

“ LEVERAGING AND AMPLIFYING SOCIAL
MEDIA PLAYS A BIG ROLE IN INCREASING
EXPOSURE AND BUILDING STRONG
RELATIONSHIPS WITH VISITORS. THIS
CREATES UNLIMITED OPPORTUNITIES
TO FUEL TRAVELLER ADVOCACY.”

Visitors are increasingly using social media
platforms in every step of their travels: planning,
booking, in-destination, and reflecting once they’ve
returned home. Leveraging and amplifying social
media plays a big role in increasing exposure and
building strong relationships with visitors. This
creates unlimited opportunities to fuel traveller
advocacy. By making it easy and inspiring them to
generate and share their stories, we increase the
likelihood their enthusiasm will motivate others
to visit.
Travel influencers are an important part of our work,
as they are highly influential and inspiring to their
unique audiences. By identifying influencers who
are brand-aligned with Banff and Lake Louise, and
working with them to tell the destination story, we
can influence even more traveller advocacy.
Social media also creates touchpoints with
travellers who demand timely information,
increased interaction, and personalization.
Monitoring social media channels and providing
visitors great information can help support a
successful vacation—one they’ll want to share with
friends and family. This makes BLLT an essential
resource for visitors to plan their trip before and
when they arrive.

with visitors, we continue to build our network of
influencers and storytellers who are promoting
Banff and Lake Louise on our behalf. To do this
best, BLLT has mapped out all touchpoints with the
traveller and how they connect with our destination.
Our next step in 2019 is to ensure these touchpoints
are brand-aligned so they coherently reflect our
destination.

STRATEGIES
»» Engage key local and global influencers to
add credibility to the destination.
»» Grow the consumer database.
»» Increase lead generation during the consideration
and evaluation phase.

HIGHLIGHTED TACTICS
»» Build influencer engagement program that builds
awareness and brand loyalty year-round.
»» Implement social media strategies focused on
our niche marketing areas.
»» Increase the consumer database through
acquisition of e-newsletter subscribers and
increase cookie pools of travellers interested
in ski, food, soft-adventure, and wellness.

Personalization of products and services is more
important than ever and brands have shifted from a
product-specific to customer-centric approach as a
result. By finding more ways to personally connect

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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STRENGTHEN
INDUSTRY
ALIGNMENT

Collaboration with our members and industry partners
is a critical part of our work. We have a dedicated Board
of Directors that offers strategic insights and guidance,
and over 100 participants on our advisory groups. We
rely on these industry experts to bring skill, experience,
and passion for the destination to our team.
We could not achieve our objectives without this
strategic input and support. These individuals help
make sure BLLT continues to be a highly-effective and
accountable organization that meets the evolving needs
of travellers. Our staff support members by providing
the latest intelligence, research, and expert advice to
facilitate decision-making by all involved.
BLLT will continue to engage the community in
its decision-making and we are committed to
communicating consistently with existing stakeholders.
Equally important is onboarding new members to
familiarize them with our destination brand and help
share the overall Banff and Lake Louise experience.
Partnerships are vital in stewarding the growth of
the visitor and local economies. BLLT’s relationship
with the Town of Banff and Parks Canada remains of
critical importance. This collaboration is a huge part of
achieving our goals.

GOALS

$10,102,470

Photo: Paul Zizka

MEMBER REVENUE

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

NET PROMOTER

_
SCORE: >76
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STRENGTHEN INDUSTRY ALIGNMENT

OBJECTIVE 5

WORK TOGETHER
AS A DESTINATION

“ WE OFFER DESTINATION-WIDE TRAINING
PROGRAMS TO INCREASE AWARENESS
OF MARKETING KNOW-HOW, INCLUDING
HOW TO LEVERAGE OUR BRAND AND
IMPROVE TRAVELLER ENGAGEMENT
THROUGH SOCIAL MEDIA.”

Together with our members, we work to inspire
travellers to visit Banff and Lake Louise. We offer
destination-wide training programs to increase
awareness of marketing know-how, including
how to leverage our brand and improve traveller
engagement through social media. And our advisory
groups help us by sharing and spreading market
intelligence and learnings.
In 2019, we will offer workshops and sessions for
members that will help enhance their business. We
have seen the benefits of programs that increase
knowledge of industry trends and the destination.
The collaboration of the Chef’s Collective and
Food Tourism Task Force is a great example of how
members from our community working together is
elevating our destination food scene.
Further, in 2018, the Banff & Lake Louise
Ambassador Program was redesigned with
brand first, and we’ve seen a tremendous uptake.
We will continue to enhance this program in 2019,
telling the destination’s story to frontline staff,
leaders, and influencers.
We are committed to making sure members
have enough information to support destination
marketing activities focused on visitors and
providing ways for members to get involved
with focused campaigns that raise awareness
of the destination to our key markets, as we know
working together makes us that much stronger.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

STRATEGIES
»» Demonstrate value to members.
»» Engage members, key stakeholders, and the
community in events and campaigns that elevate
the destination as a whole.
»» Increase member and stakeholder engagement
in business planning.

HIGHLIGHTED TACTICS
»» Engage with Food Tourism Task Force and Chefs
Collective to help shape and continue to drive
food tourism strategy.
»» Support member-driven events including
Cochon555 and Tribute to Craft Spirits Festival.
»» Coordinate Market Ready Workshops for Food
Tourism Strategy.
»» Enable members with tools and resources
supporting emerging trends.
»» Deliver Travel Alberta’s Experience Essentials
workshop.
»» Continue to share with and solicit content from
members (i.e. video, images, stories, articles,
experiences, offers, etc.) to increase reach.
»» Generate visitor, traveller, and industry insights
and share with members.
»» Enhance member section of banfflakelouise.com.
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OPERATE A
PERFORMANCEBASED BUSINESS

We work hard to innovate and take risks, but we do it
in a measured way, so we can confirm what is working
and what isn’t. To do this right we are increasing
member access to analytics from all sectors, and
trying to add metrics from retail and restaurants to
our current data from the accommodation sector.
Reaching travellers in a digital landscape allows us
to be more efficient with our marketing, and
understand which tactics are working and which
are not. We are working to strengthen reporting
and ensuring activities and analytics are shared
consistently throughout the year to build awareness
of our accomplishments.
For our organization to be truly performancebased, we are focused on ensuring employees
are working in the most effective way possible.
This means managing the employee lifecycle and
ensuring employees are engaged and enabled, as
well as gaining insights from employees at every
stage in their BLLT career. It also means optimizing
our investments, and delivering exemplary fiscal
processes and outcomes.

GOALS

Photo: Jeff Barlett

MARKETING COSTS
TOTAL
>_ 85% OFEXPENDITURE

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

CLEAN

AUDIT OUTCOME
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OPERATE A PERFORMANCE-BASED BUSINESS

OBJECTIVE 6

PROMOTE EMPLOYEE
EFFECTIVENESS

“ IN 2019, WE WILL BE IMPROVING
TOOLS TO ENHANCE PERFORMANCE
MANAGEMENT AND THE EMPLOYEE
RECRUITMENT PROCESS.”

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

Our Finance & Administration department provides
many of the tools required by the broader BLLT
team. This includes providing accurate and timely
information, reliable technical infrastructure and
support, and human resources, administration,
and payroll services. It extends beyond our staff
to supporting the Board of Directors.
In 2019, we will be improving tools to enhance
performance management and the employee
recruitment process. Performance management
is a critical element of our success. Further
developing our culture, reinforced through our
team values, will lead to even higher performance
and greater outcomes for our members. Enabling
our employees to work effectively with tools,
processes, and systems is a priority for us.

STRATEGIES
»» Support improved employee effectiveness.
»» Manage the employee lifecycle.

HIGHLIGHTED TACTICS
»» Enhance new digital platform for Human
Resource function.
»» Implement IT consultant processes
and systems.
»» Support Standard Operating Procedure
development and archiving.
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OPERATE A PERFORMANCE-BASED BUSINESS

OBJECTIVE 7

OPTIMIZE
INVESTMENTS

We will leverage other tools, like Destination
Canada’s Tourism Intelligence Platform and
Arrivalist, to better understand our visitor and
monitor travel patterns, destination spend, and
marketing attribution. We will use this data and
more to identify trends that lead to better targeting,
segmentation, personalization of content, and
optimization of the digital experience. Our increased
digital focus will include an expansion of paid
search and retargeting efforts to generate leads
and expanding in-market mobile and social media
advertising to prompt visitors to do and spend more.

To make certain marketing initiatives are
successful, we will maintain our practice of
beginning all initiatives with an understanding
of the target traveller and our goals. We will
regularly monitor metrics, including campaign
conversion rates, website visits, demographics,
and other analytics. Our scorecard highlights these
performance metrics and continues to inform
the strategic actions that are most effective and
identifies initiatives that should be reevaluated.

»» Launch suite of reports across the organization.
»» Research and implement a Consumer Data
Platform (CDP) to combine and derive key
insights from all our consumer data.
»» Further refine the event assessment and
measurement tool.

STRATEGIES
»» Improve efficiencies, internal processes,
and reporting.
»» Generate visitor, traveller, and industry insights
to inform decision-making for BLLT and its
members.

A key strategic approach to optimizing investments
is working closely with Destination Canada and
Travel Alberta to make sure we are not duplicating
efforts in global markets. For instance, we will
increase our investment with Destination Canada
to focus on areas such as France, Korea, Australia,
and India—areas that are not being targeted by
Travel Alberta.

»» Enhance reporting to ensure marketing
effectiveness.

Going into 2019, we have refined JMAs to emphasize
partner accountability for performance metrics
beyond generating room nights. We will continue
to evaluate tactics to ensure our investments are
spent in ways that truly make a difference.

»» Implement Arrivalist to measure marketing
attribution and travel patterns in destination.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

»» Continue to collect and review Google analytics,
in-destination surveys, Net Promoter Score, and
conversion pixel information for trends.

“ TO MAKE CERTAIN MARKETING INITIATIVES
ARE SUCCESSFUL, WE WILL MAINTAIN OUR
PRACTICE OF BEGINNING ALL INITIATIVES
WITH AN UNDERSTANDING OF THE TARGET
TRAVELLER AND OUR GOALS.”

HIGHLIGHTED TACTICS
»» Implement the Tourism Sentiment Index to
measure reputation.
»» Measure the impact of influencer content on
their own channels using a new software.

»» Utilize Tourism Intelligence Platform to identify
our destination spend indexes.
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OPERATE A PERFORMANCE-BASED BUSINESS

OBJECTIVE 8

DELIVER EXEMPLARY
FISCAL PROCESSES
AND AUDIT OUTCOMES

“ WE ARE COMMITTED TO RESPONSIBLE
FISCAL MANAGEMENT AND MAKING
CERTAIN WE HAVE THE BEST PRACTICES
IN PLACE.”

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

More than ever before, our marketing efforts
will be measured with real-time data to effectively
attribute them to sales revenues. Improved
decision-making will also come from ongoing
updates to fiscal processes and IT infrastructure
that allows us to increase our ROI. These
performance metrics and financial reporting
processes will be a meaningful and reliable
resource for the Board of Directors and BLLT
leadership team to make decisions.
We are committed to responsible fiscal
management and making certain we have the
best practices in place. Finance & Administration
reports financial information monthly, with
comparison to budget, forecast or the prior
year as required.

We will also focus on reporting non-financial
data in 2019. This will enable each team member
to evaluate data important to their area and will
enable leadership to review the whole organization
in a more regular and rigorous fashion.

STRATEGIES
»» Identify, mitigate, and manage risk for
the organization.

HIGHLIGHTED TACTICS
»» Ensure accurate and timely financial reporting.
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MEASURING
SUCCESS

Since 2016, we have used the Net Promoter
Score (NPS) as a tool to transform our organization.
NPS helps us measure our success and predict
our future performance. This score reflects the
likelihood a visitor will recommend Banff and Lake
Louise to friends, family, or colleagues. It is also
helpful to identify and confirm other destinations
being considered when people are deciding if
they want to visit Banff and Lake Louise. These
insights have shown that visitors are more likely
to recommend Banff and Lake Louise if they stay
longer (one night stays led to 68 NPS compared to
two nights with 78 NPS). In 2019, we are working
to encourage more members to use NPS with their
businesses to paint a better picture of the overall
visitor experience.
In addition to NPS, each BLLT department has
Key Performance Indicators (KPI) to demonstrate
how effectively we are achieving our goals. Some
of our most telling metrics for success include:

»» Leads to members: We monitor our website,
marketing campaigns, visitor centre referrals,
business development approaches and track
the number of opportunities presented
to member businesses from our efforts.
»» Brand awareness rank: We conduct a brand
awareness survey throughout Canada and
the U.S. and ask, “What is the first vacation
destination in Canada that comes to mind?”
We measure our unaided awareness (currently
2nd in Canada and 4th in the U.S.).
»» Social media engagement: Tracking likes,
shares, views (video), and comments is a key
metric for our Media & Communications team,
aligned with our Fuel Traveller Advocacy pillar.
In 2019, we will continue to find sophisticated ways
to measure and report on our efforts and how they
add value to our members. Our ability to collect,
aggregate, and calculate this data gives insight
into the return on our efforts.

Photo: Paul Zizka

»» Room night and average annual occupancy:
These standard accommodation sector
benchmarks allow us to measure how we are
promoting the destination as a year-round
experience, specifically in the winter and
shoulder season, allowing us to compare
days, months, or seasons annually.

BANFF & LAKE LOUISE TOURISM 2019
2019BUSINESS
BUSINESSPLAN
PLAN
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THE 2019 SCORECARD
GENERATE
YEAR-ROUND
DEMAND

OBJECTIVES

GOALS

Grow visitation in
winter and shoulder
season

STRATEGIES
INCREASE AVERAGE
ANNUAL OCCUPANCY
TO

71.9%

Defend summer
revenue

14,266 ROOM
NIGHTS’ GROWTH

EXCLUDING JUNE TO SEPTEMBER

2 MILLION

LEADS TO MEMBERS

LEAD WITH BRAND

OBJECTIVES

GOALS

Build destination
brand alignment

STRATEGIES
BRAND AWARENESS RANKED:

2 IN CANADA
4 IN U.S.
ND
TH

Fuel traveller
advocacy

SOCIAL MEDIA ENGAGMENTS:

1.35 MILLION

STRENGTHEN
INDUSTRY
ALIGNMENT

OBJECTIVE

GOALS

Work together
as a destination

»» Make events a reason to visit in January, April, November, and early December.
»» Grow destination awareness as a place to visit in the winter.
»» Increase visitation by destination skiers.
»» Increase the number of MICE groups and visitors in destination.
»» Grow winter visitation through tour operator and travel agents.
»» Generate leads to members during the consideration phase and in-destination.
»» Establish BLLT as a trusted source of how to experience Banff National Park.
»» Maintain summer visitation by continuing to showcase activities with capacity
through the summer.
»» Manage issues proactively to mitigate losses in visitation in the event of in-destination incidents.
»» Focus on enhancing the visitor experience in summer.
»» Increase in-destination lead generation.

»» Build awareness in key markets as a desirable place to visit every month of the year.
»» Protect the destination reputation as a desirable year-round travel destination.
»» Increase earned media for the destination and its members in Canada, U.S., U.K.,
Australia, Mexico, and China.
»» Grow BLLT social media following.
»» Support the delivery of an exceptional visitor experience.
»» Engage key local and global influencers to add credibility to the destination.
»» Grow the consumer database.
»» Increase lead generation during the consideration and evaluation phase.

STRATEGIES
$10,102,470
MEMBER REVENUE

»» Demonstrate value to members.
»» Engage members, key stakeholders, and the community in events
and campaigns that elevate the destination as a whole.
»» Increase member and stakeholder engagement in business planning.

NET PROMOTER

_
SCORE: >76

OPERATE A
PERFORMANCEBASED BUSINESS

OBJECTIVES
Promote employee
effectiveness

GOALS

STRATEGIES
MARKETING COSTS
TOTAL
>_ 85% OFEXPENDITURE

Optimize investments
Deliver exemplary
fiscal processes
and audit outcomes

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

CLEAN

AUDIT OUTCOME

»» Support improved employee effectiveness.
»» Manage the employee lifecycle.
»» Improve efficiencies, internal processes, and reporting.
»» Generate visitor, traveller, and industry insights to inform
decision-making for BLLT and its members.
»» Enhance reporting to ensure marketing effectiveness.
»» Identify, mitigate, and manage risk for the organization.

BACK TO CONTENTS

42

BUDGET

2019 BUDGET
REVENUE
Financial Contributions

10, 102, 470

Other Revenue

1,446,995

Total Revenue

11, 549,465

EXPENSES
Global Marketing

7, 671,196

Visitor Experience

3, 244, 722

Finance and Administration

1, 233, 414

Total Expenses
Surplus (Deficiency) of Revenue over Expenses

Photo: Reuben Krabbe

Marketing Expenditures as a % of Total
Expenditures

12, 149,332
($599,867)
90%

ACCOUNTABILITY
We are committed to transparency. Disclosing how funds collected from our members are
spent instills confidence that we have the best practices in place. To ensure accountability,
an Audit and Finance Committee consisting of three Board of Director members reviews
and approves financial reporting and retains an external auditor. Our financial statements
are audited annually by Manktelow & Company Chartered Accountants.

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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LEADERSHIP
We are governed by a Board of Directors. Made up
of 14 representatives, 12 are elected and represent
the business categories that make up our industry,
and two are appointed. Parks Canada is represented
by the Banff National Park Superintendent and the
Town of Banff by its Mayor.

»» Retail:

BOARD OF DIRECTORS

»» Ski:

»» Parks Canada:
Sheila Luey
Melanie Kwong (alternate)
»» Town of Banff:
Karen Sorensen
Brian Standish (alternate)
»» Lake Louise:
Robin Locke, Lake Louise Ski Resort
»» Improvement District #9:
Dave Riley, Sunshine Village
»» Lodging:
Howard R. Jang, Banff Centre
for Arts and Creativity
Gord Lozeman, Banff Caribou Properties
David Roberts, Fairmont Banff Springs
»» Restaurant:
Trevor Long, Rimrock Resort Hotel
Stavros Karlos, Banff Hospitality Collective

Chelsea Cudmore, Cool As A Moose
»» Transportation, attractions, entertainment:
Jonathan Welsh, Discover Banff Tours
»» Service:
Mark Hendrikse, Brewster Travel Canada
Pete Woods, SkiBig3

STANDING COMMITTEES
Executive (four elected members): convenes
between Board meetings to consider issues
that require immediate attention. They are also
responsible for the evaluation of the performance
of the CEO on an annual basis.
»» Chairperson: David Roberts
»» Vice Chairperson: Pete Woods
»» Treasurer: Gord Lozeman
»» Secretary: Robin Locke
Governance and Nominations (three members):
oversees the nomination procedures for the election
of Board members, provide advice on matters of
policy related to governance, privacy and conflict
of interest.

»» Gord Lozeman
»» Howard Jang
»» Mark Hendrikse
Advocacy (three members): Develop policies
and oversee investment for the engagement of
partnership organizations as advocates in building
and maintaining the reputation of Banff National
Park as a desirable place to visit and recreate.
»» David Roberts
»» Trevor Long
»» Jonathan Welsh

BLLT LEADERSHIP TEAM
»» Leslie Bruce, President & CEO
»» Woodrow Oldford, VP, Global Marketing
»» Kira Lu, Director, Business Development
»» Diane Bures, Director, Consumer Marketing
»» David Matys, Director, Events & Animation
»» Nancy DaDalt, Director, Visitor Experience

»» Robin Locke

»» Mandy Grant, Director, Finance & Administration

»» Pete Woods

For a list of all Banff and Lake Louise Tourism
staff, visit www.banfflakelouise.com/memberinformation

»» Stavros Karlos

BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN

Audit and Finance (three members): directs the
structure and form of BLLT’s financial reporting,
review and approve financial statements, and
retain the external auditor.
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THANK YOU
TO OUR DEDICATED MEMBERS
WHO HELP US DELIVER
INDELIBLE AWE.
BANFFLAKELOUISE.COM
BANFF & LAKE LOUISE TOURISM 2019 BUSINESS PLAN
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Agenda Item 6.1
Email

Print

Delegation Request
Form
P.O. Box 1260, Banff, Alberta T1L 1A1

www.banff.ca

Name of person or group requesting to appear.
Steven Ross Smith - Poet Laureate Community Committee
Council Meeting Date Requested:

January 14, 2019

Topic
The topic of discussion is (be specific, provide details, and attach additional information, if required)
Speaking on behalf of the Poet Laureate Community Committee. It is an information piece about the history
and value of Laureateships and particular reference to the Banff Laureateship.

Purpose
Purpose of presentation
Information only
Request action/support

Request funds

Other _______________________

Desired resolution
Activities to date relative the matter
Will report on these.

Contact Information
Contact Person
Address
Town

Steven Ross Smith

Box 5756

Banff

Phone
Email

Postal Code
Cell

T1L 1G7

403.951.0205

srosssmith@gmail.com

Office Use Only
Approved
Declined Date Scheduled:

Applicant Informed

Appearing Before Council as a Delegation
1. Persons or organizations wishing to appear before council as a delegation must
submit this completed form.
2. All requests must be received by the Municipal Clerk prior to noon on the Monday
of the week preceding the council meeting.
3. Delegations who miss the Monday deadline, and who wish to address the next regular
meeting of council, must still fill out this form. Under special circumstances, council
may pass a motion agreeing to hear the delegation, but there is no obligation on
council’s behalf to guarantee that his will happen. The onus is on the applicant to
show on this form why the delegation cannot wait for the next regular council
meeting, and what additional information the delegation has that would be of interest
to council.
4. Include all pertinent background and related documents so that all necessary details
may be considered. The information clarifies the purpose of the delegation for council
and allows council members to become familiar with the topic and obtain any
necessary information prior to the meeting.
5. You may forward your request using any of the following methods:
• email: municipal.clerk@banff.ca
• fax: 403.762.1260
• mail or hand deliver: Town of Banff, Box 1260, 110 Bear Street, Banff AB,
T1L 1A1
6. All delegations must be approved by the Mayor prior to being heard.
7. If you will be providing supporting documentation, such as a Powerpoint
presentation or handouts, you must submit the documents no later than noon on
the Wednesday prior to the meeting if it is to be included in the agenda.
8. Delegations must be in attendance when their agenda item is called.
9. If your material is not published in the agenda, bring ten (10) copies with you to
the meeting. Note: distributed documents become part of the public record.
10. Delegations are permitted 5 minutes for their presentation. Council may ask
questions after the presentation for clarification.
11. Delegations are to present information to council. Council will not enter into
debate with the delegations.
12. Do not expect an immediate answer. Council will receive the information and may
refer your issue to staff for more information or to another meeting for further
consideration.
13. Council usually hears from a maximum of two delegations per meeting.
Delegations are scheduled on a first come/first serve basis.
Note: The Delegation Request form and related documents become part of the
public record and will be released/published in the agenda and minutes that are
available to the public in a variety of methods.
Some helpful tips for a successful presentation can be found on banff.ca/delegations

This personal information is being collected under the authority of Section (c) of the Freedom of Information and Protection of Privacy
Act and will be used in scheduling you as a delegation before Town Council. If you have any questions about the collection of this
information, please contact the FOIP Coordinator at 403.762.1209.

Agenda - 7.1.1.
Michaels, Dave
From:
Sent:
To:
Subject:

Albert Moser <a.moser@shaw.ca>
Monday, January 7, 2019 12:13 PM
Michaels, Dave
Re: Draft Council Report regarding Bed and Breakfasts

Dear Dave

Thank you for sending me this report.
I just hope that every B&B will have to follow the same rules as we just have been approved for 4 rooms,
when they renew.
and that B&B can keep the 4 room maximum option.
I do agree with some of the others operators, that there should be a way to attend an emergency (funeral
etc.) for a few days
without having to jeopardize our agreement, see below from your proposal.

In addition, some operators have requested clarity regarding the requirement that a Bed and Breakfast is
managed and operated exclusively by the Live‐in Owner. A number of Bed and Breakfast operators utilize a
third party for some aspects of their operation such as: a laundry service; additional help preparing breakfasts;
cleaning of the property; managing online bookings and online communications; managing websites and/or
social media etc. Options could include:
i. Requiring that a Bed and Breakfast shall not be operated when the Live‐in Owner is absent for more than a
certain number of consecutive nights (eg. five consecutive nights). This would allow greater clarity for
operators;
ii. Requiring that Live‐in Owners keep a log of who is in residence at the property when guests are present.
This could allow for greater compliance monitoring; and/or,
iii. Add additional clarity regarding the exclusive management and operation of Bed and Breakfasts

Unfortunately we will not be here for your meeting this month. Our B&B is currently closed until February 8th.
2019
and we will be visiting Switzerland.

Kindest regards
Albert
1

REQUEST FOR DIRECTION
Subject: Bed and Breakfast Homes & Bed and Breakfast Inns
Regulatory Framework
Presented to: Council

Date: January 14, 2019

Submitted by:
Dave Michaels, Development Planner

Agenda #: 9.1

RECOMMENDATION
That Council provide direction to administration on:
1. Whether or not any amendments to the Land Use Bylaw for Bed and Breakfast Homes and
Bed and Breakfast Inns are required; and
2. Whether or not any additional policy changes are needed regarding Bed and Breakfast Homes
and Bed and Breakfast Inns.
BACKGROUND
Reason for Report
At the 2018 Service Level Review the following motion was passed by the Governance and Finance
Committee:
FIN17-111 Moved by Mayor Sorensen that the governance and finance committee direct administration to return
with a report to council outlining review of bed and breakfast home quotas and associated regulations in
the first half of 2018.
CARRIED
History
Banff has a history of commercial accommodation that dates back to the first hotels that were
constructed shortly after the National Park was founded in the 1880’s. As Banff developed as a tourist
centre, the number and style of commercial accommodations grew and included hotels, motels,
bungalow courts, boarding houses and backyard cabins.

1936 - Plans for tourist cabin

1937 - Backyard tourist cabins – 347 Beaver Street

Through early zoning regulations commercial accommodations were permitted in Parks Canada’s
Business Zone and the Motel and Bungalow Court Zone but not contemplated in residential zones.
In 1966 the concept of a Boarding House was added to the zoning regulations and was only permitted
in some residential zones. A Boarding House was defined as a building or portion thereof, other than a hotel
or apartment block, where lodging or meals for four or more persons, exclusive of the proprietor and his family, are
provided for gain or reward.

7.1.2. Added 2019.01.14

Dear Council Members
I am writing pertaining to the proposed B&B bylaw discussions.
I have a few comments and thoughts regarding the review:

I am a small operator with 2 rooms 16 years in business and don’t believe I should
be paying the same property taxes as larger operations. Some have 10 rooms, lots
have 4 rooms and I only have 2 rooms which occupies 33% of my house. I shouldn’t
be taxed the same as other properties that have 90% B&B occupation.
I believe property taxes should be off the table because it’s just not fair to everyone.

Limiting the percentage of space for use in a B&B for rental purposes makes sense to
me and also ensures that there is enough room for the owner to reside in the house.
I think licenses should be renewed yearly and automatically until there is a breach
in the rules and then it gets reviewed at that time.

I don’t think I should have to pay for the town to monitor the rules this is a cost of
doing business for the town of Banff and should be budgeted for like all other costs
of doing business. Increase application fees even more if needed.
Zoning - maybe removing the zones that are not being used and limiting B&B’s
would help the town manage the volume and keep the costs down. Opening up
more licenses in existing zones will cause too much congestion and more money to
manage.

I, along with many small operators have provided a welcoming and comfortable
experience for my guests for many years and just wish to continue to do so. Most of
us have great reviews happy guests and in this day and age it’s easy to see whose
not providing a pleasing service or more than the rooms allowed etc. For me, it’s
about the people and their experience in our beautiful town.
Thank you for your time.
Edwina Handley
Mountain View Bed & Breakfast
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To the Mayor and Council of the Town of Banff,

The Peter and Catharine Whyte Foundation would like to give this letter of support to the
proposed Bed and Breakfast Regulatory Framework, specifically Response Option #5.

Please reach out if you have any questions or require further comments of the Peter and
Catharine Whyte Foundation.

Thank you.

Brett Oland
CEO Peter and Catharine Whyte Foundation

Whyte Museum of the Canadian Rockies
Box 160 • Banff • Alberta • T1L 1A3 • (403) 762 2291 ext. 305 • (403) 762 8919 fax • email: boland@whyte.org
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Letter to Council
January 12, 2019

Dear Members,

As Bed and Breakfast operators in Banff for the past 15 years and concerned community
members, we wish to add our comments for your consideration regarding the “response options”
made to Council’s request for direction on potential amendments or additional policy changes
that made be deemed necessary.
First off, we would like to express our appreciation and good fortune to have been able to
contribute to the Town of Banff and community under the existing framework of the Land Use
Bylaw with respect to Bed and Breakfasts, in several ways;
1) Serving the broad visitor experience of the Town of Banff and similarly our National Parks,
providing a “hands on” showcase of our values and culture. We have had so much positive
feedback from our guests,
2) Adding to our tax base locally and federally, through renewed permit applications, GST, AHT and
TIF contributions and to municipal land taxes, along with charitable donations in the past to the
Community Daycare, Library Society, Banff Community Foundation and Banff Hospital through
our collective Bed and Breakfast Association,
3) Allowing for the possibility of developing an old and failing housing structure with a new and
unique property, far from the norm of typical large multi–residential structures with ever reduced
square footage, adding variety of housing inventory in Banff,
4) Providing us with “comfortable living” as we’ve grown with the Town thru more than 40 years of
service industry work, while also allowing us to continue to contribute to the Town as concerned
citizens through volunteerism and comradery.
The internet has allowed for so much improvement and ease of operation of our economic and
social interests, at the same time putting strains on governance and regulation as well as having
negative impacts society. Locally, we have seen these some of these outcomes.
Blame for these impacts and strains should not only be placed on only one segment of a long
existing section of commercial operations in Banff, namely Bed and Breakfast and Bed and
Breakfast Inn operations, but instead, we need to find new and imaginative solutions over a
potentially broader range to mitigate these negative impacts without taking a “knee-jerk”
reaction to a potentially larger problem.

Under the existing regulations, it could be argued that the percentage of accommodation
provided to tourists, and thus displacing needed housing for locals is extremely minimal given the
number of existing licences and outstanding, and the fact that if those units were altogether
removed, the addition of units of additional housing for monthly rental would be insignificant.
Example, if a homeowner was not providing tourist accommodation, this does not immediately
preclude that they would give up their personal residence to be shared with a monthly tenant.
Yet those homeowners would remain as, and are in fact holders of eligible residency and
contributors to the community. Banff’s housing shortage, in our opinion, is and will continue to
be a constant issue given the demand for visitorship and premium lifestyles. The Town should not
be looking at coming down hard on existing B &B licences to solve this problem but rather address
the housing shortage through re-development options.
In regards to the “Response Options”, it is in our view that these are valuable and very broad
reaching, meticulously outlined options that have been presented to Council, and we applaud that
effort. It is also in our view that some of these options may be beneficial to the existing
framework and others, very detrimental, as for example, some of the proposed changes and their
impact on administration and enforcement. We do not intend to give our critique or analysis on
each and every point at this time as we feel there are mixed benefits and detractions to each of
the options outlined.
Because this document is broad in scope and we anticipate in it’s interpretation to have
contentious and devastating fallout with licence holders and the community at large, that we
believe it is in the best interest that Council table this document to be adopted as a viable entry
point of discussion and scrutiny between community stake holders in a potential “working group”
going forward to help council make the best decisions possible for everyone.
We would look forward to contributing our help and input towards an in depth review of any
proposed amendments or policy changes to the existing bylaws if the opportunity for should arise
from this introductory effort.

