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Ohio History Connection

v‘.ﬁ State Archives of Ohio _
o Local Government Records Program 18} 24 201/
- 800 . 17" Avenue '
o H I o Columbus, OH 43211-2474 .
:_;‘]'f,"1 5 Af\“-] L.OK ,f'\i

HISTO RY GOVERNME NT RECORDS

CONNECTION

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

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

Section A: Loeal Governmment Unit

City of Shaker Heights Iire Department

(Iuc%cwcrnmcnl entily) (unit)

( %u-' J’, Patrick Sweeney Chicl ol Fire 06/27/17
- 4 ey

(signature of responsible official) (name) (title) (date)

Section B: Records Commission

City of Shaker Heights Records Commission 207-491- 1410

(telephone number)

3400 Lee Road Shaker Heights A4120 Cuyahoga
(address) (city) (7ip code) (county)

To have this form returned o the Records Commission eleetronically. include un email address:

imr_‘ﬂ_ﬁﬁ&.sgjm_)ﬂmm; N, O diare. . bl @ shoXemn bing . ¢&om

I hereby certify that our records commission met in an open meeting, as required by Scetion 121,22 ORC, and approved the
schedules listed on this form and any continuation sheets, | further certify that our commission will iake every elfort 1o prevent
these records series from being destroyed, transterred, 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, elaim, action or request. This action is reflected in the
minutes kept by this comipission.

Y. Kasagpr (f"iuﬁ,a 17,9017

Records Commission Chair Signum‘d(‘

Section O3 Ohio History Connection - State Archives

/,f,_;dz&e, Qﬂ,—ﬁw Lecal Geodmed Recals Accdiv st /7

litle Date

Signature

Section 1: Auditor of State

W f‘WM&‘(ﬂ’&ﬂS mu\(-ﬂ-—-— 9"7"/7

. [ ey
Signature litle Date
Please Note:  The State Archives retaing RC-2 forms permanently. It is strongly recommended that the Records Commission
retain a permaient copy of this form

SAO-/LGRE- RC-2 (Part | & 2), Revised August 2014
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Section £E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2
See instractions before completing this form

City of Shaker Heights Fire Departwent
tlacal povernment enfity) (1mnit)

m (2) (3) ) (5) (6)
Schedule Record Title and Deseriplion Retention Media Type | For use RC-3
Number Period by Required

Aunditor by

ol Stafe LGRP
or

LGRP

D10

CFD17-02

FIRE DEPARTMENT INCIDENT REPORTS
(NTFIRS)
Reports of Fire Department lncident responses,

FIRE INCIDENT REPORTS WITH LOSS
Reparts of fire incidents incurring significant financial
danragee,

TFPT-03

CFDIT-04

EMS INCIDENT REPORTS

Reporis vetating o LAIS patient care.

FIRE INVESTIGATION REPORTS
Repurts of five fvestiyadions reluting o fire damaged
strieiures incliding Arson fnvestigations.

FD17-05

ACCIDENT/ANJURY REPORTS
Descwmoentation of vehicnlar accidonts or damage (o cify
vehicles, including cmployee injuries.

FD17-06

*¢rmanent
3 years

Permanent

Paper or
Fectronic

Paper or
Llectronic

Llectronic

Paper or

O

*,

Paper ar
ectronic

2 years then
Personnel File

ACTION PLANS
Projected departmenial guu/\

FDI7-07

Paper or
Electronic

o

ANNUAL REPORT S

Stanistical reports relating to d'e;nu et /rmc tion,

FD7-08

CEDE7-0Y |

i

TNEAT

BUILDING PREMISE FILES
History of property lmuh r/ in r/wun i mlah CNN.

PAILY LOG BOOK
Wetch Office Laog Book,

CUntid saperseded |

Electronic
Paper or
Llectronic

Permanent Paper or
Electronic D
Permanent Puper or

S,

,

0 x

i year

DISASTER PLAN
Manual of disaster plan for the City including
emerpeney information oid places of shelier,

Until superseded |

Paper or
B} lLlemL
]’apm or
Ilectronic

DRUG CHECK-OFF SHEETS
Daity check-off of drug box tag for aeewracy.

FD17-12

EMS BiLL ING AND REVEN 1 REPORTS
Monthly and pear-to-daie activity reports of amonits

Billed and receipty collocted from pationt transports.

