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HUMAN RESOURCES DEPARTMENT

What to Keep in a Personnel File  (HOME OFFICE)
Home Office Payroll maintains a personnel file for each employee beginning with his or her date of hire.  All essential job-related documents should go in the file, to be retained at the Home Office, including:

· Employment Application

· Resume

· Pre-employment assessment

· Education Documentation (transcripts, licenses, etc.)

· Reference checks documentation

· Job description for the position

· Offer letter 

· Personnel Action Notification (PAN)

· Payroll change forms
· W-4 Form (Withholding Allowance Certificate)
· Individual State Tax forms
· Signed acknowledgment of employee handbook

· Performance evaluations

· Awards or citations for excellent performance

· Records of attendance 

· Record of training programs

· Warnings and/or other disciplinary actions
· Details/notes arising from investigation of conduct
· Contract, written agreement, receipt, or acknowledgment between employee and the employer (such as a non-compete agreement, an employment contract, etc.)

· Termination documentation

What to Keep in a “Benefits” file   (HOME OFFICE)
· Medical records 

· FMLA paperwork 

· Benefits information
· Emergency contacts
· Worker’s Compensation documentation (from TWC)
NOTE: The I-9 (INS) form is kept in a separate notebook, at HOME OFFICE Payroll.

What to keep in a “Manager’s Desk” file (on Campus)
· Notations regarding performance (positive & negative)

· Performance Evaluation documentation

· Time & attendance documentation (request for time off, etc.)

· Personnel Action Notification (PAN) forms

What to keep in a “Job” File  (on Campus)
· Original Applications

· Resumes of Qualified candidates

· Job description for the position
· Copies of all Media (monster.com ad; newspaper advertisement; postings; etc.)
· Reference-checks documentation

· Interview Notes / comments

· Background screening documentation 

What to Keep in an EDUCATIONAL File  (on CAMPUS)
Each campus location is required to maintain certain documentation for State & Accreditation issues, including:

· Employment Application

· Resume

· Education Documentation (transcripts, licenses, etc.)

· Job description for the position
· State / Accreditation application or license
· Professional License or Certifications

· Performance evaluations

· Awards or citations for excellent performance

· Records of attendance 

· Record of training programs

· Warnings and/or other disciplinary actions
What NOT to Keep in a Personnel File (kept in Home Office)
· medical records 

· FMLA paperwork 

· I-9 (INS) form 

· forms relating to employee benefits

· emergency contacts

Good rule of thumb: Don't keep anything in a personnel file 

you would not want a jury to see!
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