PERSONNEL FILE

ORDER OF CONTENTS 

(Effective 6/19/07)
	Panel #
	SECTION TITLE
	CONTENTS

	1
	Personnel File Data & Background Screening
	1. Personnel File Data

2. Background Screening Information (from oldest to newest on top)

	2
	Personnel Action & Job Description
	Personnel Action Forms & Job Descriptions (from oldest to newest on top)

	3
	Evaluations
	Evaluation forms (from oldest to newest on top)

	4
	Driver Record & Auto Insurance
	1. Auto Insurance/Driver’s License – Acknowledgement Form

2. Copies of proof of insurance (from oldest to newest on top)

3.     Driving History Record Check (from oldest to newest on top)

	5
	Training 
	1. Degree Transcripts and Licensure/Certification Documentation or Proof of Request for Transcript always remains on top. 

2. Training documentation including:

· New Hire Orientation & Benefits Training  - Acknowledgment Form

· CARF Training Certificates

· HIPAA Training - Acknowledgment Form, and related info
· Acknowledgement of completing the Federal Funding & Civil Rights training 

	6
	Employment Documentation / Miscellaneous
	Top to bottom order:

1. Misc. Memos (from oldest to newest on top) 

2. Resume and/or Application for Employment

3. Two Employment References

4. Three Personal References

5. Interview Materials

6. Attestation of the requirements of Section 504 of the Rehabilitation Act, Title II of the ADA, Auxiliary Aids Policy and Plan for Participants or Companions or Potential Participants or Companions with Disabilities, and Roles and Responsibilities of the Single Point of Contact and the DCF ADA/504 Coordinator
7. Employee Handbook & NASW Code of Ethics and Standards of Professional Conduct & Prevention of Workplace Violence – Acknowledgement Form

8. Benefits (FT or PT) – Acknowledgement Form

9. Confidentiality – CDS Staff – Acknowledgement Form

10. Responsibility to Report Child Abuse, Developmental Disabilities, Mentally ill Abuse, Title V of ADA and Incident Reporting – Acknowledgement Form

11. Drug Free Workplace Program – Acknowledgement Form

12. Urinalysis Screen – Acknowledgement Form

13. Pre-employment Drug Testing – Acknowledgement Form

14. Workman’s Compensation Procedures – Acknowledgement Form

15. W-4 Form (a copy sent to Fiscal Department)
16. Florida New Hire Reporting Form and Confirmation

17. Bloodborne Pathogen Exposure Control Program – Acknowledgement Form

18. Musculoskeletal Disorders – Acknowledgement Form

19. Personnel Responsibilities in the Use of Information Technology Resources – Acknowledgement Form

20. Data Security on Mobile Devices - DCF

21. Retirement Plan Summary Plan Description - Acknowledgment Form

22. Reminder Slip - Acknowledgement Form


PERSONNEL FILE

ORDER OF CONTENTS 

(Prior to 6/19/07)
	SECTION TITLE
	CONTENTS

	Personnel Action/Job Desc.
	Personnel Action Forms & Job Descriptions in the order they are received w/ oldest on bottom and newest on top.

	Evaluations
	Evaluation forms w/ oldest on bottom and newest on top

	Background Screening
	Two sections divided by index card:  bottom contains Driver Record Checks; top contains DJJ Background Screening Information (oldest to newest)

	Training 
	Training documentation including New Hire Orientation Syllabus, HIPAA Training Info.  Degree Transcripts and Licensure/Certification Documentation always remains on top.

	Employment Documentation/Misc.
	Top to bottom order:

1. Resume and/or Application for Employment

2. Two Employment References

3. Three Personal References

4. Interview Materials

5. Attestation of the requirements of Section 504 of the Rehabilitation Act, Title II of the ADA, and CFOP 60-10, Chapter 4, Prohibited Harassment Policy

6. Acknowledgement of completing the Federal Funding & Civil Rights training 

7. Acknowledgment of Receipt of Handbook

8. Benefits Sheet

9. Auto Insurance/Driver’s License Memo (copies of proof of insurance filed oldest to newest on top)

10. Confidentiality Memo

11. Responsibility to Report Child Abuse and Neglect Memo

12. Notice to Applicants of Drug Free Workplace Program Memo

13. Memorandum of Understanding Regarding Urinalysis Screen

14. Pre-employment Drug Testing Consent and Release Form

15. Worker’s Compensation Procedures Memo

16. W-4 Form (send a copy to Fiscal Dept.)

17. New Hire Reporting Form and Confirmation

18. Bloodborne Pathogens Memo

19. Musculoskeletal Disorders Memo

20. Telecommunications Memo

21. Misc. Memos (ordered as received oldest on bottom; newest on top.
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