
Department Head Meeting Agenda

Meeting Date and Time: August 19, 2022

Meeting Location:

Convener: Carri L. Stanley, County Administrator

Announcement Items

Offices Closed Labor Day:  Sept. 5

Museum Director Transition Fond Fairwell to Kelli Kling -  Welcome to Annette Wells

Monthly Safety Subject August: Housekeeping; September Portable Fire Extinguishers

Insurance Update Annual Eligibility Certification Process:  Moved back from Aug. 15 - Sept. 15 to Sept. 1 - 30

Spousal Eligibility:  Recommendation to BCC to Increase Income Thresholds; Eliminate Exceptions

ACA Employee Eligibility:  SMP Lookback Oct. 10, 2021 - Oct. 8, 2022 - Review PT Hours

Wellness Update Summer Swim ends on Sept. 5 - Reimbursement Submissions due by Sept. 15

Wellness Screenings - Available - 1st step in earning Deductible Credit

Challenges: August - Catch Some ZZZs; September - Focus on Fitness

On-Line Event Options:  OSU Extension/KEPRO EAP

Blood Drive - Sept. 7 in Atrium www.redcrossblood.org sponsor code: woodcoemployees

Training Update Annual CORSA Training: (HR Case Studies) Aug. 24 @ JFS 9:30 to 11:30

Records Retention/Public Records - Sept. 21 

Employee Orientation:  Sept. 23 BCC Hrg Rm 

Ethics Training Reminder for BCC Department Heads - Sept. 15; Oct. 19; Dec 14 

Newsletter Friendly Faces needed for UpClose and Personal: Requesting Management Recommendations

    Email recommendations to newsletter@co.wood.oh.us

United Way Campaign Sept. 6 - 30; epledge; paper form on employee website

Performance Reviews BCC Department Heads -- reminder to forward employee reviews prior to meeting

Fuel Facility Coordinator - Lauren Schall, BCC Office; notify her of changes/terminations

IT Update Windows Update & Phishing

Budget Update Request Forms:  Sent out in early Sept.; Due Oct. 3

Budget Meetings:  Oct. 4 - Nov. 1; BCC will contact to schedule date/time

Discussion Item

Records Retention Schedule Brenda Ransom, Records Manager

Two Minute Drill

Next Meeting Date

September 16, 2022 9:30 a.m. JFS

Job and Family Services Annex
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Board of County Commissioners 

 Doris I. Herringshaw, Ed.D.     Craig LaHote    Dr. Theodore Bowlus 

 

SUMMARY OF DISCUSSION 

A meeting of the Department Heads was held on August 19, 2022, at Job and Family Services: 

Elected Official/Office/Department Representatives Present 
Wade Gottschalk Paula Hudak Justin Daler Annie Wilson Sarah Renda  Stacy Cox 

Dave Wigent Ben Robison Ben Hendricks Jeff Orlowski Jen Robeson Ashley DeLeon 

Greg Panning Bridget Ansberg Brandy Hartman Deanna Chase Lindsey Ball Brenda Ransom 

Annette Wells Kelli Kling Doug Cubberley Doris Herringshaw Janese Diem Pam Boyer 

Carri Stanley      

Announcements  

Refer to the attached meeting agenda for the full list of announcement items.   

Museum Director Transition:  Carri wished Kelli Kling well and welcomed Annette Wells as the new Museum Director.  
Kelli’s last day at the Museum is September 2.  

Insurance Update:  Pam noted that the Employee Health Benefits committee voted to approve changes to the Spousal 
Eligibility.  The changes are included in the handout that was distributed with the agenda.  The formal recommendation will be 
going to the Commissioners next week.   

Wellness Update: Janese encouraged Department Heads to relay the wellness program information to employees during staff 
meetings.  She also encouraged the Department Heads to participate in the programs as well as a point of leadership.  

United Way Campaign:  Janese stated that ePledge will be used for this year’s campaign.  Paper pledge forms were not being 
printed for employees; however, they are available for download from the employee website. Payroll officers are asked to 
collect any paper pledge forms received and return to the Commissioners’ Office.   

