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RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

Knox Caunty Sheriff's Office

{local government entity) {unit)
i - ._5.,4/,4‘- David Shaffer Sheriff ) 2i5/15
{signature of respoﬁsible official) (name) (title) (date)

Section B: Records Commission

Knox County Records Retention Board (740) 393-6757

Records Commission (telephone number)
117 East High Street, Suite 161 Mount Vernon 43050 Knox
(address) (city) (zip code) {county)

To have this form returned to the Records Commission electronically, include an email address: recorder@co knox.oh us

| 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 commussion 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 refiected in the minutes kept by this
commission. P
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Redcords Ccmm%m:haurcggln]aggg e CUUN‘Y Cﬂn’\;n!ss/me r Date

Section C: Ohio Historical Society - State Archives
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Signature Title Date

Section D: Auditor of State w
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Wit & 11 o 7238

Signature Date

Please Note: The State Archives retains RC-2 forms permanently.
It is stronalv recommended that the Records Commission retain a permanent copv of this form

ADILGRP-RC2-(Inst ) Revised February 2012




OHIO

HISTYORY

N\

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

Section E: Records Retention Schedule

Knox County, Ohio
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Knox County Sheriff's Office

(local government entity)

(1)
Schedule
Number

KC 001

KC 002

KC-003

R Crash Rep;rts

UL T
Record Title and Description

|
f

i
| Arrest Records Check
l

' Breath T'estin'é- Records- mauding implied consent | 3

witness forms

1

KC 008

KC-005

 KC-006

KC-007

- KC008

KC-009

KC-010

- Kcou

'73 émergégéy and Hon-Emergéni:y Phone

| Field Tréining Manuals

1 Business WSECUFitV Cards- émergencv' contact
| information
| 2
| Ohio Law Enforcement Automated Data System
| (LEADS) Reports/Information — RP reports, CCH

records and other LEADS printouts.

Call
Recordings

Cash Bo_dks_,'Ché“ck Enoks,' Rel;iﬁé;

| Officer Daily A}:'tii'vi-t;"Lolgs- includes court SécJﬁﬁrg

| officers

| residences

Impound/ Wréckt;ria?_

i KC012 | Communication Log- C.A.D. records Maintained by

| 911 Dispatch Center
, _

(umt)
@) (4)
| Retention Media
| Period Type
i
i 5 years |_f_n0 Paper
; pending action | Electronic
2 years Paper |
Electronic
3 ve‘;rs R i "Péj.per
Electronic
_Uhtil P‘a_per""
superseded Electronic
[ Until no longer | Paper
" of admin value
and/or
according  to
LEADS Security
2 vyears and | Electronic
[hardwam will
| overwrite
| oldest
‘ recordingg | |
3 years after Paper
audit Electronic
7]7(&;“ Paper'/
Electronic
untit | Papér
Superseded Electronic
Until no Ib-ﬁger' Mlgaper
of admin value | Electronic
'7years ' gl P;erm
Electronic
2yea'|;s i ViﬂPa;;er ,f_
Electronic

(5) (6) |

For use by RC-3 |
Auditor of | Required |
State or by OHS- |
OHS-LGRP | LGRP |
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(1)

Number

KC013

KC014

KC-015

Ohio Historical Society
State Archives of Ohio
Local Government Records Program -

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

Record Title and Description

| il Reglster Card- ddded to inmate propertv packe

l
!
| Jail Reglster Book/ Inmate Buokmg Record
|
1
!

Juveﬁllé Arrest Reccrd

KC 016

KC017

KC 018

KC 019

KC-020

KC-021

KC-022

KC 023

Incndent/ Offense Reports— “criminal _and non

Misdemeanor Citations- (.rlrnlnal summons

|

! il
F

l

Moﬁiﬁlf--ﬁep'ﬁfts- activi}y and information cofnpiled
for each month

criminal reports

Requests For Tame Offf Overtime § Sheets

_7 Personnel Files- t?amil?g recE)%'r]_é{. oath of office,
| applications, discipline, awards, evaluations
e T e N R SRS S e
| Employee Work Schedules- work shifts,

’ assignments

[ investigations

\ Calls for Service- mudz-_n:eaponse data, unit

| response data, call logs and work activity.
Maintained by 911 Dispatch Center

KC-024

KC-025

KC 026

KC 027

KC-028 |

1 Inmate Property Packets- includes arrest, booking,

' D.A.R.E. Classroom and Prcuect Packets
[

| Daily Actlwty Summanes- includes Taser test logs

grievance, discipline, commissary, and medical

| information

Commitments- sentencmg information fadded to
property packet)

