BOISE COUNTY, IDAHO

ORDINANCE NO. 99-4 

BOISE COUNTY RECORDS MANAGEMENT ORDINANCE


AN ORDINANCE OF THE BOARD OF BOISE COUNTY COMMISSIONERS FOR THE CLASSIFICATION, RETENTION, DISPOSAL AND MANAGEMENT OF COUNTY RECORDS.


BE IT ORDAINED BY THE BOARD OF COMMISSIONERS OF BOISE COUNTY, IDAHO THAT:

SECTION 1.  SHORT TITLE


This Ordinance shall be known as the Boise County Records Management Ordinance, and all other ordinances or resolutions in conflict herewith are repealed upon the effective date of this ordinance.

SECTION 2.  AUTHORITY AND PURPOSE

2.1 This ordinance is adopted pursuant to the authority granted by Idaho Code Title 31.

2.2 The purpose of this ordinance is for the classification, retention, disposal and management of County records in accordance with Idaho Code Title 31. This ordinance is designed to provide county officials with the authority to orderly manage the increasingly large volume of records and documents created by county staff and to avoid being exposed to potential criminal penalty under Idaho Code Title 18 and civil liability and to comply with the above cited enabling statute.

SECTION 3.  DEFINITIONS


Unless the context otherwise requires, the words that are used in this ordinance shall have the meanings that are ascribed to them in this Section:

3.1 “Disposition” means the final action that has been recommended for a record by the records retention schedule that has been approved for the office that produces or generates the record.

3.2 “Office” means any office, department, board, commission, committee, agency or any other division of the County.

3.3 “Public Record” includes, but is not limited to, any writing, microfilm, or electronic storage approved by the State of Idaho, containing information relating to the conduct or administration of the public’s business prepared, owned, used, or retained by any state or local agency regardless of physical form or characteristics.  See Idaho Code Title 9.

The term does not include published books and pamphlets that have been printed by a government printer, worksheets that are used to collect or compile data after such data has been included in a record, answer pads for telephones, or other informal notes, stenographers’ notes after the information that is contained therein has been transcribed, unused forms, except unused ballots, brochures, newsletters, magazines, newspapers, except those portions of newspapers that have been left or deposited with an office which would otherwise be defined as a record except that the ownership of such property does not reside with the County.


Other examples of non-public records include but are not limited to:

· Routing slips and standard transmittal sheets.

· Correspondence and other records of short term value that, after action has been completed, have little future use: e.g. routine requests for information, publications, forms, etc.

· Superseded manuals or other directives maintained outside the department that is responsible for retaining them.

· Extra copies of documents, printed or processed materials already kept by the office of record and kept only for reference purposes.

· Identical copies of documents maintained in the same file.

3.4 “Records Center” means an area for housing inactive or semi-active records which do not

receive sufficient use to warrant their retention in the office in which they were initially kept.  

3.5 “Records Retention Schedule” means an itemized list of record series, with the corresponding time periods for which they must be kept including the location and final disposition thereof.

3.6 “Records Series” means documents, volumes or folders that are arranged under a single filing system or are kept together as a unit because they relate to a particular subject, result from the same activity or have a particular form.

3.7 “Vital Records” means those records that would be essential for the reconstruction of the function and operation of a department in order for it to conduct business following a disaster.

SECTION 4.  COUNTY CLERK’S RESPONSIBILITIES

 
The County Clerk will be responsible for developing and implementing a records management program for the County.  In that capacity, the County Clerk shall:

4.1 Establish guidelines and procedures for making an inventory of, and retaining, the public records of the County in accordance with approved records retention schedules.

4.2 Establish a records center for storing inactive public records of the County pending their disposition in accordance with approved records retention schedules.

4.3 Establish a program for the protection of historical, archival and vital records that are essential to the continuation or reestablishment of governmental operations in the event of a natural, or other, disaster.

4.4 Provide micrographic services to the various offices for public records that require permanent retention, including records under Idaho Code Titles 9 and 31 as funded by the Board of Commissioners.