FI317-13

DI

TEDET-1S

"EQUIPMENT INVENTORY
Daventory of equipment purchased, including repair and

pre Veriive HI(IHH'('HUH( (48

2 years

1 year

Paper or
ilectronic

miinlln

Paper or
llectronic

Uil superseded
or replaced

Paper or
lilectronic

EXPOSURE TO COMMUNICATIVE DISEASE
Roports of employee expasure to potentiol
comunmicative diseases,

2 years then
Personned File

FIRE CODE VIOLATIONS

Violation vepores resulting from ;numw m\/w( dienls.,

TEDET-16

FUEL LEAK TEST RE PORTS

Mouthiy printond from electronic fuel inventory system,

oyear aller
corregtion

Paper or

Clectronic

Paper or

Ilectronic

upiw

2 years

Paper or
Electronic

OO O

SADLGRD- RC-2 (Part 1 & 2), Revised August 201




Cleneral Notices to departireni persomel.

of administrative
vitlue

FHEv-19

GENERAL ORDERS
Cencral Orders te department porsoniiel.

Until no tonger

of administrative

Llectronic

Paper or
ectronic

Page 3 of 6
Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2
See iustractions before completing vy form.
LCity of Shaker Heights  Fire Department
tHlocat povernment ¢nbiy) T3]
] (2) (3) () . ©)
Schedule Record Title and Deseription Retention Media Type | For use RC-3
Number Period by Required
Auditor hy
ol S{ate LGRP
ur
FDET-17 FUEL USE REPORTS 2 years Puper or
Monthly report of firel consamption, Iectronic D
‘‘‘‘‘‘ FDI7-18 | GENERAL NOTICES Until no longer - |'ili1£‘{:..{;1:-..-..- [ R

u

CARDS
Implovee notification o designated family members
reluting Lo injury or death on dity,

ur retirement

Iileetronic

vithie
FDE7-28 | STANDARD OPERATING PROCEDURES AND Uit superseded Paper or 7
RULES & REGULATIONS or obsulele Electronic [:l
Stewncderd Operating Procedures issued by ihe Fire
Chict o all persanncl vetating to the operations of the
Fire Depariment,
FiXI7-214 GRIEVANCES 5 years Paper or
Formal complaints received fron Local 517, Electronic D
'Hi7-22 HYDRANT MAINTENANCE & TEST RECORDS 10 years Paper or '
Repares of fire Ivdrant maintenanee and tests., Electronie D
FDI7-23 | LIFE SAFETY SYSTEM INFORMATION I yew aller Paper o
Swhxoriber information regarding instedlations, service, removal Blectronic [:]
FDET-24 1 MANUALS & WARRANTILES Uit Paper or
Mevnvicds ancd warvantios refating o cquipment, small superseded, Elecironic D
tools and xupplies, obsolete or
I S — o bepliced SUTRUTI
FIYE7-25 | EMPLOYEE EMERGENCY NOTIFICATION Until superseded | Paper or

FDI7-26

DALY CHECKLIST
Monthiy forms thar contain daily checks of vehicles and
e,

2 yeatrs

Paper or
Flectronie

F7-27

D D728

RIESTE

OVERTIME CARDS ]
Porsomnel records of overtime selection,

OVERTIME REPORTS
Roprorss of overtime hy pay period, quarterly and five-
VOAE COMPATISONS. oo

1 year after last
entry ot card

taper or
Electronic

2 years

EBlectronic

Paper or

PERMITS
Permits issued by the Fire Prevention Bureau for
complianee with the Ovdinances of the City of Shaker

Heights and the State of Oftio,

30 days afier
expiration

Paper or
lilectronic

O OO

SACHLGRE- RC-2 (Part | & 2), Revised August 2004




FDI17-30

 FD17-31

CFD17-32

FD17-33

CFDI7-34

CFDI7-35

FD17-36

CFDI7-37

CFD17-38

_Records of public records requests.

PERSONNEL FILES
Emplovee files relating to hiving, accidents & injuries,
disciplinary actions, evaluations, medical information,
miscellancous information, pavroll change notices,
promotions, demotions, vetiventent letters and end of
employment exit cheeklists, (other than copies of
records held by the Hyman Resonrees Dept.).

PUBLIC RECORDS l{l-()lli' STS

PURCHASE ORDERS

Al records relating to purchases ineluding order
request forms, quotes, bids, requisitions, packing slips,
receiving reporis, invoices and payments.

Duration of
employment,
then transler to
Tuman
Resources

Paper or
Electronic

Page 4 ol 6
Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2
See instructions before completing this form
City of Shaker Heights - ~ Fire Department )
(local government entity) (unit)

a [ @ ) (4) (5) (6)
Schedule Record Title and Description Retention Media Type | For use RC-3
Number Period by Required

Auditor by

of State LGRP
or

LGRP

3 years

7)L.1rs

Paper or
_Electronic

Taper or
Electronic

RECORDS RETENTION DOCUMENTS

RC-1, RC-2 and RC-3 schedules submitted to Records
Commission, Ohio Historical Society and State
Auditor’s Ojfice.

25 years

Paper or
Ilectronic

REPAIR ORDERS (VEHICLES & EQUIPMENT)
Repair orders submitted for vehicle and equipnient
repairs.

