April 13, 2016

The Lorain County Records Commission met this day in the J. Grant Keys, Lorain County Administration Building, 226 Middle Avenue, Elyria, Ohio at 2:00 p.m. in the Commissioners Public Hearing Room with the following members present:

Commissioner Matt Lundy, absent, represented by Theresa Upton
Judy Nedwick, Lorain County Recorder, represented by Deanna Wright
Craig Snodgrass, Lorain County Auditor, represented by Annie Croft & Heidi Folley
Dennis Will, Lorain County Prosecutor, represented by Jerry Innes 
Tom Orlando, Clerk of Courts, represented by Kate Lenz  
Commissioner Lundy not able to attend today’s meeting and requested Theresa Upton, Records Commission Secretary to conduct the meeting on his behalf.
Others in attendance: Records Center; Denise Lindak, Children Services; Jessica Basinski & ADAS Board Peggy Baron

The following business was transacted:


Motion by Kate Lenz, seconded by Jerry Innes to approve the minutes as submitted from the October 14, 2015.  Upon roll call; Ayes: all.


Motion carried.


_______________


Theresa Upton, Records Commission Secretary indicated she distributed copies of the schedule of records retention and disposition forms from various departments to all Board members for review and requested a motion to approve all forms collectively.

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

SCHEDULE

NUMBER

DESCRIPTION

MEDIA TO BE DISPOSED
RETAINED

Domestic Relations/Fiscal
104


Cash books 1967-2003

paper



none




(was marked permanent previously

and should not have been. Record is no longer produced)

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

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION

MEDIA
RETENTION PERIOD

Engineer

ENG-A/R
REMOVE
accounts receivable/





 Stripping/services

paper

3 years 

ENG-PAY IN
REMOVE
payins to treasurer

paper

3 years 

ENG CK REG
REMOVE
check registers/warrant list
paper

3 years 

ENG-FISCAL
ADD

accounts payable, accounts





 Receivable, reports

paper

3 years provide audit

Golden Acres

GA-PIC


pictures



multi

permanent

GA-DSHSU


discharge summaries

paper

permanent

GA-ADR


admission discharge registry
paper

permanent

GA-ERR


emergency room register
paper

7 years

GA-IAA


infirmary admission

paper

permanent

GA-INA


golden acres information &





  News articles


paper

permanent

GA-AF



administrator files

paper

5 years

GA-CI



golden acres closure info
paper

permanent

GA-CON


certificate of need

paper

permanent

GA-CNT


contracts


paper

8 years after expiration

GA-LC



litigation claims


paper

15 years after settlement

GA-UC



union contracts


paper

8 years after expiration

GA-SRC


self reported incident/





 Complaints


paper

5 years

GA-MAA


medicare application/approve
paper

permanent

GA-ADL


admission/discharge log

paper

permanent

GA-MRC


Medicaid receipts

paper

3 years 4/17/09 change

 To 7 yrs provide audit

GA-CRDL


clinical record destruction log
paper

permanent

GA-ICR


indirect cost reports

paper

3 years provide audit

Health District

DHLTH-16 changed & added DHLTH-38 (but like to do new schedule)
	DHLTH-01
	ADULT HEALTH PROGRAM/SERVICES
	5 Years
	 
	Paper/Electronic

	 
	Clinic client files, Immunization cards, Permission forms incl. flu, BP clinic records, Public Health client files/nursing referrals, Adult Protective services  
	 
	 
	 
	 

	DHLTH-02
	AGREEMENTS/CONTRACTS
	15 Years
	 
	Paper
	 

	 
	Agreements/Contracts
	 
	 
	 
	 
	 

	DHLTH-03
	ANIMAL BITE REPORTS/RABIES
	5 Years
	 
	Paper
	 

	 
	Investigation reports, reports of animals killed/condemned, rabies test submission results
	 
	 
	 
	 

	DHLTH-04
	ANTIQUE NURSING SUPPLIES
	Permanent
	 
	Books/Instruments

	 
	Nursing Instruments & Books
	 
	 
	 
	 

	DHLTH-05
	BANK STATEMENTS
	 
	3 Years
	 
	Paper
	 

	 
	Monthly bank statements, reconciliations, balancing statements
	 
	 
	 
	 

	DHLTH-06
	BCMH
	Until 21 yrs old       plus 5 yrs
	Paper/Electronic

	 
	Client files
	
	 
	 
	 
	 
	 

	DHLTH-07
	BILLING INVOICES
	 
	3 Years
	 
	Paper
	 

	 
	All types of billing. School, immunizations, etc.
	 
