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v-i State Archives of Ohio
it Local Goverrniment Records Program
- 800 E. 17" Avenue

OHIO Colurmbus, OH 43211-2474

HISTORY

CONNECTION

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

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

Section A: Local Government Unit

LUCAS COUNTY COURT OF COMMON PLEAS JUVENILE DIVISION
{local gmgmmﬂw e {unit)
%» i SAID ORRA GENERAL COUNSEL JUNE 15, 2015
(sré;;;ture of responsible official) {name) (title) {date)

Section B: Records Commjfsian
LJJ. ﬁﬁ& (.,,{:}L,Lﬂ%\/ Records Commission Aw{ {’;7 ”"_2_[5” 4‘6{ /

(telephone number) !

| Government Civ Sk, 8@9 Toledd 422pll  LuasS

{address) (zlp code) {county}

To have this form returned to the Records Commission electronically, include an smail address:
jbaloghtweo.lucas.oh.us

e et i e et

| 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. | further certify that our commission will j
make every effort to prevent these records serles 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

ca ei claim, achon or rqus,t This action is reflected in the minutes kept by this commission,

Records Commission Chair 5&% Date !

Section C: Ohio History Connection - State Archives

Signature

ectign D; Auditor of State
x & )] e 73105

Signaturé Mle Date
Please Note: The State Archives retains RC-2 forms permanently, It is strongly recommended that the
Records Commiission retain a permanent copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2}, Revised August 2014



Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

Admin. Page 1 of 1

LIFE

LUCAS COUNTY JUVENILE COURT ADMINISTRATION
(local government entity) (unit)
) (3) 5 (6)
Schedule (2) Record Title and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP | LGRP
ADMINISTRATIVE JOURNALS: POLICIES & PERMANENT PAPER/
2014-1 ISSUES UNRELATED TO CASES (Sup R 26018 | FLECTIONE @/
2014-2 ANNUAL REPORTS P COPES ELECTRONIC @/
(Sup. R. 26.01(B))
UNTIL OF NO
2014-3 COMMUNICATION RECORDS ADMIN. VALUE AT B
ADMIN, VALUE PAPER/
2014-4 CORRESPONDENCE & GENERAL OFFICE ADMIN, VALUE ELECTRONIC O
UNTIL OF NO
2014-5 DRAFTS & INFORMAL NOTES ADMIN, VALUE ELECTRONIC ]
UNTIL OF NO PAPER/
2014-6 PUBLICATIONS RECEIVED o R 260100) ELECTRONIC ]
UNTIL OF NO PAPER/
2014-7 PUBLICATIONS (DEPT. MANUAL, NEWSLETTERS, ADMIN. VALUE ELECTRONIC
PROCEDURAL RULES & REGULATIONS) (Sup. R. 26.01(N)) |:|
2014-8 DESK APPOINTMENT CALENDARS Sowmss ELECTRONIC -
]
L]
O




OHI

Ohio Historical Society

§ 1§T0RY State Archives of Ohio

L

Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CLERKS Page 1 of 2

LUCAS COUNTY JUVENILE COURT CLERKS
(local government entity) (unit)

() (2) Record Title and (3)- For tlss,e by R’(g{3
Schedule 11T Retention (4) ! -
Number Description Period Media Auditor of | Required

