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September 6, 2018 

Doreen Tschanz 
6637 Concession 2 
RR# 22 Cambridge, ON N3C 2V4 
 
To the GRCA via Helen Jowett 
 
The Wellington Waterloo Hunt Club has been told that they cannot use the Puslinch Tract for 
their fundraiser the Hunter Pace this Sunday, September 8th as the GRCA no longer wants the 
Puslinch Tract used on Sundays.   
 
This fundraiser is very important to the Hunt Club and participants dislike riding on the 
dangerous Concession 2 because many drivers do not respect horse riders making riding 
hazardous to riders and horses. Also, many sections of the road have a very narrow shoulder 
and inaccessible for riding.  Thus, their fundraising amount is diminished. 
 
The Club only wishes to use the trail along the road to get from Sideroad 10 to my farm and the 
Gray properties where we have allowed the Club for years to use our trails without any concern 
or incidents. 
 
Further, all riders are insured by the Ontario Equestrian Federation so that the GRCA need not 
worry about liability with the riders. 
 
The Puslinch Tract was donated to allow Puslinch residents to use this property for pleasure.  It 
is not right that the GRCA close it to these residents.  Without vigilant users of this property, it 
will revert back to the perverts of past.  
 
Deceased Councillor Stockley had a vision to increase leisure trails in Puslinch Township for 
walking, biking and riding.  It is wrong for the GRCA to decrease availability to trails on such 
donated properties. 
 
Please change the GRCA decision and allow the Wellington Waterloo Hunt Club access to the 
Puslinch Tract. 
 
Sincerely, 
Doreen Tschanz 
519-240-1680 
 



A healthy watershed where we live, work, play, and prosper in balance with the
natural environment

We will work with local communities to reduce flood damage, provide access to
outdoor spaces, share information about the natural environment, and make the 
watershed more resilient to climate change. 
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Cover photo: Grand River near Belwood, Ontario, by Sara Hannaford. 
This page: Recreational river users, Grand River in Brantford, Ontario, by Doug Hall. 
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OUR PATH FORWARD
The roots of our organization go back to the 1930s, when  
the leaders of the day recognized the importance of working 
together to manage the Grand River and the land it drains. 
They knew that the vitality, health and prosperity of their 
communities was reflected in the health of the river, and 
they joined together to take an active role in managing it. 

Today, the watershed population is growing at a rapid pace. 
Coupled with climate change, this growth will put stress on 
the Grand River and its natural features. 

More than ever, the role of the Grand River Conservation 
Authority — and the relationships with our partners — will 
be critical to the health and vitality of our communities. 

We invite you to read our Strategic Plan, a guiding document 
that will enhance and build on our programs over the next 
five years. Over our history, we have fostered a culture of 
collaboration, cooperation, innovation and respect, guided 
by our municipal leaders. Our priorities lie in preserving this 
culture, and in recognizing that by protecting the land and 
waters where we live, we secure our own future. 

 

  
Helen Jowett 
Chair, Board of Directors 
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Joe Farwell 
Chief Administrative Officer 
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OUR VISION
A healthy watershed where we 
live, work, play and prosper 
in balance with the natural 
environment. 

 

OUR MISSION
We will work with local 
communities to reduce flood 
damage, provide access 
to outdoor spaces, share 
information about the natural 
environment, and make the 
watershed more resilient to 
climate change. 

OUR VALUES
Resilience 
We provide effective leadership, and 
respond to change. 

 
Collaboration 
We listen and learn from others. We 
value a wide range of perspectives and 
recognize that progress requires flexibility, 
and a commitment to sharing ideas and 
working together. 

 
Innovation 
We encourage and leverage 
advancements in technology, scientific 
methodologies and trends in education 
and communications, because these are 
integral to success. 

 
Courage 
We carry out our obligation with 
conviction, and commitment to our 
beliefs and values. 

 
Respect 
We strive for clear and respectful 
communication within our organization, 
with our partners, and with members of 
the public. 
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THAT is our destination.
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We focus on teamwork, development, engagement and positive change: 
The Grand River Conservation Authority (GRCA) operates a wide range of programs in 
engineering, planning, land management, recreation and education. Our staff teams are 
well-trained, and committed to serving public needs. We maintain an innovative and positive 
work culture at the GRCA, where knowledge is freely shared. 

 
 
 

OUR STRATEGIC PRIORITIES 2018 | 2023

and minimizing 
property damage 
from flooding and 
erosion. 
Page 6 

Improving 
the health of 

the Grand River 
watershed. 
Page 7 

Connecting 
people to 

the environment 
through outdoor 
experiences. 
Page 8 

Managing 
land holdings 

in a responsible 
and sustainable 
way. 
Page 9 
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THIS is the plan to take us there.

OUR COMMITMENT



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As a source of power,
transportation and water
supply, the Grand River
attracted settlers who
developed  communities
along its banks. Homes and
businesses are still located in
the floodplain today.

With settlement, land was
cleared for agriculture, wetlands
were drained, forests cut
down, and later, vast areas
were paved. This changed
how the rivers respond to rain.
Built infrastructure like dams
and reservoirs are operated to
mimic the natural river flows,
but the risk of flooding remains.

