The Employee Personnel File

The following should be included in a basic personnel file:

· Employment application and resume

· Reference checks

· College transcripts

· Job descriptions

· Records relating to hiring, promotion, demotion, transfer, layoff, rates of pay and other forms of compensation, and education and training records

· Records relating to other employment practices

· Letters of recognition

· Disciplinary notices or documents

· Performance evaluations

· Safety training records

· Any testing/simulation documents that were used to make the employment decision

· Requests for employment/payroll verification

· Exit interviews

· Termination records

The following should not be included in a basic personnel file, but retained in a separate employee file include:
· Immigration and Naturalization form (I-9)

· Medical/insurance records

· EEO/invitation to self-identify disability or veteran status records

· Child support/garnishments

· Litigation documents

· Workers’ compensation claims
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