Audit and Review
Employee Personnel Files

Medical records are not maintained in the standard personnel file due to the Americans with Disabilities Act and the federal Health Insurance Portability and Accountability Act of 1996 (HIPAA).  Medical information should be stored in a protected file, such as the following: 

____
Health insurance application form 

____
Life insurance application form 

____
Request for medical leave of absence regardless of reason
____
Workers' compensation report of injury or illness 

____
Any document that contains private medical information.
Personnel File related documents:

Employment 

____
Employment Application 

____
Applicant Interview Notes
____
Education verification 

____
Employment verification and Reference Checks
____
Employment offer letter
____
Drug free workplace acknowledgement/consent forms 

____
Employment agency agreement, terms, if hired through an agency 

____
Employee Handbook signed acknowledgment form 

____
Checklist from new employee orientation showing subjects covered 

____
Veterans/Disabled self-identification form 

____
Transfer and Internal Job requests 

Payroll

____
W-4 Form 

____
Weekly time sheets
____
Payroll Change forms 

____
Individual attendance record 

____
Pay advance request record 
____
Payroll deduction authorizations
____
Garnishment orders and records 

____
Authorization for release of private information 

____
Authorization for all other payroll actions (deductions)

____
Tool, shoe and equipment reimbursement agreement terms

____
Vacation and personal days advance agreements 

Performance Appraisals

____
New employee 90 day reviews 

____
Performance appraisals 

____
Performance improvement agreements

Training and Development

____
Safety training meeting records/attendance

____
Training certifications

____
Skills inventory questionnaire 

____
Training evaluation forms 

____
Training expense reimbursements

Employee Separations

____
Exit interview form 

____
Exit checklist/item return record

Benefits

____
Medical/Dental/Vision coverage waiver/drop form 

____
Vacation requests 

____
Requests for leave of absence 

____
COBRA notification/election
____
Tuition reimbursement agreements

____
Annual benefits statement acknowledgment 
Wage/Salary Administration

____
Job description form 

____
Compensation history record 

Employee Relations

____
Coaching/counseling reports 

____
Awards and commendations
____
Discipline and employee written warning notice
Not Recommended to be in a Personnel File
Medical Records

____
Physician records of examination 
____
Drug screening test records (drug test results all stored together, confidential)

____
Employee benefit documents with specific medical information
____
Doctor’s notes containing specific medical information

Investigation Records

____
Complaint investigation information
____
Investigation reports of policy/legal violations
____
Background check results (stored together in separate location)
____
Personal credit history check

____
Criminal and arrest records 

