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PERSONNEL RECORDS

I.
PURPOSE:

The purpose of this policy is to set forth the types and responsibility for maintenance of Department employee personnel records.

II.
SCOPE:

Departmentwide.

III.
CONFIDENTIALITY OF PERSONNEL RECORDS/FILES

All personnel files and records are considered closed and confidential. They will be retained in a confidential manner. Only those persons with an established job-related need to know shall have access to personnel information. Employees with access to employee personnel records, or those having knowledge of information maintained in such files, shall not disclose the contents or related information to individuals or entities not having a business-related reason to receive this information. Employees in violation of this policy shall be subject to disciplinary action, up to and including dismissal.

IV.
TYPES OF RECORDS:

A. Official Personnel File. This is the official personnel file for all Department employees, which is established and maintained by the Office of Human Resources (OHR). This file is under the control of the Chief, OHR.

The contents of the official personnel file will include, but are not limited to, the following (unless otherwise approved by the Chief, OHR):

1. basic identifying information about the employee;

2. benefit data and forms;

3. completed employment application and related documents;

4. payroll information;

5. completed performance appraisals;

6. notices of conditional employment;

7. disciplinary actions and related information (reprimand, unacceptable conduct notice, suspension, demotion);

8. training and educational information; and
9. commendations.

B.
Working File. This is the file maintained at the work location for the proper administration of the work unit. It is the overall responsibility of the unit manager to establish and maintain the working file, but it may be maintained and utilized by the regional manager, bureau/office chief, or immediate supervisor and contains pertinent information about the employee. This file is not considered the official personnel file. It may serve to maintain employee performance information, such as appraisals, employee work plans, logs or notes, and any other information relevant to the employee’s performance. Memos of concern and other employee communication may be maintained in the working file. Local office copies of disciplinary documentation may also be kept in the working file. 

Current emergency contact information for the employee should also be kept in the working file. It is the responsibility of each employee to keep his/her contact information current by completing a PF-49 (Employee Information Update) form when the employee’s personal and or emergency contact information has changed. This form can be located on the Intranet, under Employee Information, Employee Information Update.

Documents or information relative to an employee’s medical condition, ADA status, or accommodation request must be placed in a separate medical file if copies of such are maintained locally. Originals must be sent to OHR for inclusion in the employee’s medical file.

C.
Medical File. The official medical file contains all medically related correspondence, doctor’s statements and backup documentation. This may include, but is not limited to, information relative to requests for accommodations made under the authority of the Americans with Disabilities Act of 1990 (ADA), requests for medical leaves of absence, and/or Worker’s Compensation claims or absences reported under the Family and Medical Leave Act (FMLA). This file is to be maintained by the OHR in a confidential and secured manner separate from all employee personnel or working files.

D.
Grievance File. The grievance file contains all correspondence relative to an official employee grievance. The official grievance file is maintained by the Department’s Human Relations Officer in a confidential and secured manner. Supervisors may maintain grievance files, however, these files must be kept in a confidential manner separate from all employee personnel or working files.

E.
Classification Records. Classification records will be maintained by the OHR on each position in the Department, including classification questionnaires and correspondence relating to the position. All job specifications and organizational charts are also maintained in the OHR.

V.
MAINTENANCE AND REVIEW OF RECORDS:

A. All employees shall be afforded the opportunity to review their own personnel files. This includes the official file in the OHR and the supervisor’s working file. 
B. Official personnel files are maintained in the OHR. Files of former employees are also maintained in the OHR and are subject to the appropriate archive schedule.

C.
Working files are maintained at the work location or appropriate regional office. They do not transfer with an employee and should be maintained confidentially for a period of three years following the departure of the employee from the work unit. They should be shredded after this three-year period has passed. 
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