SECTION 5.  RECORDS MANAGEMENT COMMITTEE ESTABLISHED COMPOSITION

A records management committee is hereby established and shall be composed of:

5.1 A member of the County Commission

5.2 The County Prosecutor or her designee

5.3 The County Clerk

5.4 Each Elected Official

5.5 Each Department Head

SECTION 6.  RECORDS MANAGEMENT COMMITTEE

Responsibilities:  The Records Management Committee shall:

6.1 Except as is otherwise provided in Idaho Code Title 31 approve or modify all records retention schedules before they are submitted to the County Commission for their approval.

6.2 Approve all requests for the purchase of filing or micrographic equipment.

6.3 Provide general guidance and assistance with respect to improvements of the records management process.

SECTION 7.  DUTIES OF ELECTED OFFICIALS AND DEPARTMENT HEADS

The head of each department of the County shall:

7.1 Conduct an inventory of all of the public records that exist within that department for disposition in accordance with procedures that are prescribed by the County Clerk.

7.2 Prepare a records retention schedule for public records within that department.

SECTION 8.  PUBLIC RECORDS CUSTODY AND CONTROL
8.1 The right to the custody and control of public records that are stored in the records center shall remain with the originating office.

8.2 The right to the custody and control of public records that have been transferred to the County archives passes to the County Clerk at the time that such records are accepted for the County archives.

SECTION 9.  DISPOSAL OF RECORDS


Retention periods:

9.1 A record may be disposed of only in accordance with the records retention schedule that has been approved for records of that type.

9.2 The respective retention periods that are established in Idaho Code Title 31 shall be the minimum periods for which the records of the County other than judicial records and other documents of the District Court must be retained.

9.3 A proposed schedule for the retention of the public records of any office, other than judicial records and other documents of the District Court, shall be submitted to the County Clerk. The County Clerk shall then submit the proposed schedule to the Records Management Committee for its approval and after such schedule has received the approval of the Records Management Committee, the County Clerk shall submit the same to the County Commission for its approval. Such schedules shall become effective upon approval by the County Commission.

9.4 Records may only be destroyed by resolution of the Board of County Commissioners pursuant to Idaho Code Title 31.

9.5 The disposition of judicial records and other documents of the District Court shall be governed by Idaho Court Administrative Rules 37 (civil actions) and 38 (criminal actions and infractions).

SECTION 10.  AMENDMENTS

10.1 The Board may, upon its own motion or upon recommendation, make amendments to this ordinance.

10.2 Should any section, subsection, paragraph, sentence or clause hereof, or any particular application thereof, be declared unconstitutional or invalid for any reason by a court of competent jurisdiction, such decision shall not affect the validity of the remaining provisions of this ordinance.

ADOPTED and approved this 12th day of October,1999.

This ordinance shall be in full force and effect 
 day of 


, 1999.

This ordinance shall be in full force and effect immediately following the publication of same in the Idaho World. 


BOARD OF BOISE COUNTY COMISSIONERS

John S. Foard Jr., Chairman

John N. Dyer, Commissioner

Dale Hanson, Commissioner

ATTEST:

Rora A. Canody, Clerk of the Board

COUNTY OF BOISE

SUMMARY OF ORDINANCE NO. 99-4

BOISE COUNTY RECORDS MANAGEMENT ORDINANCE
RELATING TO THE CLASSIFICATION, RETENTION, DISPOSAL AND MANAGEMENT OF COUNTY RECORDS.

Adopted and approved the 12th day of October, 1999.

THE FULL TEXT OF THIS ORDINANCE IS AVAILABLE IN THE BOISE COUNTY CLERK’S OFFICE, IDAHO CITY, DURING NORMAL WORKING HOURS.

CERTIFICATE OF COUNTY CLERK

I HEREBY CERTIFY that the attached summary is a true and complete summary of Ordinance No. 99-4, and provides adequate notice of the contents and adoption of said Ordinance to the public.


ATTEST:


_____________________________


Rora A. Canody


Boise County Clerk
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