Jail Daily Reports- includes cell asmgnments; health
inspection reports, recreation, and inmate counts

Page 4 of 9
0_n Biil ) 9L ]
(3) (4) (5) © |
Retention Media For use by RC-3 '
Period Type Auditor of | Required ‘
State or by OHS- |
| | OHS-LGRP | LGRP |
5 years Paper |
Izs years after | _lgapﬂé-r ik B T F N Af
| release Electronic |
}
| Until offender Paper NEE ey B ‘-
. reaches age 18 | Electronic
2years Paper .
Electronic
Until added to __P;aﬁer e 1, R
annudl report | Electronic
mbfu_—__'ve“a'rsr'w Pébmm B
pending no | Electronic
_| turther action e IHE =y T
3 years Paper
|
| Permanent Paper {EORS i Aaa
Electronic
1 year A el S ST
Electronic
Permanent | 'Pdpér g ] ¥
Electronic \/
! Egmar_:', i -'uAPéper L,
Electronic
| S5years | Paper Lol
|
I
: i 2y years | § F’aﬁer = [
' | Electronic
| Sveafs after _ #aper DS R
| sentence is Electronic
completed | !
5 years after Paper
| sentence is Electronic
| completed | ] AL
5 years Paper
L Electronic
el i gy b
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[ A @
| Schedule Record Title and Description
Number
KC 029 | Criminal History Files- includes photos, fingerprint
cards,
KC 030 Fingeﬁ:?ﬂ?tar&— added to criminal histcu;r;-fiié'

i
!
=
|
L
|

KC 031 A‘ Jail gé;\erated ;;rmtouts _information is added to jail
! daily reports

|

| 25 years

(3)
Retention
Period

Permanent

5' years

Page & of 8

Electronic

@ | &
Media For use by
Type Auditor of
State or
i OHS-LGRP
Paper
|‘ Electronic
) —F_‘aper Vi S .
_ml-‘;apET o i)

KC-032 T-_Jacket Covers for Civil Process and Warrants- 2 years paper Pa_[;e;_ :
S years Electronic
s Al UL Lo electronic T
KC-033 Foreign Execution Docket- recards of any processes | 7 years Paper /
J from any courts outside the county Electronic
1
! TRy - e S . - - — e 1 S S
KC 034 i Civil Process Fee Book- S vyears after Paper
audit Electronic
KC-035 | Sheriff's Sale Files- includes foreclosures, orders of | 5 years Paper
| sale, appraisals, deeds Electronic
[ A R Ear i S Y- 0 N o
KC-036 Sheriff's Sale Proof of Publication- advertisement | 5 years (added Paper
listing for sales to sale file) Electronic
KC-037 .Ind;( Book of Cgshéé and Incident ﬂep_ort_s_ [ 5 years PRt Paper TR o &
Electronic
KC.038 Traffic Citations- e 1 QFZ years [ T)aper
pending no | Electronic
s, B et B Y . lurther action i = gl i
KC 039 Inmate Medical Files- includes returned medication | 5 years Paper
lists, pass sheets pending no | Electronic
e LY e o RS RGO F L B ;
KC-040 Abandon/ lunk Vehicle Files- includes notices sent | 2 years after Paper
to owners notice is sent Electronic
|
———— - - ' b el A e S =iir oS - s ST e Vi
KC-041 f Requests and Billing for Special Details 1 vyear after Paper
| payment
KC-042 | M;ths ;l"-Exécutii'dn T st 5 HL vears' Paper i
| pending no | Electronic
: S A iy further action |
KC-043 Billing and Purchase Orders of Paid Bills 3 years after Paper
audit Electronic
KC-044 /[ Pavroil Records i = \}é.ér;ft-eﬁr = Péper o
' | audit Electronic
i