Type State or by OHS-
OHS-LGRP LGRP
PERMANENT
2014-9 INDEX (Sup. R 26.03(D)) ELECTRONIC @/‘
PERMANENT
) Sup. R. 26.03
2014-10 DOCKET Gp R 2BEE) | e Ed
PERMANENT PAPER/
2014-11 JOURNAL (Sup. R. 26.03(D)) ELECTRONIC IE/
2014-12 NOTES FOR PURPOSE OF COMPILING A REPORT, et gﬁiﬁgﬁg‘m -
i OPINION, OR OTHER DOCUMENT OR MEMO SOV ATFREPARERS'  mrscTaonte n
(Sup. R. 26.03(D))
11 YRS FROM ELECTRONIC
2014-13 RECORDINGS OF COURT PROCEEDINGS DATE OF .
RECORDING |:|
2014-14 SUPREME COURT REPORTS PERMANENT ELECTRONIC E’/
2014-15 DELINQUENCY CASE FILES TR APTER AUDIT: 50 6 FOR PAPER/
- (including appeal exhibits, depositions & transcripts & psychological O A oo Ok  ELECTRONIC I:I
evalnationg) (Sup. R. 26.03(HX1))
2014-16 UNRULY CASE FILES 2 é%%gg%ﬁ FmIAL PAPER/
- (including appeal exhibits, depositions & transcripts & psychological AFTER AUDIT ELECTRONIC
eVahlatiOnS) (Sup. R. 26.03(H)(5)) D
2014-17 ADULT CRIMINAL CASE FILES OR 1 YA AFTOR AUDIT, 30 7S PAPER/
- (Including appeal exhibits, depositions & transcripts& psychological O O Y. oF ELECTRONIC I:‘
evaluations) (Sup. R 26,0310
JUVENILE BY-PASS: 2 YRS AFTER FINAL
2014-18 1% FILE=1* PAGE OF FORM COMPLAINT AFTER APPEAL. i
28D FILE=2NP PAGE OF FORM COMPLAINT W/SIGNATURE (Sup. R. 26.03(H)(2)) I::‘
e I
20 1 4" 1 9 (including ps;/cho]ogical evaluations AI;ID civil protéction orders) MO?%ER’V?I‘I:C‘;IOESJL;QEI‘S:‘}.%ER ELECTRONIC
(Sup. R. 26.03(H)(3)) D
5 YRS AFTER DATE PAPER/
OF SERVICE OR ELECTRONIC
2014-20 SEARCH WARRANT RECORDS LAST ATTEMPTS
(Sup. R. 26.03(h)(5))
2 YRS AFTER FINAL PAPER
2014-21 UNRULY & MARRIAGE CONSENT FILES OAFTER AUDIT o

(Sup. R. 26.03(H)(5))




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CLERKS Page 2 of 2

LUCAS COUNTY JUVENILE COURT CLERKS (cont.)
(local government entity) (unit)
5)
(1) i (3) { (6)
Schedule (2) Record_ T|_tle and Retention (4) For use by RC-3
Number Description Period Media Auditor of Required
Type State or by OHS-
OHS-LGRP LGRP
5 YRS AFTER FINAL PAPER/
2014-22 MINOR MISDEMEANOR TRAFFIC (Sup. B 260XS) ELECTRONIC [
2014-23 MISDEMEANOR TRAFFIC B . HLECTRONIC
(Sup. R. 26.03(HX5) D
2014-24 ALL OTHER TRAFFIC SRS A T FINAL Engfg/mc D
(Sup. R. 26.03(FH)X5))
201425 COURT REPORTS: EXHIBITS, DEPOSTITIONS, & co‘fgnvi%sm PAPER/
TRANSCRIPTS up R 26y ELECTRONIC ]
ARE MET
2014-26 PRELIMINARY DRAFTS OF LETTERS, MEMORANDA, o LonGEa of o DATER
WORKSHEETS, REPORTS ADMIN. VALUE |:|
L]
O
Ol
O
O
O

SAO/LGRP-RC2-{Inst.) Revised February 2012




OHIO Onhio Historical Society
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State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

Business Page 1 of 3

LUCAS COUNTY JUVENILE COURT BUSINESS OFFICE
(local government entity) (unit)
(1) : @) ) ©
Schedule (2) Record Title and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP | LGRP
3 YRS PROVIDED PAPER/
2014-27 CANCELLED CHECKS/REGISTERS T ELECTRONIC 0
2014-28 ATTORNEY FEES 5 YEARS BLECTRONIC u
I5YRS PAPER/
2014-29 BIDS (SUCCESSFUL) x ?I;T\ETI} on ELECTRONIC ]
2014-30 BIDS (UNSUCCESSFUL) AFTER BLEeTRONIC
EXPIRATION D
15 YRS
2014-31 CONTRACTS MR o DA —
2014-32 INVENTORIES FROVIDED sLemeic ,
(ANNUAL OF COUNTY PROPERTY) AUDITED D
INVOICES 2 YR AFTER END OF PAPER/
2014-33 PAD) g RLECTRONC .
2014-34 LEASES AFTER ELECTRONIC
EXPIRATION D
2014-35 LEAVE REQUESTS *PROVIDED BLaCTRONIC T
AUDITED D
2014-36 PAY-INS TO TREASURY 4FISCAL YRS suscrioNe ]
2014-37 PAYROLL SRS ATTER ELECTRONIC 0
4 FISCAL YRS PAPER/
2014-38 PURCHASE ORDERS ELECTRONIC O
PAPER/
2014-39 RECEIPT DOCUMENTS 7 FISCAL YRS ELECTRONIC




