AGENDA

RECORDS COMMISSION

October 8, 2014
2:00 P.M. - PUBLIC HEARING ROOM D
1.
Call meeting to order

2.
Roll Call

3.
Approve the Minutes of April 9, 2014
4.    
Application for One-Time Disposal of Obsolete Records (RC1)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION


MEDIA TO BE DISPOSED
RETAINED

AUD-102


Tax lists 


3 books form 1932 & 1933








 Due to mold


microfilm

5.
Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION




RETENTION PERIOD

Adult Probation
AdProb-PSI


Presentence investigation reports, probation





Violation reports, and/or 15A reports, & 





Termination journal entries


until filmed

AdProbPSI-M


Presentence investigation reports, probation





Violation reports, and/or 15A reports, & 





Termination journal entries


permanent

Commissioners

Benefits

BEN-CR


check registry, healthcare, life & cobra

5 yrs

BEN-OE


open enrollment, cafeteria plan 125,





 Healthcare & life documents


3 yrs

BEN-TERMS


terminated insurance benefits employee files
10 yrs

BEN-ELIG


eligibility data entry benefit worksheets

3 yrs

BEN-INV


invoices, billing claims paid, monthly





 Weekly and bi-weekly



5 yrs

BEN-RPTS


reports- payroll deductions, transfers





 Carriers and department


5 yrs

BEN-CORR


correspondence




3 yrs

BEN-CONT


contract political outside entity benefits

8 yrs

Maintenance

Comm-Cert


certificates and papers for back flows





 Boilers, elevators and fire equipment

1 yr until superceded
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Payroll

HR/Apps


applications for employment


1 yr

HR/PAY-0401


employee timesheets (active/terminate)

3 yrs

HR/PAY-Reg


Payroll Registers, recap sheets


3 yrs

HR/PAY-Wkshts

copies of auditors payroll worksheets

3 yrs

HR/PAY/Sumshts

personnel summary sheet & copies of res
1 yr
HR/PAY-Rpts


recorded reports, FMLA, medical

7 yrs

HR/PAY-I9


I-9 employment eligibility forms

3 yrs after date of hire or 











 1 yr after termination which 











 Ever is later

HR/Jobs


Job Classifications/specifications

until superseded

HR/PAY-Pers


employee personal files, including court





 Employees (active/terminate)


40 yrs

HR/Corr


correspondence




3 yrs

HR/Union


Union Contracts



8 yrs

HR/Test


pre-employment drug screen


10 yrs

Safety/Risk

SAF RSK 32


workers compensation attorney files





 Including closed/settled claims


1 yr

SAF RSK 33


Agreements/contracts



8 yrs after expiration

EMA/Homeland Security

	EMA-001
	Fiscal Records - auditors  report, checking account, EMPG quarterly reports, budgets, payins, invoices purchase orders, engineer's bills, whitebacks, travel
	5 yr after Audit

	EMA-002
	EMA Reports - 311 and 312 report, risk vulnerability, commodity study, annual reports
	until superseded

	EMA-003
	Payroll - Time Sheets
	3 years

	EMA-04
	Contracts/Agreements - Mutual Aid Agreement
	8 years

	EMA005
	Correspondence - admin/general, Ohio EMA meeting misc.
	3 years

	EMA -011
	Disaster Plans - EOP, Hazmat, COOP, Mitigation, Resource Book, 
	Until Updated

	EMA -011E
	
	Until updated

	EMA-012
	Disaster Records
	Permanent

	EMA-013
	Exercise Drills
	Until Superceded

	EMA-014
	Minutes - LEPC, Hazmat, CERT
	Permanent

	EMA-015
	Business/School Plans
	Until Superceded

	EMA-016
	Equipment - EMA-Hazmat-Homeland - Inventory
	Until sold or no longer being used

	EMA-017
	Grant Records
	5 ys until audited

	EMA-018
	Manuals/Policies/Rules/Regulations
	Until Superceded

	EMA-19
	Maps - Marplot
	 

	EMA-20E
	Alertfind
	6 mos

	EMA-021
	Newspaper Articles
	As needed for historical

	EMA-22
	Records Requests - 311 and 312 records requests
	5 yrs

	EMA-023
	Applications
	1 yr

	EMA-024                EMA-024E   
	Calendars
	1 yr

	EMA-025
	Phone Message Book
	1 yr

	EMA-026      EMA026E
	Cost Recovery/Citations
	3 yrs

	EMA-027          EMA-027E
	Bylaws - CERT, LEPC, EMA
	Until Superceded

	EMA-028
	Survey/Questions
	Permanent

	EMA-029          EMA-029E
	SOP's - EOC, Hazmat, CERT, Volunteer ones, Fire
	Until Superceded