WHAT WE DO
The GRCA operates a flow-monitoring network, and 
operates dams and dikes to manage high flows. We operate 
a flood forecasting and warning system. New development 
in the floodplain, and other hazard areas like steep slopes, 
are regulated to minimize future risks. We plant trees and 
restore natural areas to minimize the impacts of large 
rainstorms. 

FUTURETRENDS
With climate change, there is increasing risk of extreme 
storms. As well, longer and hotter summers put strain on 
reservoir operations to ensure there is an adequate supply 
of water to the river. 

KEY ACTIONS
Update mapping to further identify flood risk and other 
natural hazard areas. 

Manage and update infrastructure to deal with 
expected changes in rainfall patterns. 

Upgrade the monitoring, flood forecasting and 
warning systems. 

Update GRCA permit policies. 
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STRATEGIC PRIORITY 1:
Protecting life and minimizing 
property damage from flooding and erosion 

Shand Dam, Belwood Lake 



TheGrand Riverwatershed

is home to almost 1 million

people. Municipalities work

to update and improve

wastewater treatment

plants, and farmers

continue to apply best

management practices.

Even so, nutrients continue

to flow into our rivers

and streams and fuel

aquatic weed growth. This

problem impacts Lake Erie,

with the Grand being a

significant nutrient source

for the lake. Municipalities

and landowners rely on

a mix of groundwater

and surface water.

WHAT WE DO
The focus of GRCA programs is to improve watershed health. We  
encourage and support landowners and residents to take actions that 
protect and enhance it. We work with farmers to keep soil and nutrients on 
their fields. We support landowners to create and enhance natural areas, 
forests and stream-side buffers. Major reservoirs on the Speed, Conestogo 
and Grand rivers supply the majority of flow in summer, helping reduce 
harmful impacts on aquatic ecosystems. We work with partners and First 
Nations through the Grand River Notification Agreement. We coordinate 
the Water Management Plan that highlights actions of municipal partners, 
landowners, government partners and the GRCA to improve watershed 
health. We carry out subwatershed plans and identify opportunities to 
enhance natural features. 

 

FUTURETRENDS
Changing climate and growing population continue to impact water 
quality and quantity in our rivers and streams. Continued monitoring  
of watershed conditions will inform decisions. As land values and 
competition for space increase, restoring and preserving natural spaces 
will become more important. 

 

KEY ACTIONS
Support municipalities in optimizing wastewater treatment plants. 

Engage the provincial and federal governments to develop programs 
to reduce nutrient loads in rivers and streams, and ultimately Lake Erie. 

Continue to work with municipalities on drinking water source 
protection. 

Continue to work with landowners to reforest and restore natural 
spaces. 
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STRATEGIC PRIORITY 2:
Improving the health of the Grand River watershed 

Buffer along watercourse 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Evidence suggests that
engaging in outdoor
recreation is important
to human health and
well-being. The GRCA
creates connections with
the natural environment
by providing outdoor
spaces and environmental
education. The demand
for outdoor recreation is
growing. As a Canadian
Heritage River, the Grand
and its major tributaries are
recognized for their human
heritage and recreational
values.Thereis increasing
interest in spending time
on, or next to, the river.

WHAT WE DO
The GRCA operates 11 active Conservation Areas on a user-fee 
basis. Many of these areas have important natural heritage 
features. We also operate five Nature Centres, providing 
curriculum-based environmental education programs in 
partnership with school boards, as well as nature-based day 
camps, and evening and weekend programs for the public. 
The Grand River Conservation Foundation is instrumental in 
supporting the environmental education program. 

FUTURETRENDS
With a growing population, public attendance in the active 
Conservation Areas is expected to continue to grow. Capital 
upgrades will be required in both the Conservation Areas and 
Nature Centres in order to meet user needs. Some assets are 
nearing the end of their useful life. 

KEY ACTIONS
Implement infrastructure upgrades for the Conservation 
Areas. 

Prepare operational plans that balance revenue generation 
with protecting natural features in the Conservation Areas. 

Prepare capital forecasts for the Nature Centres and develop 
a long-term funding plan. 

Construct a new Nature Centre at Guelph Lake. 

Work with member municipalities to encourage river-related 
links and trails between communities. 
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STRATEGIC PRIORITY 3:
Connecting people to the environment 
through outdoor experiences 

Beach at Rockwood Conservation Area 



STRATEGIC PRIORITY 4:
Managing land holdings 
in a responsible and sustainable way 

Hazard tree removal on rail-trail 

 
 

Over time, theGRCA
has acquired significant
land holdings, totaling
about20,000hectares.
In addition to our
conservation areas
and lands for dam
infrastructure, we own
protected natural
areas with limited
public access, urban
parkland maintainted
by municipalities, and
several rural properties.

WHAT WE DO
Lands around Belwood and Conestogo reservoirs support a cottage 
lot program with over 700 tenants. In addition, houses on land 
purchased for reservoirs and natural areas have been rented to 
tenants for several years, and this program is winding down. Land is 
being evaluated and sold where appropriate, with funds placed in a 
reserve for high-priority projects like future land acquisition or repairs 
to our flood control infrastructure. Hydro is produced at GRCA dams 
where economically feasible. 