——
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O 2 D (4) (5) © |
Schedule Record Title and Description . Retention Media For use by RC-3 !
Number | ‘ Period Type Auditor of | Required l
| [ ‘[ i State or by OHS- |
f f : ‘ NN e e OHS-LGRP LGRP s
KC-045 ‘ Vlilage Contract Pavroll Records 3 years after [ Paper '
audit | Electronic I
|
| KC 046 i Personnel Time Sheets- hours worked that are 3 y'ea}s; after | Paper Ii
i i submitted for payroll, overtime lists audit ] }-
I KC-047 | Empioymem Appllcatmns~ n;t H.}Eaﬁﬁ i 1 year ‘s Paper |
Ll A el el _ TR il L
! KC-048 'Inteiligence Reports- used to compile potential | 5 years Paper !
[' ;- criminal activity ‘
| KC-049 | Computer:zed Voice Stress Analvzer Results 2! veéfé R | Papef_" (g atatic = e
. ‘ Electronic
KC-050 Audio of radid_hroadcasts T ] T ygérrs‘ ; ’ Electronic | .
|
| | |
, KC-051 l Law Enforcement Trust Fund ' 4 years : | P;pér AT A S . T
| '
¥ - —— e — =: P— e S— = — iy . S q—ir
| KC—OSZ Furtherance of Justice Fund 4 years Paper |
EP el e e ST TLTR o Ui L ST SV TR, LR
{ KC-053 | Criminal Case Files- felonies other than homicide | 10 years Paper [
I | and arson | Electronic [
i ' |
P SOPR S ( Ay o . e B e e L ST S
i KC-054 = Criminal Case Files- sex crimes :nvestlgattons | [2s years Paper I
| {
‘. Electronic ’
| SRR | | et B ¢ |
i KC 055 | Confidential Informant Files- contains notes, ‘sl,g,n Gyears Paper f
,' ups. agreements I
f i 1
| KC-056 “ Evidence/ Property Tags, Chain of Custody 5 years after Paper
returned, sold,
AL _| destroyed D e
KC-057 Executlve Correspondence- from agencv head to | 5 years and no Paper
i staft personnel dealing with policy, procedure, | longer of | Electronic
# fiscal, and personnel matters | adminvalue AU W | )
KC-058 General Correspondence-internal and external 2 years and no Paper
| ! infarmative and not policy or procedure oriented longer of | Electronic
Ml wsf” B8 LR 0L B ot Rl oy 1) STty adminvalue | ; o i 1 08 -~
i KC-059 rTranSlem Documents- phone messages, memos, | Until no longer | Paper
‘ | notes of temporary value of admin value I Electronic
i L e AR e, S Tl e Y I e ol LRGN () iR o
. KC-060 ‘ Monthly Appointment Calendars Until no longer | Paper { |
| of admin value ’ Electronic J '
i

S

|
1




‘ Schedule |

OHIO

ISTORY

s

Number

KC 061 + n

Unsolicited Correspondence- anonymous letters,

[ ko062

|
|

KC 063

KC 064

f

|
1’

KC-065

KC 066

KC-069

kC.070

KC 071

KC072 , Sex Offender Registration Files

KC 073

KC 074

KC-075

|
1

Ohio Historical Society
State Archives of Chio
Local Government Records Program

800 E. 17" Avenue

Columbus, Ohio 43211-2497

TR

Record Title and Description

[ complaints

| Bulletins, Notices- handouts,
| alerts, news releases

infarmation,

crime

| ﬁesponse to Resistance and Arrest Supplements—

| documents use of force and arrest incidents

i Erﬁpinyeelabgg cgr'itfazts

|

|

i Equi:]meht O;era?ng Manuals

_c

Concealed Carry Weapons
Background Check

{ We_i:lcﬁecl: Waiﬁgfs i

Law

Emergency or S“;)eci;ai Réspohse Protocols"- school;‘

Reference Materlals and Duectorles- phone books,
3 county directories, and similar reference material

ncealed Carrv Weapons Appiacatlons

e [ 1year

business safety plans, guidelines

1 P;apé_r-ty Réteipts

Photographs, DiQitaT ll.‘l;lgéé;—ﬂ 7

Enforc&:_r{ient Automated “I-:)ata

Newsletters

Fmed Assets inventory- items mamtalnéd by “the \ ayears
agency, list forwarded to Auditor

Page 7

Criminal RecordsTZU days afteFT'

