
Town of Qualicum Beach 
M E M O R A N D U M  

TO: Mayor and Council 

FOR: Regular Council Meeting, June 29, 2022 

FROM: Lou Varela, Chief Administrative Officer 

SUBJECT: Council Correspondence Processes 

RECOMMENDATION:  
THAT “Town of Qualicum Beach Correspondence Log Protocol, Policy No. 3000-20” be approved. 

PURPOSE 
To seek Council’s approval on process changes related to the current management of the 
Correspondence Log, in advance of a more robust revision of the Town’s correspondence practices in 
2023. 

BACKGROUND 
As part of the ongoing communications strategy, redundancies and risks have been identified with 
the Town’s current Correspondence Log process. Staff are planning a robust review of the Town’s 
correspondence processes in 2023, however, in the interim, staff are recommending a modified 
approach to management of the Correspondence Log. A draft policy, Policy No. 3000-20, 
Correspondence Log Protocol, is attached to this memo as Schedule A. 

Currently, each piece of correspondence received by the Town, that is addressed to one or more 
members of Council, is reviewed by staff and any personal or sensitive information is redacted in 
compliance with the Freedom of Information and Protection of Privacy Act (FOIPPA). The redacted 
correspondence is then placed in a binder at the front counter of Town Hall, and the date and subject 
of the correspondence is logged in the Correspondence Log. Original (non-redacted) copies of the 
correspondence are sent to Council and staff, as appropriate, for information or for action. The 
Correspondence Log is published with each regular Council agenda. 

As per legislation, reasons for redaction include, but are not necessarily limited to: 
• Disclosure harmful to law enforcement; intergovernmental relations or negotiations; the

financial or economic interests of a public body; the conservation of heritage sites; individual
or public safety; business interests of a third party; and/or personal privacy

• Cabinet and local public body confidences
• Policy advice or recommendations
• Legal advice
• Information that will be published or released within 60 days
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DISCUSSION 
The current Correspondence Log process represents a risk to personal privacy due to the volume of 
correspondence received, the amount of necessary redaction, and the associated level of scrutiny 
required. Members of the public addressing Council may have the expectation of privacy, and these 
records should not be accessible to the public without vetting through the FOIPPA process. These 
factors create an unnecessary increase to the margin for error related to the protection of privacy.   
 

In addition to risk, redaction of all correspondence received is an onerous administrative process that 
is an unnecessary duplication of the Town’s existing records processes. While correspondence 
addressed to Mayor and Council is intended for that audience, members of the public may 
occasionally wish to review a submission. Correspondence received by the Town becomes a matter of 
public record, which is accessible by request through FOIPPA legislation. The staff time required to 
review and redact each item of correspondence can be reallocated to enhancing customer service and 
organizational processes in other ways. The practice currently associated with the Correspondence 
Log consumes a minimum of 10 hours of administrative staff time weekly, and requests from the 
public to view correspondence records are infrequent.   
 

Staff are proposing to maintain the Correspondence Log for public viewing and inclusion on Council 
agendas, but not providing direct access to all correspondence records at the front counter. If a 
request is made to review a specific submission, staff can redact the piece of correspondence in 
accordance with FOIPPA legislation and provide upon application. This approach streamlines the 
Correspondence Log process, reduces risk to the organization and members of the public, represents 
better value for money to the taxpayer, and maintains public access to information. 
 
FINANCIAL IMPLICATIONS 
This relatively minor change to the current Council correspondence process would alleviate 
approximately 10 hours of administrative staff time per week (over 500 hours annually) which could 
be reallocated to other projects and processes. 
 
SUMMARY 
Staff have identified redundancies and risks associated with the Town’s current Correspondence Log 
processes. While a more robust review of the Town’s communications practices is scheduled for 2023, 
staff are recommending a modified approach to management of the Correspondence Log, as outlined 
in the draft Policy No. 3000-20, Correspondence Log Protocol.  
 
ALTERNATIVES 
1. THAT “Town of Qualicum Beach Correspondence Log Protocol, Policy No. 3000-20” be approved 

as amended by __________. 
2. No change to the current process (no motion required). 
3. Alternate direction to staff. 
 