FUTURETRENDS
Passive areas, especially those near urban centres, are expected to 
see a significant increase in public use. With increased use there is 
potential for conflict among user groups and impacts on sensitive 
natural areas. Passive areas and rail-trails are managed with limited 
resources. Invasive species like emerald ash borer and phragmites, and 
weather-related events like ice and wind storms, will continue to cause 
damage to GRCA properties and natural areas. 

KEY ACTIONS
Prepare management plans for our passive lands where there is a 
high level of conflicting uses, and establish a long-term funding 
plan for these areas. 

Prepare lands for sale where appropriate. 

Continue to actively manage hazard trees in accordance with the 
Tree Risk Management Plan. 

Manage and enhance GRCA natural areas with funding support 
from partners. 
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POPULATION 
About 1,000,000 

Most live in the 
cities of Kitchener,                                                                                                       
Waterloo, Guelph, 

Cambridge and 
Brantford. 

 
MUNICIPAL 
DRINKING WATER 
SYSTEMS 

 
About 28% 
of the water 
comes from 
the Grand 

and Eramosa 
rivers. 

75%
FARMED 

 
Agriculture is 
the dominant 

land use. 
Urban areas 
make up less 

than 5%. 

 
SEWAGE 
TREATMENT 
PLANTS 

 
These 

discharge 
into the 

Grand River 
and its 

tributaries. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Conestogo River, looking 
downstream from Conestogo Dam, 

by Marlene Coulter 
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Grand River 
Conservation  Authority 
www.grandriver.ca  |  1-866-900-4722 
400 Clyde Road, PO Box 729, Cambridge, ON N1R 5W6 

Canoeing the Grand River 
near Brantford, Ontario 
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This map is for illustrative purposes only. Information contained herein is not
a substitute for professional review or a site survey and is subject to change 
without notice.  The Grand River Conservation Authority takes no responsibility
for, nor guarantees, the accuracy of the information contained on this map.
Any interpretations or conclusions drawn from this map are the sole
responsibility of the user.

GRCA Disclaimer

THIS MAP IS NOT TO BE USED FOR NAVIGATION
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©  Copyright  Grand River Conservation Authority, 2018

 May not be reproduced or altered in any way.

NAD 1983 UTM Zone 17N Scale: 65,000

0 1,600 3,200 4,800800
Meters

Date:  2018

Legend

Property (GRCA)

Municipal Boundary (GRCA)

GRCA Properties

1  Woolwich Dyke System       
2  Chilligo       
3  Cam./Guelph Valley Lands 
4  Dumfries Conservation Area
5  Shade's Mills Conservation Area 
6  River Bluffs Park 
7  Cambridge Dam (Galt) 
8  Downtown Galt Dyke System 
9  Cambridge to Paris Rail Trail 
10 Cambridge/Dumfries Dyke System 

Text



 

 

 



 
 
 
 
 
 
 
 
 
 

GRAND RIVER CONSERVATION AUTHORITY 
 

RECORDS RETENTION POLICY 
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By General Members of GRCA 
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1.0 OVE VIEW 

This policy outlines practices and procedures for managing GRCA records.  

Records Management is distributed between various divisions and/or departments. Appendix A 
provides retention schedules by the applicable areas. Each area has adopted its own methodologies for 
physical file retention.  

Physical records are stored at the following locations: 
Head Office
Forestry Barn
Motor Pool Building
Archives  University of Waterloo
Conservation Areas
Nature Centres
Burford Nursery

Destruction of physical records requires written approval from the appropriate manager or director and 
a description of the records, date and method of destruction is documented. 

The Information Systems and Technology Department maintains electronic file storage. There are no 
specific requirements for the destruction of electronic documents.   



2.0 LEGISLATIVE REQUIREMENTS 

Listed below are significant legislative requirements and/or regulatory bodies that have been 
considered in developing records retention policies. 

Conservation Authorities Act
Canada Revenue Agency
Income Tax Act
Employment Insurance Act
Canada Pension Plan
OMERS Retirement Plan
Municipal Freedom of Information and Protection of Privacy Act
Municipal Act
Workers Safety Insurance Board (WSIB)
Ministry of Labour
Employment Standards
Occupational Health and Safety Act
Pay Equity Commission
Ontario Pay Equity Act
Human Rights Commission

Certain activities of the Conservation Authority include additional acts to be considered such as: 

Planning Act
Environmental Assessment Act
Ontario Planning and Development Act
Building Code Act
Clean Water Act
Places to Grow Act
Statutory Powers Procedure Act
Ontario Water Resources Act
Lakes and Rivers Improvement Act
Ministry of Municipal Affairs and Housing Act
Archives and Recordkeeping Act
Greenbelt Act
Provincial Offences Act
Education Act

Statutes of limitation 

As they relate to records retention, statutes of limitation set out the period of time during which 
records may be required to support and defend the organization in a civil lawsuit. Unlike 
legislated retention periods, statutes of limitation do not require that records be kept. GRCA 
may make the decision to assume a reasonable business risk and/or reduce their operating costs 
by destroying records before the statute of limitations has expired. 



