
· This procedure applies to requests for records but does not apply to court issued orders for records.

· All documents in possession of Claridon Township are public records available in photocopy form upon a public record request, with the exception of any employee’s medical or sick leave records, records relevant to a lawsuit threatened or in progress wherein Claridon Township is or may be a party, or any other records the release of which is prohibited or exempted by law.

· Prior to release of medical or lawsuit related records, our office staff will contact the Geauga County Prosecutor for advice.

· The cost of records is 10 cents per page, CD’s and postage at cost, payable prior to receipt of said record/s.

· Office staff will not act as "researchers" to help determine if a record/s does or does not exist.

· Public records requests are not required to be in writing.  Written requests should specifically identify the document/s requested. Examples: I request a copy of John Smith's paycheck for the month and year of; or, I request a copy of John Smith’s timesheets for the month and year of.

· Records are filed in specific systems, such as by check numbers, proper names, etc. If a public records request is not specific and does not specifically identify the record/s requested, the location of the record/s may not be able to be determined.
· Written requests for records will be filled within a reasonable period of time depending on the nature of the record and advice provided by the Geauga County Prosecutor’s Office.

· Written requests for records should include contact information for the party requesting the records, which is necessary for the completion of the request so that Claridon Township may contact the requesting party when the records request has been processed.

· Requests for records outside of this procedure are to be directed to the Chairman of the Claridon Township Trustees. Any denial of public records requested must include an explanation, including legal authority. 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.
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