‘ ] . ) . Business Page 2 of 3
H Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

z
x@ﬁ

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT BUSINESS OFFICE (cont.)
(local government entity) (unit)
() 3) (5) (6)
Schedule (2) Record Title and Retention 4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP | LGRP
2014-40 TIME CARD, TIME SHEETS 3 YRS PROVIDED ELECTRONIC [
2014-41 REQUISITIONS 3 YRS PROVIDED A -
2014-42 TELEPHONE BILLS 2 YRS PROVIDED ELECTRONIC 0
|
2014-43 TRAVEL EXPENSE REPORTS osmovom | nitfioe -
|
2014-44 VOUCHERS 4 YRS PROVIDED ELECTRONIC - ;
[
2014-45 ATTORNEY APPOINTMENTS UNTIL AUDITED o AR - ‘
|
2014-46 CLERK’S CERTIFICATE TO SHORTHAND oL avomen | e ;
REPORTER O 4
2014-47 BOARDING HOME RECEIPTS Y| meemone — j
3 YRS PROVIDED ‘
2014-48 BANK RECORDS 00 _PATR — ‘
3YRS
2014-49 RECEIPT BOOKS/RECORDS/PAY-INS BROVIDEDAUDIT | gy ceraonic ]
2014-50 FISCAL RECORDS 3 YRS PROVIDED o AR O
(Sm R 26 01I(KN
2014-51 GRANT RECORDS ST BLECTRONIC
2014_52 3 YRS CONTRACT PAPER/
RFPs, BIDS, & RESULTING CONTRACTS oS ELECTRONIC




OHI0 Ohio Historical Society

BISTORY

State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT

BUSINESS OFFICE (cont.)

Business Page 3 of 3

(local government entity)

(unit)

@ ) 3 )] ) ©)
Schedule Record Title and Description Retention Media For Use by
Number Period Type Auditor

2014-53 EMPLOYMENT APPLICATIONS 2 voas —
(POSTED POSITIONS) (Sup. R 26016) ELECTRONIC

2014-54 EMPLOYEE BENEFITS LEAVE RECORDS B PAPER/
(Sup. R. 26.01(1)) ELECTRONIC
2014-55 EMPLOYEE LEAVE RECORDS . ELECTRONIC

EMPLOYEE HISTORY RECORDS 10vRS AFTER

2014-56 (including Civil Rights-related documents & Workers” Compensation documents) (Sﬁ%ﬁ?&?ﬁ» ELé)éA‘IP‘lEg/NIC
2014-57 EMPLOYEE DISCIPLINE RECORDS (sr%)%%y‘%iﬁi%:) .

oo o |0 0o (o (oo (oo (0 (0 (d
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

Probation Page 1 of 1

OF GRANT YR., WHICHEVER
IS LATER

LUCAS COUNTY JUVENILE COURT PROBATION
(local government entity) (unit)
(1) (3) (5) ©)
Schedule (2) Record Title and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP LGRP
2014-58 INDEX TO PROBATION FILES PERMANENT BLECTRONIC /
2014-59 ANNUAL REPORTS PERMANENT | g PP @,/
JUVENILE PROBATION FILES 08 PROBATION, O PAPER/
2014-60 (Includes Comm. Service Work Docs & Psychological Evaluations) AGBZ, WHICHEVER ELECTRONIC D
2014-61 DEPARTMENTAL PROGRAM FILES oF PRopAToe OF PAPER/
(Diversion, Sex. Offenders, Sub. Abuse, Intensive Services) AGE 2L, WHICHIEVER ELECTRONIC D
3 YRS AFTER TERM.
2014-62 JUVENILE RESTITUTION FILES e e ELECTRONIC n
2014'63 4 FISCAL YEARS PAPER/
RESTITUTION PAY-IN FILES AFTER AUDITED ELECTRONIC I:I
2014'64 2 YEARS AFTER PAPER/
POLICY/PROCEDURE MANUAL SUPERSEDED ELECTRONIC D
2014-65 TOXICOLOGY SCREEN DOCUMENTS 2 YEARS FROM ELBCTRONIC
SCREEN DATE |:|
2014-66 PROGRAM DOCUMENTS | YEAR FROM FLECTRONIC
PROGRAM |:|
DYS ACCEPTANCE OF PAPER/
2014-67 DYS GRANT DOCUMENTS WK Gr VIS o Evp  FLECTRONIC 0
Ll
]




