PCLI CY 6. 25

PUBLI C RECORDS

Pursuant to Section 149.43 of the Onhio Revised Code (ORC), the
Portage County Board of Developnental D sabilities (Board)
hereby adopts this public records policy. It is the policy of
the Board that openness leads to a better-inforned citizenry,
which leads to better governnent and better public policy.
Consistent with the prem se that governnent at all |evels exists
first and forenost to serve the interests of the people, it is
the mssion and intent of the Board to at all tinmes fully conply
with and abide by both the sprit and letter of OChio's Public
Records Statute.

A Publ i ¢ Records

1. Al records kept by the Board are public unless they
are exenpt from disclosure under Chio law. Al public
records nmust be organi zed and maintained in such a way
that they can be nmde available for inspection and
copying. A record is defined to include the foll ow ng:

A docunent in any format - paper, el ectronic
(including, but not limted to business email) - that
is that is created or received by, or conmes under the
jurisdiction of the Board, which docunents the
or gani zati on, functi ons, pol i ci es, deci si ons,
procedures, operations, or other activities of the
Boar d.

2. Per ORC sections 5123.51 and 5126. 044, records

regarding individuals wth developnental disability
who are eligible for services from or who are served
by the Board are not public records and wll be
di sclosed only in accordance with state and federal
I aw.

3. It is the policy of the Board that, as required by
Chio law, records wll be organized and maintained so
that they are readily available for inspection and
copying (See also “D’ for the e-mail record policy).
Record retention schedules wll be updated regularly
and posted promnently at the Board s Dennis M Coble
adm ni stration building, Happy Day School, and Portage
| ndustries.
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B. Record requests

1

A requester nust at least identify the records
requested with sufficient clarity to allow the Board
to identify, retrieve, and review the records. If it
is not clear what records are being sought, the Board

may deny a request but will provide the requester an
opportunity to revise the request by informng the
requester of the manner in which records are

mai ntai ned by the Board and accessed in the ordinary
course of the Board' s business.

The Board may ask a requester to nake the request in
witing, may ask for the requester’s identity, and may
inquire about the intended use of the information
requested, but may do so only after disclosing to the
requester that a witten request is not nmandatory,
that the requester may decline to reveal t he
requester’s identity or the intended use, and when a
witten request or disclosure of the identity or
i ntended use would benefit the requester by enhancing
the ability of the Board to identify, |locate, or
deliver the public records sought by the requester.

Public records will be available for inspection during
regul ar busi ness  hours, with the exception of
publ i shed holidays. The Board’s regul ar business hours
are 8:00 a.m to 4:00 p.m although these hours may

change fromtine to tine. Public records will be nade
avail able for inspection pronptly. Copies of public
records will be nade available within a reasonable
period of time. “Pronpt” and “reasonable” take into

account, anong other things, the volune of records
requested; the proximty of the location where the
records are stored; and the necessity for any |egal
review and redaction of the records requested. It is
the goal of the Board that all requests for public
records should be acknow edged in witing, or if
possible, satisfied within three (3) business days
followi ng the recei pt of a request.

The Ohio Revised Code section 149.43 (A) (1) contains
certain exenptions from disclosure. Wth respect to
each request, the Board wll determne whether an
exenption applies to prohibit disclosure or permt
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non-di sclosure of the requested records. If a record
contains information that does not constitute a public
record in accordance with federal or state |aw, such
information will be redacted. The Board will mnake the
redaction plainly visible or notify the requester of
the redaction. Wwen a redaction is required or

authorized by state or federal law, it is not
considered a denial of a request. A denial of public
records in response to a valid request wll be
acconpanied by an explanation, including |egal

authority, as required by the Onhio Revised Code. |If
the request is in witing, the explanation nust also
be in witing.

Costs for Public Records

1. Those seeking public records will be charged only
t he actual cost of naking copies.

2. The charge for paper copies is five (.05 cents
per page.
3. The charge for downl oaded conputer files to a

conpact disc is $.50 (fifty cents) per disc.

4. There is no charge for docunents e-nmail ed.
5. Requesters may ask that docunents be mailed to
them They will be charged the actual cost of the

post age and mailing supplies.
E- mai |

1. Docunents in electronic mail fornmat are records
as defined by the Chio Revised Code when their
content relates to the business of the Board. E-
mail 1s to be treated in the sanme fashion as
records in other formats and will follow the sanme
retention schedul es.

2. Records in private e-mail accounts wused to
conduct public busi ness are subj ect to
di sclosure, and all enployees or representatives
of the Board are instructed to retain their e-
mails that relate to public business (see “A’
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Public Records) and to copy them to their
busi ness e-mail accounts and/or to the Board's
records custodi an.

3. The records custodian will treat the e-mails from
private accounts as records of the public office,
will file them in the appropriate way, wll
retain them pursuant to established schedul es,
and wll make them available for inspection and
copying in accordance with the Public Records
Act .

E. DI SCLAI MER

1. Notwithstanding the existence of this policy, the
Board hereby infornms the public that it shall conmply
with the requirenents of the Chio Public Records
Act, including, but not limted to, Section 149.43
of the Chio Revised Code, and that the provisions of
the Chio Public Records Act, and any anendnents
thereto, supersede and take precedence over this
policy. The Board retains the right to amend this
policy at any tinme in accordance with the OChio
Public Records Act.

F. The records cust odi an for t he Board IS t he
Superi nt endent or his/her designee.



POLI CY 6. 25
Page 5 of 5

DATE OF BOARD ADOPTI ON: SEPTEMBER 19, 2007
DATE OF ANMENDVENT: JUNE 15, 2011
Ef fecti ve Date: JUNE 15, 2011

Next Revi ew Date: Ongoi ng
Ref er ence: ORC 149.43; 5123.51; & 5126.044.