Sincerely,
Theresa Gawron
James Bannon
Buffaloberry Bed and Breakfast
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To the Town of Banff Council,
As a Bed and Breakfast Home owner I am deeply concerned with the contents of the Request for
Direction Report that was presented to Council this week.
It would appear that Dave Michaels, the Development Planner, is leading the town towards imposing
harsher restrictions on Bed and Breakfasts in Banff at a time when the Bed and Breakfast sector is
performing well and serving an important need for Banff’s visitors.
As Bed and Breakfasts are strictly regulated at present, I see no need for further strict rules on the
industry. Since nearly all owners appear to be in compliance with the existing laws, I find myself at a loss
to understand why the report appears to be so restrictive.
At present, the number of Bed and Breakfasts is not dramatically increasing in Banff and all enforcement
of existing regulations on Bed and Breakfasts has been successful, informative for other owners and
positive for the town. I see no need to substantially change this.
Even though the report does open the door in some of its proposed options to loosen regulations, the
majority of the proposed options to Bed and Breakfast bylaws come off as trying to make it more
difficult to both obtain a Bed and Breakfast license and to operate one.
With the type of visitors coming to Banff changing, the town should instead be adopting regulations that
welcome positive change and encourage more people to visit the Park. Traditional hotels cannot fulfill
this demand alone, and Bed and Breakfasts should be allowed to continue to operate unimpeded to
cater to Banff’s visitors.
While limiting housing supply in the town is a concern, it should not be the responsibility of Bed and
Breakfast owners to attempt to address this issue. The town has granted all Bed and Breakfast owners
their licenses over the years knowing that Banff has perpetually faced a housing crisis and the town
alone is responsible for addressing this crisis.
Instead of limiting the number of Bed and Breakfasts, denying guests access to kitchens, reducing the
number of guests or rooms, forcing owners to be the complete and sole operators of all aspects of their
properties or trying to bury our heads in the sand and turn back time by viewing modern web-booking
platforms as a scourge for the accommodation sector and the town, Banff should try to work with Bed
and Breakfasts in a positive way to help create the best possible experiences for Banff’s visitors in a
productive and collaborative manner.
In this regard, a comprehensive discussion should be had with all Bed and Breakfast owners with the
town and the planning department to work together to make Banff better.
Thank you for your consideration,
Adam White
Banff Mountain Home B&B
129 Muskrat St.
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From: Banff Bear B&B [mailto:info@banffbear.ca]
Sent: January 10, 2019 10:06 AM
To: Michaels, Dave <Dave.Michaels@banff.ca>; Sorensen, Karen <karen.sorensen@banff.ca>; Canning,
Grant <Grant.Canning@banff.ca>; Christensen, Ted <Ted.Christensen@banff.ca>; Christensen, Ted
<Ted.Christensen@banff.ca>; Christensen, Ted <Ted.Christensen@banff.ca>; Olver, Chip
<chip.olver@banff.ca>; Standish, Brian <Brian.Standish@banff.ca>
Subject: Re: Draft Council Report regarding Bed and Breakfasts

Dear Mayor and Council
Having read the Request For Direction draft, relating to Bed & Breakfasts, kindly provided by
Dave Michaels. I do have comments to make.
The Request is concise in its observations and well written. For the majority I have no issues. I
have a few observations on the Considerations:
Considerations
3) v) Some booking companies such as booking.com do not allow input on the text – it may be
difficult to ensure that an operator complies with the requirement to include their Development
Permit number/business Licence Number in any/all advertising
4) e) ii) Restricting the number of owners (joint tenants or tenants in common) and requiring that
all owners reside at the property as their primary residence. This might prove difficult for
example in the event of a marriage breakdown where one owner, who does not operate the
business, vacates the property.
f) i) Requiring that a Bed and Breakfast shall not be operated when the Live-in Owner is absent
for more than a certain number of consecutive nights (eg. five consecutive nights) is a reasonable
option but unforseen circumstances are just that. And while one may plan to be closed for one’s
own vacations etc. deaths and illness must be attended to immediately. However, perhaps the
onus should be on the operator to advise the Development Compliance Officer of a temporary
breach (this is not seeking permission but an advisement).
9) i) Limiting applications to existing owners only would be difficult in that, while one does not
want to see AirBnB type purchases, a couple buying in Banff may only be able to purchase with
the assurance of a stated secondary income. That sort of oversight, to ascertain the bona fide
nature of the business, might be best left to MPC or a similar body.
My main concern is with the financial aspects, commencing at section 7, which taken together
make up what might be viewed as a cash grab.

The aspect of a property tax differential, for homes with a B&B element, assumes that the Bed
and Breakfast (B&B) is geared toward a year round operation on which there should be a year
round levy. However many B&Bs, such as our own, are run on a seasonal basis. In addition, as
the B&B in a home does not provide a need to reside, then it’s nature is of a business more likely
run by a retiree, or a part time operator.
We run a small B&B from a fairly large, newish, house. If such a tax differential were to be
considered then the size in terms of the perecentage of square footage of the operation within the
dwelling should be a consideration, as would the percentage of the taxable year that the B&B
operates – perhaps through retrospective taxation following reporting of days occupied.
The additional fees for services such as water and waste are again considered inequitable for a
small B&B operation such as our own, and the supposition of greater burder on those services is
somewhat disingenuous. Given the days of occupation through a year there is infact less use of
services, sewer, water etc than if the two rooms were occupied full time (however if our guests
did prove wasteful and use excess water etc then that is already accounted for in our metered
billing).
The one area in which the document is not clear is section 8 where it refers to certain parts to
new permit / new application when referring to existing license renewals. For clarity if this
would then be an event that attracted an Application Fee of the proposed $8,700 then I would be
steadfastly opposed to such an approach. Greater clarity is required.
In summary I am for greater compliance and do not have objection to the increased renewal fee
structure. I am against a property tax levy as it unfairly penalises without taking into account the
size or scale of the B&B within the property. In fact increasing the tax burden arbitrarily, as the
option does, encourages people to maximise bedrooms, at the expense of the residntial feel,
which is contrary to the stated intent. (Notwithstanding my objection, any tax amendment would
have to include associated guarantees from the Town that their enforcement would see that legal
operators were assured that there would be no illegal B&Bs operating which circumvented the
tax levy, and that level of enforcement should preceed any such introduction)
Finally as most people will have taken the majority of the bookings already with rates based on
projected costs etc then any financial alterations etc should come in to effect in 2020, or beyond.
Yours sincerely

Richard Norton-Hall

2 of 15
From incorporation of the Town of Banff in 1990, requirements have been included in the Land Use
Bylaw to regulate commercial accommodation within residential properties. This type of
accommodation was seen as an alternative accommodation option to hotels/motels for the traveling
public as it included more interaction with the owner and often included meals and was referred to as
Bed and Breakfast Homes.
The first Land Use Bylaw (Bylaw 31) included a clause that stated that Bed and Breakfast Homes should
not be approved where, in the opinion of the Municipal Planning Commission, they would displace needed boarding and
staff housing. Later amendments to the Land Use Bylaw removed this clause in favour of more objective
clauses surrounding Bed and Breakfast Homes that focused on ensuring they were accessory to the
principal use as a residence and that clustering of this type of use didn’t occur. A separate Bed and
Breakfast Inn definition was added to allow the continuation of the larger commercial accommodation
residential properties. In 1998, Bylaw 31-3 introduced a cap to the total number of Bed and Breakfasts
allowed in each residential Land Use District. This was set out in Schedule ‘D’ of the Land Use Bylaw
which has remained unchanged. The most recent Land Use Bylaw amendments related to Bed and
Breakfast requirements were in late 2012.
Through the popularity of websites that allow individual users to advertise and promote the rental of
their property, cities and towns all over the world have been challenged to control the number of short
term rental accommodations being offered. These changes of use for residential properties has
impacted housing availability as well as housing prices in many cities.
In 2014, the Town of Banff was proactive in addressing the changing market and on August 18, 2014,
Council made the following motion:
COU14-249 Moved by Councillor Karlos that council direct administration to proactively enforce the provisions of the
Land Use Bylaw pertaining to the use and occupation of residential properties as commercial
accommodation units, including vacation rentals by owner, unauthorized Bed and Breakfast operations
and holiday home exchange/home swap service.
CARRIED
With this direction, Banff has been very successful in ensuring that the only accommodation that is
available in residential properties is through approved Bed and Breakfast Homes and Inns and that
enforcement action is taken against those who do not comply with the Land Use Bylaw. Through
ongoing monitoring, administration noted that a few operators of approved Bed and Breakfast Homes
were operating outside of their approved conditions. This has resulted in enforcement action on some
operators and the refusal of renewal by the Municipal Planning Commission (MPC). Both Council
and MPC have also observed that some of the more recent Bed and Breakfast Home applications that
have met the specific requirements of the Land Use Bylaw, might be operating in manner that is
inconsistent with the intent that a Bed and Breakfast is accessory to the primary residential use.
Additionally a number of other motions were made by Council and the MPC relating to the Bed and
Breakfast regulations and enforcement:
COU17-161 Moved by Councillor Karlos that council direct administration to return at service review with options
for further enforcement procedures for unauthorized commercial accommodation units including, but not
limited to, VRBO and Air B&B.
CARRIED

Council: Bed and Breakfast Homes & Bed and Breakfast Inns
Regulatory Framework
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MPC17-34

Moved by Horyn that Municipal Planning Commission recommend that Council direct administration
to review the Bed and Breakfast Home regulations at the appropriate time, including the requirement
to restrict kitchens within communal accommodation units.
CARRIED

MPC17-90

Moved by Olver that the Municipal Planning Commission recommend Council give consideration to the
review of Bed and Breakfast Inns when reviewing Bed and Breakfast Homes.
CARRIED

Current Status
The number of Bed and Breakfast Homes and Inns allowed in Banff is limited through Schedule ‘D’
of the Land Use Bylaw. Current Bed and Breakfast Development Permits are as follows:
Land Use
District

Maximum
Allowed

Permits
Issued

RBA
RCA
RCM
RCR
RMR
RNC
RRA
RRF
RSA
RSC
RTM
Total

8
3
6
6
3
9
2
3
8
7
10
65

1
1
6
3
3
8
2
1
8
5
5
43

Approved
Pending
Conditions

Application
Pending

1
2
1
3

1

Allocation
Available
7
2
0
3
0
0
0
0
0
2
4
18

The allocation for Bed and Breakfasts includes both Homes and Inns. These numbers were arrived at
through community discussion in 1998 based on analysis of the number of existing Bed and Breakfast
Homes and Inns in each residential land use district, a spatial separation of approximately 75 metres
and what seemed appropriate for each Land Use District. Some of the Land Use Districts that are at
the maximum number allowed have received multiple enquires as to additional allocation in those
districts, or reallocation of available allocation from other Land Use Districts.
The breakdown of the number approved, including the total number of approved guest bedrooms
within the Bed and Breakfasts is as follows:
Number Approved
Bed and Breakfast Homes
Bed and Breakfast Inns
Total

38
8
46

Council: Bed and Breakfast Homes & Bed and Breakfast Inns
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As Bed and Breakfast Inns are capped at their current number, but are allowed up to a maximum of
10 bedrooms, the total potential for bedrooms at Inns could be 80. The theoretical maximum number
of guest bedrooms for Bed and Breakfast Homes is 228 as every Bed and Breakfast Home is permitted
up to a maximum of 4 bedrooms assuming parking requirements are met, and there is at least one
bedroom for the dedicated use of the Live-in Owner.
Under the Land Use Bylaw, Bed and Breakfast Homes are only permitted when located within a Single
Detached Home or accessory structure associated with a Single Detached Home. Single Detached
Homes are the second most common dwelling type in Banff (13.5% of the total residential dwellings).
Within residential Land Use Districts that allow Bed and Breakfast Homes, almost 1 in 10 (9.5%)
Single Detached Homes are currently approved as Bed and Breakfast Homes. Should the current
maximum number of Bed and Breakfasts be approved (65), then approximately 14% of Single
Detached Homes in those Land Use Districts would contain Bed and Breakfasts.
Backyard cabins were often used as summer accommodation for visitors in Banff pre-incorporation,
and the Land Use Bylaw allows Bed and Breakfast Homes in accessory structures. Approximately 11
of the 38 approved Bed and Breakfast Homes contain guest rooms that are either in stand-alone
accessory structures or accessory units within the main building. Of those, at least 8 were used as
dwellings prior to approval as Bed and Breakfast Homes.
In 2017 the average hotel occupancy in Banff was 72.4%, with over 90% occupancy in July, August
and September. The average daily rate for 2017 was $250 with a maximum average of $363 in July and
August. These figures include Bed and Breakfast Inns, but not Homes. The high occupancy rates and
daily averages has also translated to Bed and Breakfast Homes where administration have seen a
number of rooms in Bed and Breakfasts advertised for over $300 a night, as well as all approved guest
rooms in an approved Bed and Breakfast Home offered for one rate up to $1,990 per night with a 5
night minimum stay. These rates may offer operators a greater incentive to offer short term
commercial accommodation rather than long term rental. In addition, an operator may have a similar
revenue per bedroom as a hotel/motel without the additional costs of commercial tax.
The current approved Bed and Breakfasts operate in a variety of manners. These range from the more
traditional Bed and Breakfast model with a lot of interaction between owners and guests both through
booking and at the time of check-in as well as providing breakfast, to a more hands-off approach
where booking and pre-trip communication is done online and guests are given a door code to gain
entry to the property and there is little, to no, physical interaction between owners and guests over the
duration of a stay.
The more hands-off operation has become more prevalent since the rise in popularity of online
services such as Airbnb and VRBO. The ease of use of these services has not only changed the way
visitors search for and book accommodation, but has also increased the ease in which property owners
can reach a large market.
A review of Google search terms shows that the comparison of people searching for “Banff bed and
breakfast” has seen a steady decline compared to “Banff Airbnb” which has seen a rapid increase since
2014. In 2018, approximately four times the amount of people searched for “Banff Airbnb” compared
to “Banff bed and breakfast”. The number of Google searches for “Banff vrbo” have been
comparable to searches for “Banff bed and breakfast” since 2014.
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The following graph shows the comparison of Google searches for “Banff bed and breakfast”
compared to “Banff Airbnb” over the last 10 years as well as the number of Bed and Breakfast Home
applications that have been received:

B&B Applications vs Trend in Emerging Technologies
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In 2017, fourteen applications for Bed and Breakfasts were received which was the highest number
received since incorporation, and double the previous highest amount. The 2017 Bed and Breakfast
applications accounted for 13% of all development permit applications. Of these 14, 6 were for new
applications, 5 were due to new ownership of previously approved bed and breakfasts and 3 were the
addition of new guest rooms at existing Bed and Breakfasts. Of the 5 applications due to new
ownership, 3 were withdrawn at various stages due to issues with the purchase of the properties.
Bed and Breakfast Homes are issued a Development Permit that expires in line with the Business
Licence. This means that a new Development Permit is required every year which gives the community
the opportunity to review all applications on a regular basis.
Considerations
Two of the five purposes and objectives for Banff as set out in the Incorporation Agreement are:
1. To serve, as its primary function, as a centre for visitors to the Park and to provide such
visitors with accommodation and other goods and services; and,
2. To provide a comfortable living community for those persons who need to reside in the
townsite in order to achieve its primary function.
Bed and Breakfasts have a different impact on both of these purposes and objectives.
In order to meet the primary function as a centre for visitors, Bed and Breakfasts in residential
properties have offered an alternative accommodation option and experience for visitors to Banff
since pre-incorporation. The more intimate, personal experience offered by Bed and Breakfast
operators has typically been seen as a complementary option to the more hands-off accommodation
services offered by hotels in Banff.
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Conversely, the undersupply of both affordable rental housing and affordable homes to purchase in
Banff is a challenge to providing a comfortable living community. The conversion of residential
bedrooms into guest rooms for Bed and Breakfasts can have a negative impact on housing due to the
loss of those rooms for residents. Additionally, the potential for higher revenue from Bed and
Breakfast Homes may be a disincentive for developers to add additional dwellings to Single Detached
Homes or to rent the property/rooms to Eligible Residents.
One of the intents of the Land Use Bylaw requirements for Bed and Breakfasts is to balance these
purposes and objectives by allowing a limited number of Bed and Breakfasts as an alternative
accommodation option for visitors while ensuring that Bed and Breakfasts are accessory to the
principal use of the property as a Single Detached Home of a Live-in Owner.
Response Options
1. Receive this report as information and take no further action regarding the existing Land Use Bylaw
requirements for Bed and Breakfasts Homes and Inns at this time.
2. Should Council desire to mitigate the impact that Bed and Breakfasts can have on the housing
supply, then Council could direct administration to seek stakeholder and community input
regarding the maximum number of Bed and Breakfasts allowed through Schedule ‘D’ of the Land
Use Bylaw.
Schedule ‘D’ currently allows for a maximum of 65 Bed and Breakfasts in Banff. There are currently
46 approved and 1 application pending, with some Land Use Districts at their maximum allocation.
Options could include:
i. Increasing the number of Bed and Breakfasts allowed under Schedule ‘D’ to meet visitor
demand;
ii. Reducing the total number of Bed and Breakfasts to the current number of approved Bed and
Breakfasts (46), or less, therefore not allowing any more applications until an allocation became
available;
iii. Reducing the number of available allocations in those Land Use Districts that are not at the
maximum allocation to allow one more in each district. This would reduce the total number
of potential Bed and Breakfasts to 52 with 5 remaining allocations. It is worth noting that for
some of the Land Use Districts that have allocations available, administration have not
received any enquiries regarding potential for Bed and Breakfasts in recent years where as
other districts that are full have received a number of enquiries;
iv. Reducing the total number of Bed and Breakfast Homes allowed (e.g. 50), but remove the
limits per Land Use District and have a Banff wide allocation. It is worth noting that, with the
exception of the RMS I: Middle Springs I District, Bed and Breakfast Homes are Discretionary
Uses only in those Land Use Districts listed in Schedule ‘D’; or
v. Keep the maximum number of Bed and Breakfasts at 65, but reallocate the number of Bed
and Breakfasts permitted in each Land Use District to allow new allocations in the districts
that are currently at their maximum.
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3. Should Council desire to strengthen the existing regulatory framework to improve compliance for
commercial accommodation in residential properties, then Council could direct administration to
seek stakeholder and community input regarding additional enforcement options within the Land
Use Bylaw.
Currently the enforcement options available to administration for unauthorized commercial
accommodation are limited to a Stop Order issued under the authority of the Municipal
Government Act, or an Offence Ticket issued under either the Land Use Bylaw or Business
Licence Bylaw with varying penalties of $50 and up. Enforcement can also be a lengthy time
consuming process and requires constant monitoring. Options could include:
i. Higher penalties specific to unauthorized Commercial Accommodation. Penalties in excesses
of the rental rate for unapproved accommodation may offer a higher disincentive to offer
unapproved commercial accommodation as well as offset some of the costs associated with
continued enforcement. Currently Canmore issue fines of $2,500 for the first offence and
$5,000 for subsequent offences;
ii. Other penalties on advice from legal counsel;
iii. Prohibiting application for a Bed and Breakfast for an extended period (eg. two years) after
either a Bed and Breakfast Permit has been revoked for non-compliance or successful
enforcement action has been undertaken against a property for unauthorized commercial
accommodation;
iv. Change the notification required for the Town to inspect an approved Bed and Breakfast.
Currently a minimum of 24 hours notice must be provided in writing. Notification via email,
or telephone and/or a shorter notice period would allow easier inspection of existing Bed and
Breakfasts to ensure compliance; and/or,
v. Requiring approved accommodation to include their Development Permit number/business
Licence Number in any/all advertising to ease in enforcement investigation.
4. Should Council affirm that Bed and Breakfasts should continue to be an Accessory Use and
incidental to the principal use of the site as a Single Detached dwelling, then Council could direct
administration to seek stakeholder and community input on additional regulations in an effort to
strengthen the intent that Bed and Breakfast Homes remain an accessory use and do not negatively
impact housing.
There are a number of requirements for Bed and Breakfast Homes where potential amendments
could strengthen the intended accessory nature of Bed and Breakfast Homes and limit potential
negative impacts on housing availability:
a)

Bed and Breakfast rooms within Accessory Structures
Bed and Breakfast Homes are currently permitted in Accessory Structures provided they do
not contain a kitchen. In a number of development applications, Accessory Dwellings have
been converted in to rooms for Bed and Breakfast Homes which has reduced the number of
dwellings in Banff. Options could include:
i. Prohibit Bed and Breakfasts within any Accessory Structure. This would ensure that Bed
and Breakfasts would be contained within the same structure as the principal dwelling on
site and would remove the option of back yard cabin style accommodation or stand-alone
guest units at residential properties in Banff. This would reduce the development options
for accessory structures which could lead to repurposing of some existing structures to
dwellings however may mean that other accessory structures become unused and sit
vacant;
ii. Prohibit the conversion of existing Accessory Dwellings or Duplex’s into Bed and
Breakfast Homes. This would ensure that no separate dwellings that have previously been
approved would be lost to Bed and Breakfasts; and/or,
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iii. Allow greater flexibility for an Accessory Structure to be used as both an Accessory
Dwelling and a Bed and Breakfast with, or without, a limit the number of days/seasons
the structure can be used as a Bed and Breakfast. This would allow more flexibility for
operators to adapt to seasonal changes.
b) Maximum number of bedrooms for guests and location of owners bedroom
Currently all Bed and Breakfast Homes are permitted up to a maximum of four guest rooms
provided that there is at least one bedroom dedicated for the Live-in Owner and required
parking can be provided on site. There are minimum dimensions for guest bedrooms, but no
requirements relating to the size or location of the owners bedroom(s). Depending on the
layout of the property, there are instances where the number, location and size of guest
bedrooms compared to the Live-in Owners bedroom(s) gives the appearance that the primary
use of the property is as commercial accommodation rather than a residential dwelling of the
owner/operator. The following images shows some examples of currently approved 4
bedroom Bed and Breakfasts with the areas dedicated for guests (guest bedrooms and required
indoor guest amenity area) shown in blue and the owner’s bedroom(s) shown in red:

Bathroom

Owners Owners
Bedroom Bedroom

Storage

Furnace
Room

Basement

Guest
Bedroom

Kitchen

Bathroom

Bathroom

Guest
Bedroom

Guest
Bedroom
Living/Dining

Ground Floor

Guest
Bedroom

Bathroom
Bathroom

Upper Floor

Options could include:
i. Reduce the maximum number of guest bedrooms permitted at a Bed and Breakfast Home
to three;
ii. Introduce a bedroom quota that limits the total number of guest bedrooms associated
with Bed and Breakfasts in Banff;
iii. Restricting the maximum number of bedrooms to 50% (or less) of the total number of
bedrooms at the property;
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iv. Restricting the maximum floor area of a property associated with a Bed and Breakfast
(bedrooms, dedicated amenity areas etc.) to 40% (or less) of the total Gross Floor Area
of the property;
v. Requiring that one of the owners bedrooms is the largest bedroom at the property;
and/or,
vi. Requiring that at least one of the owners bedrooms is above grade.
c)

Requirements on the type of service that is provided
While commercial accommodation in residential properties is referred to as Bed and Breakfast,
there is currently no requirement that breakfast be provided to guests. Requiring that breakfast
be provided to guests could differentiate accommodation at residential properties to suites at
hotels. This could also help strengthen the requirement that operators are at the property in
order to provide this level of service. It is worth noting that under the Alberta Health Food
Regulations, a Bed and Breakfast operator is only allowed to provide breakfast for up to 8
guests. An option could include:
i. Requiring that Bed and Breakfast operators provide breakfast to guests.

d) Operation of Bed and Breakfast
There is no requirement that a Bed and Breakfast, once approved, is actually operated. This
means that an approved Bed and Breakfast can maintain their Development Permit and
Business Licence and never offer accommodation but still hold an allocation under Schedule
‘D’. An option could include:
i. Requiring that a Bed and Breakfast is operated for a minimum number of nights per year.
e)

Ownership Structure
The Land Use Bylaw requires that Bed and Breakfast Homes are operated by the live-in
owner(s) who may be a sole owner, joint tenants or tenants in common, or a corporation of
not more than two shareholders who reside at the property as their principal residence. Unlike
shareholders of a corporation, there may be two or more joint tenants or tenants in common
and only one of the owners is required to reside at the property. A limited number of
applications have raised questions about corporate ownership of Bed and Breakfasts and
multiple owners who do not reside at the property. Options could include:
i. Removing corporate ownership for Bed and Breakfast Homes; and/or,
ii. Restricting the number of owners (joint tenants or tenants in common) and requiring that
all owners reside at the property as their primary residence.

f)

Management of the Bed and Breakfast by the Live-in Owner
The Land Use Bylaw requires that the live-in owner resides therein as his/her principal residence. A
Live-in Owner is defined as a natural person who is an owner or shareholder of a corporation which is an
owner of a property permitted to be operated as a bed and breakfast home and who:
a. Lives in the bed and breakfast home; and
b. Manages the bed and breakfast home while maintaining eligible residency status.
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Section 10.3.2(e) also states that a bed and breakfast home shall be operated exclusively by a live-in owner
as an accessory use and shall not change the principal residential character, use or external appearance of the
dwelling. Confirming that the property is the owners primary residence is currently done
through a Statutory Declaration signed by the owner that states that the property is their
primary residence. In addition, recent Bed and Breakfast applications have required that a
Restrictive Covenant be registered against the title for the property which was drafted and
approved by legal counsel. The Restrictive Covenant limits the operation of the guest rooms
to when the owner is in actual residence. Some existing Bed and Breakfast operators have
expressed concern that should they be unable to be in residence at the property due to
unforeseen circumstances, or should they wish to take vacation, that they would have to cancel
bookings or risk being in violation of their Development Permit and potentially being subject
to enforcement action. The requirement for a Live-in Owner ties back to the Eligible
Residency requirements of residential leases with Parks Canada that requires that the property
is occupied by Eligible Residents.
In addition, some operators have requested clarity regarding the requirement that a Bed and
Breakfast is managed and operated exclusively by the Live-in Owner. A number of Bed and
Breakfast operators utilize a third party for some aspects of their operation such as: a laundry
service; additional help preparing breakfasts; cleaning of the property; managing online
bookings and online communications; managing websites and/or social media etc. Options
could include:
i. Requiring that a Bed and Breakfast shall not be operated when the Live-in Owner is
absent for more than a certain number of consecutive nights (eg. five consecutive nights).
This would allow greater clarity for operators;
ii. Requiring that Live-in Owners keep a log of who is in residence at the property when
guests are present. This could allow for greater compliance monitoring; and/or,
iii. Add additional clarity regarding the exclusive management and operation of Bed and
Breakfasts.
5. Should Council desire to use Bed and Breakfast approvals to help preserve and protect heritage
properties, then Council could direct administration to seek stakeholder and community input on
amendments to the current regulations regarding new Bed and Breakfast Home applications for
heritage properties.
At the September 20, 2018, the Banff Heritage Corporation passed the following motion:
HER18-82 Moved by Hempstead that heritage corporation recommend council consider regulations and policies
which support bed and breakfast home applications which conserve buildings identified on the heritage
inventory.
CARRIED
Currently 13 of the 46 approved Bed and Breakfasts are located at buildings identified on the
heritage inventory, only one of which is a designated heritage resource. Without designation, there
is no legislated protection for the recognized buildings. Within the Land Use Districts that permit
Bed and Breakfast Homes, there are a total of 110 buildings identified on the heritage inventory
that are not designated. Options could include:
i. Only permitting new Bed and Breakfast Homes in Designated Heritage properties. This could
add an incentive for people to invest in heritage properties and would benefit Banff by
increasing the number of protected heritage resources;
ii. Only permitting new Bed and Breakfast Homes in buildings identified on the heritage
inventory. This could add an incentive for people to invest in heritage properties however
without designation, it would not offer long term protection of those properties; and/or
Council: Bed and Breakfast Homes & Bed and Breakfast Inns
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iii. Permitting a Bed and Breakfast Home to be owned and operated by a not-for-profit
organization without a requirement for a live-in owner at a Designated Heritage property. This
could offer an incentive for larger not-for-profit organizations to acquire and preserve heritage
resources.
6. Should Council wish to improve the regulatory language as it relates to the redevelopment of
existing Bed and Breakfast Inns, then Council could direct administration to seek stakeholder and
community input on amendments to the regulations regarding Bed and Breakfast Inns.
At the December 14, 2017, MPC meeting, the following motion was passed:
MPC17-90 Moved by Olver that the Municipal Planning Commission recommend Council give consideration to
the review of Bed and Breakfast Inns when reviewing Bed and Breakfast Homes.
CARRIED
Questions had been raised by the MPC about redevelopment of Bed and Breakfast Inns as the
definition in the Land Use Bylaw refers to ‘existing’ Bed and Breakfasts but the specific use
regulations contemplate increases to the number of permitted commercial accommodation units
up to a maximum of 10 rooms. In addition, an application for an accessory dwelling on the same
property as a Bed and Breakfast Inn was refused by the MPC as it was determined that the principal
use of the site was as a Bed and Breakfast Inn and therefore the accessory dwelling was not
permitted. Further clarity regarding redevelopment of Bed and Breakfast Inns would benefit Bed
and Breakfast Inn operators who may wish to redevelop their site. Options could include:
i. Prohibiting existing Bed and Breakfast Inns from adding additional guest rooms above the
existing (approved) number of rooms. This would prevent the development of any additional
guest rooms associated with Bed and Breakfast Inns;
ii. Limiting redevelopment of Bed and Breakfast Inns to the existing Gross Floor Area on site.
This would allow operators to reconfigure their existing area (e.g. splitting one large room into
two smaller rooms) but would prevent the addition on new floor area;
iii. Prohibiting the construction of new structures for the purposes of Bed and Breakfast Inns.
This would prohibit the expansion of Bed and Breakfast Inns outside of their existing
structures; and/or,
iv. Prohibiting multiple uses on a site that contains a Bed and Breakfast Inn. This would add
further clarity to the Land Use Bylaw and would limit the intensification of these sites which
are located in residential Land Use Districts.
7. Should Council wish to explore a differential tax rate associated with Bed and Breakfasts, then
Council could direct Administration to seek stakeholder and community input on amendments to
the relevant bylaws with regards to property tax and/or fees relating to Bed and Breakfasts.
a) Property tax for Bed and Breakfast Homes
At the April 30, 2018, Special Town of Banff Council meeting, the following motion was
passed:
COU18-122 Moved by Mayor Sorensen that council direct administration to return to council with a
report outlining options for differential tax rates for bed and breakfast and home occupation properties for
further consideration.
CARRIED
Currently Bed and Breakfast Homes and home occupations are taxed as residential properties
and at the same tax rate as all other residential properties. Council could direct administration
to treat these properties differently and recommend that amendments come back with the tax
rate bylaw. Options could include:
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i.

ii.

Set a differential tax rate. This would apply a tax rate higher than the current residential
tax rate on these properties. With a differential rate, the rate would be applied to the full
assessed value of the property. This option is the easiest to administer however it does
not reflect the percentage of the property that is related to the operation of the Bed and
Breakfast or home occupation. An example of this would be a large newer home that had
one bedroom used as a guest room could pay more in tax than a similar older Bed and
Breakfast home that was licensed to operate 4 guest rooms; or,
Proportionately assess the property as non-residential. This would look at taxing the
portion of use related to non-residential activity and tax that use at the non-residential tax
rate. This would be difficult to administer and validate for home occupations. Bed and
Breakfasts would be easier although some operators that operate seasonally may question
the fairness of the taxation.

