Washington State College of Ohio
Human Resources Record Retention Schedule

Period of Form of Method of

Records Description of Record
Pt Retention Retention Destruction**

NTPUTL UT mmormiatiorn tTidative LU diT aCLUTUTTIit arid7or mijury
atba iaoh waail

Accident Reports Indefinitley Electronic None

Hard Copy or

Employment Applications and resumes (unsolicited) 1 Year Electronic

Destroy

Advertisements

Application Files, incl. application form, resume, test
Employee Selection results, referral and interview data

E-Mail 3 years
Letters of Reference

Hard Copy or

. Destro
Electronic y

Position Description
Position Posting Request

Change of Address Forms

Performance Evaluations/Commendations/Disciplinary
Compensation Memorandums

Confidentiality Agreement

Contracts

Court Documents

E-Mail

Hire Forms

Military Documents Active + 6 years Electronic N/A
Offer of Employment

Payroll Actions

Personal Data Summary

Personnel Action Forms

Retirement File
Resume/Application/Internal Bids
Transcript Request Forms/Transcripts

Active Personnel Files




W-2s and W-4s




ADA Cases Case files for employees covered by ADA, e-mail Act+7 Electronic Destroy
. g . Q NCTLCUITUS UT TITTPIUOYCT TTUUTOS LWL T11alc LU U UCTPL. Ul LaDUI rardd Cu Ul
Alien Certification Files L .MM;,,,-H,\P,. qul “j.m“_mh.m e i et i 6 years o hﬂpiﬁ Destroy
Annual Reports Electronic Destroy
Billings Electronic Destroy
) ] E-Mail Electronic Destroy
Benefit Documentation Act +6 )
Insurance Enrollment Forms Electronic Destroy
Notice or Reportable Events Electronic Destroy
Summary Plan Descriptions Electronic Destroy
LTLLCTS LU TUZgIULT alrticipalics, atLTpilaliCLt/ uUcTTlnic TTULILTS . . .
COBRA Documents E:’w ,...-‘.J.M ....fJ,M ) E;, . | Indefinitely Electronic Destroy
. A . CUINLraces, TCTCuImmricTiaacivrg,, (TLLCTS Ul CUPLCT WIIU 1T1avcT .
Declination Files ’ e e Peer 3 years Electronic Destroy
LU CIVIU NG alid 1T1ec vil INOLICCT UT CUITIPLWAlniu 7 dnnirmnnsals arida ricar iri mmorrraciort, ©° /4 calrs arcci .
s.:.-.,\, i o > ’ _y e Electronic Destroy
LU alid 110 IA UlTiCiat LU ULCTTITTacion curtmplainitc TitcS CuriLalrtini /4 calrs arcci .
g > 4 Electronic Destroy

Diccoviminatian Camnlaint

daciimaante valatina o CENO cammnlainte and intaraal

racalitian




LTTPLOYTIICTTIU STAUISUILS TTCLAlllly LU TaltT aril sTTiucTT, TrTCtulcs

EEO Statistic Files oA g e 7 Years Electronic Destroy
EEO Training Evaluations | = O TR T TETIEER mEY SRS e S 7 Years Electronic Destroy
Full-Time Employees
Active Year + 6
Employee Evaluations . Vv * Electronic Delete
Part-Time Employees Years
E-mail
Physician certifications
Fami ical L i
amily Medical . eave Records of an.y disputes Act+3 years Electronic Destroy
Documentation Records of premium payments
Reports
Requests for leave
Term & Year Teaching Assignments
Term & Year Advisory Assignments
Admini e Duti Publi : Active Y
Faculty Employment Reports dministrative Duties & Public Service ctive Year + 6 Electronic Shredded
Employee Rank Years
Advancement Paperwork
Faculty Load
7 Years -
updated as new
procedure is
HR Procedure Memos Memos reflecting changes in HR procedure, e-mail received. One Electronic Destroy

copy is
maintained in a
Historical File.