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT

JDC Page 1of 2

JUVENILE DETENTION CENTER

(local government entity)

(unit)

(1) ] (3) (5) (6]
Schedule (2) Record Title and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP | LGRP
UNTIL NO
2014-68 DAILY DETENTION STATUS SHEET (GURTEER BLECTRONIC O
UNTIL NO
2014-69 DAILY DETENTION ROSTER | FURTHER LA 0
MONTHLY STATEMENT OF JUVENILES 10 YRS FROM PAPER/
2014-70 DETAINED %‘ggg ELECTRONIC D
5YRS OR AGE
2014-71 ALL RESIDENT FILES AWHGHVER | oot 0
2014-72 RESIDENT MEDICAL FILES * DATEOF AR
RECORD ELECTRONIC D
2 YRS AFTER
2014-73 OFFICIAL HEAD COUNTS Racon AT O
2014-74 , UNTIL OF NO PAPER/
RESIDENT MEDICAL REQUEST (NURSE’S LIST) ADMIN. ELECTRONIC D
VALUE
2014-75 STAFF PHONE LOG & VISITORS’ SIGN-IN 1 YR ATTER DATE AT
SHEET [l
2014-76 KEY SIGN-IN SHEET At ELECTRONTC
VALUE D
2014-77 MEAL COUNT o L APER
(BILLING PURPOSES/# OF MEALS SERVED) VALUE I:'
2014-78 FIRST AID CHECKLIST FORM T e
VALUE |:|
UNTIL OF NO PAPER/
2014-79 MAINTENANCE WORK ORDER . ELECTRONIC
2014-80 RESIDENT BEHAVIORAL POINT CARDS UNTA% N‘?FFN NO EL;‘C“%S’MC
& THINKING REPORTS VALUE




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT

JDC Page 2 of 2

JUVENILE DETENTION CENTER (cont.)

(local government entity)

(unit)

(1) . 3) %) (©)
Schedule (2) Record Title and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP LGRP
3 YRS FROM
2014-81 INSPECTION RECORPS DATE OF LT
(DYS, Health Dept., Fire) RECORD ]
2 YRS FROM
2014-82 MANAGER DAILY LOGS DATE OF DA O
3 YRS FROM PAPER/
2014-83 EMPLOYEE LEAVE RECORDS D}{gggg ELECTRONIC D
10 YRS FROM
2014-84 EMPLOYEE HISTORY AND DISCIPLINE RECORDS DATE OF ELECTRONIC ]
2014-85 STAFF ATTENDANCE RECORDS 3YRS FROM ELECTRONIC
RECORD D
2014-86 CORRESPONDENCE & GENERAL OFFICE RECORDS PR AR
(INCLUDES MISC EMPLOYEE NOTES) ADMIN. VALUE L—_l
2014-87 3 YRS FROM ELBOTRONIC
INVENTORY RECORDS DATE OF O
PAPER/
2014-88 POLICY & PROCEDURE MANUALS 2 BATROr ELECTRONIC
RECORD |:|
2014-89 EMPLOYEE HANDBOOK & POLICIES ZgisTg‘g;M AP
READ & SIGN RECORDS RECORD ]
]




s . . Ct. Reporter Page 1 of 1
Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT COURT REPORTER

(local government entity) (unit)

