AGENDA

RECORDS COMMISSION

April 11, 2012
2:00 P.M. - PUBLIC HEARING ROOM

1.
Call meeting to order
2.
Roll Call

3.
Approve the Minutes of October 12, 2011

4.
New Business

a.    Application for One-Time Disposal of Obsolete Records (RC1)

Health District:

DIS-01

State Audits 1997-2007

b. Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT

SCHEDULE
NUMBER

DESCRIPTION

RETENTION PERIOD

Airport:

AIR-LAND

landing reports



3 years

AIR-DEEDS

property deeds, land acquisitions
permanent
AIR-TRANS

transfer of airport to commissioners; 
agreements, court action, correspondence
fbo, bids, etc.



permanent

Coroner:

COR-120

Coroner Cases: Coroner Verdict; office 
copy of certificate of deaths; view slip;
(as applicable), autopsy report; Toxicology 
report; police or other agency report; EMS 




Runsheet; medical records; case 
correspondence and states

permanent (paper)

COR-121 

Coroner Cases: Coroner Verdict; office 
copy of certificate Of deaths; view slip;
(as applicable), autopsy report; Toxicology 
report; police or other agency report; EMS 




Runsheet; medical records; case 
correspondence and states

permanent (microfilm)
Engineer:

ENG-TCKT

Delivery Tickets to include: fuel, salt,




Stone, grit, hot & cold mix materials
2 years
ENG-PAYROLL
Payroll records to include; time sheets




Leave requests, overtime records
10 years
Golden Acres:

GA-CAL

Activity calendars


3 years
GA-PAR

Activity participation record

3 years
Health District:

GH-39


Environmental health food outbreaks
5 years
GH-40


Minutes - Annual District Advisory
Council and board meeting minutes
permanent
GH-41


Newspaper articles 


permanent
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Metro Parks:

	100
	
	Receipt Books
	
	4 years after audit

	101
	
	Appropriation Ledger 
	
	4 years after audit

	102
	
	Appropriation Ledger from County
	
	2 years

	103
	
	Recap of Vouchers
	
	4 years after audit

	104
	
	Vouchers
	
	4 years after audit

	105
	
	Payroll Register
	
	4 years after audit

	106
	
	Receipts & Disbursements Ledger
	
	4 years after audit

	107
	
	Investment Ledger
	
	3 years after audit

	109
	
	Cash Register, Receipt Ledger & Tapes
	
	3 years after audit

	110
	
	Property Files
	
	Permanently

	111
	
	Sales Tax Monthly Report
	
	4 years after audit

	112
	
	Property Offers
	
	2 years

	113
	
	Master Plan
	
	15 years

	114
	
	FT & PT Employee Personnel Files
	
	Permanently

	114-1
	
	New/Re-employment
	
	Permanently

	114-2
	
	Evaluations
	
	Permanently

	114-3
	
	Training Certificates
	
	Permanently

	114-4
	
	Discipline
	
	2 years

	114-5
	
	Oath of Office
	
	Permanently

	115
	
	Seasonal Employee Personnel Files
	
	4 years after audit

	116
	
	Applications - Not Hired
	
	2 years

	117
	
	Time Cards
	
	4 years after audit

	118
	
	Leave Requests
	
	4 years after audit

	119
	
	Payroll Journals
	
	4 years after audit

	120
	
	Monthly Budget & Exp. Reports
	
	4 years after audit

	121
	
	Rain Checks
	
	4 years after audit

	122-1
	
	Bids
	
	4 years after audit

	122-2
	
	Wage Documents
	
	4 years after audit

	122-3
	
	Field Notes
	
	4 years after audit

	123
	
	Position Descriptions
	
	Till superceded

	123-1
	
	Position Postings
	
	2 years

	123-2
	
	Job Applications
	
	2 years

	123-3
	
	Interviews
	
	2 years

	123-4
	
	Recommendations
	
	2 years

	A01-1
	
	Commissioner Correspondence
	
	2 years

	A01-2
	
	Commissioner Journal Entries
	
	Permanently

	A02-1
	
	Board Meeting Minutes
	
	Permanently

	A02-2
	
	Board Meeting Agendas
	
	2 years

	A02-3
	
	Resolution Index
	
	Till superceded

	A02-4
	
	Board Meeting Attendance
	
	2 years

	A02-5
	
	Board Meeting Notices
	
	2 years

	A03
	
	Park District Directives
	
	Till superceded

	A04
	
	Filing System
	
	Till superceded

	A05
	
	By-laws and Regulations
	
	Till superceded

	A06
	
	Staff Reports
	
	Administrative need

	A06-01
	
	Staff Training
	
	2 years

	A06-02
	
	Daily/Weekly Project Reports
	
	Administrative need

	A06-03
	
	Weekly Activities
	
	2 years

	A06-04
	
	Telephone Call Summaries
	
	2 years

	A06-05
	
	Copy Machine Logs
	
	Till superceded

	A06-06
	
	Safety Meeting Attendance
	
	2 years

	A06-06a/b
	
	Respirator/Medical
	
	5 years

	A06-06c
	
	Hepatitis B
	
	2 years

	A06-06d
	
	Blood-Borne Pathogens
	
	2 years

	A06-06e/f
	
	Hearing Test
	
	5 years

	A06-06g
	
	Lockout/Tagout
	
	2 years

	A06-07
	
	Director/Treasurer Reports
	
	2 years

	A06-08
	
	Traffic/Attendance
	
	2 years

	A06-09
	
	Daily Radio & Phone Logs
	
	2 years

	A06-10
	
	Gas/Fuel Usage Reports & Tickets
	
	2 years

	A06-11
	
	Director Staff Meetings
	
	2 years

	A06-12
	
	Statistics
	
	2 years

	A06-13
	
	Fax Machine Info & Journals
	
	2 years

	A06-14
	
	Law Enforcement Reports
	
	2 years

	A06-14a
	
	Ranger Log
	
	4 years after audit

	A06-14b
	
	Citations/Dispositions
	
	15 years

	A06-14c
	
	Ranger Monthly Activity
	
	2 years

	A06-14d
	
	Ranger Statistics
	
	2 years

	A06-14e
	
	LEADS
	
	2 years

	A06-14f
	
	Background Investigations
	
	2 years

	A06-14g
	
	Ride-a-long
	
	2 years

	A06-14h
	
	OPOTA Roster
	
	Till superceded

	A06-14i
	
	Internal Reports
	
	2 years

	A06-15
	
	Annual Report to L.C. Citizens
	
	5 years

	A06-16
	
	Explosive Gas Monitoring Reports
	
	15 years

	A07
	
	Park Policies & Policy Manuals
	
	Till superceded

	A07-10
	
	Safety Manual
	
	Till superceded

	A07-11
	
	Com Veh Op Drug & Alcohol Policy
	
	Till superceded

	A07-11-1
	
	DOT Random Drug Pool
	
	2 years

	A07-12
	
	Ranger Manual
	
	Till superceded

	A07-13
	
	Emergency Response
	
	Till superceded

	A07-23
	
	Nuisance Animal Policy
	
	Till superceded

	A07-24
	