Bed and Breakfast Homes and Home Occupations do not have to be treated the same, any of
the options could be selected for either Bed and Breakfast Homes or Home Occupations.
b) Bed and Breakfast Application and Renewal Fees
Schedule ‘G’ of the Land Use Bylaw contains the fees associated with new Bed and Breakfast
applications and Bed and Breakfast renewals. Schedule ‘G’ was amended in 2018 to increase
the fees for new applications to $1,500 + $100 per guest room. Renewal fees were also
increased to $300 + $50 per guest room. In 2018 the revenue from Bed and Breakfast renewals
was $17,400 and the revenue from new applications was $9,300.
Administration estimates that an average Bed and Breakfast application requires approximately
70-100 hours of staff time to process. This would include pre-consultation meetings and
working with the applicant to prepare their application, site visits/inspections by planners and
the Fire Department, reviewing and processing the application, preparing MPC reports and
meetings, notification and informing adjacent property owners and follow up with applicants
on conditions of approval.
In 2018, a supplementary review and analysis was conducted for every Bed and Breakfast
renewal application. This included confirmation of Eligible Residency status, review of
individual property ownership and comparison of advertising of a Bed and Breakfast to the
original approved permit. Administration estimates that renewals in 2018 required 250 hours
of staff time for 41 renewals (approximately 6.1 hours per renewal).
Council motion COU14-249 directed administration to proactively enforce on unauthorized
commercial accommodation. Administration estimates that it spends 150 hours a year on
proactive enforcement. A large number of this is now done by the new Development
Compliance Officer position.
Under the Land Use Bylaw, the fees for dedicated staff time are listed at $90/hr for a Planner
and $60/hr for an Administrative Assistant. Options could include:
i. Increasing Bed and Breakfast Application fees to $8,700 (90 hours of Planner time at
$90/hr and 10 hours of Administrative Assistant time at $60/hr) to cover the full cost of
staff time required for applications;
ii. Increasing Bed and Breakfast renewal fees to $530 (5.5 hours of Planner time at $90/hr
and 0.6 hours of Administrative Assistant time at $60/hr) to cover the full cost of staff
time required for renewals;
Council: Bed and Breakfast Homes & Bed and Breakfast Inns
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iii. Add an additional annual fee of $150 for Bed and Breakfasts to partly offset the costs of
ongoing monitoring and enforcement of unapproved commercial accommodations.
Ongoing monitoring and enforcement ensures that residential bedrooms are not lost to
unapproved commercial accommodation which can also be beneficial to Bed and
Breakfast operators as it ensures that there is limited competition; and/or,
iv. Reduce current fees associated with Bed and Breakfasts.
c) Additional fees for Bed and Breakfasts
Due to the potential for intensification of properties that are approved as Bed and Breakfasts,
additional fees could be introduced to offset additional costs associated with increased service
requirements. This could be used to offset additional costs for waste, water, sanitary etc.
associated with intensification of use at a residential property. An option could include:
i. Investigation of additional fees in order to offset potential costs associated with
intensification of residential properties.
8. Should Council desire to limit the impact of any Land Use Bylaw amendments on existing Bed and
Breakfast operators, then Council could direct Administration to seek stakeholder and community
input regarding existing Bed and Breakfasts.
Development Permits for Bed and Breakfast Homes currently expire every year in conjunction
with the Business Licence. The Land Use Bylaw specifies that in order to continue the operation
of a Bed and Breakfast, the request to continue operation should be treated as a new application.
As such, any existing Bed and Breakfast’s would be required to comply with any Land Use Bylaw
amendments on the expiry of their Development Permit. Depending on the extent of Land Use
Bylaw Amendments, this could mean that some current Bed and Breakfast operations would not
be allowed to continue as previously approved without changes to their application to come into
compliance. Options could include:
i. Allowing any Bed and Breakfast that was approved prior to Land Use Bylaw amendments to
continue operation until a time when a Development Permit is cancelled or revoked;
ii. Allowing any Bed and Breakfast that was approved prior to Land Use Bylaw amendments to
continue operation for a specific time period (e.g. 5 years) after which time the permit will
expire and a new permit would be required in accordance with the Land Use Bylaw of the day;
or,
iii. Require all Bed and Breakfast applications to comply with any Land Use Bylaw amendments
at the time of yearly expiry. This could result in some current operators being unable to operate
past the January after Land Use Bylaw amendments.
9. Should Council wish to explore other items relating to the regulation of Bed and Breakfast Homes
and Inns, then Council could direct Administration to seek stakeholder and community input
regarding other amendments to the Land Use Bylaw related to Bed and Breakfasts.
In addition to the areas discussed above, other items relating to Bed and Breakfast’s could include:
i. Limiting applications to existing owners only. A number of applications received in the past
two years have been by applicants prior to purchase of a property. In some instances the sale
of the property has not completed which has led to the application being withdrawn after the
application has been reviewed by MPC and notification has been done;
ii. Changing any relevant references to recognized ‘A’ or ‘B’ ranked heritage resource to buildings identified
on the heritage inventory, as the Heritage Corporation has moved to a single list of properties that
have heritage value rather than a ranking system;
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iii. Amend the notification requirements for renewal of previously approved Bed and Breakfast’s
to remove the requirement to provide written notification to adjacent property owners.
Written notification to adjacent property owners is required when an application is first
approved and at annual renewal. Written notification annually is administratively time
consuming and concern has been raised by a number of property owners that they only wish
to be notified when there has been a change in the operation only rather than the continuation
of approved operation; and,
iv. Remove the limit to variances associated with Bed and Breakfast Homes. Currently the Land
Use Bylaw allows for variances for Bed and Breakfast Homes only when a variance to this Bylaw
would contribute to the preservation of a recognized ‘A’ or ‘B’ ranked heritage resource as identified in the
Town of Banff Heritage Corporation Inventory. Administration believes the original intent of this was
to allow greater flexibility for heritage resources applying for a Bed and Breakfast for
requirements such as bedroom size, amenity area etc. A recent legal opinion suggested that the
current wording is much more restrictive than intended however an applicant would be able
to apply for a variance when not connected to a Bed and Breakfast, and if granted, could then
separately apply for a Bed and Breakfast thus negating this clause. It’s administrations opinion
that the options under section 5 above would offer a better approach to the preservation of
Heritage Resources.
Should Council direct Administration to seek stakeholder and community input on any of the items
listed above, this would be done by utilizing in-person and online tactics suitable to the topics in
question.
IMPLICATIONS OF DECISION
Budget
There are no direct budget implications on drafting amendments to the Land Use Bylaw however any
amendments that could impact the number of Bed and Breakfast applications received and/or the
renewal frequency could have budget implications. Additionally, any change in application or renewal
fees would have budget implications.
Internal Resources
With a high number of inquiries regarding Bed and Breakfasts, applications, annual renewal and the
2014 direction from council to proactively enforce on unapproved commercial accommodation, a
disproportionate amount of internal resources are dedicated to Bed and Breakfasts. This is
predominantly comprised of staff time.
Communication
Existing Bed and Breakfast operators have been notified via email about this report. In addition, a
number of people who expressed an interest in this report to Planning and Development have also
been notified via email.
All Land Use Bylaw amendments are advertised on Banff.ca, and require a Public Hearing which is
advertised in local media.
Banff Community Plan
Fostering a healthy community: our social and cultural goals
The housing goals of the Banff Community Plan include:
• To supply a mix of affordable housing options to ensure those working in Banff live in Banff.
• Respect neighbourhood character that personifies and reinforces Banff ’s sense of place.
The character and heritage objectives of the Banff Community Plan include:
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•

Protect, preserve and commemorate historic resources as defined in the Heritage Resource
Policy.
• Cooperate with senior government, community partners, property owners and individuals to
preserve historic sites in Banff.
• Increase support for not-for-profit agencies and other interests in acquiring and preserving
heritage properties.
• Encourage the retention, restoration, rehabilitation and re-use of existing heritage buildings.
Local economy: our economic goals
The visitor experience goals of the Banff Community Plan are:
• Create memorable national park experiences.
• Showcase Banff as a leader in environmental practices and hospitality.
The commercial development goals of the Banff Community Plan include:
• Provide an appropriate mix of commercial services that meet the long-term needs of visitors
and residents.
• Ensure commercial development reflects and respects the Town’s role as a visitor centre as
well as the values of the national park.
• Commercial development will occur within the legislated commercial growth cap.
Council Strategic Priorities
Review of the Bed and Breakfast regulations is a 2018 Service Review Priority.
Legislation/Policy
The purposes of the Town of Banff are set out in section 4.3 of the Incorporation Agreement as:
a) to maintain the townsite as part of a World Heritage Site;
b) to serve, as its primary function, as a centre for visitors to the Park and to provide such visitors
with accommodation and other goods and services;
c) to provide the widest possible range of interpretive and orientation services to Park visitors;
d) to maintain a community character which is consistent with and reflects the surrounding
environment; and
e) to provide a comfortable living community for those persons who need to reside in the
townsite in order to achieve its primary function.
Circulation date:

November 30, 2018

Submitted By:

On original
Dave Michaels, Development Planner

Reviewed By:

On original
Robert Earl, Town Manager
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REQUEST FOR DECISION
Subject: Extended Producer Responsibility
Presented to: Council

Date: December 17, 2018

Submitted by: Carla Bitz, Environmental
Coordinator, Resource Recovery

Agenda #: 9.2

RECOMMENDATION
i.

That council accept this report for information and;
a. participate in initiatives that advocate for a provincial EPR program, including:
i. the Alberta Urban Municipalities Association’s letter writing campaign, which
calls for provincial action to update Alberta’s recycling regulatory framework
and;
b. collaborate with other municipalities in Alberta to actively engage with the provincial
government in EPR program design.

BACKGROUND
Reason for Report
On June 11, 2018, council carried motion COU18-175 unanimously:
That council direct administration to return in the 4th quarter of 2018 with a briefing on Extended
Producer Responsibility (EPR), and the role it can play in decreasing the financial, logistical and
administrative burden for municipalities in the realm of waste diversion and recycling.
Summary of Issue
Overview of EPR
Extended producer responsibility (EPR) is a policy mechanism by which producers or
manufacturers of products are made responsible for the management of material at the end of its life
cycle. This means that the producer of the product is financially and often operationally responsible
for ensuring that obligated materials get recycled which, in turn, decreases the burden of recycling
programs that are paid for by municipalities.
In 2009, the Canadian Council of Ministers of the Environment (CCME) approved the Canada-wide
Action Plan for Extended Producer Responsibility and the Canada-wide strategy for Sustainable
Packaging. As a member of CCME, the Government of Alberta also committed to working towards
the development of EPR programs. In 2013, public consultations held by the Government of
Alberta showed strong support for the expansion of Alberta’s existing stewardship programs, along
with regulatory updates to these programs. To date, EPR legislation has yet to be implemented in
Alberta while all other provinces in Canada have established, or are in the process of establishing,
EPR programs.
As a result of EPR programs across Canada, producers are already factoring recycling costs into
their products which are subject to national pricing strategies. As such, Albertans are already paying
for the cost of EPR programs operating in other provinces, yet not receiving any of the benefits.
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Currently, Alberta has four province-wide recycling programs which are managed by the Alberta
Recycling Management Authority (ARMA), a delegated administrative organization. ARMA operates
arms-length from the government and is accountable to the Minister of Environment and Parks.
The Town of Banff participates in these programs through the collection of electronics, paint and
paint containers, tires and used oil. These programs charge environmental fees that are passed on
from producers to consumers. The Town of Banff incurs cost to participate in these programs, but
is not compensated by the delegated administrative organizations.
EPR & Municipalities
EPR programs reduce or remove the financial, logistical, and administrative burden for
municipalities in the realm of waste diversion and recycling. An EPR program benefits from
economies of scale, which makes it possible for producers to achieve best practices and recycling
opportunities that small municipalities may typically not have access to.
A Producer Responsibility Organization (PRO), responsible for managing recycling programs and
assuming the costs of running the programs on behalf of the producers, is typically created as a part
of an EPR program. An example of a PRO in Canada is Recycle BC, which is the not-for-profit
organization that is responsible for managing residential packaging and paper throughout British
Columbia. Recycle BC is funded by the generators of paper and packaging products, including
retailers, and manufacturers. Municipalities have several options with respect to how they may
participate in and benefit from an EPR program:
1. Receive per household financial subsidies from the PRO to offset recycling costs
2. Allow the PRO to assume responsibility of their municipal collections services
3. Choose not to participate in the program
In British Columbia, the Producer Responsibility Organization offers a subsidy of approximately $35
per household annually. Municipalities across the province are saving more than $74,000,000 each
year as packaging producers are now assuming recycling costs that have traditionally fallen on
municipalities.
In the case of a small community like the Town of Banff, where curbside collection is not an option,
the municipality may benefit from funding to subsidize the cost of community depots and/or a
waste transfer station. Funding eligibility would be dependent on ensuring that contamination rates
meet provincial targets which would be determined in the process of EPR policy design. In certain
cases, EPR programs pay for public education and outreach to help reduce contamination rates and
increase waste diversion.
Residential recycling programs cost the Town of Banff approximately $82 per dwelling unit served 1.
If an EPR model similar to that of British Columbia were to be implemented in Alberta, this would
mean that the Town of Banff and its residents would experience significant financial savings with
respect to the management of recyclable materials like mixed paper and packaging.

1

2014 Alberta Benchmarking Data
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Figure 1. EPR Program Design and Municipalities (Recycling Council of Alberta)

Current State: Alberta
EPR legislation has yet to be implemented in Alberta while all other provinces in Canada have
established, or are in the process of establishing, EPR programs. While a lot can be learned from
programs that are already in place in other provinces, it is critical that a ‘made in Alberta’ solution is
designed to meet local needs.
EPR programs in other provinces have forced national corporations to take into consideration the
end-of-life management of their products and packaging. As such, corporations in Canada have
already built additional recycling fees into the cost of their products. This means that Albertans are
currently paying the cost for recycling in other provinces when they purchase products locally, in
addition to paying municipal taxes for the management of local recycling programs.
Alberta Urban Municipalities Association
The Alberta Urban Municipalities Association (AUMA) is actively encouraging municipalities to
learn more about EPR and to explore how implementation of such policies in Alberta could serve to
improve provincial waste diversion rates and quality, and reduce the recycling management burden
on municipalities. AUMA has encouraged municipalities to join its letter-writing campaign which
calls for MLA’s to champion an update to Alberta’s recycling regulatory framework. This update
would include an expansion of existing stewardship programs and enacting EPR regulations for
paper and packaging material. AUMA has developed a letter template that municipalities can
download and adapt to send to their MLAs outlining the need for provincial action to improve
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waste management in Alberta (See Attachment 1 – AUMA Letter Template). The letter calls for
provincial action to update Alberta’s recycling regulatory framework, including:
i.
ii.
iii.

Developing a paper and packaging EPR program that encourages manufacturers to
initiate long-term waste reduction from the source.
Expanding current recycling programs to accept new materials that are currently
going to our landfills, but can be recycled.
Working with municipalities to determine how revenue from the carbon levy can be
used to support waste reduction initiatives that reduce greenhouse gas emissions.

Recycling Council of Alberta
The Recycling Council of Alberta (RCA) is an organization whose mission is to promote and
facilitate waste reduction, recycling, and resource conservation in the Province of Alberta. The RCA
has identified EPR as a critical issue for Alberta to move forward on. As such, they have been
hosting EPR workshops for Alberta municipalities to learn more information about the role they
can play in EPR advocacy and implementation. The RCA also has a Public Policy statement which
advocates for EPR design principles, and has been meeting with Alberta’s provincial party
candidates to encourage them to adopt EPR as part of their political platform.
Outlined below are some of the Alberta municipalities that have written letters of support for EPR
legislation in Alberta:
•
•
•
•
•

Edmonton
Calgary
Canmore
Black Diamond
Okotoks

•
•
•
•
•

Millet
Didsbury
Edson
Drumheller
Medicine Hat

Waste Prevention & the Circular Economy
An additional benefit of the EPR approach is that it incentivises producers to consider
environmental factors in their decision making with respect to product design and packaging. This
‘design for environment’ style approach focuses upstream, and prioritizes waste prevention as the
most preferable option in the waste hierarchy. Waste prevention looks more closely at production
and consumption, addressing the root cause of why waste is produced in the first place. According
to CCME, and other best practice research, all waste programs should seek to reduce the
environmental impact of a product. As such, EPR programs are consistent with the 4R waste
management hierarchy 2:
1. Reduce, including reduction in toxicity and redesign of products for improved reusability or
recyclability
2. Reuse
3. Recycle
4. Recovery of materials and/or energy

2

CCME Council of Ministers, ‘Canada-wide Action Plan for Extended Producer Responsibility’ (p. 9); October 29, 2009
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Global leaders in waste prevention are adopting ‘Circular Economy’ frameworks to go beyond waste
prevention and explore opportunities for system design that avoids waste. Looking beyond the
current take-make-dispose extractive industrial model, a circular economy aims to redefine growth,
focusing on positive society-wide benefits. The circular economy is based on three principles 3:
•
•
•

Design out waste and pollution
Keep products and materials in use
Regenerate natural systems

Supporting a provincial EPR program is one of many ways in which the Town of Banff can begin to
implement models that promote waste prevention and circular economy systems. Such initiatives
would complement, strengthen, and align with the comprehensive set of waste diversion tactics that
the Town of Banff will be exploring over the course of the next six years.
Figure 2. Outline of a Circular Economy (Ellen Macarthur Foundation)

Ellen Macarthur Foundation, ‘What is a Circular Economy?’; https://www.ellenmacarthurfoundation.org/circulareconomy/concept

3
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Response Options
i.

That council accept this report for information and;
a. participate in initiatives that advocate for a provincial EPR program, including:
i. the Alberta Urban Municipalities Association’s letter writing campaign, which
calls for provincial action to update Alberta’s recycling regulatory framework
and;
b. collaborate with other municipalities in Alberta to actively engage with the provincial
government in EPR program design.
That council accept this report for information and take no further action at this time.

ii.

IMPLICATIONS OF DECISION
Budget
If EPR were to be implemented in Alberta, it is likely that the Town of Banff would receive financial
support to offset the cost of municipal recycling programs.
Council Strategic Priorities
•
•
•
•
•

Be an environmental role model for communities around the world
Reduce Banff’s ecological footprint
Reduce the Town’s impact on the surrounding national park
Divert recovered resources from the waste stream
Increase residential and commercial recycling

ATTACHMENTS
i.
ii.

Attachment 1 – Alberta Urban Municipalities Association (AUMA) Letter Template
Attachment 2 – Alberta Urban Municipalities Association (AUMA) EPR Infographic

Circulation date:

December 4th, 2018

Submitted By:
Carla Bitz, Environmental Coordinator,
Resource Recovery
Reviewed By:

On original
Robert Earl, Town Manager
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Month Day, 2018
MLA Title MLA First Name MLA Last Name
MLA for Riding Name
Address Line 1
City Province Postal Code
Dear MLA Last Name,
Did you know that Alberta is the most wasteful province in Canada? We send just under
1,000 kilograms (kg) of waste per person to landfills, as compared to the Canadian
average of approximately 700 kg per person, despite the success of municipal recycling
programs. This poor result is partially due to Alberta’s outdated recycling regulations,
some of which have not been updated since 1997.
Alberta municipalities provided input on proposed regulatory changes during
consultations held by the Alberta government in 2013. We strongly supported expanding
Alberta’s electronics, tires, paint, and used oil recycling programs, and ensuring the
regulations accounted for new products entering our marketplace. We also supported
changes that offer more flexibility set recycling fees that keep pace with the costs of
maintaining these programs.
Alberta needs a more comprehensive approach to reduce waste and we believe the
solution is to introduce Extended Producer Responsibility (EPR) regulations to reduce
waste from the source. A province-wide paper and packaging EPR program will support
many municipalities’ long-term diversion goals and reduce overall provincial waste. An
EPR model ensures that manufacturers of products are financially responsible for the
disposal of the waste, which provides incentives for them to design products that are
easier to recycle at the end of life.
There are already several Canadian provinces have successfully paper and packaging
EPR programs that Alberta can learn from. Without EPR regulations, Alberta
municipalities are left with the financial responsibilities of recycling and manufacturers
have no incentives to reduce waste.

Call to improve Waste Management
The municipality of X is calling on the Government of Alberta to take the following
actions:
•

Work with municipalities on a more comprehensive approach to reducing waste,
including:
o Developing a paper and packaging EPR program that encourages
manufacturers to initiate long-term waste reduction from the source.
o Expanding current recycling programs to accept new materials that are
currently going to our landfills, but can be recycled.
o Working with municipalities to determine how revenue from the carbon
levy can be used to support waste reduction initiatives that reduce
greenhouse gas emissions.

Provincial and municipal partnership is needed to put Alberta back on the path to
environmental leadership on waste management. As our MLA, we hope you will join us
in championing the need for improved waste management in the province of Alberta.
Sincerely,

Title, First Name, Last Name
Municipality of X
cc:

The Honourable Shannon Phillips, Minister of Environment and Parks
The Honourable Shaye Anderson, Minister of Municipal Affairs
Barry Morishita, President, Alberta Urban Municipalities Association or
Al Kemmere, President, Rural Municipalities of Alberta

















Extended Producer
Responsibility
OPPORTUNITIES AND CONSIDERATIONS
FOR THE TOWN OF BANFF

Background
On June 11, 2018, council carried motion COU18-175
unanimously:

That council direct administration to return in the 4th quarter of
2018 with a briefing on Extended Producer Responsibility (EPR),
and the role it can play in decreasing the financial, logistical and
administrative burden for municipalities in the realm of waste
diversion and recycling.

Overview of EPR
EPR is a policy mechanism by which producers or manufacturers
of products pay for management of the material at the end of its life
cycle.


2009 CCME approval of Canada-wide Action Plan



2013 Government of Alberta public consultations



Implementation of EPR programs in all provinces other
than Alberta and Territories

EPR & Municipalities
Municipalities have several options with respect to how they may
participate in and benefit from an EPR program:
1. Receive per household financial subsidies from the PRO
to offset recycling costs
2. Allow the PRO to assume responsibility of their municipal
collections services
3. Choose not to participate in the program

EPR Program Design and Municipalities (Recycling Council of Alberta)

EPR & The Town of Banff
 Residential recycling programs cost the Town of Banff
approximately $82 per dwelling unit served
 EPR in AB could provide funding to subsidize the cost of
community depots and/or a waste transfer station


Residents would experience financial savings with respect
to the management of recyclable materials like mixed
paper and packaging

Current State: Alberta
 EPR legislation has yet to be implemented in Alberta while all
other provinces in Canada have established, or are in the
process of establishing, EPR programs.
 Albertans are currently paying the cost for recycling in other
provinces when they purchase products locally, in addition to
paying municipal taxes for the management of local recycling
programs.
 Other stakeholders: Alberta Urban Municipalities Association
(AUMA) & Recycling Council of Alberta (RCA)

Other Municipalities
 Edmonton

 Millet

 Calgary

 Didsbury

 Canmore

 Edson

 Black Diamond

 Drumheller

 Okotoks

 Medicine Hat

Waste Prevention &
the Circular Economy
EPR programs are consistent with the 4R waste management
hierarchy:


Reduce, including reduction in toxicity and redesign of
products for improved reusability or recyclability



Reuse



Recycle



Recovery of materials and/or energy

Linear Economy vs. Circular Economy (Ellen Macarthur Foundation)

Outline of a Circular Economy (Ellen Macarthur Foundation)

Response Options:
i.

That council accept this report for information and;
a)

participate in initiatives that advocate for a provincial EPR
program, including:
i.

b)

ii.

the Alberta Urban Municipalities Association’s letter
writing campaign, which calls for provincial action to
update Alberta’s recycling regulatory framework and;
collaborate with other municipalities in Alberta to actively
engage with the provincial government in EPR program
design.

That council accept this report for information and take no
further action at this time.

REQUEST FOR Decision
Subject: Records Retention Bylaw and the Information
Governance and Records Management Policy
Presented to: Council

Date: January 14, 2018

Submitted by: Tara Johnston-Lee, Municipal
Clerk

Agenda #: 9.3

RECOMMENDATION
That council:
i.
Give three reading to Records Retention Bylaw 251-2.
ii.
Approve Information Governance and Records Management Policy C8001.
BACKGROUND
History
At the December10, 2018 meeting of council, council reviewed and provided feedback on Records
Retention Bylaw 251-2 and Information Governance and Records Management Policy C8001.
The Town Manager will approve and implement the administrative program, policies and
procedures that will follow from council’s policy direction
Reason for Report
Records and information are essential components of the Town’s operations and business activities.
The availability of high-quality and accurate records and information to decision-makers supports
the delivery of programs and services, enabling departments to be more efficient, responsive, and
accountable. Organized, accessible and accurate information is also a key component of risk
management, transparency, and collaboration; and ensures that the Town can prove its financial and
legal responsibilities.
Summary of Issue
Records Retention Bylaw
Pursuant to Section 214 of the Municipal Government Act, a Council may adopt a bylaw respecting
the destruction of municipal records and documents. The purpose of the bylaw is to provide
authority for the destruction of municipal records, and without a bylaw, essentially no records can be
destroyed.
In 2006 council passed Bylaw which includes the actual physical Retention Schedule included with
the Bylaw as a schedule.
Administration will begin introducing an electronic document management system throughout the
organization in 2019. With the changes in technology and introduction of an electronic document
system it is necessary to replace the Records Retention Bylaw with a new bylaw to govern records
management processes for both paper and electronic records within the Town.
The retention schedule is itself a dynamic document that may require ongoing changes as the
retention period to be applied for the majority of records is dependent on provincial and federal
standards and legislation. Due to changing rules and requirements, administration continually
reviews and monitors these standards and legislation to ensure the retention schedule is up to date
and in compliance. As a result, administration recommends that due to the administrative aspects of
the retention schedule, this document not be included within the bylaw as it has in the past.
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With approval of the proposed bylaw, administration will be authorized to develop an administrative
policy that provides for the systematic control of municipal records starting with the creation of the
record, during its lifetime and on its disposition.
The intent of this bylaw is not changing; it is still providing for municipal records to be disposed of
when they have reached the end of their lifecycle. The proposed Bylaw is providing administration
with the authority to set the procedure for the record disposal pursuant to provincial and federal
standards.
Information Governance and Records Management Policy
Council adopted Information Governance Master Plan recommendations that along with a new
retention schedule that an information governance and records management policy and associated
program be developed. The Information Governance and Records Management Policy acts as a
foundational component for building a compliant program throughout the Town. This policy will
facilitate the establishment and implementation of new, updated records management system to
provide tools and guidelines for handling records.
The proposed IG & RM Policy establishes a framework for the creation and ongoing
implementation of a program to meet the Town’s obligations under applicable legislation and
defines the principles by which the program must adhere laying the foundation for a program that
will advise staff in managing information assets.
The policy delegates authority to the Town Manager for the creation, management, and maintenance
of the program, including retention and disposal requirements to be followed by all departments. A
comprehensive manual of policy and procedures has been created to guide staff in the management
of both physical files and electronic records. In addition, the municipal clerk’s office will provide
training, support and education to staff on the manual and on the use of the system.
IMPLICATIONS OF DECISION
Budget
There are no financial or staffing impacts from the implementation of the proposed Records
Retention Bylaw or Information Governance and Records Management Policy. The capital project
responsible for the development of this policy was approved in 2016.
Communication
Banff Community Plan
Local Economy
Social
Environmental
Council Strategic Priorities
Legislation/Policy
Alberta Municipal Government Act
Section 208(1)(b) Performance of Major Administrative Duties

Council: Records Retention and IG and RM Policy
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The chief administrative officer must ensure that:
b) All bylaws, minutes of council meetings and other records and document of the
municipality are kept safe.
Section 214 – Destruction of Records
1) A council may authorize the destruction of the original bylaws and minutes of council
meetings if the originals have been recorded on microfiche or on another system that will
enable copies of the originals to be made.
2) A council may pass a bylaw respecting the destruction of other records and documents of
the municipality.
3) A bylaw under subsection (2) must provide that if an individual’s personal information will
be used by the municipality to make a decision that directly affects the individual, the
municipality must retain the personal information for at least one year after using it so that
the individual has a reasonable opportunity to obtain access it.
Freedom of Information and Protection of Privacy Act
1. Section 36 of the Freedom of Information and Protection of Privacy Act, S.A. 1994, c.F-18.5,states that
the Head of the Public Body must protect personal information by making reasonable security
arrangements against such risks as unauthorized access, collection, use, disclosure or destruction;
2. The Act does not prohibit the transfer, storage, or destruction of any record in accordance with
a bylaw of a local government body.

ATTACHMENTS
1. Proposed Records Retention Bylaw 251-2
2. Current Records Retention Bylaw 251 Consolidated
3. Proposed Information Governance and Records Management Program Policy C8001
For Information:
Draft Retention Schedule
Draft Administrative Employee Policy
Draft Administrative Procedures Handbook
Circulation date:
Submitted By:

On original
Tara Johnston-Lee, Municipal Clerk

Reviewed By:

On original
Robert Earl, Town Manager
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TOWN OF BANFF
BYLAW 251-2
RECORDS RETENTION BYLAW
A Bylaw to Regulate the Retention and Disposition of Records
The Town of Banff, in the Province of Alberta, duly assembled, ENACTS AS FOLLOWS:
1.0 CITATION
1.1
This bylaw may be cited as the Records Retention Bylaw.
2.0 DEFINITION
2.1

In this bylaw,
a)

3.0

“record” means a record defined in the Freedom of Information Act and
regulation RSA 2000 CH F-25 as amended.

PROVISIONS
3.1

The Town Manager shall:
a)

authorize a retention schedule that sets out minimum retention periods for
the Town’s records;

b)

authorize the destruction of records; and

c)

maintain documentation of records that have been destroyed.

3.2

The Town’s records shall be maintained for the minimum retention periods
authorized by the Town Manager.

3.3

The Town’s records may be destroyed once the minimum retention period
authorized by the Town Manager has expired.

3.4

The Town Manager must ensure that, if an individual’s personal information is used
by the Town to make a decision that directly affects that individual, the personal
information will be retained for at least one year after its use for that purpose.

3.5

The Town Manager is authorized and required to retain records longer than the
period provided in the retention schedule if the records are or may be, in the opinion
of the Town Manager, required for legal proceedings.
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4.0 SEVERABILITY
4.1

If any clause in this bylaw is found to be invalid, it shall be severed from the remainder
of the bylaw and shall not invalidate the whole bylaw.

5.0 REPEAL
5.1
Bylaw 251, Records Retention Bylaw, as amended, is repealed.
5.2

Bylaw 251-1, Records Retention Bylaw Amending Bylaw, is repealed.

6.0 ENACTMENT
6.1
This bylaw comes into force when it receives third reading and is signed by the
Mayor and the Town Manager or designates.
READ A FIRST TIME this xx day of month, 20xx.
Pursuant to the Municipal Government Act (Alberta), a PUBLIC HEARING was held this xx
day of month, 20xx.
READ A SECOND TIME this xx day of month, 20xx.
READ A THIRD TIME this xx day of month, 20xx.

SIGNED AND PASSED this ______ day of ______________, 20xx.

_______________________
Karen Sorensen
Mayor

_______________________
Robert Earl
Town Manager

Town of Banff Bylaw 251-2 Records Retention

BYLAW 251
BEING A BYLAW OF THE TOWN OF BANFF, IN THE PROVINCE OF ALBERTA,
TO AUTHORIZE THE RETENTION AND DESTRUCTION
OF MUNICIPAL RECORDS
WHEREAS the Council of the Town of Banff deems it necessary and appropriate to ensure Town
of Banff records are retained and destroyed in a manner consistent with applicable federal and
provincial statues and regulations as well as legal and administrative requirements;
AND WHEREAS section 214 of the Municipal Government Act, Chapter M-26, RSA 2000
authorizes Council to pass a bylaw respecting the destruction of municipal records and the retention
of personal information;
NOW THEREFORE the Council of the Town of Banff, in the Province of Alberta, duly
assembled, enacts as follows:
CITATION
1. This bylaw may be cited as the “Records Retention Bylaw.”
DEFINITIONS
2. In this Bylaw:
a) Record means a record of information in any form that is in the custody or control of the
Town and includes books, documents, maps, letters, papers and any other information that
is written, recorded, photographed or stored in any manner including electronically, but does
not include software or any mechanism that produces records, for the categories set out in
Schedule “A”.
PROVISIONS
3. All Records will be retained and destroyed in accordance with Schedule “A” of this bylaw.
4. The Chief Administrative Officer or delegate is authorized and required to retain Records longer
than the period provided for in Schedule “A” if the Records are or may be, in the opinion of the
Chief Administrative Officer, required for legal proceedings.
5. The Chief Administrative Officer or delegate must ensure that, if an individual’s personal
information is used by the Town to make a decision that directly affects that individual, the
personal information will be retained for at least one year after its use for that purpose.
6. Destruction of Records in accordance with this bylaw is the responsibility of the Chief
Administrative Officer or delegate, who must ensure:
a) Records scheduled for destruction have received a final review by the department
responsible;
b) Records are destroyed in accordance with industry standards;
c) Destruction of Records is carried out in the presence of the Chief Executive Officer or
delegate plus at least one other employee of the Town;
d) A written Statement of Destruction (Schedule “B”) is prepared attesting to the date and
witnesses of the destruction of the Records together with a detailed list of the Records that
were destroyed. The Statement of Destruction is a permanent Record.

Town of Banff Bylaw 251 – Records Retention
ENACTMENT/TRANSITION
7. Schedules “A” and “B” form part of this bylaw.
8. This bylaw comes into force when it receives third reading and is signed by the Mayor and the
Town Manager or delegates.
Read a first time this 12th day of June, 2006.
Read a second time this 12th day of June, 2006.
Read a third time this 12th day of June, 2006.
Approved on behalf of the Town of Banff:

John Stutz
Mayor

Robert Earl
Town Manager

June 14, 2006
Date

June 14, 2006
Date
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Town of Banff Bylaw 251 – Records Retention
Schedule A – Amended by Bylaw 251-1
Business Function
Accounts Payable
Accounts Receivable
Agenda Packages

Applications
Audits
Banking

Budget

Bylaws
Census
Census
Commissioning

Record Series

Retention Period

•
•
•
•
•

Paid Invoices
Posting Journals
Cash Reports/Receipts
Posting Journals
Council

7 years from fiscal year end
7 years from fiscal year end
7 years from fiscal year end
7 years from fiscal year end
Permanent

•

Committees, Boards and
Corporations of Council
Staff Committees
All

Permanent

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Complaints/Service Requests
Contracts & Agreements
Contracts & Agreements COPIES
Corporate Documents

•
•
•
•

Employee Management

•

Enforcement

•
•

General Ledger

General Uncategorized

•
•
•
•
•
•
•

Audited Financial Statements
Audits
Cancelled Cheques
Debentures & Bonds
Investments
Statement Reconciliations
Budget Working Papers
Final Annual Capital Budget
Final Annual Operating Budget
All
Collection Forms
Compiled Results
Construction Completion
Certificates
Construction Final Acceptance
Certificates
All
All
All
Corporations wholly owned by the
Town of Banff
Personnel Files (excludes payroll,
benefit and tax information)
Animal Impound
Towing Warnings, Authorizations
and Notices of Towing
Violation Tickets
Accounts Reconciliations
Journal Entries
Year End Working Papers
Capital Projects
Correspondence
Financial

11 years from year end
3 years from decision or 3 years
from termination of employment,
license or permit.
Permanent
11 years from fiscal year end
7 years from fiscal year end
7 years from termination
7 years from fiscal year end
7 years from fiscal year end
3 years from fiscal year end
Permanent
Permanent
Permanent
3 years from year end
Permanent
Permanent

3 years from year end
11 years from termination
Project termination
10 years after superseded/
terminated
3 years from voluntary cessation of
employment or 11 years from
dismissal
3 years from year end
3 years from year end
3 years from offence resolution
7 years from fiscal year end
7 years from fiscal year end
7 years from fiscal year end
11 years from project termination
3 years from year end
3 years from fiscal year end

Town of Banff Bylaw 251 – Records Retention
Business Function

Inspections

Licenses and Permits Issued by the Town of
Banff

Record Series
•
•
•
•
•

Taxi
Animal
Bed and Breakfast Permits
Building Permits
Business

3 years from year end
3 years from expiration
3 years from demolition of building
3 years from demolition of building
3 years from expiration

•

Busker Licenses

3 years from expiration

•

Development Permits

3 years from demolition of building

•

Home Occupation Permits

3 years from expiry of permit and
business license
11 years from issuance
3 years from expiration
11 years from expiration
3 years from year end

•
•
Licenses and Permits Issued to the Town of B •
Lost and Found
•
Minutes

Payroll

Policies
Property Files
Public Consultation

Purchasing

•
•
•
•
•
•
•
•

Sign Permits
Taxi Licenses
All
Logs for Lost Property and Found
Property
Capital Projects
Council
Committees, Boards and
Corporations of Council
Staff Committees
Biweekly Remittance Reports
LAPP/Pension
Posting Journals
Registers
Time Sheets
Year End documents and T4’s
All

•
•
•
•

All
Forums
Survey Collection Forms
Survey Compiled Results

•

Purchase Orders & Requisitions

7 years from fiscal year end

•

Quotations and Tenders Successful
Quotations and Tenders Unsuccessful
Community Recreation Programs
Draft
Final
Final COPIES
Appeals
Arrears
Assessment Rolls
Billing

11 years from project termination

•
•
•

•
Registration and Attendance
Reports to Council and Committees &
Boards of Council
Taxes

Retention Period

•
•
•
•
•
•
•
•

3 years from project termination
Permanent
Permanent
11 years from year end
7 years from fiscal year end
7 years from fiscal year end
60 years from fiscal year end
60 years from fiscal year end
3 years from fiscal year end
7 years from fiscal year end
11 years after superseded or
repealed
Permanent
3 years from year end
Permanent

3 years from decision
3 years from year end
Until Superseded
Permanent (in agenda packages)
3 years from year end
11 from fiscal year end
7 years from fiscal year end
Permanent
11 years from fiscal year end
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Business Function
Utilities

Record Series
•
•

Arrears
Billing

Retention Period
7 years from fiscal year end
7 years from fiscal year end
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Town of Banff Bylaw 251 – Records Retention
Schedule B

STATEMENT OF DESTRUCTION

The Records listed below have been maintained for the required retention period and have been
destroyed in accordance with Bylaw 251.
Date:

Witness 1 (CAO or delegate):

Name:
Title:
Signature

Witness 2:

Name:
Title:
Signature:

Type of
Record

Business
Function

File Name

Start Date

End Date

Reviewed by:

Reviewers:
Name

Title

Initials

Name

Title

Initials

Name

Title

Initials

POLICY Information Governance and
Records Management Program
Policy C8001
Adopted by Council:
Council Resolution #:
Modified by Resolution #:
Replaces:

Administrative Responsibility:
Last Review Date:
Next Review Date:

1.0 POLICY
The Town of Banff recognizes that information and records are a valuable corporate assets needed
to support effective decision making, to meet legislative and operational requirements and to protect
legal, fiscal, historical and other interest of the municipality. The Town of Banff is committed to the
creation, maintenance, preservation and proper disposition of the records of the municipality in a
secure and accessible manner.
2.0 PURPOSE
The purpose of this policy is to define the Town of Banff’s information governance and records
management commitments, responsibilities and authorities.
3.0 SCOPE
3.1 This policy applies to all records in all formats within the Town’s custody and control
including active, inactive and permanently retained/archival records holdings.
3.2

This policy applies to all employees, council, and contractors of the Town and anyone
else working in a voluntary role for the Town, who may create, receive or have access to
Town records.

