Ohio History Connection

State Archives of Ohio

Local Government Records Program

800 E. 17" Avenue e
Columbus, OH 43211-2474 P

CONNECTION

RECORDS RETENTION SCHEDULE (RC-2) - Part 1

Seé instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit (To complete this form online, use “tab” key to jump from box to box.)

Clermont County General Health District ‘ 9900
(Local government entity) - (Unit)

%//Zﬁ%f % ' Julianne Nesbit ____Health Commissioner /dé&// .

(S}én-atﬁre of responsible official) (Name) (Title) 7 (Date)

Section B: Records Commission

Clermont County Records Commission , {513) 735-8660
Records Commission (Telephone number)
289 East Main Street Batavia 45103 Clermont
(Address) (City) - (Zip code) (County) -

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. 1 further certify that our commission will make every effort to prevent these records
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

commission. , _ :
Z ,, 2.VL77
/R%ds Commission Chair Signature » v , Date

Section C: Ohio History Connection - State Archives

ng ke %fj,,m/ U [ el Cruenimeik Receds Anlcvst- 1/ 7216

Signature Title Date
Sectior]D: Auditor of State . '
S S VY
Signature ' _ Date
Please Note: The State Archives retains RC-2 forms permanently.
Itis strongly recommended that the Records Commission retain a permanent copy of this form
Form:FP-RC2 (part 1). Revised September 2011 : ' Bl




Form RC-2

Section E: Records Retention Schedule

Schedule of Records Retention and DlSpOSItIO}n'

'

Page 2 of 10

Contlnuatlon Sheet

Clermont County General Health District

9900

(Local govemment entlty) {Unit)

(1‘) - @ 3 (4)
Scheduile 'Record Title and Retention Period Media Type
~Number Description

9900-1 Backflow Records 2years Paper/EIectronic
9900-4 Plumbing Bonds 1 year after cancellation PapgrlEIectronic
' ' Plumbing Installation . ' . ' .
1 Records — Records pertaining to M?mta_.m paper until .
9900-5 the installation of permitted microfilmed and quality ‘Paper
plumbing jobs including plumbing | control checked, prior to :
applications, permits and paper destruction
inspections - )
; ;Iqmb‘:ng installation . | Migrate or maintain as
Records ~ Records pertaining to | necessary until no longer L
9900-5A | the installation of permitted of administrative, fiscal or Electronic or All
.| plumbing jobs including plumbing legal value in electronic Other Media
applications, permits and 9
inspections » formgt
Plumbing Installation
Records~ Records pertaining to
9900-5B the installation ofper_mitted Permahent Microfilm ’
-1 Plumbing jobs including plumbing .
applications,.permits and
inspections
' Plumbing Instalier Voo j . .
9990-6 Registrations 2 Years Paper/Electronic
) 1 year after systerﬁ
9900-10 Eﬁ::c System lnstallatuon abandoned or apphcatlon Paper/Electronic
' expires '
© 9900-12 Septic Installer Bonds 1 year after cancellation Paper/Electronic
Septic Installer :
9900-13 Registrations 2 ygars Paper/Electronic.
: e . 1 year after system ; R
9900-14 Septic System Asses§ments abandoned _PaperlEIe.ctron'lc
Infectious Waste Annual _—
9990-16 Inspections § years PaPerIEIectronlc
.9900-17 - | Loan Inspections 5 years " Paper/Electronic
9900-18 Nuisance Complaints 5 years Paper/Electronic
Private Water System . ) A
: Ihstallation Files - Records 1.year after system _
9900-20 - | pertaining to the installation of - abandoned of application Paper/Electronic
permitted private water systems expires : .
including applications; permits, P
tests and inspections ' )
: Private Water System ' . R
| 9900-21 Transmittals 6 months after ODH audit Paper/Electronic
: 1 Solid Waste Facility i L
9900-22 Inspections 5 years Paper/Electronic 1
9900-23 ' | Septic Hauler Registrations 2yeafs Paper/Electronic |25

SAO/LGRP-RC2-(Inst.) Revisad SOptembﬂr 2011
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Form RC-2