	Cadet Coaching Program
	
	Till superceded

	A07-25
	
	Life Guard, Incentive
	
	Till superceded

	A07-34
	
	MSDS
	
	Till superceded

	A08
	
	Correspondence
	
	2 years

	A09
	
	Tax-Exempt Certificates
	
	2 years

	A10
	
	Blank and Sample Forms
	
	2 years

	A11
	
	Surveys and Questionnaires
	
	2 years

	A12
	
	Record Retention Schedule
	
	Till superceded

	A13
	
	Park Usage Surveys
	
	2 years

	A14
	
	Citizens' Requests / Complaints
	
	1 year

	A15
	
	Volunteers
	
	2 years

	A15-1
	
	Application Waiver
	
	2 years

	A15-2
	
	Schedules/Duties
	
	2 years

	A15-3
	
	Volunteer Correspondence
	
	2 years

	A15-4
	
	Eagle Scout Projects
	
	2 years

	A15-5
	
	Internship/Urban Prog
	
	2 years

	A16
	
	Administrative Guidelines
	
	2 years

	A17
	
	Requests for Public Records
	
	2 years

	A18
	
	Employees' Work Schedules
	
	2 years

	A18-1
	
	Schedule Waivers
	
	2 years

	A19
	
	Marketing/Promotions
	
	2 years

	A19-1
	
	Newspaper Clippings
	
	2 years

	A19-2
	
	Promo Photos
	
	2 years

	A19-3
	
	Archival Photos
	
	2 years

	A20
	
	Telephone & Utilities
	
	2 years

	A20-1
	
	TDD
	
	2 years

	A21
	
	Computer Hardware
	
	4 years

	A21-1
	
	Computer Software
	
	4 years

	Aq01
	
	Membership Applications
	
	Till superceded

	Aq02
	
	SZ Daily Reports
	
	2 years

	Aq03
	
	SZ Wrist Band Log
	
	2 years

	Aq04
	
	SZ Classes
	
	2 years

	Aq04A & I
	Lifeguard, In-service
	
	12 years after leaving 

	Aq04B & I
	WSI
	
	12 years after leaving 

	Aq04C & I
	Water Aerobics
	
	Till superceded

	Aq04D & I
	Land Aerobics
	
	Till superceded

	Aq04E & I
	Kayak
	
	4 years

	Aq05a,b,d
	
	Waivers/Photo Release
	
	2 years

	Aq06
	
	SZ Incident Reports
	
	4 years after audit

	Aq08
	
	Inspections
	
	

	Aq08-01
	
	Backwash
	
	2 years

	Aq08-02
	
	SZ Slide Op & Rider
	
	2 years

	Aq08-03
	
	SZ Pump/Motor
	
	2 years

	Aq08-04
	
	Beach Record/Inspect
	
	2 years

	D01
	
	Adm. Office and Visitor Ctr.
	
	15 years

	D02
	
	Ball Diamonds
	
	15 years

	D03
	
	Black River Reservation
	
	15 years

	D04
	
	Eiden Site
	
	Permanently

	D05
	
	Burrell Site
	
	Permanently

	D06
	
	Central Maint.
	
	15 years

	D07
	
	Shelters
	
	15 years

	D08
	
	Wildlife Observation Area
	
	15 years

	D09
	
	Mill Hollow Roads
	
	15 years

	D10
	
	Natural Resource Management
	
	Till superceded

	D11
	
	French Creek Bridge
	
	15 years

	D12
	
	French Creek Nature Center
	
	15 years

	D13
	
	Bacon House Restoration
	
	15 years

	D14
	
	Forest Hills Bridge
	
	15 years

	D15
	
	Carlisle Reservation
	
	15 years

	D16
	
	Capital Improvement Proposals
	
	15 years

	D17
	
	Preliminary Design / Proposals
	
	15 years

	D18
	
	Schoepfle Garden
	
	15 years

	D19
	
	Caley Woods
	
	15 years

	D20
	
	Bikeways
	
	15 years

	D21
	
	Black River Day's Dam
	
	15 years

	D22
	
	North Coast Inland Trail
	
	15 years

	D23
	
	Black River Playground
	
	15 years

	D24
	
	Sandy Ridge Reservation
	
	15 years

	D25
	
	Forest Hills Golf Center
	
	15 years

	D26
	
	Signage
	
	2 years

	D27
	
	Statements of Qualifications
	
	2 years

	D28
	
	White Fort Site (BRR)
	
	15 years

	D29
	
	Black River Maint Facility
	
	15 years

	D30
	
	Carlisle Visitor Center
	
	15 years

	D30-1
	
	Raptor Rehabilitation Center
	
	2 years

	D31
	
	Indian Hollow Reservation
	
	15 years

	D33
	
	Vermilion River Reservation
	
	15 years

	D34
	
	Amherst Beaver Creek Reservation
	
	15 years

	D35
	
	Miller Nature Preserve
	
	15 years

	D36
	
	Columbia Reservation
	
	15 years

	D37
	
	Charlemont Reservation
	
	15 years

	D38
	
	Kipton Reservation
	
	15 years

	D39
	
	Splash Zone
	
	15 years

	D40
	
	French Creek Reservation
	
	15 years

	D42
	
	Wellington Reservation
	
	15 years

	D43
	
	Lakeview Park
	
	15 years

	D44
	
	Cassell Reservation
	
	15 years

	E01
	
	Emails & Phone Messages: Transient
	
	Administrative need

	E02
	
	Emails:  Communication
	
	6 months

	E03
	
	Emails:  Other (policies, fiscal, reports, etc.)
	
