
WHEREAS it is necessary to establish a Video Surveillance Policy for Township
owned or operated buildings and lands to ensure public safety, crime prevention
and stewardship of publicly owned assets;

THE CORPORATION OF THE TOWNSHIP OF CARLING

BY-LAW 2o1e- a3

Being a By-law to adopt a Video Surveillance policy

AND WHEREAS pursuant to Part lll, Section 130 of the Municipal Act, 2001, a
municipality may regulate matters not specifically provided for by the Municipal
Act or any other Act for the purpose related to the health, safety and well-being
of the inhabitants of the municipality;

NOW THEREFORE Council of the Corporation of the Township of Carling
enacts as a By-law of the Corporation as follows:

1 That this council does hereby adopt the Video surveillance policy,
attached hereto as Schedule "A".

2. That Schedule "A" forms part of this by-law.

READ and FINALLY PASSED in opEN couNctL this 7th day of May, 2019

THE CORPORATION OF THE TOWNSHIP OF CARLING

Mike ayor n in, CAO/Clerk
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Township of Carling 
Video Surveillance Policy 

____________________________________________________________________________________  
 

Policy Statement  

The Township of Carling recognizes the need to balance an individual’s right to privacy and the 

need to ensure the safety and security of municipal employees, clients, visitors and property. 

Although video surveillance technology may be required for legitimate operational purposes, its 

use must be in accordance with the provisions of the Municipal Freedom of Information and 

Protection of Privacy Act (MFIPPA) 

Scope  

This policy applies to all types of camera surveillance systems, surveillance monitors, and 

camera recording devices at municipally owned properties that are used for security purposes. 

The guideline does not apply to convert surveillance used for law enforcement purposes. In those 

circumstances, either a statutory authority exists and/or the authority for the surveillance 

technology is lawfully obtained through search warrants. 

These guidelines do not apply to videotaping or audiotaping of the Township Council or 

Committee Meetings. In the event that taping Council or Committee meetings occur, disclosure 

must be made to participants and attendees.      

Definitions 

Personal Information: As defined in Section 2 of the Act, as recorded information about an 

identifiable information, which includes, but is not limited to, information relating to an 

individual’s race, colour, national or ethnic origin, sex or age. If a video surveillance system 

displays these characteristics of an identifiable individual or the activities in which he or she is 

engaged, its contents will be considered “personal information” under the Act.  

Record: Means any record of information, however recorded, whether in printed form, on film, 

by electronic means or otherwise, and includes: a photograph, a film, a microfilm, a videotape, a 

machine-readable record, and any record that is capable of being produced from a machine-

readable record.  

Video Surveillance System: Refers to a video, physical or other mechanical electronic or digital 

surveillance system or device that enables continuous or periodic video recording, observing or 

monitoring of personal information about individuals in open, public spaces.  
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Reception Equipment: Refers to the equipment device used to receive or record personal 

information collected through a video surveillance system, including a camera or video 

monitoring or any other video, audio, physical or other mechanical, electronic or digital device.  

Storage Device: Refers to a videotape, computer disk or drive, CD ROM, computer chip or 

other storage device used to store the recorded data or visual, audio or other images captured by 

a video surveillance system.    

 

Responsibilities 

The Chief Administrative Officer (CAO) or his or her designate shall be responsible for 

implementation, administration, and evaluation of the Townships Video Surveillance Policy and 

Procedures. The CAO shall also be responsible for ensuring that information obtained through 

video surveillance is used exclusively for lawful purposes.   

Responsibilities may include:  

a) Documenting the reason for implementing of a video surveillance system at the 

designated area;   

b) Maintaining a record of the locations of the reception equipment;  

c) Maintaining a list of personnel who are authorized to access and operate the system(s); 

d) Maintaining a record of the times when video surveillance will be in effect;  

e) Posting of a notice of collections of personal information  

f) Assigning a person responsible for the day-to-day operation of the system in accordance 

with the policy, procedures and direction/guidance that may be issued from time to time.  

Township employees and service providers shall review and comply with the policy and the Act 

in performing their duties and functions related to the operation of the video surveillance system. 

Township employees may be subject to discipline if they knowingly or deliberately breach the 

policy or the provisions of the Act or other relevant statutes. Staff who become aware of any 

unauthorized disclosure of a video record in contravention of this Policy and/or a potential 

privacy breach are to immediately notify the Chief Administrative Officer.  

Where the Township has a contract with a service provider, the contract shall provide that failure 

by the service provider to comply with the policy or the provisions of the Act is considered a 

breach of contract leading to penalties up to and including contract termination.  

 

Guidelines  

Before deciding to install video surveillance, the following factors must be considered:  

 The use of video surveillance cameras should be justified on the basis of verifiable, 

specific reports of incidents of crime or significant safety concerns;  
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 A video surveillance system should only be considered after other measures of deterrence 

or detection have been considered and rejected as unworkable; 

 An assessment must be conducted on the effects that the proposed video surveillance 

system may have on personal privacy, and the ways in which any adverse effects can be 

mitigated  

 The proposed design and operation of the video surveillance systems should minimize 

privacy intrusion;  

 Whether or not additional sensory information, such as sound, is directly related to 

potential problems or does not need to be recorded.  