3.0 PURPOSE 
 

s a range of benefits to GRCA  ranging from litigation risk 
management, staff time and cost benefits, convenience in retrieval of information and informed 
decision making. 

 
The purpose of ds Management Program is to: 

 
1. Meet legislative and regulatory requirements.  

 
2. Provide protection and support in litigation, and manage risks associated with GRCA activities.  

 
3. Protect the rights of employees through management of personal information.  

 
4. Provide accurate and current information for support in decision-making.  

 
5. Reduce space and costs required for storage of obsolete records.  

 
6. Preserve the corporate memory of GRCA.  
 
7. Provide continuity in the event of disaster.  
 
8. Ensure compliance with MFIPPA and PIPEDA. 

 
 

 
4.0 UNIVERSITY OF WATERLOO ARCHIVES 

 
Appendix B contains an overview of files that were transferred to the University of Waterloo Library.  
The university maintains an index of these files, and GRCA has full access to the files. 
 

5.0 ELECTRONIC FILES 
 
Electronic documents are stored on File Servers located in the Administration Centre. The Information 
Systems & Technology (IS&T) group creates and manages the folder structure for the root directories. 
Subfolders are managed by Directors, Managers and Supervisors as applicable. IS&T oversees 
managing permissions for accessing the documents.  

 

offsite. The DR site serves as both a file backup facility and as an IT disaster recovery site should the 
main server room suffer a catastrophic failure. 

 
Backup copies of electronic documents dating back to the early 2000s are stored in the disaster 
recovery site. 

 
All inbound and outbound emails received and sent since 2003 are archived. This archive does not 
include emails that have been tagged as spam or junk mail. 



ADDENDIX A-1  
RETENTION SCHEDULE 

OFFICE OF THE CAO 
File Description Location Retention Period 

Minutes of all board meetings and 
board reports except for SPP 
subcommittee minutes 

Head Office 
(Corporate Services-High 
Density Files or Technical 
Library) 

Permanent 

Minutes of all management 
meetings and management 
reports 

Head Office 
(Corporate Services-High 
Density Files or Technical 
Library) 

Permanent 

All incident reports that have been 
filed with the Insurance Provider 

Head Office 
(Executive Office) 

Permanent 

Original Signed Contracts and 
Agreements 

Head Office 
(Exec Office-fire safe) 

Permanent 

T3010 GRCA Information Return 
and backup documentation 

Head Office 
(Corporate Services-High 
Density Files) 

15 Years 

Municipal General Levy 
Apportionment 
Documentation  

Head Office 
(Executive Office) 

Permanent 

By-Laws 
 

Head Office 
(Exec Office-fire safe) 

Permanent 

Articles of Incorporation and 
Letters Patent 

Head Office 
(Exec Office-fire safe) 

Permanent 

Insurance Policies 
 

Head Office 
(Exec Office-fire safe) 

Permanent 

Legal Proceedings of a Corporate 
Nature 

Head Office 
(Executive Office) 

Permanent 

FOI Requests Head Office 
(Corporate Services-High 
Density Files) 

Permanent 
 

Strategic Plans Head Office (Technical 
Library) 
 

Permanent 

Minister Approvals-Order in 
Council 

Head Office (Technical 
Library) 

Permanent 

 
  



ADDENDIX A-2(i) 
RETENTION SCHEDULE 

CORPORATE SERVICES DEPARTMENT-FINANCE 
File Description Location Retention Period 

GL-Trial Balance 
 

Kept Electronically since 1998 
Prior to 1998 hard copies in forestry 
barn. 

Permanent (electronic) 

GL-General Ledger details 
 

Kept Electronically since 1998 
Prior to 1998 hard copies in forestry 
barn. 

Permanent (electronic) 
 

General Journal Posting 
Journals  original data entry 
sheets and back-up and system 
generated reports 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 years 

Reserves-backup 
Balance/movement 
Information 

Head Office 
(Corporate Services-High Density 
Files or Finance Storage Room) 
 

Permanent 
(electronic) 

Audited F/S (Corporate Services-High Density 
Files 

Permanent 

Annual Audit Working Papers 
Binder 

Head Office (Corporate Services-High 
Density Files or Finance Storage 
Room) 

7 Years 

Budgets-working papers Head Office 
(Corporate Services-High Density 
Files)  

5 Years 

Five Year Forecast  
Working papers 

Head Office 
(Corporate Services-High Density 
Files) 

5 Years 
 

MNRF Annual Filings (year end 
final report and grant requests) 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

Permanent 

Moveable Assets Inventory 
 

Head Office Permanent (electronic) 

TCA Assets back up 
documentation 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

Permanent 

Bank Reconciliations 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

Investment Files 
 

Head Office-filing cabinets 7 Years 

Bank Statements 
Debit/Credit Memos 
Returned cheques 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 



Daily Bank Statements 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

Direct Deposit Documentation Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AR-Cash Receipts Journal, bank 
deposit slips and deposit back-
up 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AR-Park Deposits-backup 
documentation 
 

Head Office 
(Corporate Services-High Density 
Files, Finance Storage Room or 
Forestry Barn) 

7 Years 

AR-Invoice Package 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 
 

7 Years 

AR-Request for Invoicing (RFI) 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AR-Cheque Log listings 
 