	Per content

	F01
	
	Bank Deposits
	
	4 years after audit

	F02
	
	Bank Statement Reconciliations
	
	4 years after audit

	F03
	
	Investments 
	
	4 years after audit

	F04
	
	Budget Transfers or Add'l. Approp.
	
	4 years after audit

	F05
	
	Income and Expense
	
	15 years

	F06
	
	Budgets
	
	4 years after audit

	F07
	
	Grants
	
	4 years after audit

	F08
	
	Insurance
	
	4 years after audit

	F08-5
	
	Loss Records
	
	4 years after audit

	F08-6
	
	Certificates/Ext Cover
	
	4 years after audit

	F08-7
	
	Vehicle/Inland Marine
	
	4 years after audit

	F09
	
	Audits
	
	Permanently

	F10a
	
	Permits Fees and Events
	
	4 years after audit

	F10b
	
	Stage Use
	
	2 years

	F10c
	
	Wagon Use
	
	2 years

	F11
	
	Donations
	
	4 years after audit

	F12
	
	Bonds and Coupon Acct
	
	4 years after audit

	F13
	
	Credit Card Information
	
	Till superceded

	F14
	
	Expense Forms
	
	4 years after audit

	F15
	
	County Tax Rates
	
	Till superceded

	F16
	
	Securities and Stocks
	
	2 years

	F17
	
	Internal Revenue
	
	2 years

	F18
	
	Motor Vehicle Fuel Refund
	
	2 years

	F19
	
	Purchase Orders
	
	2 years

	F20
	
	Postage Logs, Summaries, Refunds, Bulk Mail
	
	2 years

	F22
	
	Credit Applications
	
	2 years

	F23
	
	Pay Phones Information
	
	2 years

	F24
	
	Safe Information
	
	2 years

	L01
	
	Legal Opinions
	
	Till superceded

	L02
	
	Legal Claims & Suits
	
	21 yrs after settlement

	L03
	
	Contracts, Agreements, Licenses
	
	15 years

	L03-1
	
	Sample Agreements
	
	Till superceded

	L03-2
	
	Game Management
	
	2 years

	L03-3
	
	Releases
	
	2 years

	L03-4
	
	OBES / Prevailing Wage Rates
	
	4 years after audit

	L03-5
	
	Grain Drill Rental
	
	2 years

	L04
	
	Deeds
	
	Permanently

	L05
	
	Life Estates
	
	Permanently

	L06
	
	Easements
	
	Permanently

	L07
	
	Legal Notices
	
	2 years

	L08
	
	Estimates, Appraisals & Quotes
	
	4 years after audit

	L09
	
	Misc. Litigation
	
	4 years after audit

	L10
	
	Leases
	
	4 years after audit

	L11
	
	Right of Way
	
	Permanently

	L12
	
	Petitions
	
	4 years after audit

	L13
	
	Ohio Revised Code
	
	Till superceded

	L14
	
	Licenses and Registrations
	
	Till superceded

	L15
	
	Ohio and U.S. Laws
	
	Till superceded

	L16
	
	Declarations and Notices
	
	2 years

	L17
	
	Journal Entries
	
	Permanently

	L18
	
	Land Appropriations
	
	Permanently

	L19
	
	Bills of Sale
	
	2 years

	L20
	
	Permits
	
	Till superceded

	L20-01
	
	Federal Fish & Wildlife Permits
	
	Till superceded

	L20-02
	
	Migratory Bird Permit
	
	Till superceded

	L20-11
	
	EPA Permits
	
	Till superceded

	L20-12
	
	Occupancy Permits
	
	Till superceded

	L20-15
	
	Stormwater Mgmt/Erosion Control
	
	Till superceded

	L20-19
	
	Aquatic (Pesticide Application)
	
	Till superceded

	L20-20a
	
	Burn: EPA/Forestry
	
	2 years

	L20-20b
	
	Burn/ Forestry
	
	2 years

	L20-21a
	
	Health Dept.
	
