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Agenda

• Commission’s Guidelines on Personnel Files

• Updates on Upcoming Policy Revisions 

• Helpful Tips and Important Reminders on Merit 
System Requirements

• Available Resources
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The Civil Service Commission’s 
“Citywide Employee Personnel Records 
Guidelines” are available on the 
Commission’s website at 
www.sfgov.org/Civil_Service

The “Guidelines”…
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Table of Contents
• Authority for and Effective Date of Guidelines

• Purpose, Administration and Application of Guidelines

• Glossary and Abbreviations

• Collective Bargaining Agreement 

• Official Employee Personnel File and Employee Personnel Records 
Forms Prescribed

• Contents of Employee Personnel Files

• Access to Employee Personnel Records and Disclosure of Information

• Maintenance of Employee Personnel Records

• Transmittal, Retention and Destruction of Employee Personnel 
Records

• Other Employee Records – Maintenance, Access, Transmittal, 
Retention, and Destruction
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Appendices

• A:  Text of Collective Bargaining Agreement Provisions Relating to 
Employee Personnel Records

• B:  Graphic Depiction of the Official Employee Personnel File

• C:  Official Employee Personnel File Cover Label (OEPF 1-88)

• D:  Tab Label Information, Sample Labels, Positioning of Tab Label

• E:  Employment History Summary (OEPF 1-80)

• F:  Employee Personnel Records Register of Access and Copies 
Provided (OEPF 1-82)

• G:  Employee Personnel Records Transmittal Receipt (OEPF 1-84)

• H:  Disclosure and Access Authorization and Release (OEPF 1-86)

• I:   Employment Verification Guidelines
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Purpose
• To prescribe a uniform, standardized system for the access, 

maintenance, retention and destruction of all employee work 
history records; and 

• To provide a procedure to facilitate the movement of 
personnel files and other personnel records of employees 
between departments

Application of Guidelines
• Applies to the personnel records of all employees regardless 

of employment or appointment status; and

• In all departments of the City and County and to classified 
(non-certificated) civil service employees of the School 
Districts.  

Employee Personnel Records Guidelines

6



Administration
• Employee personnel records must be administered, accessed, 

maintained, retained, and disposed of in the manner prescribed 
in the Guidelines.

• The OEPF must be maintained in one location w/in each 
department. 

• All employee personnel records are City property  (they do not 
belong to individual departments). 

• The OEPF follows the employee from department to 
department.

• Employee personnel records must be maintained in such a 
manner as to be readily available for audit.

• NOTE:  Check the MOU!  

Employee Personnel Records Guidelines
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• The OEPF must contain all records pertaining to an employee’s 
work history with the City.  

• Unless otherwise provided, there may be only one employee 
personnel file for each employee.  (i.e., no separate “personnel 
files” within a department)

• Exceptions:
▫ Supervisors’ Files:  Documentation about the work performance 

of an employee kept in a separate file by a supervisor on a short-
term basis.  

▫ Administrative Files:  A set of files containing personnel-related 
records of an employee which for a variety of reasons are not 
maintained in the OEPF but in separate, secondary files. 
� Examples: medical records, grievances, conflict of interest 

statements, workers’ compensation records, etc.

Employee Personnel Records Guidelines
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SIDE 1 – EMPLOYEE INFORMATION
General administrative handling and history of the OEPF itself:     

Employment History Summary Form, Register of Access, 
Disclosure and Access Authorization and Release, Employee 
Personnel Records Transmittal Receipt, Subpoenas for personnel 
records, etc.

SIDE 2 – PERFORMANCE AND TRAINING DOCUMENTS
Relevant documents related to the employee’s performance and 
training:

Performance evaluations, commendations/awards, department 
incident reports, letters of complaint or commendation (subject to 
supervisor’s approval), DMV reports, attendance tallies, tuition 
reimbursement requests, etc.