When designing a video surveillance system and installing equipment, the following must be 

considered:  

 The video surveillance systems may operate at any time in a 24 hour period; 

 The video equipment should in installed to only monitor those spaces that have been 

identified as requiring video surveillance;  

 The ability to adjust cameras should be restricted, if possible, so that the cameras do not 

record and operators cannot adjust or manipulate cameras to overlook spaces that are on 

adjacent buildings or onto adjacent properties;  

 Equipment should never monitor the areas inside of areas where the public and 

employees have a higher expectation of privacy;  

 Where possible, video surveillance should be restricted to periods when there is a 

demonstrably higher likelihood of crime being committed and detected in the area under 

surveillance;  

 Viewing and recording equipment must be located in a strictly controlled access area; 

 Only identified and trained staff shall have access to the controlled access area and the 

reception/recording equipment; 

 Every reasonable attempt should be made to ensure video monitors are not in a position 

that enables the public and/or unauthorized staff to view monitors. 

Notice of Use of Video System:  

In order to provide notice to individuals that video is in use:  

 The Municipality shall post signs, visible to members of the public, at all entrances 

and/or prominently displayed on the perimeter of the grounds under video surveillance; 

 The notification requirements of this sign must inform individuals, using words and 

symbols, of the legal authority of the collection of personal information; the principle 

purpose(s) for which the personal information is intended to be used; and the title 

business address, and telephone number of someone who can answer questions about the 

collection;  

 This information will also be available on the Township website. 
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Access 

Access to surveillance footage should be by authorized personnel only. Logs should be kept of 

all instances of access to, and use of, recorded material to enable a proper audit trail. The 

personal information recorded by video surveillance is subject to access and privacy legislation. 

Any staff accessing records shall adhere to this policy, including preserving all confidentiality. 

 

A person requesting access to a record should make a request in writing either in the form of a 

letter or a prescribed form and submitted to the CAO under MFIPPA. The individual requesting 

the record must:  

 Provide sufficient detail ( the approximate time and date, the location-if known-of the 

incident, etc) to enable an experienced, upon a reasonable effort, to identify the record 

and,  

 At the time making the request, pay the prescribed fees as provided for under the Act 

While there may be situations where the disclosure of video surveillance footage is permitted, 

video surveillance me by disclosed to law enforcement agency’s when:    

 The law enforcement agency approaches the Municipality with a warrant requiring the 

disclosure if the footage, as per section 42(1)(e) of FIPPA and section 32(e) of MFIPPA,  

 The law enforcement agency approaches the Municipality, without warrant and requests 

the disclosure of footage to aid an investigation from which a proceedings is likely to 

result, as per section 42(1)(g) of FIPPA and section 32(g) of MFIPPA, or  

 Staff observe an illegal activity on municipally owned property and disclose the footage 

to a law enforcement agency to aid an investigation from which a proceedings is likely to 

result, as per section 42(1)(g) of FIPPA and section 32(g) of MFIPPA.  

Staff will provide the recordings for the specified date and time of incident as requested by the 

Law Enforcement Officer and record the following information in the facility’s video logbook:  

1. The date and time of the original, recorded incident including the designated 

name/number of the applicable camera;  

2. The time and date the copy of the original copy was made; 

3. The time and date the sealed record was provided to the requesting Officer; 

4. The case file number of agency’s investigation;  

5. A description of the circumstances justifying the disclosure;  

6. The amount of footage involved;  

7. The name, title and agency to whom the footage is being disclosed; 

8. The legal authority for the disclosure; 

9. The means, used to disclose the footage and  

10. If the record will be returned or destroyed after use by the Law Enforcement Agency.  

This must only be completed by an authorized individual in a private controlled area that is not 

accessible to other staff and/or visitors.  
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In order to protect privacy, the Township will, whenever possible, strongly encrypt video 

surveillance footage at rest and when transmitted across open, public networks, and store 

physical records of footage such as discs, memory cards and servers, in a locked facility.    

Inadvertent Disclosures  

The Township shall ensure that inadvertent disclosure are addressed in a timely and effective 

way. Staff shall immediately report the incident to the CAO; attempts to retrieve the personal 

information that has been inappropriately disclosed; commence an investigation; and notify the 

Information and Privacy Commission.  

 

Retention  

The Township retains custody and control of all original video records not provided to law 

enforcement.  

Video records are subject to the access and privacy requirements of the MFIPPA, which includes 

but is not limited to the prohibition of all staff from access or use of information form the video 

surveillance system, its components, files, or database for personal reasons.  

With the exception of records retained for criminal, safety, or security investigations or 

evidentiary purposes, or as otherwise required by law, the Township will dispose of any records 

within 60 days and may dispose of the records earlier at the discretion of the CAO for managing 

of electronic file storage space.  

Any records that are accessed or disclosed will be retained for one year, as per Regulation 460 of 

FIPPA and section 5 of Regulation 823 of MFIPPA.  

The Township will take all reasonable efforts to ensure the security of records in its 

control/custody and ensure their safe and secure disposal.    

 

Policy Review  

The Township shall periodically review the Video Surveillance Policy pending the outcome of 

the annual audit and evaluation or at any time the Township is considering changing or adding a 

new video surveillance systems.  

 

       