	Till superceded

	L20-21b
	
	Health Dept. Septic System
	
	Till superceded

	L20-22
	
	Dam Cert/Permit
	
	Till superceded

	L20-23
	
	Ohio Dept. of Agriculture
	
	Till superceded

	L20-24
	
	Fire Dept. Marshall
	
	2 years

	L21
	
	Legislation Reference Only
	
	Till superceded

	L22
	
	Levy Petition and Info
	
	4 years after audit

	L23
	
	Bequests
	
	Permanently

	L24
	
	Eviction Notices
	
	2 years

	L25
	
	Assessments
	
	2 years

	L26
	
	Surplus Properties
	
	2 years

	N01
	
	Puppet Show, script
	
	2 years

	N02
	
	Naturalist Program Statistics
	
	2 years

	N03a/b
	
	Wildlife List. Sight/cont
	
	2 years

	N03a/b/c
	
	Rehabilitators/Vets
	
	2 years

	N04
	
	Raptor Rehabilitation Center
	
	2 years

	N05
	
	Animal Care
	
	2 years

	N06
	
	Wildlife Permits - Results/Reports
	
	2 years

	Op01
	
	Vehicle Titles
	
	Till superceded/scrapped

	Op02
	
	Fixed Assets Inventory
	
	4 years after audit

	Op02-1 
	
	Photo Inventory
	
	Till superceded

	Op03
	
	Radio License
	
	Till superceded

	Op04
	
	Guarantees, Warranties
	
	Till superceded

	Op05
	
	Alarm Info
	
	Till superceded

	Op05-1
	
	Surveillance Camera
	
	Till superceded

	Op06
	
	Soils Reports
	
	2 years

	Op07
	
	Safety Surveys
	
	2 years

	Op07-1
	
	Annual Facility Inspection
	
	2 years

	Op08
	
	Inspections
	
	2 years

	Op08-01
	
	Vehicle Equip Inspections
	
	Till superceded

	Op08-02
	
	Fire Extinguishers
	
	2 years

	Op08-03
	
	Playground
	
	4 years

	Op08-04
	
	Playground Audit
	
	5 years

	Op08-05
	
	First Aid
	
	2 years

	Op08-06
	
	Trail/Bridge
	
	2 years

	Op08-07
	
	Eye Wash CMF/SZ
	
	2 years

	Op08-08
	
	Septic System
	
	2 years

	Op08-09
	
	Lift
	
	2 years

	Op08-10
	
	Tram
	
	2 years

	Op08-11
	
	Carousel
	
	4 years

	Op08-12
	
	Train
	
	4 years

	Op08-13
	
	Fire Drills
	
	2 years

	Op09
	
	Maintenance Manuals
	
	Till superceded

	Op09b
	
	Veh Equip Damage
	
	2 years

	Op09e
	
	Waste Oil Disposal
	
	2 years

	Op10-1
	
	Overtime Report
	
	2 years

	Op10-2
	
	Temp Hours Tracking
	
	2 years

	Op11
	
	Forest Hills Leagues
	
	2 years

	Op12
	
	Forest Hills General
	
	2 years

	Op13
	
	Equipment Code Lists
	
	2 years

	Op14
	
	Lost & Found
	
	2 years

	Op14-1
	
	Uniforms Issued
	
	2 years

	Op14-2
	
	Safety Supplies Issued
	
	2 years

	Op15
	
	Project Lists
	
	2 years

	Op16
	
	Geo-Caching
	
	2 years

	Op21-1
	
	Water Use FH/SG
	
	2 years

	Op21-2
	
	Weather
	
	2 years

	Op22
	
	Pesticide/Herbicide Appl. Record
	
	7 years

	Op24A & I
	
	Firearms
	
	4 years

	Op24B & I
	
	ASP (baton)
	
	4 years

	Op24C & I
	
	Driving Simulator
	
	4 years

	Op24D & I
	
	Radar
	
	4 years

	Op24F & I
	
	CPR / First Aid / First  Responder
	
	Till superceded

	Op24J
	
	Pesticide Appl. Cert
	
	Till superceded

	Op24K
	
	Pesticide Technician
	
	4 years

	Op24K & I
	
	Pool Operator Cert
	
	15 years

	Op24L & I
	
	Playground Ins. Cert
	
	Till superceded

	Op24Y
	
	Equipment Training
	
	2 years

	Op24Z
	
	Orientation
	
	2 years

	Op32
	
	Cell phone
	
	2 years

	R
	
	Relationships with Individuals / Agencies
	
	2 years

	W
	
	Wetland Mitigation
	
	4 years after audit

	WD
	
	Wetland Delineation
	
	4 years after audit


Sheriff:

