ALLEN COUNTY FAMILY AND CHILDREN’S FIRST COUNCIL
RECORDS FORMAT, RETENTION SCHEDULE AND DOCUMENT DESTRUCTION POLICY
A. PURPOSE

The purpose of this policy is to clarify and standardize the type of records, whether paper or electronic, that will be maintained by the Allen County Family and Children’s First Council (FCFC) and to identify the duration of retention for each type of record.
B. AUTHORITY


ORC 149.38 

ORC 149.43  
C. ACCOUNTABILITY

The provisions of this policy shall be applicable to all services under the managing responsibility of FCFC: the FCFC Coordinator shall assure conformity with this policy. If a situation exists where applicable laws or requirements are conflicting, the general rule will be to hold the records the longer period of time, thereby ensuring that all record retention requirements are met.  Further, all records will be kept no less than the time noted, but may be kept for longer periods.
D. DEFINITIONS
1. E-mail – is not considered a record series or category.  It is a means of transmission of messages or information, much of which is informal information.  Retention or disposition of e-mail messages must be related to the information they contain or the purpose they serve.  The content, transactional information, and any attachments associated with the message are considered a public record if they meet the ORC, Section 149.43 criteria.  Specifically, an e-mail message and attachments are considered to be a public record if it documents FCFC functions, policies, decisions, procedures, operations or any other activities.   E-mail messages that do not meet the criteria of the ORC definition of a public record may be deleted at any time.  
If it is determined that an e-mail and its attachments meet the criteria of a public record, it must be retained in accordance with the guidelines of this policy.  E-mails may be converted to a paper record for the period of required retention and may then be deleted as an e-mail record. 

2. Employee – any person employed by FCFC.
3. Individual/Family Served – any person or family who is being served by programs provided by FCFC or are applying for services.
4. OAC – Ohio Administration Code
5. ORC – Ohio Revised Code
6. Records – includes any document, device, or item, regardless of physical form or characteristic, created or received by or coming under the jurisdiction of the Board, which serves to document the organization, functions, policies, decisions, procedures, operations, or other activities of the office.  This term specifically includes information contained in paper documents, microfiche, microfilm, computer memory, diskettes, tape, or any other storage medium.  
Records shall include, but not be limited to, all financial records to maintain compliance with auditor requirements; all legal records that show the legal organization and role of the agency; records of correspondence detailing grant programs, federal and state entitlement programs; all personnel records; all records of individuals/families served; all Steering Committee or Council meeting minutes and other administrative committee minutes, regardless of format.
7. Records Commission – the Allen County Records Commission, composed of the president of the board of county commissioners as chairman, the prosecuting attorney, the auditor, the recorder, and the clerk of the court of common pleas.  

8. Retention Schedule – the approved schedule for retention/destruction of records as established by FCFC.
E. DOCUMENT DESTRUCTION
1. The FCFC Coordinator will obtain approval to dispose of records utilizing the procedures outlined by the County Records Commission, the Ohio Historical Society and/or the State of Ohio Auditor’s Office. An RC3 – Certificate of Disposal Form will be used for records identified on the RC2 Form that have reached the end of their retention period.
2. Once records have been approved for destruction by the appropriate entities and the proper time period has lapsed, paper records will be shredded by a contracted agency; electronic records will be purged. 
3. As per the Schedule of Records Retention and Disposition (RC2), all forms dealing with record retention and disposition (RC1, RC2, RC3) will be kept permanently. 
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