(3) (4) (5)
Retention Media For use by
Period Type Auditor of
State or
iy _| OHS-LGRP
Until no longer Paper
of admin value | Electronic
Until no lony Ionger Paper
of admin value | Electronic
ﬂe‘ars andno | Péper"_
longer of | Electronic
_admin value h L ol oein. i
| 8 vyears aiter Paper
expiration Electronic
Until revisedm Paper_ i
i Electronic
T Lite of Paper
’ Equipment Electronic
'! 1 vyear after | I“P_aperr A
i expiration
Paper B
| issuance
paper |
| — e — — st -
Paper
i Electronic
I Until 7rewsed— 7Paper =& [*
rescinded Electronic
5 ye.—;s after | Paper h
no longer | Electronic
required 1o |
| register i
Incorporate Paper
into case file | Electronic
retention B |
Scan and add Paper
to case file Electronic
72 ',re.;rs o Paper
Electronic

of 9

(6)
RC-3
Required
by OHS-

LGRP
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Page _8_ of 9

o - . (3) @ | 5 (6)
| Schedule | Record Title and Description Retention Media For use by RC-3
Number | Period Type Auditor of | Required
State or by OHS-
' el =c. e Y e el IS P LW L OHS-LGRP | LGRP |
KC-076 License, Permits- Bingo, Liquor, Multiple Firearm 2 years and no Paper
Sales, Dangerous Ordinance longer ot
L T B g ot ol e 8 S _|adminvalue | e
KC-077 Service Contracts- agreements for services | 8 years after Paper
i expiration Electronic
KC 078 | Public Records Compliance- RC1, RC2, RC3 T Permanent Paper !
. M NN el st R e R il ot e BRI T LI . o )
KC-079 1 Litigation Files- civil lawsuits and settlements filed | 5 years after Paper
’i against the agency cased closed Electronic
KCGSU T Job Descriptibné- .—e—s.sgntial ]-(")b fuﬁttinr&g and | 1 vyear after y Paper
| requirements revised or | Electronic
; i classification
| | Wl el . _|abolished | |
KC-081 | Closed Warrants and Protection Orders- 2 years after Paper
L | closed Electronic
- ey ! =l S~ Shet™ WP W L i ) o
KC-082 [ Social Media- text messages, Facebook, Twitter etc. | Until no longer Paper
i i of admin value | Electronic
{ & or based on
‘ - type of
S },,, S ! i 5 i ELEAEE o
KC-083 Civilian Ride Along Program- background check and | 1 year Paper
waiver
KC 084 _l;a-escntptionibrug;_ Drdb_ Offiaiux”log of amounts | 2 yeé?s e ey E‘apef “of 75
| collected Electronic |
|
KC 085 | Public Records Reqh;:;s;- Ry years Paper R ) i Sir ]
; Electronic
KC086 | Interview Recordings- Audio and or video | Based on type |  Paper | e
! recordings of interviews. | of case file Electronic
KC-087 -m Food Service Menu- R 1 year F."aper I BT O
1 Electronic
KC.088 IF State of Ohio Bureau of Adult Detention Insﬁﬁio";_ 5 years | 'Paperr I __
| Report Electronic
KC-089 | }aii—(_:améra Riecord_i-;ngs-' video of jailu“;rrld‘ 'Euiuiding 45 day; Elié'ct;oimic’ TR i
l security cameras pending  no
- —— i B i s - P dCllon T
KC-090 Inmate Phone Recordings- stored on a third party | 180 days Electronic

|- web based server

I
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(1 (2) (3) (4) (5) (6)

| Schedule Record Title and Description Retention Media For use by RC-3
Number | Period Type Auditor of Required
State or by OHS-

il [ i, Bl S el e O s . S0V HT sl e el R OHS-LGRP | LGRP

KC-091 | Expungments- Destroy upon Paper
| receipt of | Electronic

o m el e, S T et ERS St TR T, ey g gl
l KC-092 E-Emails- see executive, general, transient documents | Based an type Paper

| and bulletin schedule of message Electronic
i T el e e e S 2 RN VT T S VS I K
KC-093 | Criminal Case Files- homicide and  arson | Permanent Paper
‘ | investigations Electronic /
| |
| KC-094 | Local, State and Federal Grants- records relevant ta | 5 years after Paper

funding and program documentation for compliance | audit or as Electronic
stated in grant

i
|
|

 KC-095 l Annual Re;p‘;rt-i‘(ea;ly ;um}aa;y—of agenﬂtyiéctiuitv Permanent Paper /
[ . Electronic

| |

| |

F | et e T KR T A e b L I L

| | |
| |

| —— — i e e o = ]

| i | |

| e, : BT S T BRI L R

T S T LEAES LS et l )
KA TN SRR R e e
‘ |
? |
b bl : S L | , 38 S el = B S TR
= i
| | |




