
WESTF'IELD TOWNSHIP RECORDS RETENTION COMMITTEE
DECEMBER 29,2008

3:30 P.M.

Chairperson Sims of the Board of Trustees called the Records Retention Committee meeting to

order at 3:30 p.m. Trustees Sims, and Kratzer were present. Those also present at the meeting

were Fiscal Officer Evans and Ron Oiler.

Fiscal Officer Evans stated at this time she did not have any records she wanted to dispose of or

make any changes in the records retention. Trustee Sims stated she would like to discuss the

open records policy and that policy states the records are available Mon-Thursday 9 a.m'-l1 am.

Fiscal Officer Evans stated that had nothing to do with this meeting that Trustee Sims would

have to take that up with the Board of Trustees. Trustee Sims stated it was her understanding that

at this time recommendations could be made for the record retention and open record policy

during this meeting. Fiscal Officer Evans responded that Trustee Sims could make

recommendations any time, but basically this meeting was for record retention.

Trustee Sims stated if we were going to make changes to the record retention or the open records

policy this would be the meeting to have that discussion and then bring that information back to

the goard of Trustses. Fiscal Officer Evans stated she did not have any changes to offer or

discuss. Trustee Sims stated one of the concems she had was the open records policy which lists

the hours of 9 am. -11am. for records to be able to be viewed as during the last couple of weeks

that has not been her experience that all of the records are able to be viewed dwing that time

period. Trustee Sims suggested Fiscal Offrcer Evans take a look at that and make a suggestion as

io what the Trustees could do to make sure the open records policy is in effect, Fiscal Officer

Evans stated if Trustee Sims would attend one of the seminars by the Auditor of State on open

records policy, If you make a request on x day you will not see those documents that day but will
make arrangements to see to it that happens. Again Fiscal Officer Evans asked Trustee Sims if
she ever attended such a seminar. Trustee Sims responded that she has attended several. She

added the records policy mission statement says the records are available for view Mon.-Thurs.

9am.-1lam. and her concern is that they are not, and felt this was the appropriate time to address

this.

Trustee Sims continued that the other issue that concerned her and that she hoped to address

today is that under #6 of the records policy it states that, "Request for public records will be

satisfied and acknowledged in writing by Westfield Township within 3 business days following

the offrce's receip of the request." She added what State law requires is prompt. Trustee Sims

then asked Fiscai Offrcer Evan if she had any problem in fulfrlling most if not all public records

requests within that 3 day period. "Do you feel that is too stringent?" Fiscal Officer Evans

responded, "No." Trustee Sims asked if Fiscal Officer Evans felt that time frame was a liability
to the Township? Fiscal Officer Evans stated no, because if she could not fulfill tlrat records

request within that 3 day window, you must notiff that person that the records could not be

loiated during that time or will take research to complete the request and that once the records
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axe gathered she would notiff the individual who made the request. Trustee Sims stated the
individual is notified in writing. Fiscal Officer Evans stated, 'oright."

Trustee Sims stated another thing she would like to discuss is the indexing of Township
documents i.e. the indexing of the audio files for the meetings. Fiscal Officer Evans stated the
audio files are indexed not on a piece of paper but labeled. Trustee Sims asked if someone came
in and asked if they could see the list of audio files for the year. ..we should begin indexing the
documents received by the Township so our files are complete.