Contents of the OEPF – Six Sides

9



SIDES 3 and 4 – GENERAL EMPLOYMENT HISTORY RECORDS

A variety of documents related to the employee’s history, 
which must include: 
• A hard copy of the employee’s employment application 

(irrespective of appointment type);

• The employee’s resume and any other materials submitted with 
his/her employment application; 

• Required Documentation/Verification (pre-appointment): 
▫ Education (school transcripts) 
▫ Employment;  
▫ Verification of military service (if applicable) 
▫ Copies of required licenses, certificates or credentials
▫ Original copy of the INS Form I-9

Contents of the OEPF – Six Sides
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SIDES 3 and 4 – GENERAL EMPLOYMENT HISTORY RECORDS

Other required documents: 
• Appointment Processing forms
• Notice to PV/Confidential or Management/Exempt Employee 

or Notice of Probationary Status (as applicable)
• Receipts for Employee Handbook, SIA and Other Departmental 

Materials (reminders should be issued annually!)
• In-service letters/forms to DHR and responses (e.g., additional 

compensation)
• Requests for Leave
• Don’t forget about Out-of-Class Assignment Forms per the 

Rules
• Separation reports

Contents of the OEPF – Six Sides
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SIDE 5 – RECORDS OF CORRECTIVE ACTION

• Only completed or resolved disciplinary actions may be included 
in the OEPF (pending matters may be kept in a separate 
Supervisor’s File until completed).   

• MOU provisions and department policy will determine how long a 
disciplinary action remains in the OEPF, and what must be 
removed and when.

• Records of corrective action include:
▫ Written warnings (reprimand)
▫ Notice of intent to recommend discipline
▫ Notice of decision to recommend discipline 
▫ Notice of Suspension and supporting documentation
▫ Termination or dismissal records

Contents of the OEPF – Six Sides
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SIDE 6 – PAYROLL RECORDS (OPTIONAL)

Departments who operate a separate payroll section may wish 
to keep payroll records separately from the OEPF; 
departments with a combined payroll and personnel function 
may find it more convenient to keep the payroll records in this 
section of the OEPF.  

Departments must retain these documents when the employee 
separates from the department, and they are to be treated 
separately as payroll records for storage and retention 
purposes.

Examples: Personnel Action Requests, SDI calculations, WC 
calculations, step increase records, vacation requests, comp 
time records, Form W-4, etc. 

Contents of the OEPF – Six Sides
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• Personnel records must be stored in a secured area with 
controlled access. 

• There must be a designated custodian of the personnel 
records, responsible for maintaining the security and 
confidentiality of the official personnel records.

• An employee or an employee’s representative (with written 
authorization) have the right to access the employee’s OEPF 
(a departmental representative must be present).

• The department may charge a reasonable fee for copies.

• See the Guidelines for who else may have access to an OEPF.

• Remember, to maintain a record of access/requests for 
copies in the OEPF.

Access to Employee Personnel Records
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For requests from an outside public agency or a private employer 
seeking information regarding previous employment with the 
City, only the following may be disclosed:

▫ Employee’s name
▫ Employee’s classification number
▫ Salary range
▫ Dates of service
▫ Employment status (i.e., permanent, probationary, temporary)
▫ Appointment status (Exempt, PV or PCS)
▫ Eligibility for rehire

Note the exceptions (e.g., if there is a valid written authorization, 
as required by law for authorized representatives of a regulatory 
or law enforcement agency/official, etc.). 

Disclosure of Information to Outside Entities
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Be careful if it is a formal request for public 
documents, as public records laws may require the 
disclosure of additional information, balanced with 
the employee’s right to privacy.
Template response language:  

The California Public Records Act specifies that “personnel, medical, or 
similar files, the disclosure of which would constitute an unwarranted 
invasion of personal privacy” are exempt from disclosure.  Gov't. Code 
Section 6254(c).  Likewise, the Sunshine Ordinance specifies that certain 
personnel information may be disclosed “where disclosure is not 
forbidden.”  Admin. Code Section 67.24(c).  The right of privacy in the 
California Constitution protects employees from unwarranted disclosure 
of confidential information.  Cal. Const. Art. I, Section 1.   As some of the 
documents you requested contain information that is considered a 
confidential personnel matter, redaction was required. 