Electronic 7 Years 

AR-Receipt Books 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AP-Vendor Invoice package 
  

Corporate Services 7 Years 

AP-Direct Deposit Payment 
Documentation 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AP-Employee Expense Reports 
 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AP-Vendor Input Listings drafts 
and final 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AP-Cheque registers Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AP-Vendor subledgers Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 

7 Years 

AP-Purchase Order Books 
various coloured copies) 

Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 
 

7 Years 



AP-Tendering Documents 
 

Maintained by Staff with Purchasing 
Authority 

7 years 

AP-Price Quotation 
documentation 

Maintained by Staff with Purchasing 
Authority 

2 years 

HST Returns and back-up Head Office 
(Corporate Services-High Density 
Files or Forestry Barn) 
 

7 Years 

IT-Software Licenses 
 

Head Office (IT dept) Until expired 

IT-Hardware Warranties 
 

Head Office (IT dept) Until expired 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ADDENDIX A-2(ii) 
RETENTION SCHEDULE 

CORPORATE SERVICES DEPARTMENT-PAYROLL 
 

An annual exercise is carried out to destroy physical payroll files in accordance with the retention schedule. 
Records beyond the retention period are destroyed by having a shredding company shred the files onsite in the 
presence of GRCA staff and a listing of destroyed files is maintained by the Payroll Coordinator.  
All payroll physical files are kept in filing cabinets in HR department, or in the HR/Payroll storage room at head 
office and all are kept locked at all times. 
 

File Description Location Retention Period 
Salary Attendance 
Records 

Head Office-HR Dept 7 years 

Payroll Timesheets for Hourly Employees Head Office-HR Dept 7 years 
Payroll Registers and other external payroll provider 
reports except for year-end Master File listing and 
final year-end YTD payroll register 

Head Office-HR Dept 7 years 

Accumulated Overtime Report for Hourly Staff and 
correspondence 

Head Office-HR Dept 7 years 

Canada Saving Bond  & RRSP Reports Head Office-HR Dept 7 years 
Employer Health Tax-Remittance reports and Annual 
Report 
 

Head Office-HR Dept 7 years 

WSIB-Statements, Remittance reports, and Annual 
Report related to assessable earnings and billings 
 

Head Office-HR Dept 7 years 

Union Dues Remittance reports and Correspondence Head Office-HR Dept 7 years 
Group Benefits-Remittance reports and 
Correspondence 

Head Office-HR Dept 7 years 

Staff deduction forms 
 

Head Office-HR Dept 7 years 

 Head Office-HR Dept Permanent 
Year-End Master File listing (salary & hourly) Head Office-HR Dept Permanent 
Year-end YTD Payroll Register (salary & hourly) Head Office-HR Dept Permanent 

 
Vacation Carryover Reports Payroll Directory 

(electronic) 
Permanent 
(electronic) 

Taxable Benefits-Calculation sheets Payroll Directory 
(electronic) 

Permanent (electronic) 

Sick Day Reports Payroll Directory 
(electronic) 

Permanent (electronic) 

Payroll Master File changes and Payroll adjustments 
documentation  

Head Office-HR Dept 7 years 
 

OMERS Annual Filing report and back up 
documentation 

Head Office-HR Dept Permanent 
 



ADDENDIX A-3(i) 
RETENTION SCHEDULE 

HUMAN RESOURCE DEPARTMENT 
 

All HR physical records are kept in HR staff offices, filing cabinets in HR department, corporate services high 
density cabinets or HR/Payroll storage room at head office and are kept locked at all times. 
 

File Description Location Retention Period 

Employee Files 
 

Head Office-HR Dept 7 years following 
departure 

OMERS Records Head Office-HR Dept Permanent 
WSIB Records (Claim Statements and 
NEER Statements) 

Head Office-HR Dept Permanent  

Job Postings Electronic Permanent (since 
electronic) 

Resumes-unsolicited Head Office-HR Dept 1 year 
Resumes- 
For job postings 

Head Office-HR Dept 3 years 

Interview Files Head Office-HR Dept 7 years 
Employment Programs Head Office-HR Dept 7 years 
Organizational Charts 
 

Head Office-HR Dept 
Charts prior to 2000 stored at 
University of Waterloo 

Permanent 

Job Descriptions Head Office-HR Dept Permanent 
Staff Directories 
(hard copy) NOTE: discontinued 2016 

Head Office-Technical Library Permanent  
 

Human Resource Policy Manuals Head Office-HR Dept Permanent 
Collective Agreements  Head Office-HR Dept Permanent 
Collective Bargaining notes Head Office-HR Dept Prior three collective 

bargaining agreements 
Pay Equity Plans 
 
 
 

Head Office-HR Dept Permanent 
 

Employee Relations Committee Meeting 
Minutes (union & non-union) 
 

Head Office-HR Dept Permanent 
(electronic) 

Seniority Lists including backup 
calculation notes 

Head Office-HR Dept Permanent  
(since 2000) 

Arbitration Agreements Head Office-HR Dept Permanent 
Grievance Files 
 

Head Office-HR Dept Permanent 

Job Evaluation Committee Meeting 
Minutes and reports 

Head Office-HR Dept Permanent  (electronic) 