‘Schedule of Records Retention and Disposition

Continuation Sheet

‘Clermont County General Health Dnstrlct

9900

(Local government éntity) (Unit)
(1) - (2) (3) @)
Schedule Record Title and Retention Period Media Type
Number - Descrlptlon '
Subdmsnon and Lot Review -
Records = Information pertaining ' . .
9900-27 to a proposed subdivision and/or 5 years Paper/Electronic
existing lot review including maps
of existing and proposed Iots
y Truck Inspections (S Waste, - | . » -
93900-28 Septag e, P. Water) 2 years‘ .PaperlEIef:tromc
Septic Rehab ,Flles-
Applications, income . 5 . ¢ - Ath q ) .
_ qualifications, property mortgage, years from the date .
9900 _159 contracts, bids and other records mortgage is released PaperlElgctromc
pertaining to septic. systems
installed using 'septic rehab funds . - )
Maintain paper until
- Sohd Waste Site Hazardous microfilmed and quality )
9900-160 Waste Records control checked, prior to Paper
paper destruction '
: | Migrate or maintain as _
: i . : | necessary until no longer .
9900-160A | poltd Veaste Site Hazardous | o yinistrative, fiscal or Bl chronie or Al
c : : ' legal value in electronic . :
. ) format
. Solid Waste Site Hazardous o Lo
.9900-1608 Waste Records | AP.ermanent Microfilm
9900-161 | Water leuck Registrations - | 2 years Paper/Electronic
Maintain paper until
: ) Envuronmental Studles and microfilmed and quality -
'9-9.00'163 Prcuects "1 control checked, prior to Paper
paper destruction
‘ Migrate or maintain as _ .
S , necessary until-no longer I
9900-163A E?‘;/ler:&mental Studies and of administrative, fiscal or Elg‘:::: Izllce?jl; : I
’ ) legal value in electronic :
, . format
S 4, Env:ronmental Studies and N : N
9900-163B PrOjects Perma:ment Microfilm
Food Facnhty Apphcatlons 6 months after ODH/ODA s N
) 9900-29 and Transmittals . audit - PaperlEIectromc
, Food Facility Inspections; ) :
9900-37 Complaints, and Food Borne | 5 years Paper/Electronic |:
{iiness Investigations : ’ 7
_ Maintain current plans for 1 .
9900-38 Food Facility Plans year after Ilcensed fac:llty ‘| Paper/Electronic
. : closes o R

SAO_/LGRP-RCZ( inst.) Revised September 2011
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Form RC-2 o - ’ _ Page 4 of 10
Schedule of Records Retention and Dis'position' "

Continuation Sheet:

Clermont County General Health District - 9900

(Local government entity) (Unit)
- - (2 o - (3 ' NUR
Schedule | 'Record Title and Retention Period Media Type
Number Description :

LA

9900-53 | In-home Inspection

1year ' ' Paper/Electronic |

9900-54 . School Environment 5 years ' ' Paper/Electronic |

Inspections, Complaints
RVICamp Park

' | Park/Camp : :
- 9900-57 | Applications, - | 6 months after ODH audit .| Paper/Electronic
. ) Transmittals : : ’ : N

Park/Camp Inspections,

‘Complaints 5 years : Paper/Electronic

9900-60

 9900-61 Temporary ParkICamp

Plans 1 year after facility closure | Paper/Electronic

B L;lvj'wg‘*' =

Wgrina:

— —

Marina Applications,

9900'64_ Transmittals

6 months after ODH audit - PaperlEIectyonic

<

' 9900-67 ‘Marina Inspections,

Complaints 5 years - o Papg‘rlEIectpmc

9900-70 Resident Camp

Appliéati ons 2 years } S o ,Papg;lElectronic
Resident Camp’ . T S .
9900-71 Inspections, Complaints 5 years o Paper/Elgctromc
: ' Pool/Spa.Applications; : . o ‘ s
-9900-73 Transmittals - | 6 months after QDH audit - o VPaper/Electro‘mc

