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Directory of General Records
and
Personal Information Banks
(Updated: December 2019)
MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT
HEAD OF THE INSTITUTION

Chairperson and/or Vice-Chairperson

Sault Ste Marie Police Services Board

580 Second Line East

Sault Ste Marie ON  P6B 4K1 

REQUEST FOR ACCESS TO RECORDS PURSUANT TO THE

MUNICIPAL FREEDOM OF INFORMATION AND 

PROTECTION OF PRIVACY ACT

Please direct requests to:

Information Services Supervisor
Sault Ste Marie Police Service

580 Second Line East

Sault Ste Marie ON  P6B 4K1

(705) 949-6300
RESPONSIBILITIES

The Sault Ste Marie Police Services Board is responsible for the provision of adequate and effective police services in Sault Ste Marie and Prince Township.  The Board is comprised of five members who are appointed, three by Sault Ste Marie municipal council and two by the Lieutenant Governor in Council. The Board retains a secretary to record its decisions.  The duties of the Board include:

· Appoint members of the Police Service

· Set objectives and priorities with respect to services, after consultation with the Chief

· Establish policies for the effective management of the Police Service

· Recruit and appoint the Chief of Police and Deputy Chief of Police

The Sault Ste Marie Police Service is responsible for the policing and maintenance of law and order in the city of Sault Ste Marie and Prince Township. The chief of police is responsible for administering the police service and overseeing its operation in accordance with the objectives, priorities and policies established by the Police Services Board.  He is also responsible for Corporate Communications, Planning and Research, Finance Services and Human Resources.

The Deputy Chief is responsible for Patrol Services, Investigation Services and Management and Support Services as well as overseeing all complaints against police and internal investigations.  

The Inspector in charge of Management and Support Services reports directly to the Deputy Chief.  This division consists of; Management Services (Property & Exhibits, Computer Technology, Audits, and Inspections), Support Services (Information Services, 9-1-1 C.E.R.B. and Media Relations), Crime Analysis and Training Services.

The Inspector in charge of Patrol Services reports directly to the Deputy Chief.  This division consists of; Community Patrol, Patrol Resources (E.S.U., Canine, Traffic Services, Community Services and Mobilization, and ARU).

The Inspector in charge of Investigation Services reports directly to the Deputy Chief.  This division consists of; Major Crime, Crime Suppression, Drug Enforcement, Technological Crime, Domestic Violence, Professional Standards Board, Fraud/Elder, Forensic Identification, Firearms Unit, and Crime Stoppers. 

The Sault Ste Marie Police Service Mission Statement

To enhance the quality of life in the City of Sault Ste Marie and

Prince Township by working cooperatively with citizenry to

enforce the laws, preserve the peace, reduce fear, and provide

for a safe environment in a way which strikes the optimum

balance between the collective interests of all citizens and the

personal rights of all individuals.

SAULT STE MARIE POLICE SERVICES BOARD

GENERAL CLASSES OR TYPES OF RECORDS IN THE CUSTODY OR CONTROL OF THE POLICE SERVICES BOARD

· Agenda and Minutes of Meetings

· Board By-Laws

· General Correspondence

· Police Service Complaints

· Board Members Oath of Office

· Collective Bargaining Records

· Information Requests – Municipal Freedom of Information and Protection of Privacy Act 

PERSONAL INFORMATION BANKS IN THE CUSTODY OR CONTROL OF THE POLICE SERVICES BOARD

“Personal Information Bank” means a collection of personal information that is organized and capable of being retrieved using an individual’s name or an identifying number or particular assigned to the individual.

OATHS OF OFFICE

LOCATION:



Human Resources
LEGAL AUTHORITY:


Police Services Act

INFORMATION MAINTAINED:
Name, address, telephone number, particulars of appointment and oath of office for Board Members.

USES:
Administration of Police Services Board

USERS:
Police Services Board, SSMPS Human Resources Members
INDIVIDUALS IN BANK:
Current and Former Board Members

RETENTION & DISPOSAL:
As per Records Retention Schedule

REQUESTS FOR INFORMATION PURSUANT TO MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT

LOCATION:



Police Services Board

LEGAL AUTHORITY:
Municipal Freedom of Information and Protection of Privacy Act.

INFORMATION MAINTAINED:
Name, address, telephone number, date of birth, description of information requested or to be corrected, related correspondence and the requested records.