(1) 2)R d Title and () F s b (6)
Schedule (2) Record Title an Retention (4) or use by RC-3
Number Description Period Media Auditor of Required

y OHS-LGRP | “Yonp

1 YR PROVIDED
CONDITIONS IN PAPER/

2014-90 EXHIBITS, DEPOSITIONS & TRANSCRIPTS Sup. R, 26(F) ARE ELECTRONIC H

MET

1 YR PROVIDED

2014-90.1 DIGITAL AUDIO RECORDINGS OF R ROV
HEARINGS (FTR) SR O
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CASA/CRB Page 1 of 2

LUCAS COUNTY JUVENILE COURT CASA/CRB
(local government entity) (unit)
(1) : ) %) (©)
Schedule (2) Recorq Tl_tle and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP LGRP
] CITIZEN REVIEW BOARD FILES YoUNGEST PAPER/
2014-91 (CRB Review Sheets & Service Reporter Reports REACHES AGE 19 Freemone []
2014-92 CITIZEN REVIEW BOARD APPLICATIONS 2YEARS PAPER O
7YRS AFTER
2014-93 CASA CASE FILES sz or e 5
20 14-94 ANN[J AL REPORTS PERMANENT ELE(?’E’ESJNIC @/
2014-95 BLANK FORMS oL | mecTeome
OBSELETE D
2014-96 CASA BUDGET LOG (Working Papers) ONTIL OFNo. ELECTRONIC 0
2014-97 CASA POLICY MANUAL b on | mECTIONC
OBSELETE D
2014-98 CRIMINAL RECORDS CHECKS FOR VOLUNTEERS RGP BLECTRONIC -
SERVICE
10 YRS AFTER PAPER/
2014-99 REFERENCES TERM. OF ELECTRONIC
SERVICE D
PAPER/
2014-100 DISCIPLINARY ACTION 10 YRS AFTER ELECTRONIC ]
SFRVICE
2014-101 EXIT QUESTIONNAIRE UNTIL OF NO ELECTRONIC
ADMIN VALUE ]
01410 VOLUNTEER AGREEMENT & TERMINATION OF | g PAZER
- CONFIDENTIALITY AGREEMENT SERVICE
7 YRS AFTER PAPER/
2014-103 VOLUNTEER PERSONNEL FILES e OF BLBCTRONIC




CASA/CRB Page 2 of 2
H Ohio Historical Society 8
HisTORY State Archives of Ohio

v Local Government Records Program
RYF  s00E 17" Avenue
H Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT CASA/CRB (cont.)
(local government entity) (unit)
- S ST I A
- Schedule | {2) Record Title and | Retention @) | Foruseby | RC3
Wk Description o Media HAuditor of | Required
Number |- Period ! . eq
- - OHS- L GRP LGRP
VOLUNTEER TRAINING IN-SERV - UNTIL OF NO
2014-104 SHEETS ICE SIGN-IN ADMIN VALUE RLECTROMIC 0
VOLUNTEER TRAINING IN-SERVICE SESSION UNTIL OF NO
2014-105 VATERIALS ADMIN VALUE RLECTROMIC [
2014-106 VOLUNTEER TIMESHEETS/MILEAGE FORMS i oFNo ELECTRONIC 0
AFTER CA§E PAPER/
2014-107 VOLUNTEER WORKING CASE FILES e L ELECTRONIC |:|
MERGE
2014-108 : UNTIL Feron
VOLUNTEER TRAINING CURRICULUM MATERIALS SUPERSEDED OR ELECTRONIC |:|
OBSELETE
2014-109 CORRESP%&%%%%\/I C]*EENERAL & D AT ELECTRONIC .
PAPER/
2014-110 UNSUCCESSFUL GRANT APPLICATIONS 1YEAR ELECTRONIC I:I
PAPER/
2014-111 GRANT RECORDS OF GRANT PERIOD BLECTRONIC O
polalla VOCA GRANT RECORDS INCLUDING: Financial, SRS AVTER.  EAPER
Supporting Docs, Statistical Reports, Other Awards Records AUDIT CLOSES |:|
SVAA GRANT RECORDS INCLUDING: Financial, YRS AFTER o AR
2014-113 Supporting Docs, Statistical Reports, Other Awards Records AUDIT CLOSES O
5 YRS AFTER
2014-114 GRIEVANCE FILES RESOLVED EL]?(?IP%SINIC
2014-115 STATISTICAL REPORTS Until Incorp. Into PAPER/
(Monthly/Quarterly/Semi-annually) Annual Report ELECTRONIC