Trustee Sims asked Fiscal Officer Evans how she currently indexes the documents received by
the Township? Fiscal Offrcer Evans stated for what? Receipts? They are in the file by number.
There is no problem. The warants are in the files by number. Trustee Sims stated what she
meant is received documents or correspondence. Fiscal Officer Evans responded all that
information goes with the Trustee minutes. Trustee Sims asked if all the information is attached
to the Trustee minutes? Fiscal Officer Evans stated if it was pertinent. Trustee Sims asked if
Fiscal Officer Evans decided what was pertinent? Fiscal Officer Evans responded, "I suppose
so." Trustee Sims stated for example the IRS Penalties.,,Fiscal Officer Evans stated it was all in
the IRS file. Trustee Sims stated what she would like to move to is indexing the documents. On
the front of the file the received documents are listed and the respective dates they are received.
That way if she went to a file she would know what documents should be in there or if they are
missing. Trustee Sims stated this indexing would also include draft meeting minutes. She added
another example would be all the documents handed out by Mr. Stan Scheetz at various
meetings. Mr. Scheetz often hands out revisions or amendments to his documents and all of
those documents should be indexed so the Township has a complete record. Fiscal Officer Evans
stated she has not indexed those documents they were just placed in the folder, "YtratzerMap
Amendment." Those documents were not listed on the outside of the folder but were in the main
folder. Trustee Sims stated she was asking Fiscal Officer Evans for suggestions on how to
proceed with indexing the documents. Fiscal Offrcer Evans stated she had no suggestions.

Trustee Sims stated she would contact other Townships to see how they index their documents to
assure the information is received and recorded to make a complete public record. Fiscal Officer
Evans stated that everyone has his or her own system of filing. Some Township's file their
receips by Vendor others by number. Each has their own merits and it is just a matter of
personal choice. Trustee Sims stated she felt Westfield Township has come a long way in getting
the files in order i,e. the zoning files under physical address instead of names. She added she

would like to continue the progress.

Trustee Sims stated the other concern she has is under page2 Draft Documents of the records
retention policy. Draft documents contain unimproved, incomplete documents and minutes until
incorporated into the final approved permanent approved minutes or documents...Trustee Sims
stated she would like to specify a time instead of the word o'incorporated." Fiscal Officer Evans
stated she did not feel those records were of any value once the minutes have been approved and

signed. Trustee Sims stated she felt those should be retained if it was a working document. The
only issue that gave her pause was the word "incorporated." She asked if Fiscal Officer Evans
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would feel comfortable if this was sent to the Prosecutor's Office to review the wording? Fiscal
Offrcer Evans stated the Pros. Office already approved this wording. Again Trustee Sims asked if
Fiscal Officer Evans was alright with sending this wording to the Pros. Office for a final review
especially on the word incorporated? Fiscal Officer Evans stated it did not matter to her. Trustee
Sims stated then it would be forwarded to the Pros. Offrce.

Trustee Sims stated as a final note, the records policy says the records are available for view
Mon.-Thurs. 9am.-1lam. and it lists the Township telephone number. It goes on to state that if
the records are readily available they will be given out immediately. Fiscal Officer Evans stated
they are given out immediately if they are available and if they are not immediately available
then the 3-day window falls into play. Trustee Sims added that if the records needed to be
researched for review, the individual will receive a written response. Trustee Sims stated the 3
day time frame gives her concern as well as that the records are available as it states in the policy
for the record.

The records retention committee meeting was concluded at 3:54 p.m.

Respectfully Submiued,

Kim Ferencz, Admin. Assistant

,."'1-1
/" ,t"z'

Chairpersori lyf Sims

Fiscal Officer Martha Evans
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RESOLUTION 2OO9-

WESTFIELD TOWNSHIP'S OPEN RECORDS MISSION
STATEMENT. STATEMENT OF PRINCIPLES AND POLICY

The Westfield Township Board of Trustees, Westfield Township, Medina County, Ohio
met in regular session @7:00 PM at 6699 Buffham Road with the
following members present:

JAMES LIKLEY _ CAROL\N SIMS - TIMOTHY KRATZER

offered the followins resolution and moved the adontion of
same which was dulv seconded bv

THEREFORE BE IT RESOLVED that Westfield Township hereby adopts the following
Open Records Mission Statement, Principles, and Policy as set forth below:

OPEN RECORDS MISSION STATEMENT: Consistent with the premise that
government at all levels exists first and foremost to serve the interests of the people, it is
Westfield Township's mission and intent to at all times fully comply with and abide by
both the spirit and the letter of Ohio's Open Records Act and Open Meetings Act,

STATEMENT OF PRINCIPLES: In order to accomplish the mission of fully complying
with both the letter and spirit of the Open Records and Open Meetings Acts, we do hereby
adopt the following Statement of Principles by Resolution:

Westfield Township

provisions of the acts;

government of that inhibits or discourages citizens from doing so;

not limited to, fully explaining the scope and operation of the acts and assisting
citizens in the formulation of requests;

requests for information;

Ohio Attomey General whenever a question arises about the application of the acts
or about the appropriateness of a request for information;

has been denied in writins.