- 9900-76_ Pool/Spa Inspection {:5 years R PaperlEIectfoniE

| Reports, Complaints

N

§900-i8 Anirﬁal‘Bite CaseFiles | 3years - , - | Paper/Electronic

SAOILGRP-RC2-(Inst.) Revised September 2011



Form RC-2
Schedule of Records Retention and Dlsposmon
‘ Continuation Sheet

Page 5 of 10

Clermont Countv General Health Dlstrlct 9900
(Local government entity) : ) (Unit) -
(1) (2) : 3) 4)
Schedule Record Tltle'and Descnptlon Retention Period Media Type
Number
9900-82 ..| MHP App‘licét‘i'ons, Transmittals :uwéinths after ODH Paper/Electronic
9900-85 MHP Inspectlons Complamts 5 yéars Paber/EIectronic
9900-167 Manufactured Home Installation 2 year eﬂer installation ‘ Paper/Electronic
Records ’ . -
' _' . TattooIBody Piercing Faclllty o .
9900-86 Applications 2 years Paper/EIectron!c
an o Tattoo/Body. Plercing Facility . : .
9900-87 In spections, Complaints 5 years Paper/Elecfromc
Maintain current plans :
9900-171 ;fat:f’so’ Body Plercmg Facility for 1 year after licensed | Paper/Electronic
) facility closes
NGE -
| Bureau for Children with Medical | Until child reaches age .
- 9900-89 Handicaps Records | 24 , Paper/Electronic
Patient Health Records Not . 6 years after last ; -
3900-91 Otherwise Specified contact _ PeperlEIectr onic
9900-92 Communicable Dlsease Records 6 years after last- _ Paper/Electronic
: ‘contact aha :
’ .| Child Immunization Records . '
9900-95 (Immunizations Administered to g:tui Ch"d reaches age Paper/Electronic
’ - patients age 18 and younger)
| Adult Iimmunization Records ) .
9900-172 .| (Immunizations Administered to 10 years. Paper/Electronic
|.Patients age 19 and Older) ‘ .
. Medicare/Medicaid Billing - » .
9900-98 Records 6 years | PaperIEleetromq
9900-99 - OrdersIRecelpts for Drug 3 years ) PaperlEIectronic
_ Blologlcals ) . :
S - o 6 years after last " .
9900-101 Pub!lc Heelth Nurse Be'ferrale contact .PaperI'Electronlc
"9900-106 - ,TB Test Records ~ Negative 6 years - Paper/Electronic
Results : .

' .Until patient reaches -
9900-108 TB Case Recorcjs age 100 years Paper/Eilectronic
9900-173 | Vaccine R_egérté : 6 years Paper/Electronic
SAO/LGRP-RC2- -{inst.) Revised September 2011



FormRC-2 |

Schedule of Records Retention and Disposition.
Continuation Sheet

Page 6 of 10

Contracts

8 years after completion

Clermont Countv General Health Dlstnct 9900 -
(Local government entity) " (Unit)
(1) (2) @) 4 .
- Schedule Record Title and Retention Period . Media Type
Number Descrlptlon '
: Vision, Hearing, Lead and ' , v N . L
9900-1 09 other Screening Records 6 years . PaperiElectronic
T Vision and Hearing o '
9900-110 | Specialty Clinic Client Until.child reaches age 21 Paper/Electronic .
Records - .
'9900-157 | Flu Shot Records 6 years Paper/Electronic
i Nursing Program Files C R
9900 174 Not Otherwise Specified 2 years Paper/Electronic
o » Maintain paper until )
] . | Community Health microfiimed and quality .
9900-162 Assessments control checked, prior to paper Paper
destruction .

: . . Migrate or maintain as S
9900-162A Community Health necessary until no longer of Electronic or All
SO Assessments administrative, fiscal or legal Other Media

) value in electronic format -
; Community Health .

9900-162B Assessments Permanent Mlcroﬁlm
9900-165 | WIC Client Files 5 yeare from last visit Raper/EIe'ctronic'
9906-1 11 | Accident Reports 3 yeafs PaperlEIectronic

- . o Maiﬁtain paper until
|- Affidavits for Birth and microfiimed and quality .
3900-113 Death Certificates control checked, prior to paper ‘ .Pape-r
destruction ' )

I : Migrate or maintain as o

9900-113A ‘Affidavits for Birth and necessary until no longer of Electronic or All
Death Certificates administrative, fiscal or legal Other Media
: value in electronic format )
Affidavits for Birth and .
9900-113B Death Certificates Permanent Microfilm
9900-114° Agreements and