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT

YTC Page 1 of 2

YOUTH TREATMENT CENTER

(local government entity) (unit)
() (2) Record Title and (3)- For Lbs,e b R((b.‘.z3
Schedule P Retention (4) use by -
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP LGRP
UNTIL NO
2014-116 DAILY DETENTION STATUS SHEET | JURTHER ELECTRONIC =
UNTIL NO
2014-117 DAILY DETENTION ROSTER | GURTHER ELECTRONIC =
2014-118 MONTHLY STATEMENT OF JUVENILES 10 YRS FROM PAPER/
DETAINED gfl}ggg ELECTRONIC I__..|
5YRS OR AGE
2014-119 ALL RESIDENT FILES 21, WHICHEVER FLECTRONIC H
6 YRS AFTER
2014-120 RESIDENT MEDICAL FILES DATE OF BLECTRONIC O
2014-121 e FLECTRONIC
OFFICIAL HEAD COUNTS RECORD ]
PAPER/
2014-122 ‘ 2 YRS AFTER ELECTRONIC
MEDICAL STAFF LOG DATE OF n
2014-123 STAFF PHONE LOG & VISITORS’ SIGN-IN $ YR AFTER DATE tATE
SHEET ]
PAPER/
2014-124 KEY SIGN-IN SHEET o ELECTRONIC
VALUE |:|
2014-125 oM ELEerRoNc
MEAL VERIFICATION FORM Apm 0
PAPER/
2014-126 FIRST AID CHECKLIST FORM NN ELECTRONIC
VALUE ]_—_l
UNTIL OF NO PAPER/
2014-127 REQUEST FOR SERVICE (Maintenance) VALUE ELECTRONIC =
1 YR AFTER DATE e .
2014-128 SUPERVISED SCHOOL SUPENSION RECORDS OF RECORD




OHIO Onhio Historical Society
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W

State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT

YTC Page 2 of 2

YOUTH TREATMENT CENTER (cont.)

(local government entity)

(unit)

1) ] (3) 5) (6}
Schedule (2) Record Title and Retention (4) For use by RC-3
Number Description Period Media Auditor of | Required
Type State or by OHS-
OHS-LGRP LGRP
INSPECTION RECORDS 3RS PROM PAPER/
2014-129 (DYS, Health Dept., Fire) RECORD e N
2014-130 SHIFT ACTIVITY REPORTS “DATEOF FLRCTRONIC
RECORD D
3 YRS FROM
014131 EMPLOYEE LEAVE RECORDS s A 0
2014-132 Ok or ELEeTRONIC
EMPLOYEE HISTORY AND DISCIPLINE RECORDS DATE OF 0]
2014-133 ATTENDANCE RECORDS SYRsTROM FLECTRONIC
RECORD D
2014-134 CORRESPONDENCE & GENERAL OFFICE PORTIER LT
RECORDS ADMIN. VALUE |:|
2014-135 3 YRS FROM BLECTRONIC
INVENTORY RECORDS DATE OF []
2 YRS FROM EL]‘E’ é’f&gjmc
2014-136 POLICY & PROCEDURE MANUALS DATE OF
RECORD |:|
P. R/
2014-137 EMPLOYEE READ & SIGN RECORDS Rocliosis BLECTRONIC
RECORD |:|
]




OHIO Ohio Historical Society

RISTOGRY

State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

LUCAS COUNTY JUVENILE COURT

INTAKE

INTAKE Page 1 of 1

(local government entity)

7 (unit)

(1)
Schedule
Number

(2) Record Title and
Description

(3)
Retention
Period

(4)
Media

Type

(6]

For use by
Auditor of
State or
OHS-LGRP

(6)
RC-3
Required
by OHS-
LGRP

2014-138

ASSESSMENT RECORDS

(Safety Plans, Mediation Agreements, Police Reports, Family Facts)

3 years

PAPER/
ELECTRONIC

]

[