ADM-27
Employee Call off sheets

3 years
ADM-28
Employee call off sheets (electronic)
3 years
Records agenda cont.
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TB Clinic

	TB-PP
	office policies and procedures
	until superceded

	TB-RPT
	reports; audit, budget
	 
	3 years until audited

	TB-APP
	employment applications
	1 year
	

	TB-EMP
	employee files
	 
	permanent
	

	TB-94-3
	payroll records; time sheets
	
	

	 
	compensated absence, 
	
	

	 
	pers, time books
	 
	3 years until audited

	TB-CORR
	office correspondence w/
	
	

	 
	vendors, patients, staff
	 
	3 years
	

	TB-LEVY
	levy information to include
	
	

	 
	resolution, board of election
	
	

	 
	paperwork, ballot language,
	
	

	 
	official results
	 
	permanent
	

	TB-INST
	sanitorim instruments, books
	permanent
	

	TB-94-4
	patient skin test records
	
	

	 
	yellow cards
	 
	until no longer active

	TB-94-5
	patient medical records
	 
	
	

	 
	microfilmed
	 
	until no longer active

	TB-94-6
	deceased patient records
	5 years
	

	TB-94-6M
	deceased patient records
	5 years
	 

	TB-INV
	records of inventory office equip,
	 
	 

	 
	and registration certificates
	until superceded

	TB-SUR
	surveys of tb cases, patient 
	 
	 

	 
	locations, office visits, statistics
	1 year until superceded

	TB-FIS
	fiscal documents to include
	 
	 

	 
	purchase orders, accounts, travel,
	 
	 

	 
	requisitions, warrants, accounts
	 
	 

	 
	payable, receivable
	 
	3 years until audited

	TB-XRAY
	xrays of patients
	 
	

	 
	*2/29/12 transferred to Mercy Hospital, Lorain – county closed TB Clinic 
	
	 
	

	TB-PAT
	current patient medical files
	Until deceased

	 
	 *2/29/12 transferred to Mercy Hospital, Lorain – county closed TB Clinic 
	
	 
	


c.  Records Disposal (RC3)– Sent to Ohio Historical Society as FYI

Date



Department




Disposal Date
06/03/11


Probate





06/30/11

06/14/11


Auditor/Licensing



12/31/11

06/24/11


Prosecutor/Civil



07/31/11

09/01/11


Sheriff





09/15/11

10/06/11


MRDD





11/26/11

10/07/11


Auditor/Administration



12/31/11





Board of Revision



12/31/11





Auditor/Fiscal




12/31/11





Auditor/Payroll




12/31/11





Auditor/Tax Settlement



12/31/11





Board of Elections



12/31/11





Children & Family Council


12/31/11





Commissioners/Benefits


12/31/11





Commissioners/Budget



12/31/11





Commissioners/Clerk



12/31/11

Records agenda cont.



Page 11


April 11, 2012





Commissioners/Clerk



12/31/11





Commissioners/Maintenance


12/31/11





Commissioners/Ombudsman


12/31/11





Commissioners/Office Services


12/31/11





Commissioners/Purchasing


12/31/11





Commissioners/Safety Risk


12/31/11





Commissioners/Transit



12/31/11





CBCF





12/31/11





Community Development Dept.