PaperlEiectronic

SAOQ/ILGRP-RC2-(ins

t.) Revised September 2011,
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Form RC-2

Page 7 of 10

~ Schedule of Records Retention and Dlsposmon
Continuation Sheet

Clermont County General Health Dlstrlct 9900
(Local govemment entity) (Unit)
M . - (2) 3) 4)

- Schedule Record Title and Retention Period Media Type
Number - WWQ&scnpggn . '
‘Administrative
£ J&
o Agreements and 4 years after final grant report
9900-175 | Contracts Assoclated or 1 year after expiration of Paper/Electronic
with Grants contract if not audited -
19900-115 | Annual Budgets 3 years Paper/Electronic
‘ A Maintain paper until
microfilmed and quality )
9900-116 | Annual Reports control checked, prior to paper Paper
{ destruction o
. ‘Migrate or maintain as le
B ‘ . ‘ necessary until no ionger of © | Electronic or Ali
9900-116A | Annual Reports _administrative, fiscal or legal . _ - Other Media
v value in electronic format
9900Q1168 Annual Reports Permanent Micro.filmv
Application for State - S
9900-1‘1 7 Subsidy 3 years F_’aper/EIectrom»c
Birth/Death Certificaté. : o . . ) - L
9900-118 Applications and Logs | 3 years after ODH Audit PaperIEIecfroplc
9900120 | Applications for 6 months Paper/Electronic.
o Employment (not hired) .
_ : _ ' Maintain paper until
) . microfilmed and quality '
9900-122 A‘,’d't, VReP orts control checked, prior to paper Paper
destruction -
Migrate or maintainas . ‘
] ok necessary until no longer.of Electronic or All
. 9900-122A A"d't Rgpor.ts administrative, fiscal orfegal ‘Other Media
value in electronic format
9900-122B | Audit Reports’ Permanent Microfilm
Maintain paper until '
. . e _ microfilmed and quality
9900-123 | Birth Certificates | control checked, prior to paper Pap‘er‘
destruction
, Migrate or maintain as
ves . o -necessary until no longer of Electronic or All
9900 1123A Birth Cerﬂﬁ;ates admiinistrative, fiscal or legal Other Media
o N value in electronic format :
9900-123B Bifth 'Certific;ates Permanent Microfilm
9900-127 | Cash Receipts 6 months after audit Papé_rlEIectronic
9900-128 -Correspondence Files 1 year . Paper)EIectronié

SAO/LGRP-RC2-(Inst.) Revised September 2011

»huvci been audiﬁed by the
Auditor of State and the
audit report has been
released pursuant to
Sec. 117.26 O.R.C,



Form RC-2 . Page 8 of 10

Schedule of Records Retention and Disposition

Continuation Sheet
Clermont County General Health District '

9900

(Local government entlty) {Unit)
(1) s @ ) 4)
Schedule 'Record Title and Retention Period Media Type .
Number Descrrptlon
- SRy
| Fee Establishment Cost e
9900-129 | Methodology for Non- Until Fee is Revised Paper/Electronic
- | ODH Audited Programs - ! ’
_ | Fee EstablishmentCost | =~ :
-9900-176 ' | Methodology for ODH - | 6 months after ODH audit Paper
Audited Programs ' C
" 9900-130 | Daily Activity Reports 5 years Paper/Electronic
o . Maintain paper until
e e microfilmed and quality
9990'131 Death Centificates control checked, prior to paper Paper
destruction
Migrate or maintain as
) g : . i necessary until no longer of " Electronic or All - |z
9-909 131A | Death Certificates administrative, fiscal or legal - Other Media
value in electronic format
9900-131B beatlr Certificates. - Permanent Microfilm
9900-132 | Equipment inventories Until new replaces - Paper/Electronic
9900-133 Employee Planners Until no longer of value 'Paper/EIectror\ic
I9900;134 Grant Records 4 years after final report Paper/Electronic” [&
9900-135 | Insurance Policies Permanent Paper/Electronic
9900-136 Leave Récords 2 years PaperIEIectronic
] __9900-137 Legal Opinions Until Superseded Paper/Electronic
' " | Minority Outreach - . . . .
9900-138 Program Re‘c ords 3 years Paper/EIectromc‘
, Maintain paper until
Mlnutes of the Board of microfilmed and quality -
99001 ?9 Health . ~ | control checked, prior to paper Paper
destruction .
. ) | Migrate or maintain as
9900-139A Minutes of the Board of necessary until no longer of Electronic or All -
| Health administrative, fiscal or legal Other Media
. , value in electromc format
' 2o | Minutes of the Board of .
9900-139B Health Permanent » Microfilm
= Maintain paper until )
Minutes of the District microfilmed and quality :
9900-140 Advisory _control checked, pnor to paper Paper-
destruction - - -
: _ - | Migrate or maintain as .
9900-140A Minutes of the District - necessary until no longer of Electronic or All
Advisory administrative, fiscal or legal Other Media
value in electronic format -
SAOILGRP-RC2-(Inst.) Revised September 2011




