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PUBLIC RECORDS POLICY

Introduction:

It is the policy of the Village of South Point that openness leads to a better informed
citizenry, which leads to better government and better public policy. It is the policy of the
Village of South Point to adhere to the state’s Public Records Act. All exemptions to
openness are to be construed in their narrowest sense and any denial of public records in
response to a valid request must be accompanied by an explanation, including legal
authority where applicable, as outlined in the Ohio Revised Code. If the request is in
writing, the explanation must also be in writing.

Section 1.  Public records

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 — that is created or received by, or comes under the jurisdiction of a public office that
documents the organization, functions, policies, decisions, procedures, operations, or other
activities of the office. All records of the Village of South Point are public unless they are
specifically exempt from disclosure under the Ohio Revised Code. The list of statutory
exemptions are as follows:

(a) Medical records, any village personnel information that could lead to identity theft
such as social security numbers.

(b) Records pertaining to probation and parole proceedings or to proceedings related
to the imposition of community control sanctions and post-release control sanctions;

(¢) Records pertaining to actions under section 2151.85 and division (C) of section
2919.121 of the Revised Code and to appeals of actions arising under those sections;

(d) Records pertaining to adoption proceedings, including the contents of an adoption
file maintained by the department of health under section 3705.12 of the Revised Code:

(¢) Information in a record contained in the putative father registry established by
section 3107.052 of the Revised Code, regardless of whether the information is held by the
department of job and family services or, pursuant to section 3111.69 of the Revised Code.
the office of child support in the department or a child support enforcement agency;

(f) Records listed in division (A) of section 3107.42 of the Revised Code or specified
in division (A) of section 3107.52 of the Revised Code;

(g) Trial preparation records;

(h) Confidential law enforcement investigatory records;

(I) Records containing information that is confidential under section 2710.03 or
4112.05 of the Revised Code;

() DNA records stored in the DNA database pursuant to section 109.573 of the
Revised Code;

(k) Inmate records released by the department of rehabilitation and correction to the
department of youth services or a court of record pursuant to division (E) of section 5120.21
of the Revised Code;

(D Records maintained by the department of youth services pertaining to children in
its custody released by the department of youth services to the department of rehabilitation
and correction pursuant to section 5139.05 of the Revised Code;

(m) Intellectual property records;

(n) Donor profile records;

(0) Records maintained by the department of job and family services pursuant to
section 3121.894 of the Revised Code;

(p) Peace officer, parole officer, prosecuting attorney, assistant prosecuting attorney,
correctional employee, youth services employee, firefighter, or EMT residential and familial
information;

(q) In the case of a county hospital operated pursuant to Chapter 339. of the Revised
Code or a municipal hospital operated pursuant to Chapter 749. of the Revised Code,
information that constitutes a trade secret, as defined in section 1333.61 of the Revised
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Code;

(r) Information pertaining to the recreational activities of a person under the age of
eighteen;

(s) Records provided to, statements made by review board members during meetings
of, and all work products of a child fatality review board acting under sections 307.621 to
307.629 of the Revised Code, other than the report prepared pursuant to section 307.626 of
the Revised Code;

(t) Records provided to and statements made by the executive director of a public
children services agency or a prosecuting attorney acting pursuant to section 5153.171 of
the Revised Code other than the information released under that section;

(u) Test materials, examinations, or evaluation tools used in an examination for
licensure as a nursing home administrator that the board of examiners of nursing home
administrators administers under section 4751.04 of the Revised Code or contracts under
that section with a private or government entity to administer;

(v} Records the release of which is prohibited by state or federal law;

(w) Proprietary information of or relating to any person that is submitted to or
compiled by the Ohio venture capital authority created under section 150.01 of the Revised
Code;

(x) Information reported and evaluations conducted pursuant to section 3701.072 of
the Revised Code;

(y) Financial statements and data any person submits for any purpose to the Ohio
housing finance agency or the controlling board in connection with applying for, receiving,
or accounting for financial assistance from the agency, and information that identifies any
individual who benefits directly or indirectly from financial assistance from the agency.

Section 1.1

It is the policy of the Village of South Point that, as required by Ohio law, records will be
organized and maintained so that they are readily available for inspection and copying (See
Section 4 tor the e-mail record policy).

Section 1.2

The Village of South Point is not required to compile data or create documents that do not
already exist.

Section 2. Record requests

Each request for public records should be evaluated for a response using the following
guidelines:

Section 2.1

Although no specific language is required to make a request, the requester must at least
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 must contact the requester for clarification, and should assist the requester in
revising the request by informing the requester of the manner in which the office keeps its
records.

Section 2.2
The requester does not have to put a records request in writing unless a written request
would help in identifying and gathering information, and the requester does not have to

provide his or her identity or the intended use of the requested public record. It is this
office’s general policy that this information is not to be requested.
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Section 2.3

Public records are to be available for inspection during regular business hours, with the
exception of holidays. Copies of public records will be made available within a reasonable
period of time. “Prompt” and “reasonable” take into account the volume of records
requested; the proximity of the location where the records are stored; and the necessity for
any legal review of the records requested.

Section 2.4

Each request should be evaluated for an estimated length of time required to gather the
records. Routine requests for records should be satisfied immediately if feasible to do so.
Routine requests include, but are not limited to, recent meeting minutes, budgets,
ordinances and resolutions, forms and applications, etc. If fewer than 20 pages of copies are
requested or if the records are readily available in an electronic format that can be e-mailed
or downloaded easily, these should be made as quickly as the equipment and available
personnel allows.

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

Section 3.  Costs for Public Records

Those seeking public records will be charged only the actual cost of making copies.

Section 3.1 The charge for paper copies is 10 cents per page.

Section 3.2 The charge for downloaded computer files to a compact disc is $1 per disc.

Section 3.3 There is no charge for documents e-mailed.

Section 3.4 Requesters may ask that documents of 20 pages or less be mailed to them.
Pages of 20 or more will be sent electronically if possible. They will be charged the actual
cost of the postage and mailing supplies.

Section 4. E-mail

Documents in electronic mail format are records as defined by the Ohio Revised Code
when their content relates to the business of the office. E-mail is to be treated in the same
fashion as records in other formats and should follow the same retention schedules.

Section 4.1 — Records in private e-mail accounts used to conduct public business are
subject to disclosure, and all employees or representatives of this office are instructed to
retain their e-mails that relate to public business (see Section 1 Public Records) and to copy
them to their business e-mail accounts and/or to the office’s records custodian. Personal

e-mails not used to conduct public business are not subject to disclosure.

Adopted This 4™ Day of s/are £ 2008
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William A. Gaskin, Mayor
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Scott Thomas, Fiscal Officer
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