	EMA-030
	30 Day Written Follow-up - reports
	1 yr

	EMA-031E      
	Audio recordings - meetings
	6 mos

	EMA-032          EMA-032E
	Old Computer Programs - Quick Books, Windows
	Until Superceded


Golden Acres:

GA-WS


worksheets to include LPN, STAN, MDS,





 Shower 




2 yrs

GA-M



monitoring; to include wheelchair, fall,





 Alternative, call light censor alarm

2 yrs

GA-NA



Nursing Audits




2 yrs

GA-RBD


resident behavior documents


2 yrs

GA-C



correspondence




2 yrs

6.  
Records Disposal (rc3)– Sent To Ohio Historical Society As FYI
Date



Department




Disposal Date

05/01/14


Domestic Relations/Court reporters

06/15/14





Adult Probation




06/15/14





Board of Elections



06/15/14

05/23/14


Sheriff





06/30/14

05/27/14


Domestic Relations/Juvenile Clerks

06/15/14

08/05/14


Health Department



09/30/14
08/15/14


Commissioners Clerk



12/31/14

08/20/14


Commissioners Clerk



12/31/14


09/19/14


Commissioner Blair



12/31/14

09/23/14


Commissioners/Payroll-personnel

12/31/14





Maintenance department


12/31/14

10/06/14


Treasurer




12/31/14





Commissioners/Payroll-personnel

12/31/14





CBCF





12/31/14
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RC3 (not sent to OHS due to no longer required RC3’s)

Date



Department




Disposal Date

05/108/14


Clerk of Courts




06/15/14
05/23/14


Sheriff





06/30/14

06/12/14


Prosecutor/Juvenile Delinquency

06/15/14

10/06/14


Engineer




12/31/14
10/06/14


CBCF





12/31/14

7.
OTHER
a.
All forms that are to be submitted to the Records Commission can be found at

http://www.loraincounty.us.  Go to Departments, Clerk of Board and left side Records Commission Intake forms needs to be emailed to Records Secretary and approved before boxes taken to Records Center.
b.
Designee/record policy forms have been received by most departments except; Domestic Relations and Probate
c.
Alabama Watchdog.org – Alabama state attorney; photographing pubic records for free is stealing

d.
6 basic reasons to retain original documents after digitization file

Electronic records; there are no permanent storage media, lack of “physical” presence can make 

it easy to lose track and easy to create copies and share but raises concerns about authenticity of

those records

Maintaining an eye readable copy of records that have been assigned permanent retention is

only nationally accepted method to ensure integrity of records not is jeopardized

8.
NEW BUSINESS
a.
Metro Parks by Res#2014-34 on May 15, 2014 will no longer be part of County Records Commission
b.
Permanent Records – Need to look at all county department records and if they are not actually permanent records (consist of historical/legal/uniqueness, etc) then they will be changed. 

Example; personnel files should be 40 yrs.  

c.
CARMA would like to amend ORC 149.43 to lift access restrictions records with permanent retention after 100 years form date of their creation.  This would provide public with access to important historical information, which is currently unavailable and it would also be in line with Federal Governments’ lifting of restrictions on US Census records after 72 years. 
Relevant records include;

*
Adoptions


*
Juvenile Court Cases

*
Lunacy Records


*
Witness Dockets

*
County Home Registers

*
Inheritance Tax Records

*
Children’s Home Registers
*
Veteran’s Relief Records
d.
October 20, 2014 – 1:30 – 2:30 pm., State Achieves of Ohio presents: “Just the Basics” webinar. Cost 20. RSVP by October 15 at 614-297-2572
e.
Township Records Commission.  

-
Elyria Township would like to store records at the Record Center which there would be a charge, but it came to light that they did not have a commission/documents in place.  Clerk Upton sent info to the township and indicated that if they needed help to call.  Assistant Prosecutor Innes said he would discuss this with the townships.

f.
Comments, suggestions, etc.
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9.
OLD BUSINESS
a.
Alcohol & Drug Addiction Services – need to work on a retention schedule
b.
Training - Records in house training for all county departments sometime in 2015 (closer to summer)

c.
“DataOhio” Government Transparency Bills (HB 321,322,323 and 324) - Stalled, will 

come back next session.

10.
RECORDS CENTER UPDATE - Denise Lindak will not be attendance.  

-   Will send out the RC3’s to the departments within the next 2 weeks to sign and then send back to

    Theresa Upton

·  Destruction for this year will be Jan. 8th and 9th 2015.
11.
PUBLIC COMMENT
12.
NEXT MEETING

Wednesday, April 8, 2015 at 2 pm

Wednesday, October 14, 2015 at 2 pm
13.
CALL FOR ADJOURNMENT
