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255. (1) Retention Periods — Except as otherwise
provided, a record of a municipality or local board may
only be destroyed in accordance with this section.

(2) Destruction of records — Despite section 254
[Retention of Records], a records of a municipality may be
destroyed if a retention period for the record has been
established under this section and,

(a) the retention period has expired; or
(b) the record is a copy of the original record.

(3) Retention periods — A municipality may, subject to the
approval of a municipal auditor, establish retention
periods during which the records of the municipality and
local boards of the municipality must be retained and
preserved in accordance with section 254.
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D = Destroy

Indicating that the records do not have sufficient
value to justify archival preservation; they are to
be destroyed in the most economical and
environmentally sound method possible

DC = Destroy Confidentially

iIndicating that the records earmarked for
destruction contain sensitive personal or other
confidential information and must be destroyed
In @ manner that ensures the maintenance of
confidentiality ie employee or client records



SR = Selective Retention

Indicating that it has been determined that some
of the records may have enduring value and are
to be reviewed by Archives staff prior to
disposal; those records subsequently identified
as being of enduring value are to be preserved
In the Corporate Archives once the active and
semi-active periods have ended; records are
selected on the basis of recognized archival
practices such as weeding, sampling or a
combination of the two



FR = Full Retention

Indicating that is has been determined that all
the records have enduring value and are to be
preserved in the Corporate Archives once the
active and semi-active periods have ended,;
duplicates and incidental contents (misfiles) not
Integral to the record series may be destroyed
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OPR = Office of Primary Responsibility
recognizing that individual offices have primary
responsibility for the creation and/or
maintenance of certain records. Retention
iInformation for each series then specifies the
department or office responsible for creating
and maintaining the records. In some instances
where it is impossible to define which office is
responsible, where responsibility changes or
where responsibility is delegated to several
offices, the schedule uses the terms “all offices”,
“responsible offices”, “delegated” and “affected
offices”
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1. No statutory or regulatory requirement
can be found (this will be the most frequent
occurrence)

2. A statute or regulation is found containing a
requirement to retain a particular record or
defined class of information for a specified
period of time

3. A statute or regulation is found containing a
requirement to maintain a record, no time
limit is specified



Every person who dispenses a drug pursuant to a prescription
shall ensure that the following information is recorded on the
prescription,

(@) the name and address of the person for whom the drug is
prescribed;

(b) the name, strength (where applicable) and quantity of the
prescribed drug;

(c) the directions for use, as prescribed;

(d) the name and address of the prescriber;

(e) the identity of the manufacturer of the drug dispensed,;

(f) an identification number or other designation;

(g) the signature of the person dispensing the drug and, where
different, also the signature of the person receiving a verbal
prescription;

(h) the date on which the drug is dispensed,;

(i) the price charged. R.S.0. 1990, c. H.4, s. 156 (1).

Retention of records

The records required under subsection (1) shall be retained for
not less than two years. R.S.0. 1990, c. H.4, s. 156 (2); 1991,
c. 18, s. 47 (16).
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