AGENDA

RECORDS COMMISSION

April 8, 2015
2:00 P.M. - PUBLIC HEARING ROOM D
1.
Call meeting to order

2.
Roll Call

3.
Approve the Minutes of October 8, 2014
4.    
Application for One-Time Disposal of Obsolete Records (RC1)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION

MEDIA TO BE DISPOSED
RETAINED

NONE
5.
Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION




RETENTION PERIOD

Commissioners

Benefits

BEN-CONT


contract political outside entity benefits

8 yrs

(placed on hold from 10/2014)
Bridge

Bridge 5


1940 souvenir of the dedication of bridge
permanent

Community Development/Fair Housing

FHB1



fair housing resolutions/minutes


permanent

FHB2



rfp fh consultants



8 years

FHB3



fair housing contracts/agreements

8 years

FHB4



fair housing documents to include: agendas,





Correspondence, board/consultants applications,





Notes, reports, cases, proclamations, sign in 





Sheets, action plans



7 years

FHB5



fair housing materials to include; by-laws,





Meeting materials, guides, manuals, drafts,





Conference materials, distribution materials,





Oath of office and legislation


until superceded

Prosecutor:

PROS-01


Bookkeeping; reports, records account 





Information and general paperwork

3 years until audited

PROS-02


Civil cases and opinions



permanent

PROS-03


Board of tax appeal cases and answers





To bank foreclosures



6 years

PROS-04


Grand Jury: do not present, no bill, transfers





Schedules and subpoenas


3 years

Records Commission agenda cont.


Page 2



April 8, 2015 

PROS-05-01


Criminal case files, motions to disqualify





And investigations



permanent

PROS-05-02


Criminal evidence envelopes


permanent

PROS-06-01


Juvenile case files



permanent

PROS-06-02


Juvenile evidence envelopes


permanent

PROS-07-01


AOP (administrative order of paternity)

   case files




permanent

PROS-08


CNS (criminal non support) case files

permanent

PROS-09


Foreign support case files


permanent

PROS-10


paternity case files



permanent

PROS-11


UIFSA (uniform interstate family support act)

  case files




permanent

PROS-12


Children services case files


permanent

PROS-13


Forfeiture case files



permanent

PROS-14


Employee forms; sick, vacation, 





Compensatory & time sheets


3 years

PROS-15


Employee personnel files


permanent

PROS-16


Fund paperwork; requisitions, purchase





Orders and payroll for DRETAK, IV-d





& general




3 years until audited

PROS-17


IT equipment; hard drives, phone, camera
until no more





And computer recordings


administrative value

PROS-18


correspondence




5 years

Sheriff:

ADM-31


Kid print ID photos



until no longer of admin value

 (no rc3 required)

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



Department




Disposal Date

11/04/14


Airport





12/31/14

11/04/14


Auditor





12/31/14

11/04/14


Board of Elections



12/31/14

11/04/14


Board of Revisions



12/31/14

11/04/14


Budget





12/31/14

11/04/14


CBCF





12/31/14

11/04/14


CFFC





12/31/14

11/04/14


Commissioners Clerk



12/31/14

11/04/14


Common Pleas Court



12/31/14

11/04/14


Community Development


12/31/14

11/04/14


Domestic/court reporters


12/31/14

11/04/14


Domestic




12/31/14

11/04/14


Juvenile




12/31/14

11/04/14


Prosecutor




12/31/14
11/04/14


Records Center




12/31/14

11/04/14


Solid Waste




12/31/14
11/04/14


Transit





12/31/14

11/04/14


Maintenance




12/31/14
11/04/14


Children Services



12/31/14
01/30/15


Auditor





02/27/15

03/26/15


Prosecutor




03/30/15
04/02/15


Prosecutor




03/30/15
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RC3 (not sent to OHS due to no longer required RC3’s)

Date



Department




Disposal Date

11/04/14


Airport





12/31/14

11/04/14


Clerk of Courts




12/31/14

11/04/14


Commissioners Secretary


12/31/14

11/04/14


Coroner




12/31/14

11/04/14


Engineer




12/31/14

11/04/14


Health Department



12/31/14

11/04/14


Purchasing




12/31/14

11/04/14


Safety/Risk




12/31/14

11/04/14


Commissioners Clerk



12/31/14

01/30/15


Commissioners payroll



12/31/14

02/05/15


Recorder




03/01/15

04/06/15


Engineer




06/30/15
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; Probate
c.
Other

8.
NEW BUSINESS
a.
Developmental Disabilities – will be working with them in about a month on their schedule,

they would like to include electronic media
b.
SB23 modified law governing records of adoptions that were finalized between 1/1/64-9/18/96 and adoptees can gain access to their file and original birth record from ODH. County agencies that have RC2 listing said records are: Children Services, Probate & Health Department
c.
Sunshine Law Training on line provided by AG Office, very informative and not having to leave office and received by certification same day. https://sunshinelaw.ohioattorneygeneral.gov/Account/Login.aspx

Upcoming semi close trainings: 

· April 17, Owens Community College – Perrysburg

· May 20, Lakeland Community College, Kirtland

· September 17, Avon Isle Park, Avon
d.
March 12 – Auditor of State announced “Sunshine Audit” initiative. This policy allows any citizen or organization to submit a public records complaint against a public entity. In order for complaints to be reviewed complainant must first make efforts to utilize AG mediation process. If such violation occurred a report will be issued under ORC 117.01. More info at http://www.ohioauditor.gov/SusnhineAudits
e.
April 10 – CARMA meeting, OHS

f.
Other

g.
Comments, suggestions, etc.
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9.
OLD BUSINESS
a.
Permanent Records – Discussions have taken place at CARMA and other counties that permanent retention is like hoarding.  Unless it is for (historical/legal/uniqueness, etc), it should be changed, to make it simpler we could do a countywide retention to reflect any such changes. Example; personnel files
b.
CARMA would like to amend ORC 149.43 lift access restrictions with permanent retention after 100 years.  This was noted on the October 8, 2014 agenda.  Golden Acres and Veterans had concerns but have not received any new information.

c.
Alcohol & Drug Addiction Services will get with them next month to work on a schedule

d.
Training – Almost all departments are in compliant with their RC2 schedules and understanding the process.  Denise Lindak and Theresa Upton have been working with departments 1 on 1 and they are understanding.  So at this point don’t believe in house training is needed

e.
Other

f.
Comments, suggestions, etc.

10.
RECORDS CENTER UPDATE - Denise Lindak 

11.
PUBLIC COMMENT
12.
NEXT MEETING
Wednesday, October 14, 2015 at 2 pm
13.
CALL FOR ADJOURNMENT