4.0 RESPONSIBILITIES
4.1 The Town Manager is responsible for the development and implementation of an
information governance and records management program and for providing the
structures, standards and procedures that are required to meet the objectives of the
Town’s program.
4.2

The Town Manager is authorized to create and maintain a manual of policy and
procedures that provides for the management of the records of the Town and includes
those related to the records schedule for:
a) Custody and control of records;
b) Creations and receipt of records;
c) Access to records;
d) Disclosure of records;
e) Retention, security and storage of records;
f) Disposition of records;
g) Preservation of records; and
h) Vital records;
i) Any other matter(s) the Town Manager authorizes to be included in the manual.
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5.0 PRINCIPLES
The management of Town records will be guided by a commitment to the following principles
to meet the essential or minimum requirements to meet legal and regulatory requirements for
an effective and efficient information governance and records management program:
5.1

Accountability
The Town Manager will ensure the information governance policy and procedures used
to guide staff are adopted and reviewed regularly, program responsibility is delegated to
the appropriate staff and program audits are addressed. All users and creators of Town
records will be accountable for ensuring that their information governance obligations
are satisfied.

5.2

Integrity
The Town will strive to protect the information assets of the municipality so that they
can be accessed, used and distributed as required in accordance with the relevant
legislation, bylaws, policy and best practices. The information governance program is
constructed so that the records and information generated or managed by of for the
Town have a reasonable guarantee of authenticity and reliability.

5.3

Protection
Information that is private, confidential, privileged, or essential to business continuity
and disaster recovery will be identified and protected with appropriate security measures.

5.4

Compliance
The information governance program will be constructed to comply with applicable
laws, regulations, as well as the Town of Banff’s policies. Audit, best practices, flexibility
and self-assessment will be incorporated into the information governance program.

5.5

Availability
Records will be maintained in a manner that ensures timely and efficient retrieval of
reliable information when it is needed.

5.6

Retention
The Town will maintain its records and information for an appropriate time, taking into
account legal, regulatory, fiscal, operational and historical requirements.

5.7

Disposition
The Town will provide secure and appropriate disposition for records that are no longer
required to be maintained in accordance with applicable laws and Town bylaws and
policies.

5.8

Transparency
The Town operates in the service of the public in general. Information that can be made
available to staff and the public should be made available whenever practicable. The
processes and activities of the information governance program will be documented in
an understandable manner and be available to all staff and appropriate interested parties.

(Principles are based on Generally Accepted Recordkeeping Principals from ARMA International)
Information Governance and Records Management Program Policy
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6.0 RELATED DOCUMENTS
6.1 Town of Banff Records Retention Bylaw
6.2 Town of Banff Information Governance Master Plan
6.3 Freedom of Information and Protection of Privacy Act of Alberta
This policy shall be in effect on the date it is approved by resolution of Council.

Karen Sorensen
Mayor

Robert Earl
Town Manager

Information Governance and Records Management Program Policy

Records Retention Schedule
Code
ADM

#
010

Secondary
Authorization Delegation

Record Type
Authorization
Delegation

Description
Orders to pass signing authority to designated staff during
absence or illness.

Qualifier

Administration

ADM

020

Census, Final Report

Census Report

Final reports prepared by the Town of Banff and submitted to
Council and to Alberta Municipal Affairs.

[Census Year]

C

Permanent

Administration

ADM

025

Census, Supporting Material

Census Material

[Census Year]

C

CY + 12

Administration

ADM

030

Committees and Boards

Records related to planning, management and reporting of the
municipal census. Includes maps, forms, door hangars and
training materials.
Excludes Census Worker Applications (see HR)
Committees, boards or decision making bodies established by a
Town of Banff, as authorized under the MGA. Records include
administrative and supporting material, advertising, applications,
appointments, decisions, inquiries, hearings, notifications and
resolutions.
Excludes Council and Governance & Finance (see CON).

C

Doc Date + 12

Administration

ADM

040

Committees and Boards,
Meeting Records

Administration

ADM

050

Committees and Boards
(External)

[Commmittee Name]
ARB
Banff Community Art
Banff Heritage
Corporation
BHC
BPL
Council Remuneration
Review
DAB
[Commmittee Name]
ARB
Banff Community Art
Banff Heritage
Corporation
BHC
BPL
Council Remuneration
Review
DAB
[Commmittee Name]
BLLT
Biosphere
BVRH
BVRT
BVWM
[Committee Name]

Administration
Administration

Updated: 2018-11-13

Agenda Package
Minutes

Committees, boards or decision making bodies established by a
Town of Banff, as authorized under the MGA. Records include
final agenda packages, meeting minutes, requests for decisions
(RFD) and reports.
Excludes Council and Governance & Finance (see CON).

External boards, commissions or committees of which the Town
of Banff is a member. Includes records of an administrative
nature, such as correspondence, supporting documents and
copies of agendas, decisions, minutes, reports and rulings.
Excludes contracts (see LEG)

DR

Administration

Case Retention
Doc Date + 12

AF
T

Primary
Administration

ADM

060

Committees (Interim)

Committees with an expected end date. Records related to the
committee, including membership, meetings & dissolution. (e g.
housing working group, liaison, staff committee and sign and
traffic committee)

ADM

070

Correspondence

Official Council, Mayor, and Town Manager’s correspondence.

ADM

080

Permits & Licenses

Animal License
Business License
Busker License
Street Use Permit
Taxi License
Taxi Permit

Permits not development, building or event related, such as
street use licenses and taxi permits and licenses. Includes
applications, correspondence, forms, inspections, licences,
permits and reports.
Exception: animal, business, busker permits & licences: 7 years
Excludes special events permits (see COM).
Excludes building and development permits (see PLN).

C

Permanent

C

Doc Date + 5

C

End + 12

Citation
Limitations Act

PII

Vital

MGA s.57 (12 yr)

V

Doc Date + 3
[Permit Type]

C

Expiry + 12

Limitations Act

PII
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Records Retention Schedule
Code
ADM

#
090

Secondary
Permits & Licenses (to Town)

Record Type
License Application
License Renewal

Description
Permits, licenses and approvals issued to the Town of Banff by
external authorities. Includes License of Occupation (LOC),
Miscellaneous Lease (MLL), radio licenss, AESRD and other
regulatory approvals. Includes applications, renewals, reports,
contraventions, 7-day letters and correspondence.

Qualifier
[License Name/Type]

Administration

ADM

100

Project Management

Charter
Correspondence
Meeting MInute
Photo
Report
Schedule

[Project Name]

Administration

ADM

110

Requests and Complaints

Records resulting from the management of well-defined named
projects which a beginning and end, including Capital Projects.
Examples include Banff Refreshing, Columbarium, Transit
Shelters and Woonerf.
Excludes financial aspects of Capital Projects governed by PSCB
TCA (see FIN).
Excludes contracts (see LEG)
Excludes drawings (see LPM)
Excludes environment impact assessment (see LPM)
Excludes RFP, Proposals, Tenders (see Ops)
Excludes technical (see LPM)
Request or complaint (Action Request) made by the public or by
staff. Common examples of actions requests often pertain to
facilities (e.g. doors, garbage, and washrooms), grounds (e g.
sidewalks, trails, weeds) and streets (e g. potholes, sweeping,
snow plowing). Records include action requests, notes,
correspondence, status reports and tracking logs.
Excludes Bylaw Complaints (see ENF Bylaw Complaints)

Administration

Updated: 2018-11-13

Action Request
Complaint
Inquiry

DR

Administration

Case Retention
C Expiry + 12

C

AF
T

Primary
Administration

ADM

120

Security

Key Inventory
Security Records

Records related to the overall management of security at Town
of Banff facilities and events.

ADM

130

Standard Operating
Procedures

SOP

Records that describe and document work procedures, processes
and SOP. Includes Communication Protocols (notification)
specified by business function.
Excludes SOP for water treatment (see WTD) and for wastewater
(see WWM).

[Business Function]
Administration
Communications
Council
Community Services
Enforcement
Equipment
Finance
Fire & Rescue
Fleet
Governance
Human Resources
Information Mgmt
Legal & Regulatory
OH&S
Operations
Planning & Dev
Storm Water Mgmt
WWTD

C

[Department]
Communications
Community Services
Corporate Services
Engineering
Human Resources
Operations
Planning & Dev.
Fire Department
Bylaw Services
Town Manager

C

Citation
Limitations Act

PII

Vital

V

Completion + 12 Limitations Act

Resolution + 3

FOIP

CY + 12

Limitations Act

Superseded + 3

V
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Records Retention Schedule
#
140

Secondary
Town History

Administration

ADM

150

Travel

Administration

ADM

900

Administration, Other

Banff Housing Corp BHC

010

Administration, BHC

Banff Housing Corp BHC

020

Home Buyers

Banff Housing Corp BHC

030

Home Sales

Banff Housing Corp BHC

040

Homeowner Fees

Banff Housing Corp BHC

050

Property Files

Record Type

Description
Qualifier
Records related to the history of the Town of Banff operations,
development, projects or key people. Includes photos,
newspaper clippings and portraits.
Travel Record
Records relating to employee travel arrangements and bookings. [Travel Type]
Excludes travel expenses (see FIN).
Administration
Any records that do not fit within the specified ADM categories
Supporting Material above. Must be ADM specific.
The administration, management and planning of the Banff
Housing Corporation. Includes business plans, correspondence,
grants, lists, reports, statistics, strategies and studies.

Case Retention
Permanent

Citation

PII

Doc Date + 5
Doc Date + 5

Records related to the review of BHC home buyers application
[BHC Buyer]
packages and the maintenance of the Registered Resale List
(RRL). Includes applications packages, correspondence, history of
residency, mortgage approval and statutory declaration.

C

Application Date Limitations Act
+ 12

PII

Records related to the sale of BHC homes to qualified BHC
[BHC Buyer]
buyers. Includes appraisal, offer to purchase, mortgage consent
form, sublease consent form, resale letter, estoppel certificate,
valuation and walkthrough.

C

Date of Next
Sale + 7

CRA

PII

Doc Date + 7

CRA

PII

Fees collected from BHC homeowners such as application and
RRL fees, consent fees (mortgage, rental, sublease),
postponement fees and resale fees. Includes records related to
setting of fees, notice of fees, invoices, payments, revenue report
and fee schedules.
Records related to the properties in the BHC portfolio. Includes
appraisals, deficiencies, condo association correspondence,
inspections, land title, easements, maintenance and/or
construction records and photos.

[BHC Portfolio]

C

Superseded + 12 Limitations Act

Banff Housing Corp BHC

060

Rental Leases

Leases of BHC-owned rental property to qualified renters.
Includes rental applications, correspondence, inspections, lease
amendments, proof of income, statutory declaration, tenancy
agreements.

[BHC Renter]

C

Lease Expiry + 7 CRA

PII

Banff Housing Corp BHC

070

Renters

Records related to the review of BHC of home renters and the
maintenance of the Renters List. Includes application packages,
correspondence, forms and renewals.

[BHC Renter]

C

Application Date Limitations Act
+ 12

PII

Banff Housing Corp BHC

900

Banff Housing Corp, Other

Any records that do not fit within the specified BHC categories
above. Must be BHC specific.

Doc Date + 5

Communications

COM

010

Administration,
Communications

Doc Date + 5

COM

020

Branding

The administration, management and planning of the
communication program. Includes plans, reports, statistics,
strategy documents and team meetings.
Excludes communications reports to council (see CON).
Design, production and distribution of branding standards, logos
(Banff and external agencies), style guide (visual identity guide)
and templates.
Excludes trademarks (see LEG).

Communications

Updated: 2018-11-13

Plans
Reports
Statistics

Vital

FY + 1

AF
T

Code
ADM

DR

Primary
Administration

Permanent
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Records Retention Schedule
Primary
Communications

Code
COM

#
030

Secondary
Marketing & Promotions

Record Type
Advertising
Marketing

Description
Design, ordering, production, inventory and distribution of
promotional materials (e.g. digital copy of advertising, annual
reports, banners, brochures, displays, logos, maps, passes, pins,
signs, swag). Includes advertising campaigns, special events
material and other publications.

Communications

COM

040

Media Relations

Media communications records, such as media queries, key
messages, media releases and press conference material.

Communications

COM

050

Photos & Multimedia

Key Messages
Media Query
Media Release
Press Conference
Audio
Photo
Video
Multimedia

Communications

COM

060

Public Information Bulletins

Advisory
Bulletin
Notice

Materials produced under statutory obligation, such as drinking
water advisories, state of local emergency and other public
information bulletins.

Permanent

Communications

COM

070

Public Surveys

Design, publishing, distribution, analysis and reporting of public
surveys, of either citizens or visitors.

Doc Date + 12

Communications

COM

080

Special Events

COM

090

Speeches

COM

100

Websites

Communications

COM

900

Communications, Other

Council

CON

010

Ballots

Council

CON

020

Bylaws, Approved

Communications

Updated: 2018-11-13

Case Retention
Doc Date + 5

Special Event Application Package includes application form and
if applicable, medical plan, closure map, parking and traffic
management plan, risk and public safety assessment, site plan,
vendor list, and waste & environmental management plan. Also
includes related approvals, such as agreements, authorizations,
inspections, insurance certificates, licenses, permits, and terms
and conditions.
Excludes resident-focused community events (see CSV).
Excludes contracts, agreements and waivers (see LEG).

Presentation
Speech
Speaking Notes
Website
Intranet

[Historical Y/N]

Bylaw

Any records that do not fit within the specified COM categories
above. Must be COM specific.
Records produced in conducting and reporting of elections and
plebiscites.
Final approved bylaws of the Town of Banff.

PII

Vital

Doc Date + 12

[Event List]
Banff Marathon
Canada 150
Canada Day
Christmas Market
Ekiden
Farmer's Market
Melissa's Road Race
New Year's Eve
Performance in Park
Red Bull Rail Jam
Santa Claus Parade
SnowDays
Winterstart

C

Speeches and presentations delivered by the mayor, councillors,
and town manager.
Content management related to Town of Banff public websites
and staff intranet. Includes content uploaded to website (not the
dynamic HTML pages), analytics, maintenance records, site
design notes and site maps. Excludes software licenses (see IM).

Citation

Doc Date + 5

AF
T
Destination Events
Special Events

DR

Communications

Photo, audio, video and any other multimedia files produced by
the Town of Banff for any communication-related purpose.
Excludes recordings taken for other business purposes such as
inspections, traffic monitoring or surveillance.
Exception: Items designated as Historical kept permanently.

Qualifier

MGA

PII

End + 12

Doc Date + 12
[Site name]
Banff.ca
Housingbanff.com
Banffonthemove.com
Intranet

Doc Date + 3

Doc Date + 5
[Election List]

C

Date of Vote + 6 L.A. Election Act
Weeks
s.101
Permanent

V
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Records Retention Schedule
Primary
Council

Code
CON

#
030

Secondary
Bylaws, Development

Record Type
Bylaw Draft
Bylaw Research

Council

CON

040

Doc Date + 25

CON

050

C

Permanent

MGA

Council

CON

060

Approved Governance & Finance Committee minutes and final
[Council Meetings]
agenda packages.
Approved Town of Banff Council minutes and final agenda
[Council Meetings]
packages.
Records related to staff reports, request for decision (RFD) and [Council Meetings]
briefing notes to Council. Excludes agenda packages and minutes.

C

Council

Council Governance & Finance Agenda Package
Meeting Records
Minutes
Council Meeting Records
Agenda Package
Minutes
Briefing Note
Council Meeting Reports
RFD

C

Permanent

MGA

Council

CON

070

Council Workshops

C

Doc Date + 12

Council

CON

080

Elections

C

Day of Vote + 12 L.A. Election Act
[Verify with Tara]

Council
Council

CON
CON

090
900

In-camera Reports
Council, Other

C

Permanent
Doc Date + 5

Community Services CSV

010

Administration, Community
Services

Records related to council orientation sessions, planning sessions [Informal Council
and workshops. Includes all meetings that are not formal council Meetings]
meetings
Planning and management of general elections, by-elections and [Election List]
a vote on bylaw. Includes nomination papers, disclosure
statements, voting station arrangements, election notices, dates
of advance vote, statement of results, appeals and judicial
recounts
Confidential reports prepared for in-camera meetings.
Any records that do not fit within the specified CON categories
above Must be CON specific
The administration, management and planning of community
services. Includes plans, reports, statistics and team meetings.
Excludes agreements, contracts and leases (see LEG).
Excludes grants (see FIN).
Excludes master plans (see GOV).
Excludes policies (see ADM).

Community Services CSV

020

Awards and Greetings

Council Supporting
Material
Plans
Reports
Statistics

Awards or greetings made to citizens or businesses on behalf of
the Town of Banff. Includes volunteer and Mayor’s awards.

DR

Award
Greeting

Community Services CSV

030

Community
Development

Focus Group
Outreach
Survey

Community Services CSV

040

Community Events

Community Events

Updated: 2018-11-13

Qualifier

Case Retention
C Doc Date + 12

AF
T

Orientation
Planning Session
Workshop
Election Planning

Description
Development, preparation, research and reviews of proposed
bylaws. Includes correspondence with external ministries,
government agencies and related supporting material.

Records related to activities such as community focus groups,
discussions, outreach, surveys and workshops. Includes
advertising, assessments, correspondence, planning, reports and
statistics.
Resident-focused community events that take place on Townowned lands. Includes planning, promotion, resource assignment
and scheduling.
See also Special (destination) Events (see COM).
Excludes instructor information (see HR).
Excludes volunteer information (see CSV Volunteers).
Excludes participant information (see CSV Participant Records).
Excludes waivers, release of liability and consent forms (see LEG).
Excludes partnership & joint use agreements (see LEG).

[Awards List]

Citation

PII

Vital

V

Doc Date + 5

Award Date + 5
Doc Date + 7

[Event List]
Bike Month
Recreation and Parks
Month
Louis Trono Tribute
Terry Fox Run

C

End + 5
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Records Retention Schedule
Primary
Code
Community Services CSV

#
050

Secondary
Facility Bookings

Record Type
Facility Booking

Description
Management of booking, rental, and programming of Townowned facilities, rooms, land and spaces. Includes bookings,
insurance certificates, log books, rental, schedules, sign-in sheets
and work orders.
Excludes permits, contracts, agreements and leases (see LEG).
Excludes waivers, release of liability and consent forms (see LEG).

Community Services CSV

060

Foreign Worker Program

Program Records

Records related to the provision, delivery and management of
services offered to foreign workers (TFW) as per the partnership
agreement between the Town of Banff and the Calgary Catholic
Immigration Society (CCIS). Includes contract deliverables for
CCIS and foreign worker client records.
Excludes Settlement Services Program (see CSV).
Excludes Settlement Services Program Client Records (see CSV).

C

Community Services CSV

070

Participant Records

Participant Record

Records related to participants in community events and
recreational programs. Includes contact information, emergency
contact information, medical information form, registration and
evaluations.
Excludes waivers, release of liability and consent forms (see LEG).

Community Services CSV

080

Public Art (Indoor)

Public Art Program

Community Services CSV

090

Recreational Programs

Records related to commissioning, programming, competitions
and work carried out on an individual or group of art assets
installed indoors.
Excludes outdoor public art (see LPN).
Delivery and management of recreational activities, programs
and courses (not social-emotional in nature) offered by the Town
of Banff . Includes funding, operation, planning, provision,
promotion, scheduling and evaluation.
Excludes instructor information (see HR).
Excludes partnership & joint use agreements (see LEG).
Excludes participant information (see CSV Participant Records).
Excludes volunteer information (see CSV Volunteers).
Excludes waivers, release of liability and consent forms (see LEG).

Updated: 2018-11-13

100

Settlement Services Clients
Records

Case Retention
CY + 5

Client Records

Client records related to the provision of settlement services.
Includes registration forms, needs assessments, referrals,
checklists, client logs, counselling forms, consent to disclose
information forms, criminal record check, copies of PR
Confirmation Form and passport and ID cards.
Excludes the CCIS Foreign Worker Program (see CSV).
Excludes waivers, release of liability and consent forms (see LEG).

Citation

PII
PII

CY + 7
Direction received
Active (at TOB): from CCIS
3
Inactive (at
CCIS): 4

PII

C

CY + 3

PII

[Program List]
Homegrown

C

EOL + 12

[Program List]
Active Living
Arts & Foods
Children & Youth
School-year Programs
Children & Youth
Summer Programs
Drop-In Sports &
Activities
Senior Programs
Try It Sports
Wellness & Language

C

Doc Date + 7

C

Doc Date + 7

AF
T
Program Records

DR

Community Services CSV

Qualifier
[Facility List]
Fenlands
Gazebo
Park
Soccer Field

IRCC Contract

Vital

PII
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Records Retention Schedule
Primary
Code
Community Services CSV

#
110

Secondary
Record Type
Settlement Services Programs Program Records

Description
Records related to the provision, delivery and management of
services and programs offered to immigrants and permanent
residents (PR). Includes presentations, reports, statistics and
surveys collected and submitted as a IRCC contract deliverable.
Excludes Settlement Services Client Records (see CSV).
Excludes the CCIS Foreign Worker Program (see CSV).

Community Services CSV

120

Social Services Client Records

Client records related to the provision programs that are social- [Client List]
emotional (not recreational) in nature, such as BVPL, Family
School Liaison & FCSS. Includes application forms, consent forms,
case notes, contact notes, referral forms, pre-post interview
changes forms, medical information forms, card photo and case
files.
Excludes Alberta Social Worker client records (see CSV).

C

Community Services CSV

130

Social Services Programs

Program Records

Records related to the provision of programs that are socialemotional (not recreational) in nature. Includes attendance
sheets, contact lists, presentations, reports, and statistics
collected and submitted as a contract deliverable to AHS, FCSS,
or CFSA.
Excludes client records (see CSV).
Excludes grants (see FIN).
Excludes instructor information (see HR).
Excludes agreements, contracts and leases (see LEG).
Excludes waivers, release of liability and consent forms (see LEG).

C

Doc Date + 7

Community Services CSV

140

Social Worker Client Records

Client Records

Alberta Social Worker counseling client records. Includes case
notes, contact notes, consent forms, referral forms and case
files.
Note: Close of record for minors is after 18th birthday.
Management of volunteers for events or programs. Includes
volunteer committee members. Includes applications,
agreements, certifications, lists, confidentiality agreement, first
aid, schedules and training.

[Program List]
ASIST
Banff Access Program
BanffLife
BV Mentor Program
Caring Cubs
Community Helpers
Family Wellness
Grief Recovery
Mental Health First Aid,
Parenting After
Separation
Roots of Empathy
Rainbows
SafeTalk Suicide
[Client List]

C

Close of Record ACSW Standard of
+ 10
Practice S.D4(d)]

PII

[Volunteer ID]
OR
[Program Name]

C

Doc Date + 3

PII

DR

AF
T

Client Records

Qualifier
Case Retention
[Program List]
C Doc Date + 7
PR Information Session

Close of Record FCSS Act Ch F-1.1,
+5
Social Dev. Act Ch S16

Community Services CSV

150

Volunteers

Volunteer Records

Community Services CSV

900

Community Services, Other

Community Services Any records that do not fit within the specified CSV categories
Supporting Material above. Must be CSV specific.

Doc Date + 5

Enforcement

ENF

010

Administration, Enforcement

Doc Date + 5

ENF

020

Animal Management

The administration, management and planning of the bylaw
enforcement program. Includes plans, reports, statistics and
team meetings.
Complaints, investigations and follow-ups of cases of reported
animal abuse or neglect. Includes records related to the
operation of the Town of Banff pound.

Enforcement

Updated: 2018-11-13

Citation
IRCC Contract

Doc Date + 12

PII

Vital

PII

Limitations Act

Page 7 of 27

Records Retention Schedule
Code
ENF

#
030

Secondary
Bylaw Appeals and Trials

Record Type

Description
Records relating to appeals, investigations, prosecution, and
trials. Includes affidavits, correspondences, copy of ticket, court
briefs, forms officer notes, photos, reports, statements.

Enforcement

ENF

040

Bylaw Complaints

Complaint
Request

Enforcement

ENF

050

Bylaw Enforcement Actions

Request or complaint (Action Request) made by the public
pertaining to bylaw matters. Examples include abandoned
vehicles, noisy dogs, improper parking and unsightly premises.
Records include action requests, correspondence, notes, reports
and tracking logs.
Excludes Complaints unrelated to bylaw (see ADM).
Enforcement actions carried out against a person or a property [Incident Type]
to compel person or property owner (current and future) to
abide by bylaws and legislated requirements. Includes originating
notice, affidavits, complaints, correspondece, injunctions,
restraining orders, and stop work orders.
Includes traffic, parking, license & planning.

Enforcement

ENF

060

Bylaw Reports

Enforcement

ENF

070

Lost and Found

Enforcement

ENF

080

Video Recording

Enforcement
Fenlands

Updated: 2018-11-13

Case Retention
C Decision + 12

Citation
Limitations Act

PII
PII

Limitations Act

PII

C

Close + 12

C

Resolution + 12 Limitations Act
MGA Section 565 (2
yrs)

PII

PII

Bylaw Report

Cases that require officer follow-up and may result in
enforcement including verbal or written direction, tickets or
orders. Includes towing and trespassing. Includes records relating
to trials, disputed tags and prosecutor reports (ReportExec).
Excludes Enforcement, Planning (see ENF).

Event + 5

Lost and Found
Records

Management of lost and found items at any Town of Banff
facility. Records include logs of found items, records of reported
lost items, disposal of unclaimed items, and reports.

List: Doc Date + MGA s.610
3
(30 days)
Items + 30 days

Recorded information captured by the Body Worn Cameras worn
by Town of Banff Peace Officers. Information is categorized when
stored and the category governs the retention period.
Exception: All categories other than “Immaterial” and “Officer
Conduct” keep 3 years.
Exception: “Officer Conduct” category keep 5 years.

21 days:
Category
“Immaterial”

DR

Enforcement

Qualifier

AF
T

Primary
Enforcement

Vital

TOB Policy C8000
Body Worn
Cameras
AB Peace Officer
Reg s.16

ENF

090

Violations

Violation Ticket

Offences and penalties resulting from an order to a person to
[Issuer]
comply with the Act or any order, permit, certificate or variance.
Includes Town of Banff and Province of Alberta tickets. Includes
copy of ticket, correspondence, occurrence reports and photos.
If not resolved, this moves to Enforcement Actions.

Event + 7

ENF

900

Enforcement, Other

Any records that do not fit within the specified ENF categories
above. Must be ENF specific.

Doc Date + 5

FEN

010

Admissions Desk

Enforcement
Suppporting
Material

The operation and management of the admission desk. Includes
staffing, maps, merchandising, planning, POS, merchandising,
inventory, price sheets, sign-in sheets and skate rental program.
Excludes cash receipts, bank deposits (see FIN)

Doc Date + 3

PII
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Records Retention Schedule
Code
FEN

#
020

Secondary
Arena Advertising

Fenlands

FEN

030

Arena Usage

Administration and management of activities related to the use
of the arenas. Includes promotional activities, planning,
scheduling and correspondence. Excludes contracts (see LEG)

Fenlands

FEN

040

Concessions

Fenlands

FEN

050

Curling Club Usage

Arrangement of food and beverage concessions through third
parties. Includes ancillary documents such as correspondence,
advertising, menu and price lists.
Excludes contracts (see LEG).
Excludes revenue tracking (see FIN).
Administration and management of activities related to the use
of the curling rinks. Includes promotional activities, planning,
scheduling and correspondence.
Excludes contracts (see LEG)

Fenlands

FEN

060

Ice Surface Management

Fenlands

FEN

900

Fenlands, Other

Finance

FIN

010

Finance

FIN

020

FIN

030

FIN

040

Assessment Notices

Assessment Notice

FIN

050

FIN

FIN

Finance

Finance
Finance

Finance

Updated: 2018-11-13

Description
The approval, installation and placement of advertising in the
Fenlands. Includes correspondence with Banff Minor Hockey
League and Banff Skate Club. Excludes contracts (see LEG)

Qualifier

Case Retention
Doc Date + 3

Citation

PII

CRA IC78-10R5

PII

Vital

Doc Date + 3

[Vendor Name]
Oh Bento

C

End of Contract
+3

Doc Date + 3

Design, planning and production of ice surfaces. Includes
operation of ice making and refrigeration equipment, supply and
usage of chemicals, application of paint patterns, logos and ads,
and testing and monitoring of ice depth and quality.

Doc Date + 7

Any records that do not fit within the specified FEN categories
above. Must be FEN specific.
Accounts Payable & Receivable Accounts Payable
Records related to payment of accounts, invoices, receipts,
Accounts Receivable cheque requisitions, expense reports, account statements,
vouchers, ledger printouts and related backup. Records related
to cash processing of accounts receivable for all revenue
generating activities (collection, counting, logs, reports, tracking
& deposit).
Analysis, Financial
Records related to financial analysis, often carried out to support
decision making. E.g. utility rates, reserve funding, audit
backups.
Assessment Appeals
Assessment Appeal Records related to the appeal of assessment notices. Includes
initial, amended and supplementary notices, packages, minutes,
decisions and other related documents.

Doc Date + 5

[TCA Document]

C

FY + 7

[Analysis Name ]

C

End of Analysis +
12

[Board Name]
CARB
LARB

C

Decision Date +
5

PII

FY + 7

PII

Assessment Rolls, Final

Assessment Roll

Annual report showing all properties and their tax assessments.
Includes assessment notices, penalties and payment adjustment
records to tax liability.
Final annual roll at year end with all amendments, appeals and
changes incorporated.

060

Asset Management

FY + 7

070

Audited Financial Statements

Records related to the financial treatment of Town of Banff
assets, such as purchases, lifecycle depreciation, reserve analysis
and disposal of capital assets.
(Note: Capital Asset = >$5000 value and >1 year lifecycle)
Financial Statement Annual audited financial statements of the Town of Banff.

DR

Finance

Record Type

AF
T

Primary
Fenlands

Permanent

Permanent
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Records Retention Schedule
Code
FIN

#
080

Secondary
Audits of Town Business

Record Type
Audit

Finance

FIN

090

Banking Transactions

Finance

FIN

100

Borrowing

Finance

FIN

110

Budget, Final

Bank Statement
Cheque
Deposit
Invoice
Petty Cash
Debt Management
Record
Budget

Finance

FIN

120

Budget, Working Papers

Finance

FIN

130

Capital Projects

Finance

FIN

140

Charitable Tax Receipts

Finance

FIN

150

Council Financial Reports

Finance

FIN

160

Customer Utility Bill

Finance

FIN

170

Equalizations

Finance
Finance
Finance

Finance
Finance

Updated: 2018-11-13

Qualifier

Case Retention
C Audit End + 12

Debentures and any other form of borrowing instrument.

[Debt Instrument]

Permanent

Annual operating and capital budget as approved by Town of
Banff Council.

[Business Function]

Permanent

Working records related to interim budget calculations,
estimates and working papers.
Financial records related to named capital projects.

[Business Function]

FY + 7

Budget (Working)

Tax Receipt

Receipts issued (paper or electronic) for charitable donations.

