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City of Circleville

Records Commission

August 25, 2010 – 3:15 p.m.



Mayor Taylor called the Records Commission meeting to order at 3:15 p.m. in the City Administration Building Conference Room.  Those present: Chuck Taylor, Mayor/Records Commission Chairperson; Gary Kenworthy, Law Director/Records Commission Member; Gayle Spangler, City Auditor/Records Commission Member and Chief Tim Tener. Valerie Dilley was present to record meeting minutes. 
The December 17, 2009 Records Commission meeting minutes were motioned for approval by Mr. Kenworthy. Ms. Spangler seconded the motion.  
OLD BUSINESS

Police Department RC-2: Ms. Spangler asked if the Police Department signed their RC-2 yet. Ms. Dilley stated it was not signed yet.  Because of that, the 2009 RC-3 was not prepared or submitted for State and OHS approval. It will need to be signed and approved by the State prior to records destruction this year.  
NEW BUSINESS
Commission Member: Mayor Taylor stated he will have a replacement for Mr. Starkey, who passed away in January, within the next few days.

2011 Personnel Management RC-2 Changes: The following changes to the Personnel Management RC-2 were submitted: 
1.
98-00017:
Random/Reasonable Suspicion Controlled Substance Testing




Retention:
Place in Personnel File

2.
98-00019: 
Pre-Employment Testing (Psychological, Physical, Controlled Substance, 





Fitness for Duty, Agility) 



Retention:
Place in Personnel File

3.
98-00021 & 98-00022:
Remove -----Combined with 98-00019

4.
98-00036:
Employee Training Records



Retention:
Place in Personnel File

5.
98-00048:
Personnel Actions – Employee Discipline, Counseling Forms, Etc.



Retention:
7 years after separation from employment

6.
98-00049:
Written and/or Anonymous Complaints of Employee Misconduct



Retention:
7 years after separation from employment

7.
98-00052:
Employee Pre-Disciplinary Hearing Case Files



Retention:
7 years after separation from employment

8.
98-00071:
Personnel Files – (All other information)



Retention:
7 years after separation from employment

Mr. Kenworthy motioned to accept the changes as submitted.  Ms. Spangler seconded the motion. 

2010 Department RC-3’s:  Ms. Spangler motioned to approve the request to prepare 2010 Department RC-3’s.  Mr. Kenworthy seconded the motion. 
Meeting adjourned at 3:30 p.m. 
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