Group Benefit Insurance Policies Head Office-HR Dept Permanent 



 
ADDENDIX A-3(ii) 

RETENTION SCHEDULE 
HUMAN RESOURCE DEPARTMENT-HEALTH AND SAFETY 

 
File Description Location Retention Period 

Joint Health and Safety Committee (JHSC) 
minutes and reports 

Electronic 
 

7 years 

JHSC Inspection reports 
 

Head Office-HR Dept 7 years 

Workplace Violence Incident Reports 
 

Head Office-HR Dept Permanent 

Damage to property or member of the 
public Incident Reports 
 

Head Office-HR Dept Permanent 

 
 

Head Office-HR Dept 7 years 

Health & Safety Policy Manuals 
 

Electronic Permanent 

Health and Safety training records  
 

Employee File 
 

7 years following departure 

Fit Testing Records 
 

Employee File 7 years following departure 

Pre-use equipment -  Conservation  
Areas 

7 years 

Student health and safety training related 
information 

Student training file kept at 
Conservation Area 

7 years 

WSIB Form 7s 
  

HR Dept Permanent 

H&S Training Records 
 

Employee File 7 years following departure 

Ministry of Labour Orders 
 

HR Dept 7 years 

 
 
 
 
 

  



ADDENDIX A-4 
RETENTION SCHEDULE 

PROPERTY DEPARTMENT 
 

File Description Location Retention Period 
Deeds and Deed background files 
 

Head Office-Property Dept Permanent 

Transaction Files: 
-Acquisitions 
-Dispositions 
-Easements 
-Licenses 
-Leases 
 

Head Office-Property Dept Permanent 

Detailed financial files for Leases and 
Licenses 
 

Head Office-Property Dept Permanent 

Cottage Lot Approvals 
 

Head Office-Property Dept Permanent 

Maintenance Agreements 
 

Head Office-Property Dept Permanent 

Property Tax Info including Assessment 
Notices 
 

Head Office-Property Dept Permanent 

Enquiries related to use of GRCA lands or 
other property matters (i.e. request to 
donate land, municipality enquiries) 

 

Head Office-Property Dept 
Form or records may be electronic 
documents and/or hand written 
notes. Enquiries are filed by year. 

Permanent 

 
 
 

ADDENDIX A-5 
RETENTION SCHEDULE 

COMMUNICATIONS DEPARTMENT 
 

File Description Location Retention Period 
News Releases Kept electronically since 2002 Permanent (since electronic) 

 
News Clippings University of Waterloo (1939 to 2002) 

Technical Library (2003 to 2015) 
Kept electronically since 2016 
 

Permanent 

Publications Kept electronically since 2003 
 

Permanent (since electronic) 

 
  



ADDENDIX A-6 
RETENTION SCHEDULE 
OPERATIONS DIVISION 

 
File Description Location Retention Period 

Motor Pool 
Purchase /Disposal documents 

Motor Pool Building 7 years 

Motor Pool Database 
 

Electronic Permanent 

Motor Pool  
R&M documentation 

Motor Pool Building For duration of ownership of 
the equipment 

Motor Pool  Vehicle Accident 
Reports 
 

Motor Pool Building 7 years 

Motor Pool 
CVOR Registration 
 

Motor Pool Building 7 years 

Motor Pool 
Vehicle Leases 
 

Motor Pool Building 1 year after termination of lease 

Motor Pool  
Tender and Quote 
Documentation 

Motor Pool Building 3 years 

Conservation  
Areas 
Student files 
 

Head Office 
Conservation Areas 

7 years 

Conservation Areas 
Equipment Maintenance Files 
 

Conservation Areas For duration of ownership of 
the equipment 

Conservation Areas 
CA Violations & Violation Note 
Books 

Conservation Areas 7 years 

Conservation Areas 
Special Event Agreements 

Conservation Areas 7 years 

Conservation Areas 
Hunting Permits 
 

Head Office (Operations 
Dept) 

1 year 

Construction 
Project Files 
Tenders 
Final Contracts 
 

Head Office (Operations 
Dept) 

Permanent 

Central Services 
Maintenance Agreements 
 

Head Office (Operations 
Dept) 

7 years 



Drinking Water Testing 
 

Head Office and copies 
at specific locations 
 

15 years 

Master Plans/Management Plans 
 

Head Office (Operations 
dept) 

Permanent 

Hazard Tree Inspection Reports Head Office (Forestry 
Barn) 

7 years 

Other Misc Inspection Reports (i.e. 
Pools) 

Motor Pool 
Conservation Areas 
Burford Nursery 

7 years 

Service Contracts 
 

Head Office (operations 
dept) 

3 years after termination of 
contract 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



ADDENDIX A-7 
RETENTION SCHEDULE 

ENGINEERING DIVISION 
-  

is retained. The file index is maintained by the administrative Technical Assistant.  
 