Financial reports presented to Council (e.g. HIPP, mill rate,
operating forecasts and unaudited reports).
Production of utility bills for Town of Banff utility customers for
water, waste collection, recycling and wastewater. Includes
billing data, bills, reports, review, analysis, rate updates, system
change orders and customer data (stored in Great Plains
software). Includes delinquent account records such as overdue
notices, reminders, and service termination.

[Critical and Business
Function]
[Program Name]
Campership
Firefighter Board
Santa's Anonymous

FIN

180

General Ledger, Final

General Ledger

FIN

190

FIN

200

General Ledger, Working
Papers
Grants, from Town

General Ledger
(Working)
Grant Records

FIN

210

Grants, to Town

Grant Records

FIN

220

Investigations, Financial

FIN

230

Investment

[Customer ID]

PII

Vital

CRA IC78-10R5

V

End of Project +
7
FY + 7
CRA IC78-10R5

Report Date +
12
Account Close +
7

FY + 12

Final account balances (in Great Plains) used in the preparation
of financial statements.
Working papers, such as reconciliations and trial balances for the
general and payroll ledgers.
Records related to grants to other parties (e.g. Bow Valley Victim
Services, SPCA, FCSS Building Bridges).
All records related to grants received by the Town of Banff from [Grant Source]
initial application to close of grant. Includes application,
correspondence, quotes, letters of reference, agreements,
contracts, reports and claim files.

Permanent

Town of Banff investment of funds in investment vehicle such as [Investment vehicle]
GIC and MUNI.

Citation

FY + 12

Records relating to the Town's submission to the Minister of
Municipal Affairs of completed valuation forms, market ratio
assessment and supporting documentation. Includes the
equalization assessment the Town receives from the Province.

Records related to investigation of a financial matter, such as
fraud allegation or conflict of interest.

Investment

C

C

DR

Finance

Description
Records related to audits of Town of Banff business, such as
Alberta Municipal Affairs audit, LAPP and FCSS audit (by KPMG)
and GST audit (by CRA).
Banking records including cheques (blank, NSF, voided), control
registers, deposit slips, petty cash, reconciliations, stop
payments, statements, transfers, and account set up.

AF
T

Primary
Finance

PII

PII

CRA IC78-10R5

FY + 12
Expiry + 7
C

Close + 7

C

Close + 12

Limitations Act

Maturity Date +
7
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Records Retention Schedule
Code
FIN

#
240

Secondary
Market Evaluations

Finance

FIN

250

Merchandising

Finance

FIN

260

Offsite Levy

Finance

FIN

270

Payroll & Benefits

FIN

280

Pre-Authorized Payment Plans

Finance

FIN

290

Reserve Funds

Finance

FIN

300

Revenue, Other

Finance

FIN

310

Security Deposits

Finance

FIN

320

Tax Roll Cases, Critical

Finance

Finance
Finance

Finance
Finance

Updated: 2018-11-13

Offsite Levy
Distribution
Benefits
COLA
Payroll
RRSP

Description
Records produced by the appointed property assessor, such as
calculations, correspondence, details, market reports, and
summary sheets.
Administration of merchandising (e.g. arena shop, compost bins
and maps). Includes procurement, inventory, logs, Point of Sale
(POS) equipment (Moneris) and operation.

Qualifier

Case Retention
FY + 7

Reserve Fund

Land Title
Agreement
Land Title Change

PII

Installment payment plans paid to Town of Banff (e g. TIPP,
PUPP, BLIPP & TIF). Includes applications, correspondence,
documentation, forms, invoices and void cheques. Excludes
payments.

C

AB Employment
Standards Code
s 15
Termination + 7 CRA IC78-10R5

Records related to the establishment and management of a
[Fund Name]
reserve fund.
Revenue from sources other than grants and utilities. May
include source such as Canoe Docks, Bear Street Parkade, private
donations, legacy gifts or donations in kind.
Excludes charitable tax receipts (see FIN)
Security deposits or holdbacks received from a developer as a
condition of a subdivision or development agreement, in the
form of cash or letter of credit. Includes staff accommodation
depos ts
Records relating to land title changes and the recovery of taxes
not related to land. Includes local improvement tax. Records
include copies of arrears letters, lists of outstanding accounts,
transaction batch listings, tax requisitions.

C

Permanent

C

Permanent

C

FY + 7

PII

Permanent

PII

330

Tax Roll Cases,
Non-Critical

Tax Certificate
Tax Notice

Individual taxation-related records for each property such as tax
arrears, tax notices, tax certificates, tax recovery, penalties, PIPP,
grants in place of taxes, and requests for cancellations.

FIN

340

Tax Rolls, Final

Tax Roll

FIN

350

Third Party Tax Requisitions

FIN

360

Timesheets

Annual final report showing all property and their tax
assessments.
Requisitions received from third party (e.g. Province of Alberta,
Bow Valley Regional Housing) setting out required tax collection
obligations. Includes calculations, correspondence, payment
schedules and requisitions.
Employee timesheets, punch cards, on-call records and sign-in
sheets that are entered into the master payroll system (Avanti).

FIN

370

Trust Accounts

Records related to named trust accounts. Includes contract,
conditions, cheque copies, correspondence and receipts.

Vital

FY + 1

C

FIN

Timesheets

Citation

Records related to the negotiation, calculation and distribution of
offsite levies.
Administration of payroll and benefits including council
[Payroll Doc Type]
compensation, market increase, performance increases, plans
(disability, health and dental), long-term disability, leave of
absence, registers, salary adjustments, taxable benefits and
vacation. Includes CPP, EI, Income Tax and T4s.

DR

Finance

Record Type
Market Evaluation

Permanent
Doc Date + 7

AF
T

Primary
Finance

C

PII

FY + 7

Fulfillment + 7

PII

MGA

PII

FY + 25

Doc Date + 7
C

V

CRA IC78-10R5 (for
CPP & EI)

Close + 12

AB Employment
Standards Code
s 15 (3 yrs)

PII
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Records Retention Schedule
Code
FIN

#
900

Secondary
Finance, Other

Record Type
Finance Supporting
Material

Description
Any records that do not fit within the specified finance and tax
categories above. Must be FIN specific.

Fire & Rescue

FIR

010

Administration, Fire & Rescue

Fire & Rescue

FIR

020

Emergency Management

Plans
Reports
Statistics
Municipal
Emergency Plan
Emergency Disaster
Plan
Busines Continuity
Plan

The administration, management and planning of the fire &
rescue program. Includes plans, reports, statistics and meeting
records
Records related to emergency management, including forms,
checklists, contacts, disaster centre records, duties, Municipal
Emergency Plan (MEP), procedures, and protocols. Includes
Alberta Disaster Recovery Program records. Includes Disaster
Centre Operations setup, management and decommissioning.

Fire & Rescue

FIR

030

Fire and Rescue Equipment

Fire & Rescue

FIR

040

Inspections, Fire

Fire & Rescue

FIR

050

Investigations, Fire

Fire & Rescue

Fire & Rescue

Fire & Rescue

Updated: 2018-11-13

Case Retention
Doc Date + 7

Citation

PII

Vital

Doc Date + 5
[Emergency Event]

Records related to the maintenance of specialized fire or rescue
vehicles, equipment and apparatus such as aerial ladders,
breathing apparatus, bunker suits, and pumps. Includes checks,
inspections and maintenance, both mandatory and elective.

Permanent

Alberta Emergency
Management Act

Doc Date + 12

Safety Codes Act
Traffic Safety Act
OH&S Code

Building Inspection

Building site inspection records including inspection forms,
blueprints, deficiency, logs, reports, rechecks, and schedules.
Excludes New Building Permit Fire Inspections.

C

Close + 12

Alberta Safety Code

Fire Investigation
Fire Loss Inventory

Fire investigation records including alarm & detector reports,
approvals for information releases, arson scene examinations,
diagrams, fire loss inventories, injuries or deaths, photographs,
reports, statement of claim copy, statements of firefighters,
statements of witnesses and court minutes. Includes evidence
discovered during an investigation by a responder. May include
reports from outside agencies such as electrical, gas or RCMP.
May also include Motor Vehicle Incidents or Medical CoResponse records.

C

Permanent

Office of Fire
Commissioner

Education programs related to fire prevention and safety.
[Program Name]
Includes correspondence, logs and planning. Excludes marketing Fire Prevention Week
material originating from outside sources (e.g. FireSmart
Canada).
Excludes in-house marketing (see COM).
Production and maintenance of fire response maps, district
maps, road closure maps, street layout maps, hydrant maps,
condo sites and district site plans.

Doc Date + 3

Office of Fire
Commissioner

DR

Fire & Rescue

Qualifier

AF
T

Primary
Finance

FIR

060

Public Education

FIR

070

Response Mapping

FIR

080

Response Reports

Run Reports

Also called Run Reports these reports include response location,
time, equipment used, patient aid and medical care notes and
the FRESC (Foothills Regional Emergency Services Commission)
report. May also include photos, tactical worksheet, and witness
statements.

Permanent

Office of Fire
Commissioner

FIR

090

Statistics, Fire

Statistics

Records relating to the collection and submission of fire and
emergency-related statistical data.

Doc Date + 25

Office of Fire
Commissioner

V

PII

Superseded + 3

PII
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Records Retention Schedule
Primary
Fire & Rescue

Code
FIR

#
100

Secondary
Training, Fire

Record Type
Training

Description
Qualifier
Records related to specialized fire, emergency and rescue
training. Records include content, skills checklists and test scores.
Excludes certificates (see HR).

Fire & Rescue

FIR

900

Fire & Rescue, Other

Fleet

FLT

010

Administration, Fleet

Fire Supporting
Material
Plans
Reports
Statistics

Any records that do not fit within the specified FIR categories
above. Must be FIR specific.
The administration, management and planning of the Town of
Banff fleet program. Includes analysis, forecasts, plans, reports,
statistics, telematics and team meetings.
Excludes Fleet Disposal & Fleet Procurement (see FLT).

Fleet

FLT

020

Fleet Disposal

Fleet

FLT

030

Fleet Licensing

Fleet

FLT

040

Fleet Maintenance

Fleet

FLT

050

Fleet Procurement

Fleet

FLT

060

Fueling

FLT

070

Incidents, Self-Insured

FLT

080

Petroleum Tank Management

FLT

090

Vehicle Cost Chargeback

FLT

100

Vehicle Parts Acquisition, NonInventory

FLT

900

Fleet, Other

Fleet
Fleet
Fleet

Fleet

Updated: 2018-11-13

Citation
OH&S (for Skills
Checklist)

[Fleet Type]
TOB
Transit
[VIN#]

C

EOL + 5

[VIN #]
[Fleet Type]

C

EOL + 5

Fleet Maintenance
Record
Operating Manual

Preventative and corrective maintenance of all fleet vehicles.
Includes inspection reports for (CVIP & PMVI), operating manual,
schedules, service sheets, and work orders.
Exception: Occurrence Reports 12 years
Exception: Operating Manuals EOL + 2 Years

[VIN #]
[Fleet Type]
TOB
Transit

C

EOL + 5

AB Commercial
Vehicle Safety Reg
(4 yrs)
NSC Standard 11B
(4 yrs)

Fleet Procurement
Record

The acquisition of vehicles and machinery such as tractors,
excavators, and mowers. Includes acquisition authorization and
delivery arrangements, mileage and inspection reports.
Excludes contracts and leases (see LEG).
Excludes purchase records (see FIN).

[VIN #]
[Fleet Type]
TOB
Transit

C

EOL + 5

TOB Purchase
Policy C099

The purchase and consumption of fuel. Includes consumption
and usage tracking reports.

[Fleet Type]
TOB

Collisions that result in damage to vehicle or property (public or
private).
Excludes third party insurance claims (see GOV).
Records related to PTMAA applications, including drawings,
forms, permits, registration, verification of compliance and tank
closure report
The recovery of vehicle costs and charges through the billing of
business units.

Fleet Supporting
Material

Vital

Doc Date + 5

Disposal of used vehicles including auctions, donations and sale
(individual and bulk). Includes authorizations, purchase
agreements and vehicle disposal checklists.
The provision and renewal of motor vehicle operating licenses.
Includes license applications, registrations and renewals.
Excludes Insurance Coverage (see GOV).

Motor Vehicle
License

PII
PII

Doc Date + 5

AF
T
Fleet Disposal
Record

DR

Fleet

Case Retention
Termination +
12

[Fleet Type]
TOB
Transit
Records related to the ordered of parts that will be used
[Fleet Type]
immediately and will not be inventoried. Includes quotes, orders TOB
and correspondence.
Transit
Any records that do not fit within the specified FLT categories
[Fleet Type]
above. Must be FLT specific.
TOB
Transit

Doc Date + 3

C

Resolution + 12 Limitations Act

C

Closure + 12

AB Fire Code
Division B Part 4

Doc Date + 7
Doc Date + 3

Doc Date + 5
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Records Retention Schedule
Code
GOV

#
010

Secondary
Compliance

Record Type
Compliance Record

Description
Records relating to Town of Banff's compliance with mandatory
statutory or administrative standards or requirements. Includes
to breaches or failures of the Town to meet requirements.
Excludes compliance issues specific to SWM, WRC, WTD &
WWM.

Governance

GOV

020

Corporate Planning

Annual Report
Benchmarking
Master Plans
Service Review
Strategic Plan

Non-statutory planning such as annual reports, business plans,
[Business Function]
master plans and strategic plans. Examples includes Annual
Service Review, Communication Master Plan, Drainage Master
Plan, Environmental Master Plan, Information Governance
Master Plan, Quality Management Plan, Recreation Facility
Master Plan, Trails Master Plan, Transportation Master Plan, and
Urban Forest Management Plan.

Governance

GOV

030

Disaster Recovery Claims

Governance

GOV

040

Insurance Claims

Governance

GOV

050

Insurance Coverage

Governance

GOV

060

Joint Ventures

Governance

GOV

070

Petitions

Records related to a claim by the Town of Banff to Alberta in
response to a disaster event.

Records related to insurance claims made or received by the
Town of Banff. Includes liability, buildings, equipment and fleet
vehicles.
Insurance Coverage Records related to the insurance coverage under Alberta
Municipal Services Corporation (AMSC) provided by the AUMA.
Also includes fleet vehicle insurance. Includes applications,
certificates, policies, renewals, and insurance schedules.

C

Settlement + 12 Limitations Act

C

End of Coverage
+5

Joint Venture
Agreement

C

Completion + 12 Limitations Act

Insurance Claim

Petition

080

Policies, Administrative

GOV

090

Policies, Council

Policy (Council)

GOV

100

Policies, Development

Policy
(Development)

GOV

110

Property Appraisal

GOV

120

Risk Assessments

Governance

GOV

130

Governance

GOV

900

Governance
Governance
Governance

Updated: 2018-11-13

Records related to joint ventures and shared services
agreements. E.g. Banff Elementary School.
Excludes Contracts and Agreements (see LEG).
Petitions received in accordance with MGA Petitions standards.
Includes records of response and analysis of the petition.
Excludes records which form part of Agenda Packages (see CON).

Policy (Admin)

Final policies as approved by Town Manager or designate that
apply to Town of Banff employees.
Final policies as passed by Council.

Vital

Sufficiency
Ruling + 12

V

MGA

Superseded + 5

V

Superseded + 12

V

Records relating to the development of policies, both council and
administrative. Includes proposals, research, drafts, and
consultation
Records related to the AUMA-initiated appraisal of Town of Banff [Property Name]
property (e.g. Fenlands). Includes appraisal and schedules.

C

Approved + 4

C

End + 7

Insurance Mgmt

Records related to risk assessment and analysis. Includes risk
assessment of procurement and contracts (of min. value
$25,000) and the determination of appropriate insurance
coverage.

C

End + 12

Limitations Act

Risk Management

Strategy

Corporate risk analysis, planning, reporting and strategies.

CY + 12

Limitations Act

Governance, Other

Governance
Any records that do not fit within the specified GOV categories
Supporting Material above. Must be GOV specific.

[Contract Name]

PII

Superseded + 12

Settlement + 12 Limitations Act

GOV

Governance

Case Retention
Citation
C Completion + 12 Limitations Act

C

DR

Governance

Qualifier
[Case List]

AF
T

Primary
Governance

Doc Date + 5
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Records Retention Schedule
#
010

Secondary
Administration, H&S

H&S Audits

Record Type
Plans
Reports
Statistics
Audit

Description
Qualifier
The administration, management and planning of the Health and
Safety program. Includes plans, reports, statistics and meeting
records.
Records related to Partnerships in Injury Reduction (PIR) audits.

Health & Safety

HEA

020

Health & Safety

HEA

030

Incidents, Internal

Occurrence Report

Records related to internal incidents (injury, property, facility,
equipment or environmental damage or near miss) not
reportable to OH&S or WBC. Includes incident near miss forms
and occurrence reports (ProntoForms), reviews and statistics.

Health & Safety

HEA

040

Incidents, OH&S Reportable

OH&S Report

Records related to incidents and investigations mandated by
OH&S. Includes occurrence reports and statistics

[OHS Report Types]

Health & Safety

HEA

050

Incidents, WCB Reportable

WCB Report

Records related to incidents and investigations mandated by
WCB. Includes occurrence reports and statistics.

[WCB Report Types]

Health & Safety

HEA

060

Training

Training Record

Records related to H&S administration, meetings, directives,
MSBS, SOP, statistics, WERP & WHMIS. Includes training on
safety, evacuation, hazard identification, MSDS, MVA, and fire
extinguisher procedures. Includes training records, tests and signoffs. Excludes Employee Training Certificates (see HR).

Health & Safety

HEA

070

WCB Employee Records

WCB Employee File

Employees' medical histories relating to treatment of work
accidents or incidents. Includes doctor’s notes, health
assessments, progressive injury questionnaires, counseling
reports, authorizations for return to work, modified work
assignment requirements, work restrictions, and special
equipment requirements. Includes WCB claims, investigations,
occurrence reports and statistics.

Health & Safety
Heritage

Heritage

Heritage

Heritage

Heritage

Updated: 2018-11-13

Case Retention
Doc Date + 5

C

C

AF
T

Code
HEA

DR

Primary
Health & Safety

HEA

900

Health & Safety, Other

H&S Supporting
Material
Application

HER

010

Heritage Applications

HER

020

Heritage Corporation
Composition

HER

030

Heritage Inventory

Inventory

HER

040

Heritage Photos

HER

050

Heritage Plaques

Any records that do not fit within the specified HEA categories
above. Must be HEA specific.
Applications for heritage designation. Includes application
denials and related records.
Exception: Approved applications become bylaws (permanent)

[Employee ID]

C

C

Citation

PII

Close + 12

Limitations Act

Close + 12

Occupational
Health and Safety
Act (3 years)

PII

Close + 12

Occupational
Health and Safety
Act (3 years)

PII

Close + 12

Occupational
Health and Safety
Act (3 years)

PII

Vital

Doc Date + 5

Event + 12

Limitations Act

Doc Date + 5
[Application Name]

C

Application Date
+5

Documents related to the Banff Heritage Corporation
composition whether by election or by appointment,
recruitment, remuneration.
Excludes BHC meeting records (See ADM)
Inventory list (registry) of official heritage sites in Town of Banff. [Heritage Type]
Designated by either Town of Banff, Province of Alberta or
federally.

Doc Date + 12

Photo

Historical photographs, slides, films, videos and negatives of
Banff heritage sites and places of historical interest.

Permanent

Plaque

Records relating to plaques produced for the purpose of
displaying the historical significance of designated properties in
Banff.

[Plaque Name]

Superseded + 5

Permanent
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Records Retention Schedule
Code
HER

#
060

Secondary
Heritage Program

Record Type
Program Record

Description
Qualifier
Programs and initiatives conducted by the BHC in preserving and
promoting the heritage of the Town of Banff. Includes program
background information, goals, guidelines, and objectives.

Heritage

HER

070

Heritage Sites

Designation
Evaluation
Photo
Plan

Administration of the Banff Heritage Program for sites classified
as heritage sites. Includes site address, heritage designation,
heritage evaluation, history, photos, permit history, plan and
summary.

Heritage

HER

900

Heritage, Other

Heritage Supporting Any records that do not fit within the specified HER categories
Material
above. Must be HER specific.

Human Resources

HR

010

Administration, HR

Human Resources

HR

020

Applications, Non-Employees

Human Resources

HR

030

Employee Files

Human Resources

Human Resources

Human Resources

Updated: 2018-11-13

C

Citation

Vital

Doc Date + 5

V

The administration, management and planning of the HR
program. Includes employee handbook (yourGuide), forms,
metrics, networking programs, organization charts, plans,
policies, procedures, reports, statistics and team meetings.

Superseded + 3

Application

General applications for hired and paid census workers, election
workers and other non-employees. Includes applications, forms
and resumes.
Exception: Not interviewed and not hired: 1 year
Exception: Interviewed and not hired: 2 years
Records for individual employees including applications,
background checks, certifications, CV, driver’s abstract,
education, employee housing records, enrollment forms, flex
schedule agreements, internet & email use agreement, letter of
offer, oaths of office, resumes, salary, security check, service
awards, termination, time averaging agreements,voluntary
termination agreements or notices, training and exit interviews.
Also includes performance management and disciplinary
measures.
Exception: Dismissals (involuntary): 12 years.

Decision Date + Munifical Affairs
3
"Retention and
Scheduling of
Municipal Records"
(3 yrs)
Termination + 7 AB Employment
Standards Code
s.15 (3 yrs)

Employee File

PII

Permanent

Employee Handbook
Plans
Reports
Statistics

DR

Human Resources

Case Retention
End + 12

AF
T

Primary
Heritage

C

PII

PII

V

Limitations Act (12
yrs)

HR

040

Recruitment & Hiring

Application
Interview
Job Description
Job Posting

The planning, restructuring, creating and filling of employment
positions at Town of Banff. Records produced in filling employee
vacant positions including authorization to fill, advertising, job
descriptions, job postings, screening, interviewing, selecting and
hiring. Includes applications received and not interviewed.
Excludes applications received that are not solicited for by Town.
Exception: Applications interviewed but unsuccessful keep 7 yrs.

Doc Date + 3

HR

050

Retirement Plans

Retirement Plan

Employee and council retirement plans (LAPP, RRSP). Includes
plan description, eligibility, policy and procedure. Excludes
pension reports or T4s (see FIN).

Superseded + 12

HR

060

Training & Development
Programs

Conference
Onboarding
Training

Doc Date + 7

HR

900

Human Resources, Other

HR Supporting
Material

Records of various training programs (internal & external)
attended by employees or council. Includes materials from
courses, conferences, seminars, workshops and orientation
sessions.
Any records that do not fit within the specified HR categories
above Must be HR specific

FOIP

PII

Doc Date + 5
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Records Retention Schedule
Code
IM

#
010

Secondary
Administration, IM

Record Type

Description
The administration, management and planning of the
information management program. Includes plans, reports,
statistics and team meetings.

Information
Management

IM

020

Audit Logs

Audit Log

Records related to the audit trail data and logs, as specified by
CAN/CSGB 72.34.

Information
Management

IM

030

Breach Report

Breach Report

Records related to the identification, containment, recovery,
remediation and mitigation of an alleged, suspected or actual
security or privacy breach, including the Breach Report,
regardless if submitted externally or not.

Information
Management

IM

040

Database Management

Information
Management

IM

050

Disposition Certificates

Information
Management

IM

060

FOIP Program

Information
Management

IM

070

FOIP Requests

Information
Management
Information
Management

IM

080

GIS System

IM

090

Helpdesk Support

IM

100

Intranet and Website
Management

IM

110

IT Security

IM

120

Library & Reference Material

Reference Material

IM

130

Network Design &
Configuration

Design Notes

IM

140

Product Vendor Support

Information
Management

Information
Management
Information
Management
Information
Management

Updated: 2018-11-13

Case Retention
Doc Date + 5

Doc Date + 12
[Breach Type]

Database Mgmt

C

Certificate of
Destruction
Statement of
Destruction
FOIP Program

FOIP Request

GIS System Record
Helpdesk Record

Records about databases maintained by Town of Banff and
[Business Function]
utilized by business functions such as contracts, cemeteries, GIS,
human resources, and records management. Includes
configuration, planning and usage. Includes configuration,
planning and usage.
Records relating to which records were destroyed, when, how,
by whom and their adherence to the retention schedule.
Includes lists, destruction certificates and statements of
destruction.
Records related to the administration of the Town of Banff’s FOIP
program. Includes assessments, studies, and training.
Records produced in response to a FOIP request. Includes actual [FOIP Cases]
request, responsive material, working papers, notes,
correspondence and activities related to the satisfaction of the
request.
Records related to the structure of Town of Banff GIS systems.
Includes design notes specifications and reports.
Support for systems software and equipment provided to Town
of Banff employees. Includes helpdesk emails, tickets, logs,
reports, training and support plans.
The planning, design, development, maintenance of intranets
[Site Name]
(internal-facing) and websites (external-facing).

DR

Information
Management

Qualifier

AF
T

Primary
Information
Management

Design Notes

Records related to the protection of IT assets, systems, and
sensitive data. Includes anti-virus/malware tools, password
management, identification, security strategy, and encryption
methods.
Reference materials stored in departmental reference libraries.
Includes magazines, periodicals, reports, reference guides and
user manuals
LAN/WAN configuration and design, security schema, methods,
tools, internet services and storage system interconnection.
Support received by Banff employees from product vendors,
including computers, software, cellphones, tablets, monitors,
TVs, two-way radios, etc. Records include support tickets,
correspondence and contract renewals.

C

Citation

PII

Vital

CAN/CGSB 72.34
s6.5.5.2

Date of Breach + Canada Breach of
2 years
Security Safeguards
Regulations s.6(1)
(PIPEDA Act)

PII

EOL + 5

Permanent

Doc Date + 5

Close + 12

Limitations Act

PII

EOL + 12
Doc Date + 5

Doc Date + 12

Doc Date + 12

Superseded + 2
CY + 10
[Inventory Tag ID]

Doc Date + 5
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Records Retention Schedule
Primary
Information
Management

Code
IM

#
150

Secondary
Records Management

Record Type
Inventory
Manual
PIA
PIB
Retention Schedule
Training

Description
Qualifier
Records related to the administration of the records
management program. Includes retention schedule, inventories,
PIA, PIB, procedures, training, shredding, transfer and user
manuals.
Excludes disposition certificates (see IM)

Information
Management

IM

160

Software Application
Development

Design Notes
UAT

Custom applications, integrations, modifications and
enhancements to existing software. Includes enhancement
request, design and functional specifications, progress reports,
source code, testing and UAT.

Information
Management

IM

170

Software Management

Information
Management

IM

180

Technologies Management

Information
Management
Legal & Regulatory

Legal & Regulatory

Updated: 2018-11-13

IM

190

Traffic Monitoring System

IM

900

LEG

010

Information Management,
Other
Contracts & Agreements

LEG

020

AF
T

C

Records related to the acquisition, licensing, renewals, upgrades [Software Name]
and true-up of software used at the Town of Banff.
Adobe Creative Cloud
BookKing
CivicPlus
Diamond
GoDaddy
Great Plains
GTechna
MS Office
ProntoForms
Stone Orchard
WorkTech

EOL + 5

Office Equipment

Records related to office equipment of value under $5,000.
[Tag ID]
Includes hardware such as desktops, laptops, servers, printers,
storage systems, mobile devices, tablets, phones, monitors,
projectors, two-way radios, and portable temperature sensors.
Include acquisition, maintenance, support, tracking and disposal
records.

EOL + 5

Recorded video files captured by Traffic Monitoring System for
the purpose of traffic management and emergency response on
Town of Banff roads. Note: Video files accessed or downloaded is
considered “used” and as such becomes an “Engineering
Record”.
Exception: Engineering Records retain for 1 year.
Exception: FOIP Records retain for 3 years.
Any records that do not fit within the specified IM categories
above. Must be IM specific.
Contracts with parties whether or not the contract contains
[Agreement Type]
financial terms. Examples of contract types include: capital
projects, goods and services, grants, land and property, loans and
MOUs. Also includes confidentiality agreements, partnership
agreements, servicing agreements and software licensing
agreements.
Copyrights, intellectual property, logos, patents and trademarks,
held by Town (e.g. Town of Banff, ROAM, Fenlands). Includes
applications, correspondence and copyright certificate
registrations.

Doc Date + 7
days

IM Supporting
Material
Agreement
Contract

Copyrights, Logos Patents and Copyright
Trademarks
Logo
Patent
Trademark

Citation

PII

Vital

PII

V

EOL + 12

License Renewal
Software Upgrade

DR

Information
Management

[System Name]

Case Retention
Doc Date + 12

TOB Policy A8000
Traffic Monitoring
System Policy

Doc Date + 5
C

Contract End +
12

C

Permanent

Limitations Act

V
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Records Retention Schedule
Code
LEG

#
030

Secondary
Incorporation Documents

Legal & Regulatory

LEG

040

Land Acquisition

Legal & Regulatory

LEG

050

Legal Opinions

Legal & Regulatory

LEG

060

Legal Proceedings

Legal & Regulatory

LEG

070

Public Incidents

Legal & Regulatory

LEG

080

Waivers

Legal & Regulatory

LEG

900

Legal & Regulatory, Other

Land & Property
Management

LPM

010

Area Redevelopment Plan,
Technical

Land & Property
Management

Updated: 2018-11-13

LPM

020

LPM

030

Citation

C

Close + 25

Public Incident

Incident reports, remediation and follow up. Includes report
forms, investigations, photos, and may include first aid forms.
Excludes Town of Banff employees and volunteers (OHS).

C

Close + 12

Limitations Act

Consent Form
Release Liability
Waiver

Signed waivers, release of liability, and consent forms (paper or
digital) for activities, courses, events, and programs offered by
the Town of Banff. For minors retention = Age 18 + XX years.

CY + 12

Limitations Act

Legal Supporting
Material

Any records that do not fit within the specified LEG categories
above. Must be LEG specific.

ARP
Geotechnical
Evaluation
Groundwater
Evaluation
Stormwater
Evaluat on
Engineering Building Permits, Application
Technical
Checklist
Correspondence
Decision
Drawing
Inspection
Model
Plan
Photo
Report
Schedule
Site Plan
Engineering Design Guidelines Design Guideline
Design Standard

Records related to technical components of the Area
Redevelopment Plans, including geotechnical evaluation,
groundwater and stormwater evaluation and sanitary sewage
build out flows.

[Redevelopment Area]

C

Permanent

Technical records related to the design, development,
construction and completion of building permits. Includes
applications, checklists, analysis, drawings, environmental
evaluation, models, plans, photos, reports, schedules and site
plans.

[Building Permit
Document Types]
[ENG Building Permit
Case]

C

Permanent

Design, construction and landscape guidelines and standards (as
approved and updated by Council).

Vital

V

Records related to litigation involving the Town of Banff. Includes
affidavits, court orders, claim settlements, decisions,
judgements, loss reports, photos and statements of claim.

[Age]

PII

V

Legal Proceeding

DR

Land & Property
Management

Record Type
Description
Qualifier
Case Retention
Town Incorporation Records related to the establishment, founding and
Permanent
incorporation of the Town of Banff, and its related authorities
and corporate entities. Includes articles of incumbency,
certificate of incorporation, certificate of name change and
corporate seal.
Land Acquisition
Records related to the purchase, transfer or disposal of land by [Land Transaction Type] C Permanent
Land Disposal
the Town of Banff. Includes appraisals, agreements, drafts, land
Land Transfer
titles, plans, reclamations and surveys. Includes all records
related to road closures.
Excludes Contracts and Agreements (see LEG).
Legal Opinion
All types of advice or opinions received from law firms relating to
C Permanent
interpretations of legislation. Includes decisions, opinions and
rulings. Includes Ministerial Orders and Tribunal Rulings.

AF
T

Primary
Legal & Regulatory

PII

Doc Date + 5

Superseded + 25

Page 19 of 27

Records Retention Schedule
Code
LPM

#
040

Secondary
Engineering Development
Permits, Technical

Land & Property
Management

LPM

050

Engineering Subdivision
Technical

Land & Property
Management

LPM

060

Environmental Management

Land & Property
Management

LPM

070

Geotechnical Analysis

LPM

080

Incentive Programs

LPM

090

Infrastructure Data Mapping

LPM

100

Land Impact Assessment

LPM

110

Line Maps

Line Map

LPM

120

Water Level Monitoring

Well Log

Land & Property
Management
Land & Property
Management

Land & Property
Management
Land & Property
Management

Updated: 2018-11-13

Description
Qualifier
Technical records related to the design, development and
[Dev Permit Doc Type]
construction. Includes applications, checklists, analysis, floor
[ENG Dev Permit Case]
space, drawing, environmental evaluation, models, plans, photos,
reports, rezoning, schedules and site plans.

Application
As-Built Drawings
CCC
FAC
Line Maps
Plan
Photo
Report

Technical files such as geotechnical, grading, pavement, soil,
stormwater and traffic. Records may include applications, asbuilt drawings, conceptual schemes, construction completion
certificate (CCC), endorsements, explosive permits, final
acceptance certificate (FAC), inspections, land surface
characteristics, line routes, maps, material test results, plans,
photos, sanitary reports, sketches, stamped accepted drawings,
subsurface assessments and utility right-of-way.

Case Retention
C Permanent

Data Mapping
GIS
Map
EIA
LIA
MCSR

[Subdiv Doc Types]
[ENG Subdiv Case]

C

Superseded + 12

Records related to the management of incentive programs, for
both commercial and residential applicants (e.g. solar, toilet,
dishwasher & rain barrel).
GIS, ortho-photo, as-built drawings, flood maping and street
lighting maps.