The longer of 3
years or 1 year

[-9's Establishes eligibility for employment . Electronic Destro
g y Proy after separation y
of employment
. FTTITLOULS, TUSLETS, CUTTTOPUTTUTTICT UQUCUTTITTILNTS tayUlToS. .
Layoff Documentation T 5 years Electronic Destroy
DOCUITICTILAtiulmt UT SICA ICavc, valLaliull, pTrovulial tITavc. . .
Leave Record Lol bttt e L e e et E il Leess Active + 6 Electronic Destroy
Non-EEO Internal Investigation files relating to non-EEQO, non-discriminatory | Retain 7 years Hard Copy or Destro
Investigations investigations after resolution Electronic y
Annual Summary of injuries and illnesses 5 Years Electronic
E-mail 5 Years Electronic
OSHA/PERRP Documents Log of occupational injuries and illnesses 5 Years Electronic Destroy
Medical records and records of exposure to toxic substances Jiy Cj': ”:’;” Electronic
Supplemental Log 5 Years Electronic




Payroll Deduction

All forms used to authorize deductions for chartitable

. organizations, credit unions, union dues, 403b or 457 Active + 6 years Electronic Destroy
Authorizations
accounts, etc.
L. Departmental request placed whenever a position within the .
Personnel Requisitions P 9 P P 3 years Electronic Destroy
department becomes vacant
Retain until
superseded or
, , replaced then
. _ Correspondence or e-mails regarding the nature of the . .
Position Descriptions . retain for 3 Electronic Destroy
description .
years. Maintain
one copy in a
historical file.
Record of Disciplinar
. p y A record of oral or written reprimand and suspension
Actions (e.g. reprimands, , . . .
; removed from the employee’s personnel file pursuant to No retention Electronic Destroy
suspension, and/or .
. . Policy & Procedure Manual 4.312
investigation reports)
o s Maintain 1 co Electronic &
Organization Charts Table of organizations for each department of the College | . . . .py . Destroy
in historical file Computerized
Files which contain information regarding training that an
Training Files employee has attended (Includes a brief description of the Active + 3 Electronic Destroy

seminar), e-mail




Tuition Reimbursement, Retain until
Employee Fee Waiver, & , . . , employee .
Proy ’ Forms requesting reimbursement or waiver of fees, e-mail . proy Electronic Destroy
Spouse & Dependent Fee terminates then
Waiver Forms retain for 1 year
UIItIIIthyIIIc’IIL LILLASN) |cgaluulg uIICIIIplUyIIICIIL UI)]JULC), CTars, ciaillrl N
P e 6 years Electronic Destroy
Workers' Compensation . )
P Forms and Email. 7 Years Electronic Destroy
Reports

NOTES:

**"Destroy” means deletion, if an electronic record. Hard documents will be shredded in the HR Office or via approved documentation destru
signed certification



Storage Location

Review

Completed
Maxient TRUE
OnBase(Google TRUE
Drive
OnBase'/Shared TRUE
Drive
OnBase TRUE







OnBase TRUE

HR Office/OnBase TRUE

OnBase/Bernie TRUE
Portal

OnBase TRUE

OnBase TRUE

OnBase TRUE

NMaAICTIL/ GuUUZIT

Dcivg

[OnDR e

TRUE




Colleague TRUE
UIIL;CIT.C.':;Vil:LUI TRUE
HR OnBase TRUE
OnBase TRUE
OnBase TRUE
OnBase TRUE




OnBase TRUE

OnBase TRUE

Self Service TRUE
Google

Drive/OnBase TRUE

HR/Google Drive TRUE




Colleague/OnBase TRUE
TRUE
OnBase

Intranet/OnBase
TRUE
OnBase TRUE
Intranet'/Shared TRUE

Drive

OnBase TRUE




OnBase TRUE
OnBase TRUE
OnBase TRUE

ction company with

