File Description Location Retention Period 
Technical Studies 
(w files) 

Technical Library or Forestry building Permanent 

Monitoring Files 
 

Technical Library or Forestry building Permanent 

Projects of the 
Authority (w files) 

Technical Library or Forestry building Permanent 

Maps 
 

Technical Library or Forestry building Permanent 

Drawings 
 

Technical Library or Forestry building Permanent 

Maintenance, 
Inspection and 
surveillance 
documentation 

Technical Library or Forestry building Permanent 
 

Flooding Records Technical Library or Forestry building 
 

Permanent 

Water and Erosion 
Control Infrastructure 
(WECI) project files 

Technical Library or Forestry building Permanent 

 
 
 
 
 
 
 
 
 
 

  



ADDENDIX A-8 
RETENTION SCHEDULE 
RESOURCE PLANNING 

 
 

File Description Location Retention Period 
GRCA Permits 
 

Head Office (Resource Planning) or Motor 
Pool 
 

Permanent 
 

Violations of Section 28 of 
the Conservation Authorities 
Act. 
 

Head Office (Resource Planning) or Motor 
Pool 

Permanent 

Title Clearances 
 

Head Office (Resource Planning)  or 
Technical Library 

10 Years  
 

 
General Inquires 
 

Head Office (Resource Planning)  or 
Technical Library 
 

5 Years 

Pre-Consultation 
Records 

Head Office (Resource Planning)  or 
Technical Library 
 

5 Years 

 



ADDENDIX A-9 
RETENTION SCHEDULE 

ENVIRONMENTAL EDUCATION AND RESTORATION 
 

File Description Location Retention Period 
Rural Water Quality  
Program (RWQP) Agreements with 
Partners 
 

Head Office 
(Conservation Services) 
 

Permanent 

RWQP 
Landowners Applications 
 

Head Office  
(Conservation Services) 
 

Permanent 

RWQP 
Committee Meeting Documentation 

Head Office  
(Conservation Services) 
 

Permanent 

Summer Camp Program and other 
activities 
Registration information  

Head Office (Manager of 
Environmental Education and 
Restoration) and Nature 
Centres 

7 Years 

Nature Centre  
Service Contracts 
 

Nature Centres Term of Contract  

Volunteer Program-volunteer forms 
 

Head Office 
(Conservation Services) 

 

3 Years 

 
 
 
 
 
 
 
  



ADDENDIX A-10 
RETENTION SCHEDULE 

SOURCE PROTECTION PROGRAM 
 

 
File Description Location Retention Period 

SPP subcommittee Minutes 
 
 

Head Office (SPP Department) Permanent 

Assessment Reports Head Office (SPP Department) 15 years after later of:  
a)date created or acquired,  
b) assessment report is 
approved 
 

Source Protection  
Plans 

Head Office (SPP Department) 15 years after later of:  
a)date created or acquired,  
b) assessment report is 
approved 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
APPENDIX B 

UNIVERSITY OF WATERLOO LIBRARY 
 
Contents:  
 
Records relating to the administration and operation of the Grand River Conservation Authority and its 
predecessors, the Grand River Conservation Commission and the Grand Valley Conservation Authority, from 
1966 to 2006.  
 
Includes: clippings, correspondence, minutes, visual and sound materials, reports and studies, maps, etc., 
arranged in 82 series as follows: 
 
1. Incorporation: Acts and Bills 
2. Organization and Administration 
3. Board Minutes: Grand River Valley Boards of Trade 
4. Board Minutes: Grand River Conservation Commission 
5. Board Minutes: GRCC Executive Committee 
6. Board Minutes: Grand Valley Conservation Authority 
7. Board Minutes: Grand River Conservation Authority 
8. Annual Meetings: Budget Information Packages 
9. Board Committee Files 
10. Administration: Financial Files 
11 to 13. Administration Departments: Communications 
14. Administration: Flood Warning Systems 
15. Administration: Flood Inquiry, 1974 
16. Administration: Legal 
17. Administration: Personnel 
18. Administration: Summer Student Employment Programs 
19. Secretary Treasurer's Files: Ilmar Kao 
20. Administration: Secretary Treasurer : Correspondence 
21. Operations: Dams: H.A. Cameron Files 
22. Operations: Divisions: Forestry and Wildlife Branch 
23. Publicity: Clippings: Originals : Large Scrapbooks 
24 to 27. Publicity: Clippings 
28. Publications 
29 to 47.Resources: GRCA Library 
48 to 50. Visual: Moving Images : Films 
51 to 53.Visual: Moving Images : Videocassettes 
54 to 57.Visual: Moving Images : DVDs 
58. Visual: Negatives Binders 
59 to 61. Visual : Photographs 
62. Visual : Slides : Carousels 
63 to 67. Visual : Slides : Donations 
68 to 69. Visual : Slides : Historic 
70 to 77. Visual : Slides 
78 to 79. Sound Recordings 



80. Visual : Artwork 
81. Maps and Plans 
82. Artifacts 
 
Other Info: 
As at 2018 content includes 9583 photographs, 25,717 negatives, 25,403 slides, 95 film reels, 64 
videocassettes, 11 audio reels, 6 audio cassettes, 3 drawings, 23 topographical maps donated by the Grand 
River Conservation Authority in 2005. 
A detailed finding aid is available through the University. 
A detailed listing (225 pages) of contents for each section listed above is available through the GRCA 
Communications department or through the University of Waterloo. 
 