Superseded + 7

A study of a parcel of land to assess any environmental or other
potential aspects such as archeological, biological, chemical,
cultural, First Nations, historical, etc. in support of possible
future development of the parcel. Includes EIA (Environmental
Impact Assessment) and MCSR (Model Class Screening Report).
Maps identifying locations of buried and overhead power, gas,
and phone lines and their locations.
Measurements and inspection logs of wells (ProntoForms),
groundwater and bodies of water in the Town of Banff.

[Program Name]
Commercial Rebates
Residential Rebates

PII

Vital

Permanent

Superseded + 10
C

Citation

Permanent

Records related to the production of guiding documents such as [Analysis Type]
the Energy Action Plan. Includes monitoring reports, forms and
correspondence.
Excludes Environmental Master Plan (see GOV)
Studies involving slopes and geotechnical foundation conditions. [Analysis Type]
Includes analysis, bore hole samples, measurements, planning,
recommendations and reports.

DR

Land & Property
Management

Record Type
Application
Checklist
Commercial
Floospace
Correspondence
Decision
Development
Review
Drawing
Inspection
Model
Plan
Photo
Report
Schedule
Site Plan

AF
T

Primary
Land & Property
Management

PII

V

Permanent

Permanent
Permanent

Page 20 of 27

Records Retention Schedule
Primary
Land & Property
Management

Code
LPM

#
900

Secondary
Record Type
Description
Land & Property Management, Engineering
Any records that do not fit within the specified LPM categories
Supporting Material above. Must be LPM specific.
Other
Land Supporting
Material

Municipal Parks

MPK

010

Administration, Municipal
Parks

Municipal Parks

MPK

020

Inspections, Grounds

Municipal Parks

MPK

030

Pest Management

Municipal Parks

MPK

040

Trail Management

Municipal Parks

MPK

050

Tree Case Records

Municipal Parks

MPK

060

Urban Forest Management

MPK

900

Municipal Parks, Other

OPS

010

Administration, Operations

OPS

020

Bench Program

Operations
Operations

Updated: 2018-11-13

Case Retention
Doc Date + 5

Inspection

Records related to the inspection of trails, grounds and municipal
parks, including cemeteries, playgrounds (ProntoForm),
skateboard park, sports fields, sidewalks and trails (ProntoForm).
Includes inspection work sheets and log sheets (daily, weekly and
monthly).
Records related to the planning and monitoring of pests, manual
removal of weeds, application of fertilizers and trapping and
relocating of pests (with permission of Parks).

Doc Date + 12

Trail Mgmt Records

Records related to the management of trails of all types (walking,
hiking, biking, shared, etc.). Includes maps, plans, signage,
maintenance records and printed materials related to trails.
Excludes Trails Master Plan (see GOV).

Doc Date + 12

Tree Case Records

Records related to the history and risk assessment of trees.
Includes remedial action, trimming and pruning as directed by
ANSI Z133 Standard.
(EOL = date when there are no longer any trees at the address)

Pest Mgmt Records

PII

Vital

[Address Grouping]

C

Limitations Act

Doc Date + 12

EOL + 2

Urban Forest Mgmt Tracking of all identified trees on Town-owned land, including
Records
health monitoring, remedial action, trimming, pruning, removal
of diseased trees and planning of new trees. Includes GIS reports
regarding trees.
Excludes Urban Forest Mgmt Plan (see GOV)
Municipal Parks
Any records that do not fit within the specified MPK categories
Supporting Material above. Must be MPK specific.

Doc Date + 12

Plans
Reports
Statistics
Bench Program
Record

Doc Date + 5

Doc Date + 5

The administration, management and planning of the operations
program. Includes plans, reports, statistics and meeting records.
Records relating to the Banff Bench Program (Memorial Benches,
Commemorative Benches), including application forms, invoices,
lists, logs and maps, plaque inscription instructions and renewals.

Citation

Doc Date + 5

AF
T

The administration, management and planning of municipal
parks.Includes correspondence, plans, reports, standards,
statistics and team meetings.
Excludes Recreation Grounds Redevelopment Plan (see GOV).
Excludes projects that are Capital Projects (see ADM)

DR

Municipal Parks

Plans
Reports
Statistics

Qualifier

C

Doc Date + 7

PII
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Records Retention Schedule
Primary
Operations

Code
OPS

#
030

Secondary
Cemetery Interment

Operations

OPS

040

Cemetery Maintenance

Operations

OPS

050

Equipment Maintenance

Operations

OPS

060

Equipment Bulk Disposal

Operations

OPS

070

Equipment Supplies

Operations

OPS

080

Facilities

Operations

OPS

090

Public Art (Outdoor)

OPS

100

Procurement

Estimate
Quote
RFP
Manual
Warranty

OPS

110

Roads and Streets

Maintenance Record Records related to the routine operation and maintenance of
Town of Banff roads and streets (e.g. Salt Usage and Sanding and
Plowing Log ProntoForms).

CY + 5

Operations

OPS

900

Operations, Other

Doc Date + 5

Planning &
Development

PLN

010

Administration, Planning

Operations
Supporting Material
Plans
Reports
Statistics

Operations

Updated: 2018-11-13

Description
Records on the management of municipal cemeteries. Includes
burial applications, burial permits, certificates, inquiries,
interment records, invoices, journals, lot books, monument
applications, plot ownership, plot plans, registers and statutory
declarations. Also includes archival and historical records prior to
incorporation in 1990.

Qualifier
[Interment List]
[Section Number]
[Plot Number]

Case Retention
C Permanent

CY + 5

AF
T

The care and maintenance of municipal cemeteries including
[Cemetery List]
maintenance plans, parking, schedules, signage and site
Mountain View
preparation for burials.
Old Banff
Maintenance Record Records related to routine operation, installation, maintenance
and repair of fixed equipment that is not ordinarily mobile
(compressors, heat exchangers, air handlers) and communication
equipment (radios, antennas, repeaters, internet towers and
transmission towers). Excludes cell phones.
Records related to bulk disposal of multiple assets, such as
annual sale records. Excludes actual asset records.

Supplies Inventory

Records pertaining to equipment supplies and cleaning supplies.
Includes acquisition, inventory, stocking and usage.

Cleaning Log
Drawing
Inspection
Maintenance Record
Manual
Photo
Protocol
Public Art Record

Records related to routine inspection, maintenance and
operation of Town of Banff facilities and buildings. Includes
cleaning logs, drawings, forms, grooming, inspection logs,
maintenance records, manuals, photos, protocols and work
orders.
Exception: Inspections retain for 12 years
Excludes Fenlands (see FEN)
Records related to commissioning, competitions, programming
and work carried out on an individual or group of art assets
installed outdoors.
Excludes indoor public art (see CSV).
Records related to the acquisition of equipment, material or
supplies through any means, including purchase or donation.
Includes bids, delivery, estimates, manuals, quotes, RFPs,
tenders, and warranties.
Exception: Unsuccessful tenders keep doc date + 12
Excludes fleet procurement (See FLT).
Excludes invoices and payments (see FIN).

DR

Operations

Record Type
Burial Application
Burial Permit
Certificate
Monument
Application
Plot Owernship
Plot Plan
Register
Cemetery
Operational Record

Any records that do not fit within the specified OPS categories
above. Must be OPS specific.
The administration, management and planning of the planning
and development program. Includes plans, reports, statistics and
meeting records.

C

[Facility List]
Fenlands
Gazebo
Park
Soccer Field

[Equipment]

C

C

Citation
Bylaw 39(s8,s16),
AB Reg 249/98
Cemeteries Gen,
Cemetery Act Ch C2,
Vital Stat Act CH V4,
National Parks Act

PII
PII

Vital

V

EOL + 5

Disposal + 7

Doc Date + 1
Doc Date + 5

EOL + 12

EOL + 12

Munifical Affairs
"Retention and
Scheduling of
Municipal Records"

Doc Date + 5

Page 22 of 27

Records Retention Schedule
Code
PLN

#
020

Secondary
Addressing

Record Type
Addressing Record

Description
Documents related to defining and creating street addresses.

Qualifier

PLN

030

Building Permits

Building permit applications, approvals, inspection reports,
stamped drawings, plans, occupancy certificate and nonconformance records. Also includes complaints, enforcement
injunctions, inspections, non-conformance, Permit Services
Report (PSR), stop work orders, violations.

[Permit Type]

Planning &
Development

PLN

040

Development Permits

Building Permit
Application
Building Permit
Inspection Report
Occupancy
Certificate
Permit Services
Report
Stop Work Order
Development Permit
Application
Development Permit
Report

Planning &
Development

PLN

050

Encroachment Agreements

Planning &
Development
Planning &
Development

PLN

060

Environmental Requests

PLN

070

Land Development Drawing
Review

Encroachment
Agreement
Circulation Letter
Environmental
Request
Drawing

Planning &
Development

PLN

080

Land Property Records, Critical

Records related to encroachment agreements including requests,
Real Property Reports (RPR), correspondence and circulation
letters.
Requests and responses to developer request for environmental
assessments.
Records related to review of drawings submitted as a “predevelopment application”. Includes encroachment request,
drawings correspondence and reports
Records relating to approving an application for a development. [Doc Type]
Includes application, public notice, appeal decision, notice of
decision, blueprints, site plan, supporting material, research,
permit conditions, offsite levy, staff report and recommendations
to MPC.
Building and development of properties other than those
identified as critical land records.
Research, drafting, and passing of Land Use Bylaws (LUB) and
[LUB Amendment]
amendments. Records relating to approving an application for a
change in land use zoning designation including: accessibility,
advertising, maps, rezoning applications, rezoning purpose,
submissions to Council, decisions by Council and supporting
material including research of related development files.

Development permit applications, agreements, approvals,
drawings, plans, and reports. Also includes complaints,
enforcement injunctions, inspections, stop work orders,
violations.
Includes B&B permits.
Exception: home occupation, outdoor merchandising, sidewalk
seating, tree cutting and sign permits : Expiry + 12 years

DR

Planning &
Development
Planning &
Development

PLN

090

PLN

100

Land Property Records, NonCritical
Land Use Bylaw

PLN

110

Official Surveys and Maps

Map
Survey

Planning &
Development

PLN

120

Planning Stamps & Approvals

Zoning Confirmation Records related to confirmation of zoning, stamps of compliance
Zoning Stamp
certificates and Real Property Report (RPR).

Planning &
Development

PLN

130

Safety Code Council

Planning &
Development

Updated: 2018-11-13

Case Retention
Permanent
C

Land Use Bylaw
Rezoning Records

[Permit Type]

PII
PII

C

Permanent

PII

C

Permanent

PII

Vital

Permanent

C

Review End + 12

C

Permanent

PII

V

Close + 12
C

Records relating to legal surveying, Town of Banff land ownership
map, plan adjustment, field surveys, boundaries, census surveys
test date and legal survey brass monuments.

Audits, inspections, investigations, and Quality Management Plan
(QMP).

Citation

Permanent

AF
T

Primary
Planning &
Development
Planning &
Development

Permanent

Permanent

C

Permanent

C

Decision + 12
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Records Retention Schedule
#
140

Secondary
Signage

PLN

150

Subdivision Approvals

Planning &
Development

PLN

900

Planning & Development,
Other

Resource Recovery

RR

010

Collection, Compost

Resource Recovery

RR

020

Collection, Hazardous Waste

Resource Recovery

RR

030

Collection, Recyclables

Resource Recovery

RR

040

Collection, Waste

Resource Recovery

RR

050

Education & Events

Resource Recovery

RR

060

Load Management

Resource Recovery

RR

070

Recycling Depot Management

Resource Recovery

Resource Recovery

Resource Recovery
Stormwater
Management

Stormwater
Management

Updated: 2018-11-13

Record Type
Public Signage
Application
Subdivision Permit

Description
Application, decision and approval of public signing.
Excludes Town of Banff signage.
Includes application, approvals, notice of decision, servicing
agreements, complaints, and appeals. Includes subdivision
permits.
Planning Supporting Any records that do not fit within the specific PLN categories
Material
above. Must be PLN specific.

Qualifier
[Doc Type]
[Doc Type]

Case Retention
Approval + 12
C

Citation

PII

Vital

Permanent

Doc Date + 5

Records related to the collection of compostable. Includes pickup schedules, cost chargeback, routing, vehicle usage and
statistics.
Records related to the collection, sorting and handling of
hazardous and electronic waste in accordance to regulation.

Doc Date + 7

The collection of residential and non-residential recyclables.
Includes pickup schedules, cost chargebacks, routing, vehicle
usage and statistics.

Doc Date + 7

The collection of residential and non-residential waste (garbage).
Includes pickup schedules, cost chargeback, routing, vehicle
usage, statistics and garbage servicing.

Doc Date + 7

Administration of public outreach programs to promote good
waste disposal and recycling habits (e.g. Annual Household
Hazardous Waste Roundup). Includes ads, correspondence,
planning and promotion.
The weighing of compost, recyclables and waste at the Banff
Transfer Site (aka Yard or Scale House). Includes scale house
records, weigh logs & tickets, reports and statistics.

Doc Date + 5

AF
T

Code
PLN

[Transaction Record
Y/N]

Doc Date + 7

AB Waste Control
Regulation s39(2)
(5 yrs)

Doc Date + 12

Activities carried out at the Town of Banff recycling drop-off
[Station Name]
stations and the Re-Use It station. Includes planning and signage.

Doc Date + 5

DR

Primary
Planning &
Development
Planning &
Development

RR

080

Transfer Station Management

General administration and management of activities carried out
at the “West Regional Transfer Station” (aka Banff Transfer Site).
Includes plans and resource scheduling. Excludes weigh logs and
customer billing.

Doc Date + 7

RR

090

Waste Services Management

Doc Date + 7

RR

900

Resources Recovery, Other

SWM

010

Administration, SWM

Plans
Reports
Statistics

SWM

020

Emergency Incidents, SWM

Incident Plan
Incident Report

Services delivered to Parks Canada facilities under contract.
Services include garbage pickup, recycling pickup, weighing and
invoicing.
Excludes contract (see LEG).
Any records that do not fit within the specified RR categories
above. Must be RR specific.
The administration, planning, operation, staffing of the
stormwater system. Includes plans, reports, statistics and team
meetings.
Excludes Drainage Master Plan (see GOV).
The unplanned or unscheduled repair or maintenance. Includes
correspondence, plans, remedial actions, and reports.

Doc Date + 5
Doc Date + 5

C

Incident Close + Limitations Act
12
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Records Retention Schedule
Code
SWM

#
030

Secondary
Flood Monitoring

Record Type
Flood Monitoring

Description
Records related to flood mapping, flood monitoring and river
forecasting. Includes flood-protection studies and reports.

Stormwater
Management

SWM

040

Inspections, SWM

Inspection

The inspection of any element of the stormwater system.
Includes inspection logs, plans and schedules. Includes inspection
forms, photos, videos and reports.

Doc Date + 12

Stormwater
Management

SWM

050

Quality Assurance, SWM

Monitoring Data
Report

The monitoring and treatment of stormwater (for oil and grit
separation) to ensure measures are within permitted tolerance
levels. Includes monitoring of influent, discharges and spills.
Records include monitoring and treatment results.

Doc Date + 12

Stormwater
Management

SWM

060

System Specifications, SWM

Stormwater
Management

SWM

900

Stormwater Management,
Other

Utilities

UTL

Billing Data Entry

Utilities

UTL

Collection Data

Utilities

UTL

Customer Management

Utilities

Utilities

UTL

Production Data

UTL

Water Meter Reading

900

010

UTL

Water Treatment & WTD
Distribution

Updated: 2018-11-13

Drawing
Specification

Records related to the location, nature, and design of the
stormwater system, including components such as catch basins,
culverts, manholes, pipes, valve, inlets and outlets. Includes
drawings, plans, and technical specifications.

Stormwater Mgmt Any records that do not fit within the specified SWM categories
Supporting Material above. Must be SWM specific.

Case Retention
Permanent

The recording of solid waste collection data and its transmission
to N-Viro. Includes collection data (by metric tonnage),
transmission data and correspondence with N-Viro.

Doc Date + 7

[Customer ID]

PII

Vital

Doc Date +5
Doc Date + 7

The business of managing the relationship between utility
customers and the Town of Banff. Includes inquiries, payments,
complaints, and correspondence. Includes utility service
requests, follow-up action, and correspondence.

Citation

Permanent

Data entry into Great Plains software of billing-related data for
solid waste and recycling, used to determine customer bills.
Includes change requests, driver route spreadsheet, and
correspondence.

DR

Utilities

Qualifier

AF
T

Primary
Stormwater
Management

Account Close +
7

Processed Waste Product (PWP) production data produced by NViro and supplied to Town of Banff. Used for Parks compliance
tracking and financial tracking for rebates. Includes data,
analysis, reports and correspondence.

Doc Date + 7

Meter Reading

The collection, transmitting and storage of water consumption
data. Includes meter readings, validation of readings, reports,
summaries and correspondence with meter reading contractor.

Doc Date + 12

Utilities, Other

Utilities Supporting
Material

Any records that do not fit within the specified UTL categories
above. Must be UTL specific.

Doc Date +5

Administration, WTD

Plans
Reports
Statistics

The administration, planning, operation, staffing of the water
treatment system. Includes staffing logs, contractor sign-offs,
plans, reports, statistics and team meetings.

Doc Date + 5

PII

PII
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Records Retention Schedule
Primary
Code
Water Treatment & WTD
Distribution

#
020

Secondary
Emergency Incidents, WTD

Record Type
Incident Plan
Incident Report

Water Treatment & WTD
Distribution

030

Laboratory Equipment

Operating Manual
SOP

Water Treatment & WTD
Distribution

040

Laboratory Services & Supplies Lab Services
Lab Supplies

Water Treatment & WTD
Distribution

050

Meters, Water

Water Treatment & WTD
Distribution

060

Quality Assurance and
Treatment, WTD

Water Treatment & WTD
Distribution

070

System Specifications, WTD

Water Treatment & WTD
Distribution

080

Training, Non-Mandatory

Description
The unplanned or unscheduled repair or maintenance, such as
breakage. Includes correspondence (e.g. 7-Day Letter), plans,
remedial actions and reports
Testing instruments such as PH meter, chlorine analyzer, and
turbidity meter. Records include purchase, operating manuals,
instrument calibration, SOP and service records.

Qualifier

[Asset Name]

Case Retention
Citation
C Incident Close + Limitations Act
12
C

EOL + 12

Doc Date + 5

Planning, tracking, and acquisition of meters. Includes meter
[Meter ID]
inventory, installation, meter tag records, location ownership,
serial numbers, service jobs, daily time records, work orders, and
disconnection.
Laboratory or other testing of water for the purpose of ensuring
regulated and applicable measures are within permitted
tolerance levels. Records include analysis, evaluations, tests, lab
results, reports and test forms (ProntoForms).

EOL + 7

Drawing
Specification

The design, location, nature and technical specifications of
drinking water system components, including pipes, pumps,
valves and related distribution elements.

Doc Date + 25

Training

Records related to training courses, conferences, and seminars
regarding the technical analysis of water and the monitoring,
operation and maintenance of drinking water systems (e g.
AWWOA).

AF
T

Records related to the procurement of external lab services (e.g.
provincial lab). Also includes records related to the procurement,
usage and disposal of lab supplies, including disposables,
consumables and re-usables (e.g. dispensers). Excludes
equipment bearing serial numbers as these are assets

Meter Records

DR

Monitoring Data
Report

[Course Name]

Doc Date + 5

[Course Name]

Doc Date + 12

090

Training, Mandatory

Water Treatment & WTD
Distribution

100

Water Treatment Plant

Water Treatment & WTD
Distribution

900

Water Treatment &
Distribution, Other

Water Treatment
Support Material

Any records that do not fit within the specified WTD categories
above. Must be WTD specific.

Doc Date + 5

WWM 010

Administration, WWTP

Plans
Reports
Statistics

Doc Date + 5

WWM 020

Control Centre Management

Control Centre
Records

The administration, planning, operation, staffing of the
wastewater treatment plant control centre. Includes staffing
logs, contractor sign-offs, plans, reports, statistics and team
meetings.
The planning, operation, staffing and administration of the
WWTP control centre. Includes equipment procurement &
installation, staffing logs, status reports and operator’s manuals.

Wastewater
Management

Updated: 2018-11-13

Records related to training courses regarding the monitoring,
operation and maintenance of drinking water systems as
mandated by the Province of Alberta (e.g. confined spaces, fall
protection, first aid and H2S). Includes training materials and
certifications.
The treatment of raw aquifer drinking water with chlorine.
Records include flow, sampling, dosage monitoring, inspection
analysis, equipment maintenance and repair logs, and monthly
reports.

Vital

Limitations Act

Permanent

Water Treatment & WTD
Distribution

Wastewater
Management

Training

PII

PII

Limitations Act

PII

Doc Date + 25

Doc Date + 12
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Records Retention Schedule
Code #
WWM 030

Secondary
Emergency Incidents, WWM

Record Type
Incident Plan
Incident Report

Wastewater
Management

WWM 040

Inspections, BNR Process

Inspection

Wastewater
Management

WWM 050

Inspections, Wastewater

Inspection

Wastewater
Management

WWM 060

Laboratory Management

Wastewater
Management

WWM 070

Monitoring, BNR Process

Wastewater
Management

WWM 080

Quality Assurance and
Treatment , WWM

Wastewater
Management

WWM 090

Reports, WWM

Wastewater
Management

Wastewater
Management

Updated: 2018-11-13

Laboratory Records

Case Retention
Citation
C Incident Close + Limitations Act
12

Monitoring Data
Report

Report

PII

Vital

Doc Date + 25

Doc Date + 12

The planning, operation, staffing and administration of the
wastewater treatment plant’s laboratory. Includes equipment
procurement & installation, staffing logs, supplies and
consumables, test procedures and shipment of samples.

Doc Date + 25

Monitoring of the various BNR (Biological Nutrient Removal)
processes with the treatment plan mandated by ABSA or AEP.
Includes acceptable levels, data collection, reports, analysis and
related correspondence.
Exception: Non-mandated keep for 10 years.
The sampling and lab testing of wastewater for the purpose of
quality assurance and ensuring measures are within permitted
tolerance levels. Includes lab reports, tests, analysis, and
monitoring results.
Reports (monthly, quarterly and annual) submitted to AESRD as a
condition of Approval 382-03-00. Reports include analysis,
inspection, sampling and test results. Includes EPP, ERP, and
violation self-reporting letters.

Doc Date + 25

DR

Wastewater
Management

Description
Qualifier
Records related to unplanned or unscheduled repair or
maintenance (e g. breakage, blockage), including equipment
rental, plans, reports, remedial actions, self-reporting
correspondence and nspect on v deos
The inspection of the BNR (Biological Nutrient Removal)
processing of wastewater within the treatment plan mandated
by ABSA or AEP. Includes inspection scheduling, reports, analysis
and correspondence.
Exception: Non-mandated keep for 10 years.
The inspection of any element of the wastewater collection
system, as mandated. Includes inspection schedules, inspection
logs (e g. Grease Trap Inspection ProntoForm), inspection videos,
monitoring data analysis, reports and correspondence.
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Primary
Wastewater
Management

Limitations Act

Doc Date + 25

Doc Date + 25

AESRD Approval
382-03-00

WWM 100

Sludge Management

Agreement
Report

Records related to the monitoring, production and sale of biosolid waste (sludge) by-products to N-Viro. Includes agreements,
reports and statistics and correspondence.

Doc Date + 12

WWM 110

System Specifications, WWM

Drawing
Operating Manual
SOP
Specification

The management of the wastewater collection infrastructure and
all its components parts (e.g. lift stations, sewer gravity mains,
etc.). Includes drawings, plans, technical specifications, standard
operating procedure, process binders, and operating manuals.

Superseded + 12 Limitations Act

WWM 900

Wastewater Management,
Other

Waterwater Mgmt Any records that do not fit within the specified WWM categories
Supporting Material above. Must be WWM specific.

Doc Date + 5

Page 27 of 27

your

AF
T

info

Informa on Governance &
Records Management

DR

Employee
Policy

Taking Care of Our Informa on

your

info

AF
T

Informa on Governance & Records Management Policy
& Records Management
Policy

Table of Contents
Overview







Statement of Intent
Objec ves
Roles and Responsibili es
IG Framework
Glossary
GARP Principles

Pg. 4
Pg. 4
Pg. 4
Pg. 5
Pg. 5
Pg. 6

Privacy and Personal Informa on


FOIP Act
Personally Informa on
FOIP Requests
Legal Holds
Informa on Security
Privacy Breach Repor ng

DR







Pg. 6
Pg. 7
Pg. 7‐8
Pg. 9
Pg. 10
Pg. 10

Records




Your Info outlines the key
components of the Town
of Banﬀ’s Informa on
Governance & Records
Management Program.
Updated: Jan. 7, 2019

- 2 - Town of Banff




Records Reten on Schedule
What is a Record?
Vital Records
Paper Records Management
Records Disposi on

Pg. 11
Pg. 11
Pg. 12
Pg. 12
Pg. 13




Electronic Records
Digi za on Standards

Support


Reference Documents
IG Helpdesk

Pg. 14
Pg. 14

Pg. 15
Pg. 15

DR



AF
T

Electronic Records

“There's no such thing as
knowledge management;
there are only knowledgeable
people. Informa on only becomes knowledge in the hands
of someone who know what do
to with it.”

‐Peter Drucker

Town of Banff - 3 -

your

info

Informa on Governance & Records Management Policy

Statement of Intent

Objec ves

Informa on is one of the Town of Banﬀ’s most important assets.
Managing and ﬁling informa on it so it can be found easily, and
having it readily available for legal requirements is incredibly
important.

a) Manage the informa on to meet all legislated requirements
for recordkeeping, including those of the Municipal Government Act (MGA) and Freedom of Informa on and Protec on
of Privacy (FOIP) Act;

All employees share the responsibility for proper informa on
management, whether on paper or electronic. As we are the
ones who create, receive and maintain the Town’s informa on,
we are in the best posi on to manage it.

b) Manage informa on so its readily available for decision mak‐
ing and so it meets informa on access requests, including
those made under FOIP;
c) Protect the integrity and authen city of records so they may
be relied upon as evidence of organiza onal ac vity and ad‐
ministra ve decisions and thereby meet legal, eviden al and
accountability requirements;
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The Town follows the Generally Accepted Recordkeeping Princi‐
ples (GARP) as the baseline for managing its informa on and
constantly strives towards a compliant Informa on Governance
& Records Management Program (IG & RM Program).

The IG & RM Procedures Handbook is the companion document
to the IG & RM Policy. Refer to it for more detailed informa on.

d) Ensure that records are protected and are not destroyed or
removed from the custody and control of the Town unless
authorized by a Town of Banﬀ policy or applicable legisla on;
e) Ensure the iden ﬁca on and preserva on of records that are
permanently valuable. Ensure mely, secure and environ‐
mentally sound destruc on of records that have surpassed
their reten on period;
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f) Promote organiza onal eﬃciency and economy through
sound recordkeeping prac ces, and;
g) Establish and deﬁne accountability, responsibility and roles to
enable the eﬃcient lifecycle management of oﬃcial records.

Roles & Responsibili es


All Town of Banﬀ Employees and Council Members must adhere to the IG & RM Policy. They are responsible for managing the
records they create, receive or maintain.



The Town Manager is responsible for the development and implementa on of the IG & RM Program.



Directors are responsible for the proper stewardship of their speciﬁc departmental records and for reviewing the reten on
schedule to ensure it meets opera onal requirements.



The Director, Corporate Services and the Municipal Clerk provide leadership for the IG &RM Program.



The Informa on Governance (IG) Coordinator is responsible for the administra on of the IG & RM Program, including records
reten on schedule, physical and electronic records management, staﬀ training and support.



The FOIP Coordinator is responsible for administering the Freedom of Informa on and Protec on of Privacy Act (FOIP) program.



The IT Supervisor is responsible for providing the infrastructure and technical support necessary to ensure employees can create,
access, maintain, and dispose of electronic records. The IT department is also responsible for security, backups and long‐term
preserva on of electronic records.
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Overview
Informa on Governance Framework

Glossary

The following prac ces make up the overarching IG & RM Pro‐
gram framework:

Archival Record is a record that has been reviewed for
permanent reten on because of its historical, ﬁscal, legal
(including eviden al), opera onal or administra ve value.

The Digi za on Standards outlines the steps to follow to ensure
digital images are authen c, reliable, legally admissible and in
compliance with Canadian na onal standards.

Informa on Governance (IG) consists of the policies, processes,
strategies and technology u lized for managing, storing and
properly disposing of content.
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The File and Folder Naming Standards provides consistency and
guidance in naming and iden fying ﬁles and folders for the Town
of Banﬀ.

Disposi on means the destruc on, permanent reten on or
transfer (to archives) of a record once it has reach the end of its
lifecycle.

The FOIP Request Procedure outlines the processes to eﬃciently
manage and respond to FOIP requests from the public.

The Informa on Security Model outlines security classiﬁca on to
ensure the appropriate level of access is maintained.
The Legal Hold Procedure provides direc on and outlines the
steps required during the implementa on of a legal hold (i.e. an
order to preserve records related to the subject of a legal hold).
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The Records Reten on Schedule lists the Town’s records and the
length of me each record type must be retained by the Town
un l they may be legally transferred or destroyed.
The Records Disposi on Procedure establishes the requirements
for records to be disposed of in a manner consistent with the
Records Reten on Schedule, and with conﬁden ality, legal and
regulatory requirements.

Informa on Lifecycle is the encompassing process of crea ng,
receiving, using, storing and eventually disposing of content
when its reten on requirements have been met.

Personal Informa on means recorded informa on about an
iden ﬁable individual, as that term is deﬁned in the FOIP Act
Sec on 1(n).
Personal Informa on Bank (PIB) is a directory list of the types
of personal informa on held by the Town as a public body.
Record means a record of informa on in any form as described
in the FOIP Act Sec on 1(n). A record is meaningful content cre‐
ated on the behalf of the Town through regular opera ons. This
includes any informa on, however recorded, regardless of its
form or characteris cs and can be in paper or electronic format.
Records Management is the systema c control of the crea on,
receipt, maintenance, use and disposal of records. It includes
processes for capturing and maintaining records as evidence of
and informa on about business ac vi es and transac ons.
Reten on Schedule describes the records under the control of
the Town, speciﬁes how long they must be kept and iden ﬁes
cita ons that govern their reten on.
Transitory Informa on is content that has no las ng value and
is required only to carry out a rou ne ac on or to prepare a rec‐
ord. Examples include copies, dra s of records, and informa on
received from other departments or organiza ons.
Vital Records consist of records containing vital informa on
necessary for an organiza on to con nue its key func ons and
ac vi es in case of an emergency or disaster.
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GARP Principles

FOIP Act

The Town of Banﬀ follows the Associa on of Records Managers
and Administrators (ARMA) Generally Accepted Recordkeeping
Principles (GARP) as the standard for managing its informa on.
The eight principles are:
Alberta’s FOIP Act applies to the Town of Banﬀ as a public body.
The two key elements of the FOIP Act that impact Town infor‐
ma on management prac ces are: a) Protec on of Personal
Privacy and b) Right of Access.
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1) Accountability:
The need for senior‐level management oversight of the organi‐
za on’s IG & RM Program eﬀorts, as well as the importance of
audit policies and procedures.

2) Transparency:
Open and veriﬁable business ac vi es, including the availability
of certain informa on to appropriate, interested par es.
3) Integrity:
The guarantee of the authen city and reliability of informa on.
4) Protec on:
The protec on of informa on, regardless of format, including
the crea on of appropriate protec on‐related methods and
controls.
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5) Compliance:
Complying with both internal policies and external regula ons.

6) Availability:
The mely, eﬃcient, and accurate retrieval of informa on.

7) Reten on:
The maintenance of informa on, so it is retained for the proper
length of me, per the reten on schedule and in accordance to
legal, ﬁscal, administra ve, opera onal or historical require‐
ments.

8) Disposi on:
The appropriate disposi on of informa on per internal policies
and procedures.
The Town of Banﬀ is working towards achieving a Level 3
(Essen al) ra ng in the IG Maturity Model, based on the GARP
principles, standards, best prac ces and legal and regulatory
requirements.
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Protec on of Personal Privacy
Protec ng personal informa on collected by the Town through
regular opera ons is a fundamental priority. As a Town employ‐
ee, you may be in a posi on where you have access to other
people’s personal informa on. As a rule, personal informa on
should never be shared with anyone outside the municipality. If
you are asked to disclose informa on, please consult with the
Municipal Clerk, 403.762.1209, municipal.clerk@banﬀ.ca.
Right of Access
While the FOIP Act protects individual privacy, it also ensures
that public bodies like the Town of Banﬀ are open and accounta‐
ble to the public. This means the public has a right to access any
of our records not speciﬁcally protected. Further, informa on
kept in electronic format, including mobile devices, is considered
a record and may be subject to access by the public.
FOIP Online Course
Town of Banﬀ employees should have a basic knowledge of
informa on and privacy regula ons, and the FOIP Act. Em‐
ployees may be asked to complete Service Alberta’s FOIP Act
online course within their ﬁrst month of employment.
h p://www.servicealberta.gov.ab.ca/foip/training/online‐
training.cfm
This online course takes about 1 hour to complete.
Comple on No ﬁca on
At the end of the course, enter your email address to receive
a No ﬁca on of Comple on. Also include the HR email ad‐
dress (hr.admin@banﬀ.ca) as the “Supervisor’s Email” to au‐
toma cally submit the comple on no ﬁca on to HR.