Form RC-2

Page 9 of 10 '

Schedule of Records Retention and Dlsposmon
- Continuation Sheet .

of Service

Clermont County General Health Dlstrlct 9900
(Local government entity) (Unit)
(1) - () . 3 (4)
Schedule Record Title and Retention Period Media Type
Number Description :
9900-140B M'm.'tes of the District Permanent Microfiim
Advisory
9900-144 ‘Payroll Recofds 6 months after audit Paper/Electronic
, ; - 5 years after fiscal end if . : L
9900-145 ‘Pay Ins 7 audited PaperlEIgctromc
‘ Maintain paper until
. microfilmed and quality . '
9900-146 | Personnei Files control checked, prior to paper Paper
destruction
Migrate or maintain as :
} . necessary until no longer of Electronic or All
9900 146A _ Personr_lel Files administrative, fiscal or legal Other Media
value in' electronic format
9900-146B | Personnel Files 60 years after employee Microfilm
termmatlon
A ' ) Records maintained at . .
9900-147 | Purchase Orders Auditor’s Office Pa‘perIElectr-or.uc'
Local Board of Health R ' "
9900-148 Regulations Until Sgpersedeq ] ' Paper/Electronic
. - Records maintained at .
9900-149 , Requisitions Auditor's Office Paper/Electromc
. _ Maintain paper until
PP . microfilmed and quality
990(_)-150 S?I"bll’th Cert!f.lcates control checked, prior to paper Paper
' destruction
. - : Migrate or maintain-as :
N, T necessary until no longer of Electronic or All
9900-150A | Stilibirth Certificates administrative, fiscal or legal Other Media
) value in electronic¢ format
9900-150B- | Stillbirth Certificates Permanent Microfilm
-9900-153 Vital Statistics Rébqrts 6 mdnths after ODH audit - PaperlElectroﬁic
| Monthly Financial : )
9900-158 | Reports 2 years after audit
9900-164 { Vehicle Records . Untit Sold
' Child Fatality "
9900-166 Investigation Records 3 years after death PaperlE!ectronlc
9900-168 Béach Sample Records 1 'year Paper/Eiectronic
9900-169 Vital Statistics Certificate 1year

Paper/Electronic

SAGILGRP-RC2-(Inst.) Revised September 2011



Form RC-2 ‘
| Schedule of Records Retention and Disposition
| Continuation Sheet

Page 10 of 10

Clermont County General Health District 9900
(Local government entity) (Unit)

(1) (2) 3 (4)
Schedule Record Title and Retention Period Media Type
Number Description

9900-170 | Septage Hauler Bonds 1 year after cancellation Paper/Electronic

9900-177 Community Training 5 years : Paper/Electronic
Records '

9900-178 | Burial Permits : 5 years Paper/Electronic

Maintain paper until

microfilmed and quality
9900-179 | Fetal Death Reports control checked, prior to paper Paper

destruction

Migrate or maintain as

_. ) necessary until no longer of Electronic or All
9900-179A | Fetal Death Reports administrative, fiscal or legal Other Media
value in electronic format :
9900-179B | Fetal Death Reports Permanent Microfilm
9900-180 | Employee Driver History | 2 years ' Paper/Electronic

9900-1g1 | Participant Release

Forms 20 ygars , Paper/Electronic

SAQ/ILGRP-RCZ-(Inst.) Revised September 2011



