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. Policy Statement:
To ensure that the Scioto County Health Department will be prepared to respond to
open record requests or other e-discovery needs when they arise.

il. Open Record:
Text messages are considered a public record when they contain business conversations
related to work activities. Sending text messages between mobile devices is now public
record which must be preserved.

Itl. Policy Procedures:

1. Whether using health department devices or personal devices all may be used in
litigation if they contain relevant official communications.

2. If you have a health department device employees are allowed to use it for
personal text messages these messages may be deleted and/or not subject to
monitoring and archiving.

3. If the text is of an official nature, for example, a request for approval of
emergency closure of a retail food operation. These conversions shall kept as
permanent record. The employee may choose to send a copy of the text to the
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employee’s email and kept on file or a screen shot of the text message may be
taken and printed to keep within the permanent paper record.

4. All other text messages may be retained for 24 hours before deleting. If an
employee is unsure if the text is of an official nature, the employee may speak
with their division director.
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Scioto County

General WA

PublicHealth Hoalth District 602 7 St. — Room 210 — Courthouse
Portsmouth, OH 45662

Phone (740) 355 -8358 Fax {740) 354-8623
E-mail: schd@sciotocounty.net

December 14, 2018

AGENDA

Approve minutes of previous meeting.

Approve payment of the bills.

Nursing report.

Environmental report: Submit for Board review and accept into
minutes 2018 Swimming Pool Survey results.
2019 Retail Food Program cost methodology.
Cost methodology for sewage program — increase sewage fees.
Approve joining NACCHO, National Association of County & City
Health Officials. $450.00.
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8. Dr. Martin - policy for how long to keep texts.

9. Adjourn.
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