FOIP
Personally Iden ﬁable Informa on (PII)

FOIP Requests

All Personally Iden ﬁable Informa on (PII) that is captured as
part of a Town record will be protected. Only those employees
with clearance to manage personal, conﬁden al or sensi ve
informa on for the Town will have access to it.

Purpose
The purpose of this procedure is to deﬁne the requirements for
managing FOIP requests made to the Town. This procedure is
documented in order to respond to requests in a mely manner
and to ensure that business impacts are limited and any risks to
the Town are removed.
Scope
FOIP legisla on aﬀects access to one's own personal informa on
and access to the Town's general informa on.
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Records with personally iden ﬁable informa on may include a
name, address, phone number, date of birth, SIN number, family
status, banking informa on, health care informa on, educa on
history and employment history. The Town will only request,
record or store personal informa on from the public and em‐
ployees that is considered necessary to complete Town opera‐
ons.
Ci zens may request informa on from the Town, and we have a
process in place (e.g. FOIP Request Procedure) to manage these
requests in a reasonable amount of me.

Personal Informa on Bank (PIB)
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The FOIP Act (s.87) requires all public bodies have a directory
that lists Personal Informa on Banks (PIB). The PIB should be
available to the public for inspec on and copying. The purpose
of making this informa on available is to help the public know
what personal informa on the Town might have about them.

PIB directories include:
The tle and loca on of the PIB.
 A descrip on of the kind of personal informa on and the cate‐
gories of individuals whose personal informa on is included.
 The authority for collec ng the personal informa on.
 The purposes for which the personal informa on is collected
or compiled, and the purposes for which it is used or dis‐
closed.


Contact the IG Coordinator to view a copy of the Town of Banﬀ’s
PIB Directory.

Excep ons
Unless the individual reques ng the informa on is reques ng
their own personal informa on, the personal informa on of
others is excluded under FOIP.
A FOIP request is not required to obtain access to Town infor‐
ma on that is already made available by phone, on the website
or in oﬃcial publica ons.
Roles and Responsibili es


FOIP Coordinator: Responsible for managing and processing
FOIP requests from the ini al request to closure. This role is
assigned by the Town Manager.



Town Manager: Ul mately accountable to ensure the Town
of Banﬀ responds in a mely and accurate manner to all FOIP
requests.



Legal: Is consulted, depending on the type of request, to en‐
sure the Town of Banﬀ remains in compliance with FOIP.



Aﬀected Town Employees: Employees who have been iden ‐
ﬁed as having informa on that is part of the FOIP request.
They must retain and turn over any informa on in their pos‐
session that meets the request parameters.

The steps required for the Town to receive, respond, process
and close any FOIP requests are outlined below.
For more informa on:
Town of Banﬀ FOIP Page: h p://banﬀ.ca/index.aspx?NID=875
Service Alberta Website: h p://www.servicealberta.ca/foip
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FOIP Request Procedure
Protec ng personal informa on collected by the Town through regular opera ons is a fundamental priority, as well as providing all
applicable informa on to ci zens who request informa on under the FOIP Act. This procedure lays out the steps required for the
Town to receive, respond, process and close any freedom of informa on requests.
Descrip on

Responsible

1. Request

Requestor ﬁlls out the online FOIP Request Form. Requestors can submit the form by
email to municipal.clerk@banﬀ.ca or in paper form at Town Hall recep on.

Requestor

2. Receive

Request is routed to the FOIP Coordinator.
The request is numbered and saved in the proper format and loca on.

Recep on/Mailroom
FOIP Coordinator

3. Ini al Review

Fill out FOIP Request Intake Form.
Consult Town Manager and the legal team, if necessary.
No fy poten al aﬀected employees with ini al request.

FOIP Coordinator

4. Acknowledge‐
ment

Le er is dra ed and sent to requestor.
Clariﬁca on is requested, if necessary.

FOIP Coordinator

5. Iden fy &
Locate

Based on ini al request overview, iden fy:
 Where is the content located?
 Which employees may have relevant informa on?
 How long will it take to gather this informa on?
 Is the informa on available in paper or electronic format or both?

FOIP Coordinator

6. Consolidate

A er per nent informa on has been iden ﬁed and gathered:
 Undertake a line‐by‐line review.
 Redact or remove any conﬁden al or personal informa on.
 Convert all electronic content to PDF.
 Create itemized list of records to be submi ed.

FOIP Coordinator

Package the requested informa on, including FOIP Request Form and the response.
Email or mail the response to the requestor.
Request can oﬃcially be closed.

FOIP Coordinator

DR
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Step

7. Respond &
Close

Types of FOIP Requests


One‐Time: Request for informa on that is a one‐ me request.



Ongoing: Request for informa on that is generated on an ongoing basis and for informa on that is con nually created.



Personal: Request for informa on from an individual that may have personal or conﬁden al informa on held by the Town.



Out of Jurisdic on: Request for informa on that falls outside of the Town’s jurisdic on; either the Town does not hold or create
this type of informa on at all or it is owned by another governing body.



Public Domain: Request for informa on that is already available to the general public and does not fall under FOIP parameters.



Unclear: Request for informa on that is too broad or not clear enough for the Town to sa sfy the request.



Unnecessary or Repe

ve: Request for informa on that is recurring and is unreasonably me consuming and laborious to meet.

- 8 - Town of Banff

Legal Holds
Legal Holds

Legal Hold Procedure

A Legal Hold means the suspension of the records disposi on
process and the preserva on of relevant records in their current
form.

1. When no ce of a legal hold is received by an employee, the
no ce must be forwarded as soon as possible to the Director,
Corporate Services

Deﬁni ons
As used herein, these terms shall have the following designated
meanings:

2. Following the receipt of a no ce, the following steps are to be
taken:
 Iden fy which record owners and collec ons of informa on
are applicable to the hold no ce.
 Suspend all disposi on ac vi es immediately of informa on
that has been iden ﬁed as applicable to the legal hold, includ‐
ing dele on, overwri ng or purging of electronic informa on.
Appropriate steps must be made to ensure that the ability to
delete, overwrite or purge is removed from users.
 Users iden ﬁed as having boxes recalled from storage that
contain informa on related to the legal hold are no ﬁed to
immediately return any pulled ﬁles to the box and return the
box to the custody of IG Coordinator.
 Generate a report of any informa on iden ﬁed as being appli‐
cable to the legal hold and forward the report to the Director,
Corporate Services. The report should include the business
owner of the informa on, current loca on of the informa on
and metadata about the informa on itself.
 SME are responsible to ensure that any new informa on add‐
ed to any repository and applicable to the legal hold is pro‐
tected from disposi on ac vi es, and is communicated to the
Director, Corporate Services. This applies for the dura on of
the legal hold. A er the ini al informa on iden ﬁca on has
been done, monitoring and checking for new informa on
should be done at a minimum of once a week.







DR



Aﬀected Employees means all Town of Banﬀ employees who
are in possession or control of records, which are the subject
of a legal hold.
Legal Ac on means legal proceeding brought by or against
the Town and/or its employees such as lawsuits, inves ga‐
ons, audits, proceedings or dispute resolu ons
Legal hold is an order to cease destruc on and preserve all
records, regardless of form, related to the nature or subject of
the legal hold.
Evidence includes all records, whether in electronic or paper
form, created, received, or maintained in the transac on of
business ac vi es, whether conducted at work, home or in
the ﬁeld. Such evidence may include, but is not limited to,
paper and/or electronic records stored on servers, desktop or
laptop hard drives, tapes, ﬂash drives, memory s cks, DVDs,
or CDs.
Electronic records includes all forms of electronic communi‐
ca ons, including, but not limited to, e‐mail, word processing
documents, spreadsheets, databases, instant messaging, cal‐
endars, voice messages, audio recordings, photographs, data‐
base records, telephone or mee ng logs, contact informa on,
internet usage ﬁles, and informa on stored in smart phones,
iPads, or removable media (e.g. CDs, DVDs, thumb drives,
etc.).
SME means Subject Ma er Expert.
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Authority
The authority to place a legal hold or release a hold is vested
with the Director, Corporate Services, in consulta on with the
Municipal Clerk and legal counsel.

Release of a Legal Hold
The Director, Corporate Services will determine and communi‐
cate in wri ng to employees when a legal hold may be li ed and
normal informa on management prac ces may be resumed.

3. The Director, Corporate Services is responsible for maintaining
the informa on provided in a centralized loca on, communi‐
ca ng with outside counsel and ac ng as the central point of
contact for any ma ers pertaining to the legal hold.
4. If any employee is aware of any poten al sources of infor‐
ma on that are not listed within the li ga on hold order, they
are obligated to forward that informa on to the Director, Corpo‐
rate Services.
5. Any communica ons that are ini ated with employees out‐
side of those who are involved in the ini a on of the legal hold
must be prefaced with “PRIVILEGED AND CONFIDENTIAL”.
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Informa on Security

Privacy Breach Repor ng Procedure

All Town of Banﬀ records are classiﬁed under one of the follow‐
ing to ensure the appropriate level of security access:

Privacy Breach
A breach means unauthorized access to, collec on, use, disclo‐
sure or destruc on of conﬁden al or otherwise sensi ve infor‐
ma on. If a breach includes personal informa on, it is a privacy
breach. A breach may be accidental or inten onal.

Common:
Records generated that may be viewed by all Town of Banﬀ
employees, council, or contractors.
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Departmental:
Records that only departmental staﬀ should have access to.

Breach Response Team
The Breach Response Team, whose purpose is to manage the
breach, will consist of the FOIP Coordinator along with repre‐
senta ves from IG, HR, IT, and aﬀected employees as iden ﬁed.

Restricted:
Records that contain personal, sensi ve, privileged or conﬁden‐
al content and may only be viewed by certain individuals with
the appropriate clearance.
Council:
Records solely generated out of Town Council that may contain
speciﬁc, sensi ve or conﬁden al informa on related to Council
and its du es.
Historical:
Records iden ﬁed as having long‐las ng, meaningful use for
archival purposes.
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Public:
Applies to informa on and records that will not result in injury
to individuals, governments or to private sector ins tu ons;
and ﬁnancial loss will be insigniﬁcant.

In the event of a privacy breach, the Town of Banﬀ, as a public
body, will follow the steps outlined by Government of Alberta.
Steps
1. All employees must immediately report suspected, alleged
or actual privacy breaches to their supervisor. Breaches may
be reported verbally or in wri ng.
2.

Following receipt of the no ce of breach, the supervisor will
assess the scope of the breach and the sensi vity of the
informa on in ques on.

3.

The supervisor will report the breach to the Breach Re‐
sponse Team, along with ini al assessment informa on.

4.

The Breach Response Team will direct ac on to stop or con‐
tain the breach and ini ate recovery and/or remedia on.

5.

The Breach Response Team will complete the Privacy
Breach Report Form issued by the Oﬃce of the Informa on
and Privacy Commissioner of Alberta (OIPC) for the purpose
of internal recordkeeping.

6.

Under FOIP, there is no obliga on to report a privacy breach
to the OIPC. However, the Breach Response Team will make
a decision regarding voluntary repor ng.

7.

The Breach Response Team will consider inves ga ng the
internal processes that resulted in the breach and make
recommenda ons to safeguard against future breaches.

8.

The Breach Response Team will keep the Breach Report
Form and related records in a secure loca on for the period
of me deﬁned in the Records Reten on Schedule.

Reference
 OIPC How to Report a Privacy Breach website
 OIPC Privacy Breach Report Form
 Service Alberta FOIP Guidelines and Prac ces, Chapter 9 Pri‐
vacy Compliance.
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Security & Reten on
Records Reten on Schedule

What is a Record?

The Town of Banﬀ Records Reten on Schedule is a legal authori‐
ty that describes the records under the control of the Town,
speciﬁes how long they must be kept and iden ﬁes cita ons
that govern their reten on.

All informa on sent and received during the course of business
is poten ally a record. This includes informa on created in all
media formats (e.g. paper, electronic, CD, microﬁlm, etc.),
throughout the en re informa on lifecycle, from crea on to
disposi on.

Standards
The record reten on approach taken by the Town of Banﬀ is
consistent with and supports:
The principles of the Government of Alberta’s Informa on
Management Framework



The ISO 15489 Records Management Standard



The ANSI/ARMA Technical Report Reten on Management for
Records and Informa on (TR 27‐2015)
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Oﬃcial Records provide proof of what happened, when it hap‐
pened, and who made what decision. Whether something is a
record depends on the informa on it contains and the context.

Principles
The Town’s Records Reten on Schedule was developed in con‐
junc on with each business unit and is based on a series of prin‐
ciples, including:
Must comply with and support the administra on of the FOIP
Act, the MGA Act and other applicable legisla on.



Should be approached in a comprehensive manner and in‐
clude all records, regardless of physical form or characteris cs.

DR





Is a living document, which require con nuous review and
amendment as organiza ons evolve.



Is closely related to records classiﬁca on and taxonomy.



Should provide consistent reten on periods for records with
similar values, not only within the Town of Banﬀ but also with
other municipali es in Alberta and Canada.



Must ensure that municipal records of enduring historical or
research value are preserved for the residents of the Bow Val‐
ley.



Should be revisited when plans are being made to introduce
major changes to programs or services.



Should be revisited when there are signiﬁcant legisla ve
changes .



Should be revisited when new informa on technologies be‐
come available, such as the implementa on of an Electronic
Document and Records Management System (EDRMS).

Not all informa on created or received in the course of Town
business needs to be treated as an oﬃcial record. These types of
temporary records are called transitory records.
Transitory Records have short‐term value and usefulness in or‐
der to help complete a rou ne ac on or prepare a subsequent
record. They are o en made obsolete by an updated version or
by a subsequent decision or transac on. Transitory records are
created in all forms regardless of the media format
If the informa on is not needed as evidence of an ac vity or to
meet the Town’s legal obliga ons, it can be deleted or de‐
stroyed, o en almost immediately. Rou ne disposi on of tran‐
sitory records can make all areas informa on management, in‐
cluding storage and retrieval, more eﬃcient for the Town.
Responsibility
All Town of Banﬀ employees are individually responsible for
keeping accurate and complete records of informa on and business ac vi es under their custody and control.

Click to view a copy of the Town’s Records Reten on Schedule.
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Examples of Records

Vital Records

A document becomes a record when:
 It contains evidence of business ac vi es.
 It deﬁnes a decision making process.
 It provides evidence of compliance.
 It has business, ﬁnancial, legal, research or archival value.

The term vital records refers to records, regardless of medium,
which are essen al to the organiza on in order to con nue with
its business‐crucial func ons both during and a er a disaster.

DR
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Examples of Oﬃcial Records:
 Original signed contract.
 Oﬃcial reports.
 Final versions of brieﬁngs, background notes, instruc ons,
report, statements and speeches.
 Policy and procedures documents.
 Records, including emails, documen ng how or why decisions,
ac ons or recommenda ons were taken.
 Signiﬁcant dra s of agreements or policy records.
 Work done by consultants and other third par es.
 Signiﬁcant interac ons with clients, consultants, contractors,
partners, regulators, etc.
 Records that document signiﬁcant face‐to‐face and phone
conversa ons.
 Technical systems and procedures aﬀec ng ongoing availabil‐
ity and integrity of records and data.
 Transac ons where payments change hands, services are de‐
livered or obliga ons are incurred.

Examples
 Records required to ac vate and con nue business con nui‐
ty procedures.
□
Emergency Response Plan
□
Business Con nuity Plan
□
Building plans and drawings
□
Physical infrastructure plans and charts
□
System opera on manuals
 Records to support cri cal, necessary and desired services.
□
Policies
□
Standard opera ng procedures (SOP)
□
Current client, partner, and service provider ﬁles
 Records needed to preserve legal and ﬁnancial rights.
□
Insurance records
□
Financial records
□
Records of ownership
□
Employee pay and pension records
□
Contracts, agreements and leases
□
Land tles and easements
□
List of bonds, debentures and investments
 Records needed to establish municipal authority.
□
Bylaws
□
Incorpora on Cer ﬁcate
□
Memorandum of Understanding with other bodies

Examples of Transitory Records:
 Dra s not communicated outside the origina ng oﬃce.
 Copies for reference, informa on or convenience only.
 Mul ple copies of distributed project or commi ee material,
such as agendas, minutes, reports, etc.
 Annotated dra s where annota ons become part of a subse‐
quent version, and are not evidence of decisions.
 “All staﬀ” emails and memos.
 Copies of publica ons, blank forms, old le erhead, or docu‐
ments that no longer have corporate or legal value.
 Adver sing material not required for historical purposes.
 Reference material available externally.
 Personal records (e.g. records pertaining solely to an individu‐
al’s own aﬀairs).

Remember: Format is not what determines whether a record
is transitory or not. Treat electronic records just
as you would paper records.
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The Records Reten on Schedule iden ﬁes which records are
considered vital records.

Records & Disposi on
Paper Records Management Guidelines

Records Disposi on Procedure

Many records are created and maintained in a paper format and
printed informa on remains a valuable resource for many Town
employees. The term “paper” here is meant to include other
physical formats, such as CDs, tapes and microﬁlm.

Purpose
The Records Disposi on Procedure establishes the requirements
for the Town’s records to be managed appropriately throughout
their lifecycle. It details how to dispose of records in a manner
consistent with the Records Reten on Schedule, taking into ac‐
count conﬁden ality, legal, and regulatory requirements.
What is Disposi on?
Disposi on means the destruc on (e.g. shredding), permanent
reten on, or transfer to archives of a record when it has
reached the end of its lifecycle.

AF
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1) Determine the status of your paper records
A paper record is classiﬁed as either: ac ve, inac ve or transitory. Employees will deﬁne the ac ve period for their records,
which is the length of me they should be maintained onsite in
and available for immediate access. The storage loca on for ac‐
ve paper records will depend on security requirements, accessi‐
bility needs and availability of space.
2) Keep your paper records secure
A security classiﬁca on (common, department, restricted, etc.)
will be applied to paper records, regardless of status (ac ve,
inac ve, etc.). This security classiﬁca on will be maintained
throughout the lifecycle of the record. Paper records with a
higher level of security will require more stringent physical secu‐
rity, such as locked cabinets, rooms or oﬃces.

DR

3) Know how long your paper records are kept
All ac ve and inac ve records will be assigned a reten on code
according to the Reten on Schedule to ensure they are main‐
tained to sa sfy all opera onal and legal requirements.
4) Transfer inac ve paper records oﬀsite
An inac ve record is one that is not longer required onsite for
immediate access. When a record becomes inac ve, it can be
moved to oﬀsite storage. This helps free up oﬃce space and
make room for new ac ve paper records.
Refer to the IG & RM Procedures Handbook for step‐by‐step
instruc ons on how to box records for transfer.

This procedure maintains compliance by:
 Deﬁning the requirements for disposi on of records based on
regulatory requirements;
 Assigning ownership and accountability rela ve to records
reten on; and
 Providing a standardized, auditable method for the disposi on
of records which is part of normal business opera ons.
See the IG & RM Procedures Handbook for instruc ons on how
to destroy transitory records based on security classiﬁca on and
how to properly dispose of oﬃcial Town records.
The IG & RM Procedures Handbook also outlines the disposi on
approval process and how to manage any disposi on excep‐
ons, should they arise.

Town of Banff - 13 -

your

info

Informa on Governance & Records Management Policy

Electronic Records

Digi za on Standards

Electronic records (e‐records) consist of informa on captured
through electronic means. E‐records includes records that may
originate electronically or may have originated in paper and
been digi zed.

The Town recognizes that the digi za on of paper records oﬀers
the poten al to enhance workﬂow and improve processes.

AF
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Storage
E‐records are primarily stored on the Town’s shared network
drives. The Town is exploring op ons for moving to an Electronic
Document Records Management System (EDRMS), but at me
of wri ng, shared network drives remain the primary storage
mechanism.

When embarking on a digi za on project where the intent is to
have the digital images replace the original paper (or microﬁlm)
source document, certain requirements must be met to ensure
the image is authen c and reliable, legally admissible in place of
source records, and is in compliance with the Canadian na onal
standard CAN/CGSB 72.34‐2017 Electronic Records as Documen‐
tary Evidence.

Common Issues
The use of shared network drives for e‐record storage is subject
to common issues, such as:

DR

 Diﬃculty loca ng records ‐ this stems from the fact that li le
or no metadata is captured, ﬁle naming standards are incon‐
sistently used, and redundant, outdated and transient (ROT)
ﬁles are not being regularly deleted.
 Diﬃculty assessing the integrity and authen city of records ‐
this stems from the lack of document and version control.
 Unnecessary duplica on of records ‐ this o en stems from
the lack of document control, inconsistent ﬁle naming and
siloed folder structures.
 Inconsistent access permissions ‐ this can stem from high
number of folders where security administra on is arduous.

Deﬁni ons
 Digi za on is the use of a scanner to convert documents to
digitally coded electronic images suitable for e‐storage.
 OCR (Op cal Character Recogni on) is a technology used to
recognize text in scanned documents. This aids retrieval.
 PDF/A is a version of the PDF format that is op mized for
the long‐term archiving of e‐records.
Town of Banﬀ Scanning Speciﬁca ons
1. All scanned records should undergo OCR.
2. Scan at a minimum resolu on of 300 DPI.
3. Use the PDF/A format for records required for long term re‐
ten on (more than 10 years).
4. JPEG format should only be used for photographs (black and
white or colour).

E‐Records Best Prac ces

Refer to the IG & RM Procedures Handbook for scanning instruc‐
ons.

E‐records best prac ces are strategies designed to help address
the common issues iden ﬁed above. These best prac ces are
recommended for all organiza ons; those relying on shared net‐
work drives as well as those running an electronic document
records management system (EDRMS). While EDRMS so ware
can address issues of document control and version control, e‐
records best prac ces are s ll recommended to streamline
these systems. Town employees should familiarize themselves
with e‐records best prac ces described in the IG & RM Proce‐
dures Handbook, including:
 How to Edit your File Proper es
 How to Name your Files
 How to Structure your Folders
 How to Scan your Files
 How to Manage your Email

For addi onal informa on on digi za on standards consult the
Government of Alberta Digi za on Process Standard and Digi ‐
za on Technical Requirements Standard.

Refer to the IG & RM Procedures Handbook for more infor‐
ma on.
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Electronic Records
What’s Next?
Consult the companion IG & RM Procedures Handbook for
guidance on how to manage your records.
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The procedures handbook outlines the steps for managing
your records and oﬀers ps and tricks for working with e‐
records.

Reference Documents

6 Steps to Managing Your Records

Town of Banﬀ
 IG & RM Procedures Handbook
 Records Reten on Bylaw
 Email and Internet Use Policy

1) Own It :

Know what records you have

2) Know It :

Know which records are oﬃcial and
which are transitory

3) Secure It :

Protect your records

DR

Alberta
 Data and Informa on Security Classiﬁca on Guideline
 Digi za on Technical Requirements Standard (A000013)
 Digi za on Process Standard (A000015)
 Electronic Transac ons Act
 Freedom of Informa on and Protec on of Privacy Act
 Municipal Government Act
 Repor ng a Privacy Breach to the OIPC
 Records Management Regula on

Canada
 CAN‐CGSB 72.34‐2017 Electronic Records as Documentary
Evidence

Interna onal
 ARMA GARP Principles
 ANSI/ARMA 5‐2010 Vital Records: Iden fying, Managing, and
Recovering Business‐Cri cal Records
 ANSI/ARMA 9‐2004 Requirements for Managing Electronic
Messages as Records
 ANSI/ARMA TR 27‐2015 Technical Report Reten on Manage‐
ment for Records and Informa on
 ISO 15489‐1:2001 Informa on and Documenta on ‐ Records
Management‐Part 1: General
 ISO 15489‐2:2001 Informa on and Documenta on ‐ Records
Management‐Part 2: Guidelines

4) Manage It : Organize your records
5) Delete It :

Destroy your transitory records

6) Shred It :

Properly dispose of oﬃcial records.

Each Town of Banﬀ employee is responsible for the
management of the informa on and the records which
they create, receive and maintain.

Support
The Town of Banﬀ is commi ed to providing all employ‐
ees with the appropriate level of training to help them
manage their records. Training and support is available at
any me by request to the IG Helpdesk.

IG Helpdesk
Email:
Oﬃce:
Cell:
Oﬃce:

renee.lavergne@banﬀ.ca
403‐762‐1289
403‐497‐4216
Town Hall, Second Floor, Room 230
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Approval and Amendments
The Town Manager approves any amendments to the content of Your Info and associated procedural guidelines.
Disclaimer
The Town of Banﬀ reserves the right to modify, supplement or rescind, at any me, any provision of the Your Info as necessary. When new
policies or procedures are added or exis ng policies are changed, the new policy will supersede all previous policies or procedures on the
subject concerned. We will do our utmost to ensure employees are no ﬁed in advance of any changes or updates to the previous version of
Your Info.

your

info

AF
T

Informa on Governance & Records Management
Employee Policy
Acknowledgement Form

I cer fy that I have received a copy of the Informa on Governance and Records
Management Policy which outlines the objec ves, principles and framework of the
Town's IG & RM Program and my responsibili es in my role.

I cer fy that I have received a copy of the Informa on Governance and Records
Management Procedures Handbook and have familiarized myself with its contents.
By my signature below, I acknowledge, understand and agree to comply with this
policy and undertake the responsibili es contained in the documents provided to
me.

DR

I acknowledge that if I have any ques ons, comments or concerns related to my
role and responsibili es, I am encouraged to seek clariﬁca on from the IG Coordi‐
nator.
Employee Name:

___________________________________

Employee Signature:

___________________________________

Date:

___________________________________
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Records Management
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Procedures
Handbook

The How‐To Guide to
Taking Care of Our Informa on
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Informa on Governance & Records Management Procedures Handbook
Records Management
Procedures Handbook

Table of Contents

Overview



Scope
Responsibili es

6 Steps to Managing Your Records





Own It:
Know It:
Secure It:
Manage It:
Delete It:
Shred It:



Other Tips


The IG & RM Procedures
Handbook is designed as a
companion the IG & RM
Employee Policy and is
meant to guide Town of
Banﬀ employees as they
manage their records.
Updated: Jan. 7, 2019
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E‐Sign It
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Know Which Records are Oﬃcial and Which are Transitory
Protect Your Records
Organize Your Records
Destroy Your Transitory Records
Properly Dispose of Oﬃcial Records
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A. Tag It:
B. Name It:
C. Structure It :
D. Scan It:
E. Control It:

Tag Your Files

Name Your Files

Structure Your Folders

Scan Your Files

Keep or Delete Email Flowchart

E‐Signatures
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Appendices

“We're not in an informa on age anymore.
We're in the informa on
management age.”

‐Chris Hardwick
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Scope

Step 1: Own It

This Informa on Governance & Records Management Proce‐
dures Handbook (IG & RM Procedures Handbook) contains pro‐
cedures that support the Town of Banﬀ IG & RM Policy.

Know What Records You Have

Responsibili es






contains evidence of business ac vi es;
deﬁnes a decision making process;
provides evidence of compliance; or
has value that is either administra ve, ﬁnancial, legal, re‐
search or archival in nature.
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While the policy outlines the objec ves, roles, responsibili es,
principles and framework of the IG &RM Program, the handbook
acts as a user manual. It contains step‐by‐step instruc ons to
assist employees as they create, manage, store, use and dispose
of Town of Banﬀ informa on and records.

A Town of Banﬀ document becomes a record when it:

All Town of Banﬀ employees, council members and contractors
must adhere to the IG & RM Policy.

The FOIP Act deﬁni on of a record includes any recorded infor‐
ma on which is in the custody or control of the Town, such as:





All Town employees are individually responsible for keeping ac‐
curate and complete records of the informa on and business
processes under their custody and control.






drawings and maps
electronic records
emails and le ers
handwri en notes
microﬁlm and microﬁche
paper records
photographs and images
voicemail messages

Employee responsibili es are summarized below:



6 Steps to Managing Your Records

Not sure which of your documents are records?

Know What Records You Have
Know Which Records are Oﬃcial and
Which are Transitory
3) Secure It: Protect Your Records
4) Manage It: Organize Your Records
5) Delete It: Destroy Your Transitory Records
6) Shred It: Properly Dispose of Oﬃcial Records

DR

1) Own It:
2) Know It:

Ask IG
Any ques ons or comments rela ng to the material covered in
this handbook can be directed to the IG Helpdesk.

IG Helpdesk
Email:
Oﬃce:
Cell:
Oﬃce:

renee.lavergne@banﬀ.ca
403‐762‐1289
403‐497‐4216
Town Hall, Second Floor, Room 230
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 Review the Town’s Records Reten on Schedule.
 Find your records in it.
 Know how long they must be kept.
 Can’t ﬁnd your records? Look by business func on, rather than
by department.
 S ll not sure? Contact the IG Helpdesk.

Own It ‐ You know your records be er than any
one else.

Oﬃcial and Transitory Records
Step 2: Know It

Examples of Oﬃcial Records
Oﬃcial Town reports.
 Approved council minutes.
 Policy and procedures documents.
 Original signed contracts.
 Original incorpora on documents.
 Files that record approvals, decisions or recommenda ons.
 Emails that record approvals, decisions or recommenda ons.
 Deliverables from consultants and contracted third par es.
 Final versions of speeches, statements and brieﬁngs.
 Signiﬁcant dra s of agreements or policy records.
 Records of signiﬁcant conversa ons (face‐to‐face and phone).
 Transac ons where payments change hands.
 Transac ons where services are delivered.
 Transac ons where obliga ons are incurred.
 Signiﬁcant interac ons with clients, consultants, contractors,
partners, regulators, etc.


Know Which Records are Oﬃcial and Which are
Transitory
All informa on created or received during the course of business
is poten ally a record. Knowing which are oﬃcial records and
which are transitory records is cri cal.
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Oﬃcial records provide proof of what happened, when it hap‐
pened, and who made what decision. Whether something is a
record depends on the informa on it contains and the context.

Consult the Records Reten on Schedule. It lists the oﬃcial rec‐
ords under the control of the Town, speciﬁes how long they
must be kept and iden ﬁes cita ons that govern their reten on.
If your record is not in here, it’s likely “transitory”.
Transitory records have short‐term value and usefulness in or‐
der to help complete a rou ne ac on or prepare a subsequent
record. They are o en made obsolete by an updated version or
by a subsequent decision or transac on.

DR

If the informa on is not needed to meet the Town’s obliga ons
or required as evidence of an ac vity, it can be deleted or de‐
stroyed, o en almost immediately. Rou ne disposi on of transi‐
tory records makes informa on management more eﬃcient for
everyone.

Did you know? Most of us keep more informa on and records
than necessary, taking up space on servers, hard drives, cabinets
and storage facili es.
While storage space is not always a major concern, keeping too
much informa on can make it diﬃcult to quickly locate and re‐
trieve important informa on.

Examples of Transitory Records
Dra s not communicated outside the origina ng oﬃce.
 Reference documents available externally.
 Convenience copies (e.g. copy of a contract).
 Copies of distributed documents (e.g. agendas, reports).
 Emails where you were cc’d.
 “All staﬀ” memos and emails.
 Annotated dra s that do not contain evidence of decisions.
 Copies of publica ons (e.g. Essen al Guide).
 Old le erhead and outdated blank forms.
 Adver sing material not required for historical purposes.
 Personal records such as emails and photos.


Remember: Format is not what determines whether a record
is transitory or not. Treat electronic records just
as you would paper records.

Declu ering Tips


Provide links instead of documents when possible.
Discard duplicates when the master record has been ﬁled.
 Discard dra s when the ﬁnal version has been produced.
 Recycle external publica ons when no longer needed.
 Recycle adver sing material and unsolicited mail.
 Securely destroy old le erhead, forms & business cards.
 Erase voicemail messages a er listening to them.
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FOIP Act

Step 3: Secure It
Protect Your Records
Employees should protect all Town records (paper or electronic)
that contain sensi ve, conﬁden al or personal informa on.

Alberta’s FOIP Act applies to the Town of Banﬀ as a public body.
Protec on of Personal Privacy
Protec ng personal informa on collected by the Town is a fun‐
damental priority. Personal informa on collected at work should
never be shared with anyone outside the Town. If you are asked
to disclose informa on, consult with the Municipal Clerk,
403.762.1209, municipal.clerk@banﬀ.ca.

DR
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What is Personal Informa on?
Personal Informa on, as set out by FOIP, means recorded infor‐
ma on about an iden ﬁable individual, including:
 Name
 Address or phone (home or business)
 Race, na onal or ethnic origin or colour
 Age, date of birth, sex, or gender iden ty
 Marital status or family status
 Iden fying number or symbol (e.g. SIN number)
 Religious or poli cal beliefs or associa ons
 Fingerprint, blood type or other biometric informa on
 Health care informa on
 Educa onal or employment history
 Criminal history
 Banking informa on or ﬁnancial history
 Anyone else’s opinion about the individual
 The individual’s personal views or opinions, except if they are
about someone else.
Examples include bookings, client records, payments, permits,
registra on forms, requests, u lity bills and waivers.

How Can I Protect My Records?

Paper Records: Ensure conﬁden al, personal or sensi ve infor‐
ma on is secured in ﬁling cabinets or oﬃces that can be locked
when una ended. Get in the habit of locking up.

Electronic Records: Ensure proper permissions are set on the
shared drive folders that contain personal, sensi ve or conﬁden‐
al informa on. Lock your screen when you leave your desk.