OPEN RECORDS POLICY
adheretothestate,sPublicRecordsAct'Allexemptionto

op.*"r, ur" io be construed in their narrowest sense and any denial of public records in

r.rponr. to a valid request must be accompanied by an explanation, including legal

auihority, as outlined in the Ohio Revised Code. The explanation will be given in writing.

I: This office, in accordance with the Ohio Revised Code, defines records as including the

following: Any document - paper, electronic (including, but not limited to e-mail), or other

format -1trut is created or received by, or comes under the jurisdiction of a public office

that documents the organization, function, policies, decisions, procedures, operations, or

other activities of the office. All records of Westfield Township are public unless they are

specifically exempt from disclosure under the Ohio Revised Code.

II: It is the policy of Westfield Township that, as required by Ohio law, records will be

organizedand maintained so that they readily available for inspection and copying.

Records retention schedules are updated as needed and available upon request.

III: Although no specific language is required to make a request, the requester must at leas

identify the records requested with sufficient clarity to allow the public office to identify,

retrieve, and review the records. If it is not clear what records are being sought, the

records custodian will contact the request for clarification and will assist the requester in

revising the request by informing the requester of the manner in which the office keeps its

records.

IV: The requester does not have to put a records request in writing, and does not have to

provide his or her identity or the intended use of the requested public record. It is

Westheld Township's general policy that this information not be requested.

V: Public records from Westfield Township shall be available for inspection during the

regular business hours, Monday-Thursday from 9:00 a.m. to I l:00 a.m. with the exception

of published holidays or inadvertent days when the office is closed. Public records must

be made available within a reasonable period of time. "Prompt" and "reasonable" take into

account the volume or records requested; the proximity of the location where the records

are stored; and the necessity for any legal review ofthe records requested.

VI: Each request should be evaluated for an estimated length of time required to gather the

records. Routine requests for records will be satisfied immediately if feasible to do so. If
fewer that 20 pages of copies are requested they will be made as quickly as the equipment
allows. All requests for public records will either be satisfied or acknowledged in writing
by Westfield Township within a reasonable period of time following the offtce's receipt
of the request. If a request is deemed significantly beyond "routine", such as seeking a

voluminous number copies or requiring extensive research, the acknowledgement will
include the following:

1. An estimated number of business days it will take to satisfy the request.
2. An estimated cost if copies are requested.
3. Any items within the request that may be exempt from disclosure.



VII: Any denial of public records requested will include an explanation, including legal
authority. If portions of a record are public and portions are exempt, the exempt portions
are to be redacted and the rest released. Ifthere are redactions, each redaction must be
accompanied by a supporting explanation, including legal authority.

VIII: Those seeking public records will be charged only the actual cost of making copies.
Westfield Township's Cost Schedule for Public Records is as follows:

1. The charge for paper copies will be five (5) cents per page.
2. The charge for downloaded computer files to a compact disc (if

available) will be one dollar ($1) per disc.
3. There is no charge for documents (if available) to be e-mailed.
4. Documents requested to be mailed will be charged the actual cost of the

postage and mailing supplies.

IX: Documents in electronic mail format are records as defined by the Ohio Revised
code when their content relates to the business of the office. The key issue of electronic
mail format is content. If an e-mail or other electronic communication involves the
business of a public offrce, it is a record of that offrce.

X: Westfield Township recognizes the legal and non-legal consequences of failure to
properly respond to a public records request.

Roll call vote: James Likley,_; Carolyn Sims,_; Timothy Kratzer,_

Adopted:

ATTEST:
Fiscal Officer/Clerk. Martha J. Evans
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WESTFIELD TOWNSHIP

OPEN RECORDS POLICY

Public records are any documents that relate to the
business or activity of the township.