USES:
Maintain a record of requests and to compile statistics.

USERS:
Information Services Supervisor

INDIVIDUALS IN BANK:
Persons submitting requests for access/correction under the Act directly to the Police Services Board.

RETENTION & DISPOSAL:
As per Records Retention Schedule.
SAULT STE MARIE POLICE SERVICE

GENERAL CLASSES OR TYPES OF RECORDS IN THE CUSTODY OR CONTROL OF THE POLICE SERVICE.

· Administrative Records 

· Agreements – Memorandums of Understanding, Property and Service Contracts, Collective Agreements 

· Annual Reports

· Directives, Policy Orders, Procedures, Reference Manuals

· By-Laws

· Correspondence – General Inquiries, Internal Correspondence, Media Releases

· Finance Records

· Fingerprints – Charged Persons, Fingerprint Lifts

· Fleet and Property Management, Information Technology Infrastructure
· Requests pursuant to Municipal Freedom of Information and Protection of Privacy Act

· Human Resources Records – Personnel Management, Job Descriptions and Classifications, Benefits, Training records

· Investigative Files – Police Investigations and Related Documentation, Occurrence Reports

· Professional Standards Records – Public Complaints, Internal Audits, Internal Investigations

· Statistics

· Video Recording, Audio Recording
PERSONAL INFORMATION BANKS IN THE CUSTODY OR CONTROL OF THE SAULT STE MARIE POLICE SERVICE

“Personal Information Bank” means a collection of personal information that is organized and capable of being retrieved using an individual’s name or an identifying number or particular assigned to the individual.

BICYCLE REGISTRATION

LOCATION:



Information Services

LEGAL AUTHORITY:


Police Services Act

INFORMATION MAINTAINED:
Name, address, telephone number of the bicycle owner. Bicycle license number, and description of the bicycle.





USES:
To identify owners of lost or stolen bicycles.

USERS:
SSMPS Members
INDIVIDUALS IN BANK:
Citizens who register their bicycles.

RETENTION & DISPOSAL:
As per Records Retention Schedule
EQUIPMENT ISSUED 

LOCATION:
Support Services

LEGAL AUTHORITY:
Police Services Act

INFORMATION MAINTAINED:
List of clothing and equipment issued to employees.

USES:
Control of issued equipment.  Reference.

USERS:
SSMPS Members
INDIVIDUALS IN BANK:
SSMPS Personnel

RETENTION & DISPOSAL:
As per Records Retention Schedule

FINGERPRINTS AND PHOTOGRAPH

LOCATION:
Information Services and Identification Services
LEGAL AUTHORITY:
Identification of Criminals Act

INFORMATION MAINTAINED:
Fingerprints, name and address of contributing agency, FPS number, RCMP Number. Charged person’s name, address, aliases, complexion, sex, hair colour, weight, peculiarities (marks, scars, tattoos, deformities), place of birth, next of kin, race, photograph, if foreign born - port and date of entry in Canada, date of arrest, young offender, court, investigating agency, date & place of sentence, charge, disposition. 

USES:
Investigate offences under the laws of Canada and Ontario. Detection and Prevention of crime. Provide positive identification of a person, policing and law enforcement.  Photo line-up.

USERS:
SSMPS Members, law enforcement agencies, other agencies involved in the administration of justice.

INDIVDIUALS IN BANK:
Persons charged with indictable offences.

RETENTION & DISPOSAL:
As per Records Retention Schedule
REQUESTS FOR RECORDS PURSUANT TO THE MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT
LOCATION:



Information Services
LEGAL AUTHORITY:
Municipal Freedom of Information and Protection of Privacy Act

INFORMATION MAINTAINED:
Name, address, telephone number, date of birth of requester.  Description of requested information or information to be corrected, correspondence and a copy of the requested records.

USES:
To respond to access requests.  To compile statistics.

USERS:
SSMPS Members
INDIVIDUALS IN BANK:
Individuals requesting access to information.

RETENTION & DISPOSAL:
As per Records Retention Schedule
MASTER NAME INDEX  

LOCATION:



Information Services

LEGAL AUTHORITY:


Police Services Act

INFORMATION MAINTAINED:
Name, address, date of birth, list of incidents involved with SSM Police Service.