12/31/11





Records Center




12/31/11





Solid Waste




12/31/11





Engineers




12/31/11





Health Department



12/31/11





Office on Aging



12/31/11





Recorders




12/31/11

10/11/11


Auditor/Licensing



12/31/11





CBCF





12/31/11





Golden Acres




12/31/11

10/14/11


Treasurer




12/31/11

10/14/11


Metro Parks




04/01/12
10/20/11


Commissioners/Payroll



12/31/11

10/27/11


Clerk of Courts




12/31/11

11/2/11



Common Pleas Court/Court Reporters

12/31/11





Domestic Relations Court Payroll/fiscal

12/31/11

11/3/11



Mental Health




12/31/11





Auditor/bookkeeping



12/31/11

11/10/11


Domestic Relations Court Reporters

12/31/11


11/18/11


Probate Court




12/9/11

11/21/11


Children Services



12/31/11

11/22/11


Developmental Disabilities


02/18/11

11/29/11


Clerk of Courts Domestic


12/31/11

12/08/11


Mental Health Board



12/31/11

01/04/12


Developmental Disabilities


03/16/12
03/08/12


Developmental Disabilities


05/24/12
04/05/12


Auditor Financial



12/31/12

04/06/12


Sheriff





06/30/12
5.
Other
a. Form changes effective September 29, 2011 with passage of HB153. All new forms can be found at www.loraincounty.us go to Departments, Clerk of Board and left side Records Commission
a. RC2 (right hand side checklist for OHS) if an RC3 is required

b. RC3 (required to be filed with Records Commission)
b. Best Practices for Responding to Public Records Request – Updated – State Auditor Yost Bulletin 2011-006 dated October 21, 2011 (log records)

c. Intake forms needs to be emailed to Records Secretary and approved before boxes taken to Records Center.

The Records Center is accepting boxes but the paperwork is not seen right away and numbers not approved, content wrong, etc.
d. Public Records Press issued by Isaac, Brant, Ledman & Teetor, LLP. Monthly updates at publicrecords@isaacbrant.com
e. Writing effective email – top 10 tips. 

f. Fraud Hotline, HB66. State Auditor Yost issued AOS Bulletin 2012-003 on April 4, 2012 effective May 4, 2012 requiring all public offices to notify their employees of the fraud-reporting system and must confirm that they received this information within 30 days after employment. (Auditor Payroll sent info to all departments)
Records agenda cont.
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g. Mold. (Engineers office had dropped off several boxes that were water damaged and 1 had visible black mold. Engineers office bagged all boxes and cleaned up the damaged boxes and re-boxed them, the one that is totally damaged, picture was taken and will be attached to an RC3 form so it can be disposed off in accordance with retention record)
a. Active = “fuzzy”.  Dormant = “dry & brushable”. 

b. Mold never really dies so if there is suspicion then isolate in a dry and cool area so it can not continue to grow and dry out.  

c. If dried, use HEPA filter vacuum with micro attachments and vacuum on very low suction through mesh screen
d. Replace boxes and contents once cleaned up and discard old boxes

e. Take pictures of destroyed documents and attach to RC3 for disposal in accordance with retention schedule

f. More info can be found at http://www.epa.gov/mold/mold_remediation.html
h. TB Clinic – closed as of 2/29/12 – Mercy Hospital, Lorain took over operations. RC2 was approved today for retention of boxes. Mercy Hospital only took active patient files and x-rays. There is a box TB-INST (sanatorium instruments & books) that could be displayed at the Lorain County Historical Society rather than sitting on a shelf if Commissioners approve.

i. Grafton Township is interested in storage of an 1818-1839 Minute book. They are going to sign a contract with Lorain County Historical Society through Ohio State Historical Society to have them as a non-network repository in accordance with ORC 149.31.  This is necessary because it is a public record and can not become private property and if LCHS can no longer maintain the records, it would be returned to OHS because they do not want a local historical/genealogical societies or public libraries to decide to dispose of the records one day or to try and sell them online.  
j. NAGARA’s Local Government Achieves and Records Administration Certificate Program. This program takes 40 hours over 5 years including some hours in 8 core competencies. All training through CARMA, ARMA, Ohio ERC programs, Public Records Law trainings, essential records and planning and response counts towards hours. More info at http://www.nagara.org/associations/5924/files/REcords%20Managment%20Certificate.pdf and register for COSA training at www.statearchivists.org
k. GINA (Genetic Information Nondiscrimination Act) was enacted in 2008 but enforcement will take place in 2012. This protects applicants and employees from discrimination based on genetic information in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral and other aspects of employment. GINA also restricts employer’s acquisition of genetic information and strictly limits disclosure of genetic information. Entities need to make sure posters & policies are updated.
l. Comments, suggestions, etc.

6.
RECORDS CENTER UPDATE - Denise Lindak
7.
PUBLIC COMMENT: 

8.
NEXT MEETING
a. Wednesday, October 10, 2012 at 2 pm 
9.
CALL FOR ADJOURNMENT








































































