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City of Circleville Records Commission
Tuesday, April 14, 2026 at 4:30 pm
Mayor’s Conference Room


Mayor Blanton called the Records Commission Meeting to order at 4:54 p.m. in the Mayor’s Conference Room located at 114 W. Franklin Street, Circleville OH. 

Roll Call:  Michelle Blanton – Mayor present, Mark Bidwell –Auditor present, Kathi Yates – Community Member present, and Brenda Short taking the minutes.  Kendra Kinney – Law Director was excused.

Mayor Blanton introduced Kathyn Yates as the new Records Commission Community Member replacing Lane Hufford who moved out of the city and was no longer able to serve. Kathi’s term is indefinite. 

Mark Bidwell made a motion to approve the September 2, 2025 meeting minutes as recorded, and Kathi Yates seconded the motion.  All in favor.  Motion carried.

OLD BUSINESS
None

NEW BUSINES:
RC-2
Human Resources submitted an updated RC-2 for review.  
Request to change Media Type for Annual Report, Annual Department Budget Preparation – Working File, Rules, Regulations, Polices and Procedures, Unsolicited Correspondence, Organizational Charts, Facsimile Logs Attached to faxed documents, Ohio Public Records Compliance Files (RC-1, RC-2, RC-3), Employee Insurance Enrollment Forms, PERRP 300 Compliance Log to Multi.  
Request to change Media Type for Employee Family Medical Leave Requests to Electronic. Request to change Retention Period for Unsolicited Correspondence and Facsimile Logs Attached to Faxed Documents to Until No Longer of an Administrative Value.
Request to change Retention Period for Personnel Actions– Employee Discipline, Counseling, Etc and Employee Pre-Disciplinary Case File to Destroy After 2 Years.
Request to change Retention Period for Personnel Files to Destroy 7 Years After Employee Leaves Municipal Employment.
Mark Bidwell made a motion to approve these changes and then forward on to Ohio History Connection State Archives to sign off on it. Kathi Yates seconded the motion.
Roll Call:  Kathi Yates -Yea, Mark Bidwell -Yea and Michelle Blanton -Yea.  All in favor.  Motion carried.

RC-3s
Utility Department and Park Department had none to submit on their logs.

Police Department List 1 submitted their list with a Proposed Date of Destruction of May 1, 2026.
Mark Bidwell made a motion to approve and forward to Ohio History Connection State Archives for approval.  Kathi Yates seconded the motion.
Mark Bidwell – Yea, Kathi Yates – Yea, and Michelle Blanton – Yea.  All in favor.  Motion carried.

Safety Department submitted their list with a June 1, 2026 Proposed Date of Destruction.
Mark Bidwell made a motion to approve and forward to Ohio History Connection State Archives for approval; seconded by Kathi Yates.
Mark Bidwell – Yea, Kathi Yates – Yea, and Michelle Blanton – Yea.  All in favor.  Motion carried.

Service Department submitted their list which was incomplete.  It was missing Proposed Date of Destruction.
Police Department submitted their List 2 that was incomplete.  It was missing Proposed Dates of Destruction.
Fire/EMT submitted their List 1 and List 2.  Both were incomplete.  Missing Proposed Dates of Destruction.

Mark Bidwell made a motion to approve Service Department, Police Department and Fire/EMT RC-3’s for submittal to Ohio History Connection State Archives for approval with a Proposed Date of Destruction of June 1, 2026. Kathi Yates seconded the motion.
Mark Bidwell – Yea, Kathi Yates – Yea, and Michelle Blanton – Yea.  All in favor.  Motion carried.

Mayor Blanton stated this would be communicated with all departments and the forms would be forwarded on to State Archives for approval.  City will schedule to have all approved destructions done.  

Mayor also stated this Commission will probably need to schedule another meeting in a couple weeks to approve the destruction list (RC-3) from HR once it is completed.

ADJOURNMENT
Mark Bidwell made a motion to adjourn.  Kathi Yates seconded the motion.  All in favor.  The meeting was adjourned at 5:12 pm.



Submitted by Brenda Short
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