In Transit: When transpor ng records, ensure the material re‐
mains secure, whether in a vehicle, luggage or laptop. Avoid sav‐
ing ﬁles to your desktop.

Right of Access
While the FOIP Act protects individual privacy, it also ensures
that public bodies are open and accountable to the public. This
means the public has a right to access any of our records not
speciﬁcally protected.
FOIP Online Course ‐ Take It

Town of Banﬀ employees should have a basic knowledge of
informa on and privacy regula ons, and the FOIP Act. Em‐
ployees may be asked to complete Service Alberta’s FOIP Act
1‐hour online course within their ﬁrst month of employment.
h p://www.servicealberta.gov.ab.ca/foip/training/online‐
training.cfm
Comple on No ﬁca on ‐ Send It
At the end of the course, enter your email address to receive
a No ﬁca on of Comple on. Also include the HR email ad‐
dress (hr.admin@banﬀ.ca) as the “Supervisor’s Email” to au‐
toma cally submit the comple on no ﬁca on to HR.

Privacy Breach ‐ Report It
A privacy breach means unauthorized access to, collec on, use,
disclosure or destruc on of personal informa on.
 Employees must take measures to secure informa on (paper
and electronic) to prevent privacy breaches.
 All employees must immediately report suspected, alleged or
actual privacy breaches to their leader (supervisor).
Your supervisor will consult with the FOIP Coordinator who will
oversee the work to contain, recover, remediate, report and
mi gate the breach, in accordance to the OIPC process.
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Protect & Manage Your Records
Step 4: Manage It
4. 1 Manage Paper Records
These guidelines are designed to assist employees who manage
paper records.
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1) Keep your ac ve paper records onsite
A paper record is either ac ve or inac ve. An ac ve record is
one that should remain available for immediate access. Ac ve
records are typically maintained onsite by the employee who is
responsible for the record. Employees can keep their ac ve rec‐
ords at their desk or in their oﬃce in ﬁle folders, binders, or ﬁling
cabinets. Each employee will determine the length of the ac ve
period for their records based on their opera onal needs.
e.g. Keep waivers onsite for 1 year.
2) Keep your paper records secure
All paper records that are oﬃcial Town records should be stored
in a secure loca on. Town records that contain personal, sensi‐
ve or conﬁden al informa on should be aﬀorded greater secu‐
rity, such as a locked cabinet or oﬃce. It is your responsibility to
ensure the security of your records, even during transit.
e.g. Store waivers in a locked ﬁling cabinet.
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3) Transfer your inac ve records oﬀsite
An inac ve record is one that is no longer required onsite for
immediate access. When a record becomes inac ve it can be
moved to oﬀsite storage. This helps free up oﬃce space and
make room for new ac ve paper records.
e.g. Waivers become inac ve a er 1 year.

4) Know how long your records are kept
The Records Reten on Schedule iden ﬁes the length of me
oﬃcial Town records should be kept to sa sfy all opera onal
and legal requirements. Familiarize yourself with the reten on
periods of the records under your custody and control.
e.g. Waivers should be kept for a total of 12 years.

Box It

How to Box Paper Records for Transfer
1) Each spring, employees will receive an email no ﬁca on to
prepare inac ve records for oﬀsite storage. While the spring is
the easiest me to transfer records, records can also be boxed
up and transferred oﬀsite throughout the year. Please contact
the IG Coordinator to ini ate a transfer.
2) Tips on preparing your boxes:
 Request boxes from the IG Coordinator. Please refrain from
purchasing new boxes. The Town recycles boxes and has many
boxes already in stock.
 Use only standard banker boxes (12 x 15 x 10 inch) that close.
 Group similar records together. All the records in a single box
must have the same (or a very similar) destruc on date.
 Remove and recycle binders, paper clips and ﬁle‐folders,
where possible.
 Do not overﬁll boxes. It is ok to only par ally ﬁll boxes.
3) Write on the box a brief descrip on or inventory of the con‐
tents of the box. Use the vocabulary from the Records Reten on
Schedule. Include the date range covered by the records.
4) Complete the Box Number Request Form and submit it to the
IG Coordinator. This informa on will be inpu ed into the Reten‐
on Database and labels will be printed and delivered to you.
5) Aﬃx the labels on both side ends of the boxes (not on the top
lid). Place the boxes a secure loca on to await transport.
6) Contact the IG Coordinator when the boxes are ready for
pickup and transfer.
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Step 4: Manage It (cont.)

Best Prac ce 2: Name It
Standardized ﬁle names are cri cal to well‐organized shared

4.2 Manage your Electronic Records
Electronic records (e‐records) consist of informa on captured
through electronic means. E‐records may or may not have a pa‐
per record to back it up.













Diﬃculty loca ng records;
Diﬃculty assessing the integrity and authen city of records;
Unnecessary duplica on of records;
Inconsistent access permissions; and
Poten al for compromised security or compliance risks.









E‐Records Best Prac ces
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The best prac ces presented below are strategies designed to
help address the common issues associated with shared drives.
These best prac ces are recommended for all organiza ons;
those relying on shared network drives as well as those running
an electronic document records management system (EDRMS).

Best Prac ce 1: Tag It

Tag your e‐records to describe them be er.



See Appendix B Name It for examples of recommended names.

Did You Know? We have so ware that can perform bulk ﬁle

All e‐records contain ﬁle proper es.:










Keep names meaningful and easily understood by most staﬀ.
Try to keep names short. Maximum length, including the en‐
re path, is limited to 255 characters.
Use only abbrevia ons that are common or well‐known.
Avoid trunca ng words.
Use spaces to separate words.
If needed, include the ﬁle status or version at the end.
Avoid the use of all caps.
Avoid the use of symbols. Excep ons include: ‐ _ ( )
Avoid repe ve or redundant words.
Avoid words that are excluded from searches. e.g. the, if, etc.
Avoid spelling mistakes.
Include a leading zero for number 0‐9. e.g. 01, 02, 09.
Use the surname, followed by ﬁrst name to sort by person.
Use the YYYY‐MM‐DD date format for chronological order.
Consider sort order when deciding how to name ﬁles.
e.g. 2018‐01‐08 Council Minutes
e.g. 2018‐01‐15 Council Minutes
e.g. RFP Consultant ABC 2000‐06‐29
e.g. RFP Consultant XYZ 2000‐06‐27

AF
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E‐records o en reside on unstructured shared drives. In this
type of environment, e‐records can be diﬃcult to ﬁnd. Common
issues with shared network drives, include:

drives. They help retrieval and increase eﬃciency because em‐
ployees have a ﬁxed pa ern to follow. Use these guidelines
when naming (or renaming) your ﬁles.

File proper es are ﬁelds (also called metadata) that contain
informa on about a ﬁle.
Some ﬁelds are automa cally completed by the system, such
as date modiﬁed, ﬁle type and ﬁle size.
Other ﬁelds, such as tle, author, subject and tags (or key‐
words) should be completed by the ﬁle author or owner.
File proper es play a cri cal role in searching and retrieval.
File proper es are searched by Windows and Google.
All ﬁle proper es can be displayed in File Explorer views.
Google displays the Title ﬁeld in its search results.
File proper es can be used as ﬁlters and reﬁners in so ware.
See Appendix A Tag It for instruc ons on how to tag PDF,
Word, Excel, PowerPoint and other ﬁle formats.

Pro Tip: A good name allows users to know the contents
of a document without having to open it.
This saves me!
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renaming. Contact the IG Coordinator for info.

Best Prac ce 3: Structure It
Structure Your Folders






Try to limit the number of top folders to 9. In general, our
brains can handle 7 categories, plus or minus 2 (Miller’s Law).
Divide the top level folders by major business func on or de‐
partment. e.g. Admin, Forms, Mee ngs, Policies, Projects.
Divide the second level folders by sub‐func on or ac vity.
e.g. Budget, Contracts, Correspondence, HR, Reports, RFP
Limit the ﬁles kept at the root level. Ideally, every ﬁle should
belong in a subject‐speciﬁc folder.
Try to not repeat the folder name in the ﬁle name. This infor‐
ma on is redundant, lengthens the ﬁle path and does not help
retrieval. e.g. Z:\Bylaws\034‐2 Camping
instead of Z:\Bylaws\034-2 Camping Bylaw

See Appendix C Structure It for examples of recommended fold‐
er structures.

Manage Your E‐Records
Best Prac ce 4: Scan It

Scanning Standards

Scan Your Files to:

When embarking on a scanning project where the intent is to
have the scanned images replace the original paper source doc‐
ument, certain requirements must be met to ensure the image
is authen c and reliable, legally admissible in place of source
records, and is in compliance with the Canadian na onal stand‐
ard CAN/CGSB 72.34‐2017 Electronic Records as Documentary
Evidence.

Improve ﬁndability: E‐records can be fully searched.
Save money: Reduce prin ng and storage costs.
Save me: Retrieve ﬁles without leaving your desk.
Improve collabora on: Share records with colleagues.
Increase oﬃce space: Free up space taken by binders,
drawers and ﬁling cabinets.
6. Reduce paper duplica on: No need to photocopy records.
7. Disaster recovery: Protect your records from ﬁre or ﬂood.
8. Document longevity: Protect your records from natural
physical degrada on.
9. Increase security: IT can set speciﬁc security access levels.
10. Legally admissible: Properly scanned records comply with
electronic evidence legisla on.
11. Go green: Help reduce our carbon footprint.

Reference
For addi onal informa on on provincial digi za on standards
consult the Government of Alberta procedures:
Digi za on Technical Requirements Standard
Digi za on Process Standard
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1.
2.
3.
4.
5.

Best Prac ce 5: Control It

Scanning Speciﬁca ons

All scanned records should undergo OCR. New printers can
perform OCR automa cally when scanning. OCR can also be
run by so ware a er scanning when using other printers.

2.

Scan at a minimum resolu on of 300 DPI.

3.

Use the PDF/A format for records required for long term
reten on (more than 10 years).

4.

JPEG format should only be used for photographs.

DR

1.

Scanning small amounts of records (under 100 records)?
Follow the speciﬁca ons outlined above and see Appendix D
Scan It for detailed scanning instruc ons.

Planning a large‐scale scanning project (over 100 records)?
With a large‐scale scanning project, considera on should be
given to project goals, technical speciﬁca ons, quality assur‐
ance, quality control, ﬁle names and proper es, metadata, re‐
ten on and storage. Contact the IG Coordinator for guidance
before retaining a digi za on contractor.
Glossary

 Digi za on refers to the use of a scanner to convert docu‐
ments to electronic images suitable for e‐storage.
 OCR (Op cal Character Recogni on) is a technology used
to recognize text in scanned documents. This aids retrieval!
 PDF/A is a version of the PDF format that is op mized for
the long‐term archiving of e‐records.

Manage Your Email

Email is an indispensable work tool, and for many of us, a consid‐
erable por on of our day is spent in Outlook, whether compos‐
ing or reading emails or managing our mee ng calendar.
Not all emails are oﬃcial Town records. Transitory items that are
not considered oﬃcial records can be conﬁdently deleted. For
ps on dis nguishing between oﬃcial and transitory emails, see
the Keep or Delete Email Flowchart in Appendix E.

General email ps:
Delete transitory emails promptly.
 Delete bulk emails (e.g. mesheet reminders, e‐le ers, etc.).
 Delete personal emails. Be er yet, limit the use of work ac‐
counts for personal ma ers.
 Keep personal mee ngs out of your work calendar.
 Provide links rather than sending a achments.
 Use a descrip ve subject line (this helps future retrieval).
 Avoid spelling mistakes and uncommon abbrevia ons.
 Empty your recycle bin regularly.
 Be er yet, bypass the recycle bin with SHIFT and DELETE.
 Review your Sent Items folder regularly. Delete items you no
longer need. Keep and ﬁle items that are oﬃcial Town records.
 Set up automa c rules to manage incoming messages.
 Consider whether your colleagues will need access to any of
your emails that contain approvals, decisions, direc on, or key
communica on with stakeholders. If so, consider providing
your team access to these oﬃcial records by way of ﬁling them
outside of your Outlook account (e.g. on shared drives or in an
EDRMS).
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Step 5: Delete It

Step 6: Shred It

Destroy Your Transitory Records

Properly Dispose of Oﬃcial Records

Employees can destroy transitory records when they are no
longer required, provided these records are managed accord‐
ing to their level of security classiﬁca on.

When oﬃcial Town records have reached the end of their re‐
ten on period, they must be managed according to the Rec‐
ords Disposi on Procedure. This procedure outlines how to
dispose of records in a manner consistent with the Records
Reten on Schedule, taking into account conﬁden ality, legal,
and regulatory requirements.

AF
T

Public: Records that will not result in in injury or ﬁnancial
loss to individuals, organiza ons, governments (including the
Town) are considered public. Note that classifying records as
public does not mean that they are available to the public.
e.g. adver sing material, council agendas, le erhead, publi‐
ca ons, reference documents, and documents and emails
without conﬁden al, personal or sensi ve informa on.
Protected: Records that, if compromised, could cause injury
to an individual, organiza on, government (including the
Town) are considered protected.
e.g. annotated dra s, copies of contracts or reports, credit
cards, and documents and emails containing conﬁden al,
personal or sensi ve informa on.
How to Destroy Transitory Records

DR

Public:
 Paper: Recycle in blue bin when no longer needed.
 Electronic: Delete from all loca ons, including recycle bin.

Protected:
 Paper: Shred using a shredder. Make sure personal infor‐
ma on cannot be reconstructed a er shredding.
 Electronic: Delete from all storage loca ons. Immediately
delete from recycle bin.

Records Disposi on Procedure

Steps:
1. The IG Coordinator generates the records disposi on re‐
port, which iden ﬁes records that are eligible for destruc‐
on based on the reten on period.
2. The IG Coordinator validates the content of the report
and submits it to the appropriate directors or managers.
3. Directors or managers review the records disposi on re‐
port.
4. Directors or managers approve records for ﬁnal destruc‐
on and sign the approval destruc on form.
5. The IG Coordinator executes the destruc on of approved
electronic and physical records.
6. The IG Coordinator receives the cer ﬁcate of destruc on
for shredded paper records.
7. The IG Coordinator ﬁles the cer ﬁcate of destruc on for
reten on as a permanent Town record.
Approval Process
Approval is always required before physical disposi on takes
place. Directors or managers are asked to verify that:
 there are no outstanding legal requirements;
 there are no outstanding ﬁscal requirements;
 there are no outstanding opera onal requirements; and
 there are no outstanding regulatory requirements.
Disposi on Excep ons
In the event where records iden ﬁed as being eligible for de‐
struc on are s ll required by a business unit, the director or
manager will submit a business case documen ng why the
records are not eligible for destruc on. Records which are part
of a Legal Hold are also outside of the Records Disposi on Pro‐
cedure. See the IG & RM Policy for more informa on.
Disposi on: The permanent reten on, transfer to archives or
destruc on (e.g. shredding) of a record when it
has reached the end of its lifecycle.
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Electronic Records
Other Tips
E‐Sign It
The prin ng of documents to collect signatures is s ll prevalent
even in otherwise paper‐free environments, such as the Town of
Banﬀ. The Town encourages employees to recognize the eﬃ‐
ciencies that can be found in the implementa on of electronic
signatures (e‐signatures).
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Beneﬁts of e‐signatures include:

full digi za on of business processes;
reduced delay in gathering signatures;
reduced me spent prin ng, copying, scanning, ﬁling and
mailing documents;
reduced costs associated with prin ng, copying, ﬁling, mail‐
ing and storing documents;
reduced footprint; and
enhanced process security.

Did you know?

The methods below can all cons tute an e‐signature so long as
the ac on of signing is ed to a record and intended to func on
as a signature. The same criteria applies to signatures on paper.
Inser ng a scan of your signature
Entering a PIN
Clicking a checkbox
Simply typing your name
Signing with your ﬁnger or stylus
Applying a thumbprint on a touch device

DR








Let’s Summarize It

You are in the best posi on to manage the records you
create, receive and maintain. You should:

1) Own It:
2) Know It:

Know What Records You Have
Know Which Records are Oﬃcial and
Which are Transitory
3) Secure It: Protect Your Records
4) Manage It: Organize Your Records
5) Delete It: Destroy Your Transitory Records
6) Shred It: Properly Dispose of Oﬃcial Records

Digital Signatures

Digital signatures are diﬀerent from electronic signatures.
Digital signatures employ cryptography (e.g., algorithms, keys,
hash numbers) to ensure integrity, authen ca on, and non‐
repudia on. Adobe Digital ID is an example of this technology.

Reference
 Electronic Transac ons Act (Alberta, June 2018)
 Secure Electronic Signature Regula ons (Canada, Sep. 2018)
See Appendix F E‐Sign It for instruc ons on how to use the Ado‐
be Reader e‐sign features.

Support It
The Town of Banﬀ is commi ed to providing all employees with
the appropriate level of training to help them manage their
records. Training and support is available at any me by re‐
quest to the IG Coordinator.

IG Helpdesk
Email:
Oﬃce:
Cell:
Oﬃce:

renee.lavergne@banﬀ.ca
403‐762‐1289
403‐497‐4216
Town Hall, Second Floor, Room 230

Town of Banff - 11 -

AF
T
DR

your

info

Informa on Governance & Records Management
Procedures Handbook

Tag It
What are file properties?

When does tagging matter?

Tagging is assigning a term
or keyword (“tag”) to a file
or piece of information.

File properties provide information about the file.

When searching, displaying and sorting matter!

• Some file properties are automatically set by the
system, e.g. Date Modified, File Type and Size

• Searching: Windows & Google search for words within the
Title, Tag, Subject properties, just like it searches the file
name and folder name fields.

Tags describe a file and
help it to be found again by
searching or browsing.
Tags can also be used for
sorting search results.

PDF File Properties

• Other properties can (should) be manually entered by
the user, e.g. Title, Tags/Keywords, Author and Subject.
• All file formats have file properties, e.g. Word, PDF
File properties are examples of basic file metadata.

Word File Properties

Document Information Panel (Microsoft)

• Displaying: In Google, the Title also becomes the name of the
search result. In instances where the Title field is blank,
Google will try to guess by reading the first page.
• Sorting: In Windows File Explorer all file properties can be
displayed and sorted.

Display – Google Search Results

(File>Info)

DR

(File>Properties, or CTRL-D)
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What is tagging?

Google displays the Title as the name of the document.

Example
of a poor
title

Display – Windows File Explorer

Users have control over which file property fields are displayed.

Name It
File Naming Best Practices
Best Practices
Avoid all caps

Example Before
123MSDRIVEMORTGAGE

Example After
123 Middle Springs Mortgage

Avoid underscores

123_Sundance_Accumark_Appraisal

123 Sundance Appraisal Report Accumark

Use descriptive names

5925.pdf

123 Sundance Appraisal Report Apex 2018-03-22

Do not truncate

MORTCONSENT

Mortgage Consent

Use spaces

123Middlesprings2NDmortgageconsent0308

123 Middle Springs 2nd Mortgage Consent 2008-03

Use descending order

subleaseassignCONSENT1210

Sub Lease Assign Consent 2010-12-01

Pad the zeroes

123_MSD_Sublease_3_14_18

123 Middle Springs Sublease 2018-03-14

After

DR

Before
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Subject-Based Files

Date-Based Files
Before

After

Structure It

Sample Common Folder Structure
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Your brain likes structure. Standardize your folders.
• Try to limit the number of top folders to 9. The number of categories humans can hold in working memory is 7, plus or minus 2 (Miller’s Law).
• Divide the top level folders by business function.
• Divide the second level folders by sub-function or activity.
Department Examples

Top Level

2nd Level

3rd Level

Fenlands

Fenlands > Maintenance

Common

Administration

HR and Staff

• Administration
• Forms and Templates
• Maintenance
• Meetings
• Photos
• Policies and Procedures
• Project Management
• Reference

•
•
•
•
•
•
•
•
•
•

BHC

BHC > Administration

Administration
Forms and Templates
Meetings
Policies and Procedures
Photos
Project Management
Reference

•
•
•
•
•
•

Budget and Finance
Contracts and Agreements
Correspondence
HR and Staff
Reports and Stats
RFP and Quotes

•
•
•
•
•

Awards
Certificates
Job Descriptions
Schedules
Training
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•
•
•
•
•
•
•

Seed Files Examples
Capital Projects
•
•
•
•
•
•
•
•
•
•
•

Contracts
Correspondence
Council
Drawings
Environmental Assessment
Financial
Meeting Minutes
Photos
Reports
RFP Proposals Tenders
Technical

Development Permits

•
•
•
•
•
•
•
•

Application
Circulation
Correspondence
Drawings and Plans
Monitoring
Permits and Notifications
Photographs
Reports

•
•
•
•
•
•
•
•
•

Administration
Board
Bylaws
Forms and Templates
Policies and Procedures
Portfolio
Project Management
Shareholders
Reference

•
•
•
•
•
•
•
•
•
•
•

Certificates
Checklists
Drawings
Floor Plans
HVAC
Inspections
Inventory
Reports
Requests
Work Plans

Annual Returns
Budget and Finance
Contracts and Agreements
Correspondence
Funding and Grants
HR and Staff
Incorporation
Insurance
Legal and Regulatory
Marketing
Reports and Stats

Scan It
Scanning Specifications

Why OCR?

Why PDF/A?

1. All scanned records should undergo OCR.
2. Use the PDF/A format for records with a
retention period exceeding 10 years.
3. Scan at a minimum resolution of 300 DPI.
4. Use JPEG format only for photos (not text).

A scanned document, by default, is
only a picture of a document.

The PDF/A format is a version of PDF that is optimized for the
long-term archiving of electronic records.

•
•
•
•

AF
T

Advantages to OCR

OCR (Optical Character
Recognition) turns images into text
by recognizing letter shapes.

Satisfies established national standards.
Enables full-text searching.
Improves retrieval.
Helps you find your files!

After OCR the resultant PDF
becomes searchable.

Without OCR there is no way to
search for text in the document’s
content.

Ordinary PDF documents deteriorate over time and
readability is compromised. PDF/A ensures that documents
may be reproduced in the unforeseeable future.
How to create PDF/A documents?
• In Acrobat Pro select File > Save as Other > Archivable PDF
• With the new printers, scan to Searchable PDF/A.
*Note Acrobat Reader is unable to create PDF/A files.

Recognize Text after Scanning

The new HP Color Flow printers have the capacity to recognize text.

Older printers do not offer built-in text recognition capability. Your options are:

DR

Recognize Text while Scanning (At New Printers)

1. Log into the Printer. Select Scan. Select Options.
2. Select File Type and Resolution and choose Searchable PDF/A (OCR).

1. Use a free online tool, such as:
• https://www.sandwichpdf.com/
• https://www.pdfconvertonline.com/pdf-to-pdf-ocr-online.html

2. Find a colleague who has Adobe Acrobat Standard or Acrobat Pro installed and
use the built-in Recognize Text tool in the Enhance Scans feature.
Note:
* Do not upload confidential, sensitive or personal information to free online tools.
* Acrobat Reader is unable to perform text recognition of scanned PDFs.
Contact the IG Coordinator for questions or assistance with OCR or PDF/A.

Canadian National Standard: CAN/CSGB 72.34-2017 Electronic records as Documentary Evidence

START

SHOULD YOU
OR

IS IT RELATED TO YOUR
JOB RESPONSIBILITIES?

Many email messages do not merit keeping because
they have no business value or are only of temporary
value. Let this guide help you distinguish between
official and transitory emails.

Examples

•
YES

•
•
•

Approvals
Meeting
minutes
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IS IT NEEDED TO SUPPORT
BUSINESS ACTIVITIES?

Examples

•
•

Communication with
stakeholder / client
Project plan or deliverable
Briefing as it relates to
policy / legislation
Approval of decision

•
•

YES

Are you the
sender?

Are you the
recipient?

NO

You were
CC’ed

YES

Examples

•

Do you need to
take action?

NO

DR
YES

Examples

Lunch and coffee invite
Birthday wishes and
other recognition

•
•
•

Department communication /
announcement
Meeting invite
Vendor demo invitation
Notification to approve training
request

NO

YES

Does it explain, justify
or document an action
or decision?

NO

Examples

YES

•
•
•

Approval / payment to take
action
Direction on what action to
take
Output of business process

OFFICIAL

Is this message responsive
to ongoing litigation or
FOIP request?

NO

TRANSITORY

YES

File in
appropriate
folder, retention
rules apply.

Destroy when no
longer needed.

NO

E-Sign It
Did You Know?

What is an Electronic Signature?

What are Digital Signatures?

E-signature methods include:

"Electronic information that a person creates or adopts in order to
sign a record and that is in, attached to or associated with the
record". ETA s.1(c)

Digital signatures are different
from electronic signatures.

Inserting a scan of your signature
Signing with your finger or stylus
Applying a thumbprint on a touch device
Entering a PIN
Clicking a checkbox
Simply typing your name
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•
•
•
•
•
•

These methods can all constitute an esignature so long as that action is tied to a
record and intended to function as a signature.

E-Sign with Adobe Reader

How are Electronic Signatures Legal?

All signatures, whether electronic or on paper, are acceptable as long
it can be shown that:

•
•
•

the right person applied the signature;
the action is intended to function as a signature; and
the record hasn’t been subsequently tampered with.
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Acrobat Reader DC allows users to e-sign PDFs. All Town employees have Adobe Reader DC installed on their computers.
1) Click on Fill & Sign button.

2) Select one of three methods.

• Type: Use the keyboard to type your name.
Select one of four font options.
These can be saved for future use.
• Draw: Use your mouse to draw your signature.
• Image: Insert a scanned picture of your signature.

Digital signatures employ
cryptography (e.g., algorithms,
keys, hash numbers) to ensure
integrity, authentication, and
non-repudiation.
Adobe Digital ID is an example of
this technology and it is used to
sign and encrypt PDFs.

Exceptions
In Alberta, the Electronic
Transactions Act does not apply
to:
•
•
•
•
•
•
•
•

3) When you save the PDF, the signature becomes part of the document and it becomes locked from editing. As such, the
Fill & Sign option limits users to one signature. Multiple signatures are available with Adobe Digital ID.
Legislation: Alberta - Electronic Transactions Act (June 2018) | Canada - Secure Electronic Signature Regulations (September 2018)

Wills and codicils
Trusts created by wills
Enduring powers of attorney
Personal directives
Land transfers
Guarantees
Negotiable instruments
Some family law documents
(e.g. divorce, adoption)

BRIEFING
Subject: GIS Support of Trails Maps and Apps
Presented to: Council

Date: January 14th 2019

Submitted by: Jon Ball, GIS Coordinator

Agenda #: 9.4

This report is submitted for Council’s information.
BACKGROUND
Reason for Report
The purpose of this briefing is to provide Council with an overview of actions performed by GIS in
support of the Trails Master Plan.
Summary of Issue
The Trails Master Plan (2015), identified several areas of potential improvement concerning signage
and wayfinding (Section 3.4). These included:
• Action 35: Build on the success of the existing wayfinding program by developing and
adopting new, complementary signage standards specifically for trails that provide additional
information for trail users, educate users about trail etiquette, and improve trail accessibility
and enjoyment.
• Action 36: Update web based maps, as trail improvements occur, including mobile device
options (apps or websites formatted for mobile device use).
• Action 37: Update print based maps after key phases of trail improvements are completed.
• Action 38: Update existing trailhead signage/kiosks with new maps highlighting
recommended visitor experience loops and connections. Focus trailhead signage/kiosks on
directing visitors to key destinations along the best routes.
• Action 39: Incorporate on-trail “mini-maps” into the trail network at trail intersections and
on bicycle racks.
As a consequence, GIS identified ‘Trails and Biking App Update’ as an area of likely focus during
service review for both 2017 and 2018.
This report describes the activities that have been undertaken towards these ends to date. These
activities fell under 4 main headings, and details are provided below:
1. Kiosk Maps
2. On-Trail Mapping
3. Trails and destinations Info App
4. Commonwealth Walkway
Kiosk Maps
The GIS Intern created data and used this to enable in-house reproduction of multiple Trail Kiosk
maps that had been installed at trailheads in 2015.
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Having this data stored in GIS and ready assembled into map documents will allow us to easily and
cheaply produce updated Kiosk maps should the need arise at any time in the future. This same data
was used to produce the ‘Trails Map’ on banff.ca (https://banff.ca/DocumentCenter/View/25).
One of the strengths of GIS is that once we have the data we can make many products relatively
easily…
On-Trail Mapping
Leveraging the data that was created for the kiosk maps enabled us to produce a series of on-trail
maps in support of the Trails Signage project. This was quite a complicated process which was
undertaken by Environmental Services (see ‘Trails Master Plan Wayfinding Signage Update’, item
8.10, Council meeting of 16 July 2018). GIS supported the following aspects of the project:
• Creation of an app that allowed Environmental Services to collect an inventory of existing
on-trail signage (most of which was going to be replaced) as well as to propose locations for
new signage, including new ‘mini-maps’ - previous trail signage had not included any map
elements.
• In-house production of a series of 30 mini-maps to be installed at 19 different locations.
Derived from 4 different basemaps to allow for the maps to be located facing in differing
directions.

•

Creation of a viewing App for use by the signage installers, helping to make sure that the
right signs were installed at the right locations.

Council: GIS Support of Trails Maps and Apps
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•

Built a data collection app that allowed Environmental Services to collect a detailed record
of the signage that was installed and will facilitate incorporation of this information into the
Wayfinding Signage inventory.

•

GIS also helped to realign The Great Trail (previously known as ‘the Trans-Canada Trail’) so
that it now takes advantage of the pedestrian bridge, as part of this project.

Trails and destinations Info App
To further leverage the data that had been created for kiosk maps and on-trail signage, an
informational app is being created that allows users to find out further information about
destinations and trails that were already featured on many static maps and on the Town’s website.
This app is designed to have an appearance that is consistent with the kiosk and trails signage
Council: GIS Support of Trails Maps and Apps
Agenda #9.4
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mapping, but allows the viewer to dig in to the information available about various trails and
destinations throughout the town site and beyond.

Banff Commonwealth Walkway
The Commonwealth Walkway program is an international project that was created to mark the 90th
birthday of Her Majesty Queen Elizabeth II and is realised in many countries of the
Commonwealth. The idea is to provide a safe, accessible and attractive place in
every Commonwealth nation and territory to inspire people to walk, and to celebrate local heritage
and stories.
Banff’s walkway features bronze plaques along existing trails and at points of significant local
interest. Associated with each of these markers is a story and an image. The creation of these walks
(4 were created in the end) also falls under the Trails Master Plan’s actions 29 and 30 – which refer
to the setting up of defined ‘Visitor Loops’.
The creation of the Commonwealth Walkway in Banff was led by the Banff Canmore Community
Foundation through a stakeholder committee with representation from BCCF, Town of Banff,
Parks Canada and the local community. GIS was approached early in the process and was able to
provide assistance at many stages of the project.
The following activities were undertaken by GIS in support of this community-based multi-agency
project:
• Aided in the digitisation of the original routes, and produced graphics for the campaign that
sought stories and images from the public to form the informational content for the Banff
Commonwealth Walkway.

Council: GIS Support of Trails Maps and Apps
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•

Produced a data collection App that allowed Banff and Canmore Community Foundation
volunteers to create an inventory of potential locations for Walkway markers, including
photographs and notes for each potential location.

•

Produced a ‘Desktop Editor’ app that allowed for further assembly and refinement of
materials and information (stories and photographs) related to each potential marker
location.

Council: GIS Support of Trails Maps and Apps
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•

Produced a Viewer app that allowed the accurate sharing of information about the locations
of potential markers and facilitated the discussion and selection of the sites which would
eventually go ahead and become Commonwealth Walkway markers. This was important to
the project since it provided an easy internet-based method for multiple agencies (Parks
Canada, Town of Banff, Banff and Canmore Community Foundation) to be ‘on the same
page’ when discussing the various proposed marker locations and associated stories.

•

Created a detailed map book that was used to facilitate environmental assessments, Parks
Canada approvals, and eventual installations of approved markers. The 77-page book
consisted of an overview map and two pages describing each marker location in detail:
Aerial view
of location
Photo defines
exact intended
location

Marker
details

•

Finally GIS has produced a map-based web application that allows the public to browse the
stories and photos that are associated with the Banff Commonwealth Walkway. A web page
was created for each marker and these are linked to from an interactive map. Each page also
links to the PDF of the walk that the marker lies on, as well as back to the map.
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OTHER INFORMATION
Budget
$3500 was spent from Trails Masterplan funding towards GIS Intern wages.
Internal Resources
A variety of resources were used during these various activities. Stakeholder meetings were held with
Communications and Environmental Services.
Banff Community Plan
The Community Plan, adopted by Town Council in 2008, offers these relevant objectives:
Environmental
• Increase opportunities for residents and visitors to use non-vehicular modes of
transportation;
• Improve pedestrian and cyclist safety and enjoyment by creating a defined and
continuous system of pathways throughout the town;
• Improve trail connectivity to the national park;
Social
• Build a system of open spaces, trails and parks that reinforce connections to the natural
environment;
• Increase the use of Banff parks and trails; and
• Develop and implement a town-wide wayfinding plan that is simple and graphically
representative of our sense of place;
Council Strategic Priorities
The Council Four-Year Strategic Priorities, adopted by Town Council in 2015, offered these relevant
strategies:
01 – Actively Connecting Banff
• Improve the trail experience for visitors;
• Improve trail signage for visitors;
• Improve trail monitoring, education and maintenance; and
04 – Recreation
• Enhance access to recreation (scheduling, wayfinding and affordability).
Council: GIS Support of Trails Maps and Apps
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