USES:




Query purposes to retrieve incident reports.

USERS:



SSMPS Members
INDIVIDUALS IN BANK:

Persons named in police incident reports.

RETENTION & DISPOSAL:

As per Records Retention Schedule
PAROLEE FILES AND RELEASE REPORTING LOG
LOCATION:  
Patrol Services 

LEGAL AUTHORITY:
Police Services Act

INFORMATION MAINTAINED:
Name, address, phone number, date of birth, FPS Number, File Number, Issuing board, Date Sentence Executed, Final Warrant Expiry Date, Release Date, Original Institution, Offence, Conditions, Parole Supervisor, Employer, Photograph, Sign-in Sheet, Copy of Release Document. Supporting records from Federal or Provincial Parole Office.

USES:
To ensure compliance with reporting conditions of persons on parole and released on release documents. To provide documentary evidence to revoke parole/release if person breaches conditions.  

USERS:
SSMPS Members
INDIVIDUALS IN BANK:
Present and past parolees residing or employed in Sault Ste Marie.  Persons released from custody by the Court who are required to report to the Sault Ste Marie Police Service.
RETENTION & DISPOSAL:
As per Records Retention Schedule
PERSONNEL FILES

LOCATION:
Human Resources
LEGAL AUTHORITY:
Police Services Act

INFORMATION MAINTAINED:
Name, address, employee number, date of birth, telephone number, sex, marital status, dependant information, social insurance number, education, application forms, letters of commendation, training, disciplinary action, performance appraisals, absence reports, awards and honours, civil litigation, worker’s compensation, promotional exam records, transfers, application for job postings, employment history, oaths of office, fingerprints, photograph.

USES:
Document employee work and training history and benefits information.  Administer payroll and benefits package.

USERS:
Human Resources Supervisor, Senior Management, SSMPS Members
INDIVIDUALS IN BANK:
All Members of the SSM Police Service, Auxiliary Police, Students, and Police Services Board.

RETENTION & DISPOSAL:
As per Records Retention Schedule
POLICE INVESTIGATIVE RECORDS

LOCATION:
Information Services, Court Services, OPTIC Niche Records Management System

LEGAL AUTHORITY:


Police Services Act

INFORMATION MAINTAINED:
Name, address, date of birth, telephone number physical descriptors, drivers license number, reports and statements, crown briefs, property and exhibit information, criminal records, officers’ notes, motor vehicle collision reports and warrants. Any other records required to assist the prosecution.

USES:
Investigate and prosecute offences under the laws of Canada and Ontario and Municipal By-Laws. Detection and prevention of crime and the administration of justice.

USERS:
SSMPS Members, law enforcement agencies, court, other agencies involved in the administration of justice.

INDIVIDUALS IN BANK:
Individuals involved in investigations under the Criminal Code, provincial statutes, municipal by-laws, and individuals involved in motor vehicle collisions.

RETENTION & DISPOSAL:
As per Records Retention Schedule
PUBLIC COMPLAINTS

LOCATION:



Professional Standards
LEGAL AUTHORITY:


Police Services Act

INFORMATION MAINTAINED:
Written complaint from individual, incident reports, witness statements, officer’s notes and duty reports, exhibits, summary of the investigation, decision letter indicating the results of the investigation into the complaint.

USES:
To investigate public complaint, identify causes and develop remedial measures.  Used in proceedings before tribunals or courts. To produce statistics.  

USERS:
Police Services Board, Chief of Police, Deputy Chief, Professional Standards Bureau, Office of the Independent Police Review Director (OIPRD)
INDIVIDUALS IN BANK:
Individual making complaint, police service members involved in the complaint. 

RETENTION & DISPOSAL:
As per Records Retention Schedule

APPLICATION FOR TAXI AND LIMOUSINE LICENCES
LOCATION:
Information Services

LEGAL AUTHORITY:
Current Municipal By-Law
INFORMATION MAINTAINED:
Name, address, date of birth, driver’s licence number, telephone number, licence number, photograph, certificate of intent, Sault Ste Marie Police Service approval letter, results of police records search.

USES:
Licencing
USERS:
SSMPS Members, General Licencing Office City SSM
INDIVIDUALS IN BANK:
Vehicle for Hire Drivers.

RETENTION & DISPOSAL:
As per records retention schedule.
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