Records con be requested personally during regular
hours 9 a.m. to 11:00 a.m. Monday- Thursday, if the
records are readily available, they may be given out
immediately or within a reasonuble period of time.

/ Please contact Fiscal Officer Martha Evans at
330-887 -ss62

/ There is a charge of $.05 (five cents) per page or if a
copy is requested that must be done by a printero the
actual cost that is charged to the township will be
charged.

{ If the records need to be researched or reviewed, the
requestor will receive a written response within a
reasonuble period of time.
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o $peclal price +f $?S,{}0 f*r the tr{l{,S ven$ion
o Order Online tt http:llwww"*hiohistory$tors,cunr/CltP$O-Werkshops"C$l.arpx

If yau have any que.stions, please eio nclt hesit*te t0 ednt&:I rn* Bt 6l*.lgT.tjS.l nr
kklstrlrn ger@ohl ohisto4y, org,

Sinr;arely,

ffifiltuW-w
V

Kar.v L. W" Kieulinger
Local fiovcmment F"ecords Axchivist
wn'*r, oh i oh isti)ry . org/lgr
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a&e,:r#isc dinFoccd of la rblaiion cf sir echrdrlrrad &ei nu t*,ifid ?it'l bo lmtringlv dlryorad oi"-*n g rutty; il; ;#;r c*€, !!+,1 aeriun or rcqur*t Fqrs.r, pymicroflilm ruplecug I rccatd rbsd fo &ir-___;hrau" 

"rl'co*o* 
to afutiirsaugr, Thir F,c,l wu r*ravrd onl/e rr,*f* s a e. / u nfloord by tb# lrtmttl irc?t by thi* cmruilaiaEl

fhslrnrr. fls*or* Cunniruxot :

(A) 
$ubioJt to *L*iion upan recrdpr of I
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sEsoLUTION,,l00?i.?3

A RESOLT4TON TO app&OyE Atipspogr s€rus:l, r QI
RSSOAD$ REIEI$TION .{\p DESIRUCTION

The Westireid Townslii.p Boarii sf Truste*n, Medina Ccunf.v, Ohjc', rnet ia regular Ee$fiion
l.jor,'ember 19, 200? 1@ 7:00 Plvt ar 669$ Bufiham Road with dre follorving members

Frg$Snti

JEFFR.EYJ. FLLMER _TIMOT}TY L, K-R"ATZSR.

.frnntlty l-*Efatzgi moved the fnlleiwi:rg rvrolutron *nd mc'vsl nhe adoptian cf'sane which
vi*s duly seconded b.r Jaffrey.I. FIumE;

\tHEn3:Afi. The Westfield. Township Board pf Trustees c:snsidcrstle WESTFIELD
TC$,T{SHIP RECIORD S RETEI'fI lON .AI.ID DE S TRir C ffON SCHgDUtr,E {attaoircd as

Exhrbit Ai to be a necsssary docurneni ts cet in place for records retcntion asd de*rucrion;

WHbRfA$, The Weatfield Township Board cf Trtstaeo, Medina Couaqv, $tate af Ohi,.,,
r,vtll ireraby spr:d a copy of this rsrolrrtion a.rid F-xirjbrt A ta the Ohio Historical Snciety ior
their approvatr;

Ftt)ll'THERIFORE, the Westfield'Iorvnship Board of Trusiees, MEdila Coung. $tats ef
ilhi+; troeo hereby resolve to adopt tfuestfield Township Records Retentinn *nd Destri.iction
Sched*le arna+ned as Extrbit A.

ftflLL C"{.LL VOTEr Jef*ay Plu:llcr Alt; Tinrorhy K,ra*-er AYE.

AIIOFTES: Ncveaiber 10, 2007

I, ll{artha J. Evant, Fis*al O cerlCicrk, Westfidd iswrx!}ir. do hereby celtiS that RE$CILUTI$N ?(}CI?-?t
yr.t qrapneed h], Tirnothy L" liratzer, and scwnded by Jei e3. J, Pi:rmer, was duii, passed and adopted hy th*

iowurLip BoalC cf Tructees'

Westdieid Tnwssllip