	 
	 
	 

	DHLTH-08
	CASH RECEIPTS
	 
	3 Years
	 
	Paper
	 

	 
	No Charge receipts/receipt books
	 
	 
	 
	 

	DHLTH-09
	CHILD HEALTH PROGRAM/SERVICES
	5 Years
	 
	Paper/Electronic

	 
	Health records, Permission forms incl. flu, FASD records, SIDS records, Lead case mngmnt, Preemie clinic schedules/logs, Newborn visits
	 
	 
	 
	 

	DHLTH-10
	COMMUNICABLE DISEASE RECORDS
	Permanent
	Paper
	 

	 
	Outbreak records, Communicable disease reports
	 
	 
	 
	 

	DHLTH-11
	ENVIRONMENTAL HEALTH FOOD OUTBREAKS
	5 Years
	 
	Paper
	 

	 
	Food outbreaks in schools & local restaurants
	 
	 
	 
	 

	DHLTH-12
	FOOD SERVICE FACILITY PLANS
	Permanent
	 
	Paper
	 

	 
	Plans, Correspondence
	 
	 
	 
	 
	 

	DHLTH-13
	GENERAL COMPLAINTS
	5 Years
	 
	Paper
	 

	 
	General nuisance complaint investigations & correspondence
	 
	 
	 
	 

	DHLTH-14
	GRANTS
	
	 
	5 Years
	 
	Paper
	 

	 
	Grant applications, including unsuccessful apps
	 
	 
	 
	 

	DHLTH-15
	HEALTH ED MATERIALS
	5 Years
	 
	Multi
	 

	 
	Media releases, Web posts, Social media, Pamphlets, Videos, Promotional material, Newsletters, Invitations 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	DHLTH-16
	IMMUNIZATION CARDS
	Permanent
	Paper/Electronic

	 
	Adult & Child Immunization records
	 
	 
	 
	 

	DHLTH-17
	INSPECTION REPORTS (All Types)
	5 Years
	 
	Paper
	 

	 
	Reports for bathing beaches, Campgrounds/Park Camps/RV Parks, Food safety, Institutions, Semi-Public Sewage (Commercial), Sewage program abandonments, Sewage Hauler/Installer, Swimming pools/spas, Tattoo/Body Piercing
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	DHLTH-18
	LCJFS MEDICAL RECORDS
	Until 21 yrs old or 5 yrs after last contact, whichever is later
	Paper 
	 

	 
	Children Services Screenings, Cluster children records
	
	 
	 


	DHLTH-19
	LOGS
	3 Years
	 
	Paper
	 

	 
	Phone consultative service logs
	 
	 
	 
	 

	DHLTH-20
	MILEAGE
	
	 
	5 Years
	 
	Paper
	 

	 
	Documentation of miles traveled by each employee of agency
	 
	 
	 
	 

	DHLTH-21
	MINUTES
	
	 
	Permanent
	 
	Paper
	 

	 
	Annual District Advisory Council Meeting & Monthly Board of Health Meeting
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	DHLTH-22
	NEWSPAPER ARTICLES
	Permanent
	 
	Paper
	 

	 
	Health District Community Newspaper Clippings
	 
	 
	 
	 

	DHLTH-23
	PARTICIPANT & REGISTRANT LISTS (All Types)
	5 Years
	 
	Paper
	 

	 
	Lists of meeting/conference participants/registrants
	 
	 
	 
	 

	DHLTH-24
	PAY-INS/RECEIPTS
	 
	3 Years
	 
	Paper
	 

	 
	Documentation of payments received
	 
	 
	 
	 

	DHLTH-25
	PAYROLL
	5 Years
	 
	Paper
	 

	 
	Documentation of hours worked
	 
	 
	 
	 

	DHLTH-26
	PERSONNEL FILES
	Permanent
	 
	Paper
	 

	 
	New hire paperwork, payroll changes & evaluations
	
	 
	
	 

	DHLTH-27
	PROGRAM STATS
	3 Years
	 
	Paper
	 

	 
	Statistics for Communicable Disease, BCMH, FASD, LCCS, Newborn Visit
	 
	 
	 
	 

	DHLTH-28
	PURCHASE ORDERS
	 
	3 Years
	 
	Paper
	 

	 
	Requests and approval for purchases
	 
	 
	 
