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SUBJECT: PERSONNEL RECORDS AND GENERAL PERSONNEL FILES
PURPOSE:

To establish guidelines for the collection, maintenance, access to, and retention of the
official personnel records of employees and the general personnel files of the Human
Resources Department.

DEFINITION:

The Official File in the Human Resources Department is the repository of personnel
records concerning individual employees.

POLICY:

1. OFFICIAL PERSONNEL FILE

Contains those records and documents pertaining to an employee's work history with
the City from date of hire to separation. The Human Resources Department shall
maintain the Official Personnel File for each City employee.

a. Disciplinary Action Records - Written documents relating to disciplinary
actions taken for the purpose of correcting the conduct or performance of
employees shall be filed in the Official Personnel File. This file shall
contain copies of all written materials pertaining to formal notice of
disciplinary action (written reprimands), and punitive disciplinary actions
(suspension, demotion, termination, extension or reinstatement of
probation, and denial of merit step increase), except for Police Safety and
certain Fire Safety employees designated as Peace Officers.
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All disciplinary actions will remain part of an employee’s permanent record
unless removal of a specific item is requested by a department head in
writing to the Human Resources Director.

Access to Personnel Files - Physical review of records and documents in
the official files shall be limited to the following persons and shall be in
conformance with state law:

1) The employee.

2) An employee representative designated in writing by the employee.
3) Human Resources Department staff.

4) City Manager, Assistant City Manager.

5) Assistant City Manager/Chief Financial Officer and designated
department staff.

6) Staff of the employee's department designated by the department
head.

7) The City Attorney and designated department staff.

Actual review of contents of the file by the employee or authorized
employee representative shall be scheduled at the mutual convenience of
the employee or authorized representative and authorized Human
Resources Department staff, and shall be accomplished in the presence
of such authorized staff. As a normal practice, an employee may, at
reasonable times and at reasonable intervals, during usual business
hours, with no loss of compensation, inspect their personnel files, upon
receiving approval (for scheduling purposes) from the division or
department head, or designee.

NOTE: Because of provisions of state law concerning the personnel
records of Police and certain Fire Safety employees designated as Peace
Officers, the following sections of this policy concerned with copies of
subpoenaed documents and release of information from and retention of
personnel files, shall not apply, and questions on these three subjects are
referred to the Police and Fire Departments and the City Attorney's Office
as applicable.