  
Lou Varela,  
Chief Administrative Officer 
Report Writer 

 

 

Attch: Town of Qualicum Beach Correspondence Log Protocol, Policy No. 3000-20 



Approved:  DD-Mmm-YY 
Amended:  DD-Mmm-YY 
Approved by:  Council  
 

 

 
Town of Qualicum Beach                          Policy Manual 
 
Subject:  Administration – General – Correspondence Log Protocol 
 
Policy Number:  3000-20  

 
Purpose To promote constructive and respectful discourse on municipal 

business; maintain compliance with the Town’s Anti-Bullying and 
Harassment Policy and with the Freedom of Information and 
Protection of Privacy Act; and, to ensure matters conveyed through 
correspondence to Council receive the appropriate operational and 
governance responses, with consistency of approach. 

 

Definitions 
Correspondence An individual item of written Correspondence received by the 

Town in either electronic or physical format, including but not 
limited to: letters, post cards, petitions, e-mails, and facsimiles. 

  

Correspondence 
Log 

A publicly available summary of all items of Correspondence 
received by the Town and addressed to one or more members of 
Council, including the item’s subject and date of receipt but not 
including the item of correspondence itself.  

 
Policy 

1.  Correspondence received by the Town and addressed to one or 
more members of Council shall be noted on the Correspondence 
Log, unless exempted under this Policy. 

  

2.  The Chief Administrative Officer, the Corporate Officer, or their 
designate, may exempt an item of Correspondence from inclusion 
on the Correspondence Log if it relates to any of the following: 

• Matters that must be, or have been, considered by Council 
at a closed meeting pursuant to the provisions of the 
Community Charter; 

• Matters that are before the Courts or for which legal action 
is being pursued or is pending;  

• Matters that relate to a claim for damages against the Town;  
• Matters that are the subject of current bylaw enforcement 

action by the Town;  
• Matters that are, or that have been, the subject of a Public 

Hearing held in accordance with an enactment that is a pre-
requisite to the adoption of the subject Bylaw, until after the 
Bylaw has been adopted or defeated;  

• Matters that relate to an application before the Board of 
Variance;  

SCHEDULE A
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• Matters that disclose the personal information of a third 
party without that party’s express consent; 

• Matters not in alignment with the Town’s Respectful 
Workplace Policy. 

  

3.  The Town shall acknowledge receipt of Correspondence to the 
author.   

  

4.  The Town shall notify the author if their Correspondence is to be 
exempted from the Correspondence Log, based on Section 2 of this 
Policy.  

  

5.  Correspondence received by the Town and addressed to one or 
more members of Council shall be sent by e-mail to each 
individual member of Council, except for matters that are, or that 
have been, the subject of a Public Hearing held in accordance with 
an enactment that is a pre-requisite to the adoption of the subject 
Bylaw, until after the Bylaw has been adopted or defeated. 

  

6.  The Chief Administrative Officer, the Corporate Officer, or their 
designate, will ensure that Correspondence related to levels of 
service will be delegated to staff as appropriate. 

  

7.  The Chief Administrative Officer, the Corporate Officer, or their 
designate, will ensure that Correspondence related to issues that 
require a governance decision will be directed to Council, sitting as 
a body, for decision making as appropriate.  

  

8.  The Correspondence Log (not including the item(s) of 
Correspondence itself) shall be published in each regular Council 
meeting agenda.  

  

9.  The Correspondence Log (not including the item(s) of 
Correspondence itself) shall be available for public inspection in 
the municipal offices of Town Hall during regular business hours. 

  

10.  A member of the public may request access to an item of 
Correspondence listed on the Correspondence Log under the 
Freedom of Information and Protection of Privacy Act. 

 
Responsibility Chief Administrative Officer; Corporate Administrator; 

Administration Staff 
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References • Freedom of Information and Protection of Privacy Act 
• Town of Qualicum Beach Anti-Bullying and Harassment 

Policy No. 5001-4 
• Community Charter 

 
Distribution Council; all staff 
 