	 

	DHLTH-29
	SEWAGE/SOLID WASTE PROGRAM
	Permanent 
	 
	Paper
	 

	 
	Inspection reports, Reviews, Complaints, Permits, Drawings, Abandonments, Misc correspondence
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	DHLTH-30
	TRAFFIC SAFETY
	 
	5 Years
	 
	Paper
	 

	 
	Car seat sales, seat belt surveys
	 
	 
	 
	 

	DHLTH-31
	TRAINING FILES Employee training files
	6 Years after termination of employee
	Paper
	 

	DHLTH-32
	VECTOR CONTROL
	 
	5 Years
	 
	Paper
	 

	 
	Misc correspondence, Test results, Program Activity reports
	 
	 
	 
	 

	DHLTH-33
	VITAL STATISTICS INDEX
	Permanent 
	Multi
	 

	 
	Birth/Death Certificate Records
	 
	 
	 
	 

	DHLTH-34
	VITAL STATISTICS REQUEST FORMS
	3 Years
	 
	Paper
	 

	 
	Mail-in and walk-in requests for birth and death records
	 
	 
	 
	 

	DHLTH-35
	VOUCHERS
	3 Years
	 
	Paper
	 

	 
	Invoices to be paid with all supporting documentation
	 
	 
	 
	 

	DHLTH-36
	WELL LOGS/PRIVATE WATER
	10 Years
	 
	Paper
	 

	 
	Permit appl, Sealing/installation, logs/inspections, Water sample results/lab manifests
	 
	 
	 
	 

	DHLTH-37
	WIC CLIENT FILES INCL. INELIGIBLES
	5 Years
	 
	Paper
	 

	 
	Discharged client files
	 
	 
	 
	 
	 

	DHLTH-38
	EMPLOYMENT APPLICATION INFO
	1 Year
	 
	Paper
	 

	 
	Candidate information from interviews
	 
	 
	 
	 


Mental Health

PCS-1



reports, patient care

paper

until no administrative value

PCS-1E



reports, patient care

electronic
until no administrative value

Recorder

REC2011-3


pay in sheets – change from 5 years
paper

3 years

REC2011-4


deposit slips – change from 5 years
paper

3 years

REC2016-3


personal property tax liens

microfilm
permanent

REC2016-4


U.C.C. financing statements

paper

10 years provide audit

Motion by Jerry Innes, seconded by Heidi Folley to approve the above listed RC1 & RC2’s.  

Upon roll call the vote taken resulted as; Ayes: all.

Motion carried.


_______________

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



Department




Disposal Date

02/05/16


Common Pleas Court Reporters


06/30/16

03/31/16


Board of Elections



04/20/16

04/11/16


JFS





06/30/16

RC3 (not sent to OHS due to no longer required RC3’s)

Date



Department




Disposal Date

01/08/16


Clerk of Courts




01/07/16

04/08/16


CBCF





06/30/16

04/11/16


Commissioners Personnel/Payroll

06/30/16

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.  Forms updated with OHS new address; RC1, RC2 & RC3
b.
Other

8.
NEW BUSINESS

None

9.
OLD BUSINESS
a.
Developmental Disabilities – still working on a schedule for electronic records

b.
Alcohol & Drug Addiction Services – meet with them working on a new schedule

c.
Other

10.
CORRESPONDENCE/EMAIL
a.
National Archives & Records Administration (NARA) seeks public comment on records management regulations by May 9 at https://www.regulations.gov/#!docuemntDetail;D=NARA-16-0001-0001

b.
Rule 44, changes implemented by Ohio Supreme Court this year on “Family File”

11.
RECORDS CENTER UPDATE 

Denise Lindak stated the destruction will be July 7, 2016, about 500 boxes
Records Center has acquired a scanpro 300 which will convert microfilm to digital. Tax duplicates will be the first project and then Clerk of Courts has some microfiche they would like done. Mr. Innes asked how the destruction works. Ms. Lindak said a truck goes to the records center and destroys on site.

12.
PUBLIC COMMENT - none
13.
NEXT MEETING
Wednesday, October 12, 2016 at 2 pm
14.
CALL FOR ADJOURNMENT
With nothing further before the Commission, Motion by Jerry Innes, seconded by Kate Lenz 

to adjourn at 2:10 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted, Theresa L. Upton, Clerk

