Maintenance of Personnel File Contents

File 1 Personnel File

This file is intended for use by Supervisors and HR staff for maintaining routine job-related information.

1. Original Employment Information, including application (stays in file permanently), patent or confidentiality agreements, (permanent) tests used for employment actions (6 yr.*), and letters of reference (kept 2 years*).

2. Work History, work histories within the company (permanent), other work history such as experience with other employers (permanent) other documentation regarding work assignments such as temporary assignments and leaves of absence (permanent).

3. Job Performance. Performance appraisal forms and related documents (6 yr.*) letters of commendation (6 yr.*) absenteeism records (4 yr.*), disciplinary records (6 yr. *).

4. Education, Internal education and training records (6 yr.*), external education and training (6 yr.*), educational assistance forms, (6 yr.*).

5. Other, Signed forms indicating that various policies have been communicated, such as company policies, ethical codes, etc. (6 yr.*), all other documents if still applicable (6 yr.*).

File 2 Confidentiality and Compensation

This file is intended primarily for HR staff for salary and benefits administration.

1. Compensation, tax withholding forms (6 yr.*), payroll education authorization, such as charitable contributions, savings deposits etc. (6 yr.*), legal related deductions, such as garnishments, child support, etc. (6 yr.*), salary history (6 yr.*), and pension plan contribution and related records (permanent).

2. Benefits, enrollment forms, election and related forms, beneficiary information (2 yr. After termination of plan).

3. Other confidential information, Equal employment opportunity information (permanent), citizenship information (permanent), all other related documents (keep only current active forms).

File 3

This file is intended primarily for use by HR staff to maintain employees' physical health-related information.

1. Pre-employment health,  Health evaluation records from time of hire (permanent).

2. Post-employment changes in health not work related. Log of non-work-related injuries or illnesses (6 yr. *), records of subsequent post-employment health evaluations, such as company-sponsored health promotion checkups, records of blood tests or X-rays, etc. (6 yr.*), records related to non-work injuries or illnesses, such as hospital visit and health status reports, leave of absence records, claims for disability benefits, logs of compensation paid, etc. (6 yr.*).

3. Safety, work related.  Medical testing and screening records, such as hearing tests, DOT mandated drug tests, etc. (permanent), work restrictions and related correspondence (6 yr.*), safety education and training records (6 yr.*), signed forms indicating safety policies have been communicated (6 yr.*).

4. Accidents and Illness, log of-work-related injuries or illness, such as hospital visit and health status reports, workers' compensation reports, other gov't. records, supervisor reports and any other documents (permanent), other documents and correspondence, such as absenteeism records due to work related injury or illness (permanent).

*-After termination

Personnel File Checklist
Please Initial and Date 

____ Resume


____ Employment Application

____ New Hire Information Form and Updates

____ Formal job offer letter and employee acknowledgment

____ Current address & phone numbers

____ Emergency contact information

____ Physician Designation

____ Confidentiality Agreement 

____ Work-Made-For-Hire Agreement

____ Signed Job Description

____ Social Security number

____ Driver’s license and insurance verification

____ W-4


____ DE4

____ I 9 Verification of authorization to work  (maintained in a separate binder)

____ Insurance forms: 

____ Medical

____ Dental

____ Life Insurance Application

____ Initial COBRA notice

____ Applicable security records, reference checks, background checks 

____ Record of performance evaluations     Dates: _______  _______  ______  ______     

____ Receipt for employee manual

____ Receipt for safety training manual

____ Termination agreement 

____ Written record of exit interview

____ COBRA letter

***NOTE-Medical data, COBRA letter, I-9s, motor vehicle reports, auto insurance and pay data is to be kept in a separate file.  
