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POLICY:

The Village of Warfield is responsible for ensuring that all projects undertaken are recorded to
ensure quality and to avoid disagreements about the before and after quality of completion.
Effective record-keeping will increase efficiency, accountability, and avoid any costly issues that
may arise due to disagreement as to the state and condition of the pre- and post-construction
project/site. The record-keeping system must be responsive, cost effective and as transparent
as possible to public scrutiny. This policy is designed to assist staff in meeting these objectives
and protecting the Village and its staff against potential litigation and perceived or actual
conflicts of interest or bias.

POLICY GOAL:
The primary objective of the Photographic Records Policy is:

e to create a living record of the overall project to help increase efficiency, accountability,
and avoid any potential disagreement as to the state and condition of the pre- and post-
construction/project site.

e To support Purchasing Policy FIN-2019-01

POLICY SCOPE:
This policy applies to all management, administrative and public works staff of the Village of
Warfield.

PROCEDURES

e Before a project starts, especially one with impacts to private property, photos should be
attached to a report indicating what the project’s desired outcome is, what works will be
entailed, a project budget (materials, manhours, equipment, external contract costs
estimated) and a proposed timeline with identified project milestones.

e Time/date stamped photos should be taken at each of the identified milestones or
whenever potential issues or project changes arise.

¢ Anytime the project encounters a change or reaches a milestone, several “before and
after” photos should be taken. Additionally, a time/date stamp on the pictures results in a
clear visual timeline of the works. This can make it easy to track progress and identify any
potential problems that could affect the completion date or success of the project
deliverables.

e Final completion photos should be attached to the final project report which outlines
whether the project deliverables were met, significant deviations to the project or budget
and recommendations/lessons learned for future benefit.
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Exclusions

There are specific instances where this may not be possible including but not limited to the
following:

e Recurring Projects - for specifically identified items, such as regularly scheduled
projects occurring with only Village of Warfield staff, using Village of Warfield tools
on Village of Warfield property

¢ Emergency Projects — where stopping to take photographic evidence will increase the
amount of damage/harm inflicted by not immediately addressing the problem. In this
instance, as soon as is reasonable, staff must take a series of photographs and include
rationale in report as to why there were no ‘before’ photos.

Documentation of Process
All steps in the photographic documentation process will include time-stamps. The Village
is subject to Freedom of Information and Protection of Privacy legislation, therefore all
photographic, time-stamped records must be entered into a record within seven (7)
working days and submitted to Village of Warfield administration.

Related policies: Village of Warfield FIN-2019-01.
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