IT Update:  Ben Hendricks noted that employees will start seeing prompts for the Windows 11 update.  He cautioned against 
installing the update as systems such as OnBase and CourtView are not compatible with the update.  Should an employee install 
the update, IT will need to be notified quickly in order to roll-back the update.  After 10 days, the computer will need to be 
wiped clean with Windows reinstalled.  He also reported an increase in phishing attempts in office.com.  Multiple accounts 
have been accessed by outsiders in the last few weeks.  He asked users to be diligent about the actual website address versus the 
look of the site.  IT will reach out by phone to verify the location of users.  Accounts may be temporarily disabled until a 
password change can be made.  

Discussion Item 

Records Manager Brenda Ransom provided an update on the Records Retention Schedule that was approved in June.  She noted 
that if a record is listed on both the All County and the department’s schedule, that the department schedule should be followed 
in terms of retention. The Records Center requires a form with sign off before any documents are shredded by staff. A 
PowerPoint presentation was reviewed and is attached.  

Two Minute Drill  

Brenda Ransom (Records Center) noted that the Records Center is celebrating its 20th anniversary.  Renovations to the first 
floor of the Records Center are nearing completion.  

Pam Boyer (Commissioners) stated that staff have been busy with hiring, requests for proposals for the health insurance 
network, dental and pharmacy benefits, and wellness recommendations for 2023. 

Wade Gottschalk (Economic Development) stated that this weekend is the biggest economic weekend of the year for Wood 
County.  The National Tractor Pulling Championships bring in $30 million in revenue to the area.  



Doris Herringshaw (Commissioner) noted that nominations for the Spirit of Wood County Awards are being sought.  She also 
noted that there are many vacancies on boards and commissions.  Interested individuals can complete an Application for 
Volunteer Service form as found on the Commissioners’ page of the website.  

Sarah Renda (Law Library) provided a reminder that the Law Library has legal books available to assist departments.  

Deanna Chase (ADAMHS) noted that while the 988 National Suicide and Mental Health Crisis Lifeline was launched in July, 
she recommends utilizing the local hotline 419.502.HOPE (4673).  

Stacy Cox (Board of DD) reported the conversion software for timekeeping and finance are nearing completion.  She also 
announced local athletes’ success at the state and national level.  

Ben Hendricks (IT) announced the addition of Dan Whiting in the staff.  He also noted that budget numbers for computers will 
be coming out soon.  

Ashley DeLeon (Sheriff’s Office) stated that donation boxes have been set up at the Sheriff’s Office and Courthouse Complex 
to collect dog and cat items in honor of two former deputies.  Details are also being finalized for this year’s Trunk-or-Treat 
event.   

Doug Cubberley (Clerk of Courts) announced plans for an all-county corn hole tournament.  More information will be 
forthcoming.  

Brandy Hartman (Court Administration) reported that the 6th District Court of Appeals will be in session in Common Pleas 
Court #1 in October.  The judges are also finalizing plans for a CLE for attorneys to be held this fall.  She also reported that a 
local rules committee has been formed.  

Jeff Orlowski (Wood Haven) noted that the Elite Senior Club is starting back up on August 24. Wood Haven is also hosting a 
“Godfather” themed dinner on September 7, featuring Italian cuisine.  

Dave Wigent (Job and Family Services) reported on a pilot program to assist with hiring and retention of children services 
workers. Staff also developed a morale committee to help with retention.  

Ben Robison (Health Department) stated that while the CDC changed Wood County’s COVID level to red, the Health 
Department believes the numbers are not represented correctly due to a discrepancy in reporting. He also reported that Wood 
County is part of a national investigation into an E Coli outbreak.  No cause or source is known yet. He also noted that new 
Finance Director started this week.   

Lindsey Ball (Treasurers) conveyed that the second half collection of property taxes was due in July. Staff is working on 
preparing delinquent bills that will be sent in October.  