 
 
 
 
 
 



 



 



 



 



 



 



 

 



Five Year Forecast

2019 Budget



































 

 





actual
Budget

Current Forecast
Current Forecast Previous Forecast 

o

o

o

o
o

o
o

o

o



o
o

o
o
o

o

 





Enquiries and Permits
Plan Input and Review
Nursery and Woodlot Management
Consulting
Conservation Lands Income
Conservation Areas User Fees
Nature Centres and Camps
Merchandising and Sales





EExpenditures and Funding to Reserves

TOTAL FUNDING 2,462,036 2,616,800 1,866,016 2,616,800 2,666,800 50,000

Net Surplus/(Deficit) 115,155 0 227,468 0 21,500 21,500



EExpenditures and Funding to Reserves

TTOTAL REVENUE 1,104,487 1,840,400 803,411 1,900,400 1,900,400 0

Net Surplus/(Deficit) 1,483           0 60,926            0 0 0



EExpenditures and Funding to Reserves

TOTAL REVENUE AND FUNDING FROM RESERVES 2,965,389 3,225,700 1,618,744 3,225,700 3,225,700 0

Net Surplus/(Deficit) 934 0 168,162 0 0 0



EExpenditures and Funding to Reserves

TOTAL REVENUE 2,076,328 1,977,900 1,346,131 1,977,900 1,977,900 0

Net Surplus/(Deficit) 204,011 0 65,629 0 0 0



EExpenditures and Funding to Reserves

TOTAL REVENUE 1,462,866 1,646,500 1,309,465 1,646,500 1,646,500 0

Net Surplus/(Deficit) -62,371 0 78,000 0 (40,000) (40,000)



EExpenditures and Funding to Reserves

TTOTAL REVENUE 2,071,048 1,797,000 2,222,538 1,797,000 1,822,000 25,000

Net Surplus/(Deficit) 25,062 0 1,047,774 0 0 0



EExpenditures and Funding to Reserves

TTOTAL REVENUE 676,900 714,900 476,600 714,900 714,900 0

Net Surplus/(Deficit) 81,306 0 53,709 0 0 0



EExpenditures and Funding to Reserves

TOTAL REVENUE 1,552,810 1,346,400 941,732 1,346,400 1,346,400 0

Net Surplus/(Deficit) (103,565) 0 (27,016) 0 (500) (500)



EExpenditures and Funding to Reserves

TOTAL REVENUE 2,983,273 3,029,373 1,971,945 3,029,373 3,039,373 10,000

Net Surplus/(Deficit) (104,059) (370,614) (18,625) (370,614) (259,114) 111,500



EExpenditures and Funding to Reserves

TOTAL REVENUE 876,243 572,000 484,268 1,000,000 1,845,000 845,000

Net Surplus/(Deficit) (1,692,068) (1,795,000) (1,136,584) (1,795,000) (1,769,500) 25,500



EExpenditures and Funding to Reserves

TOTAL REVENUE 3,706,334 3,050,700 2,142,950 3,160,700 3,160,700 0

Net Surplus/(Deficit) 1,294,893 1,405,300 969,253 1,405,300 1,420,300 15,000



EExpenditures and Funding to Reserves

TTOTAL REVENUE 684,626 770,000 327,477 770,000 770,000 0

Net Surplus/(Deficit) 270,076 270,000 182,986 270,000 270,000 0



EExpenditures and Funding to Reserves

TOTAL REVENUE 8,605,421 9,230,000 8,175,343 9,230,000 9,230,000 0

Net Surplus/(Deficit) 685 0 1,356,193 0 0 0



EExpenditures and Funding to Reserves

TTOTAL REVENUE 533,208 533,000 230,948 533,000 533,000 0

Net Surplus/(Deficit) 64,940 78,000 165,440 78,000 78,000 0



EExpenditures

TOTAL FUNDING 1,570,408 1,575,000 924,048 1,575,000 1,575,000 0

Net Surplus/(Deficit) 0 0 0 0 0 0



EExpenditures

Information Systems

Capital Expenses 227,780 200,000 210,930 250,000 250,000

LESS Internal Charges (1,238,965) (1,270,000) (1,260,148) (1,300,000) (1,300,000)

Motor Pool

Capital Expenses 170,756 500,000 299,635 500,000 500,000

LESS Internal Charges (1,111,996) (1,174,000) (1,101,827) (1,174,000) (1,174,000)

TOTAL EXPENDITURES (62,847) 290,000 (448,028) 310,000 310,000 0

TOTAL REVENUE 21,910 0 6,037 0 0

Net Surplus/(Deficit) 0 0 0 0 0 0



National 
Disaster Mitigation Program 









 

 



Table 1: Precipitation Averages at Watershed Climate Stations  







Figure 1: Precipitation at Shand Dam, Shades Mill Dam and Brantford 2014 to present 



Figure 2: Departures from Average Air Temperatures 

 



Figure 4: Shand and Conestogo Reservoir Elevation Plots 

 
 

 
 

  



Figure 5: Guelph and Luther Reservoir Elevation Plots 

 

 



Figure 6: Flow Augmentation on the Grand and Speed Rivers 


