
 

PERSONNEL RECORDS 
  
 
PS-1 Administrative And Subject Files 
 

See Administrative and Legal Records found in Section 2 for retention guidance.   
 
PS-2 Administrative Organizational Charts 
 

Charts show organizational breakdowns for County offices and departments. 
 

Retain one copy permanently if not included with minutes.  Retain duplicate copies as long as 
of administrative value.  

 
PS-3 Applications For Employment (Not Hired) 
 

Includes employment applications, resumes, and other pre-employment records of persons not 
hired. 
 
Retain 2 years. 

 
PS-4 Employee Card Files Or Record Books 
 

Summary information usually includes employee’s name, address, date of birth, social security 
number, job and salary history, benefit information, and termination data.   

 
Retain permanently for administrative and historical purposes. 

 
PS-5 Employee Health Insurance Claim Files 
 

Includes claims submitted by county employees for reimbursement of medical expenses 
incurred under health care coverage.  May also contain supporting papers such as physicians' 
statements. 

   
Retain 5 years after settlement of claim. 

 
PS-6 Employee Medical Records 
 

Includes pre-employment physicals and other medical records showing the health or physical 
condition of county employees during their tenure of employment. 

 
Retain same length of time as Individual Employee's Personnel Records.  However, if 
employee has been exposed to toxic substances or harmful physical agents in the workplace, 
retain at least 30 years after termination of employment and comply with appropriate 
Occupational Safety and Health Standards issued by the U.S. Department of Labor (29 CFR 
Ch. XVII).  (See Administrative and Legal Records found in Section 2, Hazardous Substance 
Survey Forms and Material Safety Data Sheets.) 
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PS-7 Equal Employment Opportunity Records 
 

Includes affirmative action report (EEO-4) showing total number of job positions broken down 
by employment classifications, and related records as well as official discrimination complaint 
case files.  

 
Retain EEO-4 report and related records 3 years.  Retain case files 4 years after resolution of 
case. 

 
PS-8 Individual Employee's Personnel Records 
 

Official personnel file may include personnel history card, application for employment, 
references, resume, notification documents, photo identification records, health insurance and 
life insurance applications, I-9 forms, performance evaluations, commendations, training 
records, personnel change forms, letters of resignation, retirement membership application, 
vacation and sick leave reports, salary review forms, separation report and correspondence. 

 
(1) Employees Who Separate With Post-Termination Benefits - Retain 3 years after all benefits 
have been paid.  
 
(2) Employees Who Separate Without Post-Termination Benefits - Retain 5 years after 
termination of employment. 
  
(3) If applicable, comply with union rules relating to certain types of personnel records such as 
evaluations and reprimands. 

 
PS-9 Job Descriptions And Announcements 
 

Consists of narrative descriptions of the duties and responsibilities of county employees. 
 

Descriptions - Retain current plus one prior revision. 
Announcements - Retain 2 years after position has been filled. 

 
PS-10 Labor Negotiations Files 
 

Contains correspondence, reports and other documents used to negotiate contracts with labor 
unions representing county employees. 

 
Retain 5 years after expiration of the contract. 

 
PS-11 Labor Union Contracts 
 

Negotiated with labor unions representing county employees, the record includes date, terms of 
agreement and signatures of appropriate officials. 

 
Retain 20 years after expiration. 



 

 
PS-12 Merit System Examination Records And Answer Sheets 

 
Examination record indicates examinee's identification number, name and address; title and 
date of examination; examinee's signature; and test results and scores.  Answer sheet includes 
examinee's identification number and score as well as the date and title of the examination. 

 
Retain 5 years. 

 
PS-13 State Civil Service Records (Other Than Those Filed In Individual Personnel Folder) 
 

May include announcements, test outlines, examination histories, eligibility lists, 
correspondence, and other related papers. 
 
Retain as long as of administrative value. 

 
PS-14 Union Grievances 
 

Filed by county employees represented by labor unions alleging violations of the contract.  
Record usually indicates date, parties involved, and grievance. 

 
Retain 3 years after final resolution. 

 
PS-15 Worker's Compensation Records 

 
Consists of employer's report of occupational injury or disease, hospital statements, doctors' 
reports, correspondence and other papers relating to claims. 

 
Retain 4 years after the signing of final settlement receipt, or 4 years after the death of 
recipient.  If suspension agreement has been filed, retain 10 years. 
 
 

PS-16 Commercial Drivers License Records (CDL) 
 

            May include job applications, driver information, employment record, drug test results, accident 
reports reviews and summaries, 1-9 forms, violations and supervisor training records. 

 
            Comply with retention requirements promulgated by the appropriate licensing agency. 
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