Bridget Ansberg (Juvenile Court) noted that the department is also experiencing retention issues with staffing. 

Kelli Kling (Museum) noted that the fall is extremely busy at the Museum.  She also announced that the wedding exhibit has 
won an award.   

The next Department Head meeting will be held at on September 16, 2022, at 9:30 a.m.   The meeting location will 
change to the Commissioners’ Hearing Room on the Fifth Floor of the County Office Building. 

 

cc:  BCC  Elected Officials and Department Heads  Steve Spirn   file 

 
 



ALL COUNTY 
RECORDS 
RETENTION 

SCHEDULE (RC-2) 

UPDATED 2022



Confidential 
records are 
exempted 

from disclosure 
but must be 
managed 
throughout 

their life cycle.

Public Records: ORC 149.011 –
An item, regardless for format, 
created or received or coming 
under the jurisdiction of a public 
office, which documents the 
organization, functions, policies, 
decisions, procedures, 
operations or other activities of 
the office.

A PUBLIC record  
documents the 
work of a public 

office. 

All County 
Records 

Retention 
Schedule may 

be used to 
manage most 

general 
records.

Wood County Records 
Commission: ORC 149.38 –

Chaired by a County 
Commissioner; members 
include Auditor, Clerk of 

Courts, Prosecuting 
Attorney, and Recorder 

Schedule should 
spell out how 

records 
created/used in 
different formats 

and address 
OFFICIAL COPY 

concerns.

FORMAT – A 
record exists 
on a fixed 
medium. A 

conversation 
isn’t a record. 

A digital 
recording of it 

may be.

Disposals should 
be 

documented.





NOTABLE CHANGES

• AC-20 – Communication Records (Correspondence)

• A) Transient = Until no longer of administrative value

• B) General = One year

• C) Executive = Three years; file with related records if content requires longer retention; 
appraise for historical value

• AC-23 – Contracts (ORC 2305.06) = Six years after termination of contract

• AC-43 – Grievances = Three years after union contract expires or resolution of final response.

• AC-71 – Personnel Files

• A) Employee Files = Portions used to verify employment, retirement or OPERS contribution 
75 years, Purge all other records after ten years

• AC-75/AC-77 – Public Records Requests/Public Records Request Logs = Three years



GENERAL 
SCHEDULE 

DISCLAIMER

Audits must 
be 

completed 
and settled

*Electronic 
Records ≠ 

Permanent

Records 
must be 

retained if 
there is a 

Legal Hold 



DESTROYING RECORDS USING        
ALL COUNTY RC-2

• Most disposals will not require a Certificate of Disposal (RC-3)

• If RC-3 is not required, there is no waiting period
• RC-3 must list anticipated disposal date at least 15 business days after OHC receives form

• Written documentation of destruction is encouraged
• A record that has reached its retention period but is has not been destroyed may be 

subject to a public records request



All County 

RC-2

RC-3 

Example



NO RC-3 
REQUIRED



RC-2’s 
retained in 

Records 
Comm. 

files

Records 
Commission 

forms are 
PERMANENT

RC-3 forms 
retained in 
RC files IF 
received

RC-1 form 
available 

for obsolete 
records

Courts 
and many 

Court-
related 
offices 
follow  

Rule 26

Ohio Supreme Court Rules of 
Superintendence: Rule 26, 
Local Rules used by 
Common Pleas Court, Clerk 
of Courts, Probate Court, 
Juvenile Court, Adult 
Probation

Document 
disposals for 

potential 
litigation, 

public 
records 
requests



CONTACT INFORMATION

• Wood County Records Center located in old County Jail west end of Alvin L. 
Perkins Atrium at Courthouse Complex – 1st Floor.

• Brenda Ransom, Records Manager

• bransom@woodcountyohio.gov

• 419-373-4902

• Full staff contact info

• Records Center main number 419-373-4901

• recordcenter@woodcountyohio.gov

mailto:bransom@woodcountyohio.gov
mailto:recordcenter@woodcountyohio.gov
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