Administrative and Faculty Personnel File

General Guidelines

DO

· Designate a single responsible representative within the planning unit or department to maintain personnel files.

· Store files in a secured central location at the planning unit level for most divisions or department level for larger divisions.  Locked fire-safe cabinets are strongly recommended.

· Maintain documents for each employee such as:

· Initial application materials

· Letters of employment offer and acceptance (printed email is okay)

· Appointment Information Form

· Documentation of any special employment agreements

· Performance evaluations

· Documentation of employee accolades

· Documentation of performance improvement plans

· Documentation of employee coaching and discipline

· Documentation of training

· Job description and related correspondence

· Documentation of employment actions such as promotions, transfers, upgrades, etc. 

· Transfer file to the appropriate department or University Human Resources if employee transfers to a different university department.

· Maintain inactive employee files 10 years beyond termination; files may be stored off-site with University Archives.

· Notify Legal Affairs and University Human Resources if presented with a Public Records Request for personnel file information.

· Consult with University Human Resources if you have questions about personnel file maintenance or would like to discuss document imaging options.

DON’T

· Store any medical information in personnel file; sick leave, injury reports, or medical leave documents should be housed separately, preferably in a different cabinet if possible

· Include Social Security numbers unnecessarily on forms or correspondence

· Maintain copy of Form I-9 or supporting documents