Service lile of
vehicle or
cquipment

Paper or
Electronic

REP A!l{ ()RI)I' RS (Itllll l)IN(.)
Work arders submitted 1o Public Works for station
repairs aned maintenane.

Uintil vepaired or
no longer ol
administrative
value

Paper or
l:lectronic

REQUESTS I "OR PROPOSALS (RFP)
Al records submitred by confractors bidding for a
contraci with the Ciry,

2 years

PERSONNEL SCHEDULE HISTORY

ABSENTEEISM REPORT

CFDI17-39

TEDiT0

1 year
Record of daily attendance (vacation, holiday, sick, ete.)
maintained in records managenent System,
5 years
Personnel absentecism document to report absence
Srom work relating to illness or injury. i S
| year

SICK TIME REPORT
Report of department sick time for personnel by pay
period,

GRANT FILES
Records of funds awarded to the city including
expenditures and reimbursements from outside
agencies.

Paper or
Electronice

Paper or
Electronic

Paper or
Electronice

aper or
Electronic

3 )m Is

Paper or
Iilectronic

FD17-41

TIME DUE RECORD

Record of time due carned or used by personnel.

Duration of

cmployment

Paper or
Electronic

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Page 5 ol 6.

Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

Nee fastrictfons hefore conpleting this forne.
City of Shaker Heights . . . Fire Department
thocid govermient entily) {unil)

() (2) (3) () (%) (6)
Seheduale Record Title and Deseription Retention Media Type | For wse RC-3
Nuniber Pericd hy Required

Auditor by
of State LGRE
or
FU7-42 | TRADES OF TIME 1 year Paper or
Dacwment detailing trades of tme hesween fire I:leetronic rl
persoaniel, including transfers of time to and from eomp .
FRrET-43 L TRA + RECORM byenr Paper or ”
Flectronic training records malidained i records Electronic [:]
L Aandgenient SYSICIH. et e et e e e v e
FDI7-44 | TRAINING FILES Duration of Paper or
Continuing Edweation Certifications and training cmployment Llectronic [J
certificates relating to raining classes, sentinears dind ’
Ceemferences aitended by personned.
FHE7-45 ) TRANSITORY REICORDS Lintil 1o langer Paper or
Carrespondence or otfier vecords of shori-term of admsinistrative Electronic [‘J
wsefudness, e volcenail, telephone messaves, post-it vitlue
wotes, superseded drafis, ransmittal docimenis,
sehedides, notes, copies of records whicl eviginats are
stoved b oer City Reparineints, and paper records
stored electropically or vice versa fus long as the stored
record is kept for the schiedided peviod for that specific
FDI7-16 | TRAVEL AUTHORIZATIONS 2 years Paper or
' Documeniation of approved iravel reluted expenditires Iectronic I_'_“J
o | peimbursements. S i
FPE7-47 | VEHICLE INFORMATION Service life of Paper or
Bicds, specs, repaivs, preventive maintenaner, cle. for vehicle IHectronic [ """ ]
| yehicles carrently Dnae by the depactmend. o F
FRU7-48 | DEPAICTMENT ORGANIZATION DOCUMENTS Untit no tonger Paper or
Linax e forms. of administrative | Electronic [“”I
FD17-49 HOSE TUSTING RECORDS Service lHe ol { Paper or
lose Electronic D
TEDI7-50 | GROUND LADDER INSPECTION & TESTING Service file of | Paper or
RECORDS the ladder Electroni D
FD17-51 SCBA INSPECTION & BENCH TESTING Service life of | Paper or
RECORDS the equipment Llectronic r1
FDI7-52 | LICENSE DEA/OHIO BOARD OF PHARMACY 2 years adier Paper or
expirntion Eleetronic L_J
LICENSES 1 year alter Paper or
expirition Electroniv D
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See prstracrions before completing this jarne

City of Shaker Heights

[locab governimens entityy

ay

Schedule
Number

CEDITAL
TR

S EDIT-S6

__Fire Department,

(unity

2)

Record Title and Deseription

VISITOR/OBSERVER/STUDENT RIDER |

RELEASE FORMS

LABOR CONTRACT - NEGOTIATION FTILES |

(3)
Retention
Period

2 years

)
Media Type

Paper or
Flectronic

(5)
For use
by
Audilor
of Siate
ar

(n)
RC-3
Required
hy
LGRP

LGRE L

5 yoers

MSDS FORMS

CEDIT-ET

CGENERAL ADMINISTRATIVE FILES

superseded

of administrative
L value

Unti} absolete o
1 Until no fonger

Paper or
Liectronic

Electronic

Electronic

00

Paper or

-

Paper or

OO

SAOCLGRP- OS2 (Part | & 2), Revised August 2014
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