Disclosure of Information to Outside Entities
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Always consult with your Deputy City Attorney before 
you disclose anything other than the seven 
information points on the previous slide!!!

Disclosure of Information to Outside Entities
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For the purpose of employment verification, the City 
and County of San Francisco is one employer.  

Information about the employee’s employment 
history and job performance may be communicated 
between departments for valid business reasons to 
personnel representatives, department heads and 
supervisors.

Disclosure of Information to Other City 
Departments
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Please make sure to carefully read the 
Guidelines for instructions on the 
transmittal, retention and destruction of 
Employee Personnel Records
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Updates on Policy Revisions –

past and present
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As noted through appeals at the Civil 
Service Commission, Inspection Service 
Reviews and the Commission’s Audit 
Program…

Helpful Tips and Important Reminders on 
Merit System Requirements
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Helpful Tips

Examination Announcements
• Be thoughtful in indicating that failure to submit 

verification of employment may be grounds for 
disqualification (particularly if you expect a large applicant 
pool). 

Rejection for Failure to Meet the MQs
• Try to be clear on why an applicant has been rejected for 

an examination– this could significantly reduce the 
number of appeals you receive.
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Reminder on Merit System Requirements

Commission Policy on Notice of Appeal Rights

Notice to Appellants Required:
In conveying final decisions of the Human Resources Director to 
appellants, unless the Civil Service Commission Rules specify that 
the decision of the Human Resources Director is final, appellants are 
to be notified in writing of their right under Civil Service Commission 
Rule 05 Series or Rule 111A Position-Based Testing, to appeal the 
Human Resources Director's action to the Civil Service Commission; 
of the deadline for filing the appeal with the Civil Service 
Commission; and the location where appeals may be filed.
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Reminder on Merit System Requirements

• Selection from Eligible Lists must conform to merit system 
rules and policies: the department must use uniform, non-
discriminatory, merit-based selection procedures that have 
been documented.  

• Verification of MQs, irrespective of appointment type!!!

• Documenting and Processing Separations
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Reminder on Merit System Requirements
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• Banding is not permitted for Volumes I or IV 
exams– it is Rule of [X] SCORES, not bands of [X] 
scores

• The  examination must be open, competitive and 
fair!   You must take efforts to ensure there is no 
cheating and fraud to the extent possible (e.g., 
supplemental questions for unassembled exams, 
make-up examinations, etc.). 

• Exempt Appointments



Available Resources
• The Commission’s website (www.sfgov.org/civil_service) 

has a great deal of information and available resources, 
including:
▫ Advisers covering a number of topics, including:  merit principles, 

appeals and hearings, protests and appeals, out-of-class 
assignments, probationary periods, probationary releases, 
reappointment, selection off an eligible list, certification of eligibles, 
appointments, special assistants, civil service seniority, automatic 
resignation, personal services contracts, reinstatement, appeals on 
future employment restrictions, inspection service, classifications 
and classification procedures, and classification actions versus 
budgetary actions. 

▫ Policy and Procedures on meetings, appeals and staff reports.

▫ Appeal-related forms (e.g., Form 22 and Form 13) 

▫ Coming Soon:  template staff reports
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Available Resources (Continued)
• The Executive Officer is available to provide 

presentations and trainings to staff on a number of 
issues, including the merit system, the Rules, 
Personal Services Contracts, Staff Reports and 
Hearings/Staff Presentations.

• We can also assist in arranging for mock hearings in 
the Commission’s meeting room.

• For questions, contact the Civil Service Commission 
at 415-252-3247, or you can email the Executive 
Officer at Jennifer.Johnston@sfgov.org. 
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