Personnel Records

Purpose:
The intent of the following policy is to ensure that CDS maintains information on each employee that is uniform, pertinent and meets all legal and contractual requirements.

Policy:
Each employee will have a file maintained in the Human Resource Department, which shall contain but not be limited to the following:

· An employment application

· A minimum of three personal and two professional references

· A completed DJJ Screening Packet

· A background screening clearance(Background screenings dependent on program)
· DJJ, FDLE/FBI Criminal Record Check, Abuse and Neglect Records, Local Law Records, 911 Call Out History, National Sex Offender, Civil Records Check, Out of State Adam Walsh Screening
· Evidence of passing a drug screen (this is maintained in a confidential file location separate from the personnel file)

· Personnel Action Forms

· An appropriate signed job description

· Verification of credentials, including certification, licensure, Criteria Test Results, or registration and/or competencies as applicable 

· Evidence of Orientation

· Other information required by policy and/or law, including, but not limited to:
· Orientation Reference Material Document/List

· Acknowledgement of receipt of Employee Handbook

· Signed Benefits Information Sheet

· Auto Insurance/Driver’s License Memo w/ current copies of both

· Confidentiality Statement

· Child Abuse Reporting Memo

· Notice of Drug Free Workplace

· Memo of Understanding Re: Urinalysis

· Pre-Employment Drug Test Consent for Release of Information

· Worker’s Compensation Process/Information Letter

· W4 Form

· Copy of Florida New Hire Reporting Form and proof of submission

· Acknowledgement of receipt of Bloodborne Pathogen Exposure Control Program

· Acknowledgement of receipt of Musculoskeletal Disorder Form

· Memo:  Privacy Policies & Procedures/HIPAA Training Requirement

· Consent for Check of Driving Record and/or Employment Application containing this release 

· Hepatitis B Employee Informed Consent Form (kept in a confidential location separate from personnel file)

· I-9 Form Dept. of Homeland Security, Immigration & Naturalization (kept in a confidential location separate from personnel file)

· Letters of Commendation
· Evaluations of Performance
· Documentation of Corrective Actions or Disciplinary Actions 
· Acknowledgment of receipt of Personnel Responsibilities in the Use of Information Technology Resources
· Acknowledgment of receipt of Retirement plan summary description
· Acknowledgment of receipt of Data Security on Mobile Devices-DCF
· DCF Attestation of receipt and review of Section 504 of the Rehabilitation Act,  Fact Sheet Title II of the ADA, Auxiliary Aids Policy and Plan for Participants or Companions or Potential Participants or Companions with Disabilities, Roles and Responsibilities of the Single Point of Contact and ADA/504 Coordinator
· Acknowledgment of completing Federal Funding & Civil Rights training
· DCF Partnership Plan for Children in Out-of-Home Care
· Florida DJJ Prison Rape Elimination Act Acknowledgement Form

· DCF Affidavit of Good Moral Character
· Cafeteria Plan Enrollment Forms and related information are kept separately from Personnel files.
Procedure and/or Process:

The Human Resource Department is the custodian of employee personnel files and is responsible to ensure that files are maintained in a confidential manner and that access to files are limited to a need to know basis.

The Human Resources Department is responsible for ensuring that files are maintained and updated in a manner that will ensure compliance with all contractual, legal, and audit requirements.

The Human Resources Department shall maintain in a separate confidential file that is only accessible on a need to know basis any medical information as applicable to an individual employee.  This may include but is not limited to claims related to workers compensation, drug testing results, and personal and family medical leaves.

The Human Resources Department will verify the credentials of employees at the time of hire by receiving and/or requesting a copy of the official transcript from the highest degree earned and of any related licenses.  If the document is not available for collection at the time of New Hire Orientation, then the Human Resources Department will require the employee to provide documentation proving that a request for the item has been made.  

Personnel files will be audited periodically, but no less than annually, to assure all components are on file.  Memorandums of Reminder will be sent to employees and direct supervisors where any documentation is found not to be on file.

The Human Resources Department will ensure through the maintenance of a tracking system that copies of documents relevant to employees that are licensed, certified, registered, or otherwise credentialed remain current.  A reminder will be provided to the appropriate employee, and their direct supervisor, when the license, certification, or other credential has expired.
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