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Recommended Essential Items for Employee’s Personnel File:
PRE-HIRE:

· Initial Employment Application, completed and signed
· Any Reference Checks conducted 

· Letter of Employment Offer, signed by Employer and Employee, outlining terms of offer and employment

· Drug Screen Consent Form signed by Applicant (if applicable)*

· Criminal Background Check Authorization signed by Applicant (if applicable)*

NEW HIRE:

· Signed Orientation Checklist

· Tax Documents (Federal W4, State IT4, Local & School District)

· Direct Deposit Authorization – credit and debit (if applicable)

· Job Description, signed by Employer and Employee

· Handbook Receipt Acknowledgement, dated and signed by Employer and Employee

· Post-Offer Physical Report (if applicable)*

· Results of Criminal Background Check*

· Result of Drug Screen*

· Federal I9 documentation signed and completed

· Hepatitis B vaccine records (if applicable)*

· Emergency Contact Information

POST HIRE:

· Training records/acknowledgements for any industry-required trainings 

· Hazard Communication

· Safety Data Sheets

· Right to Know

· Bloodborne Pathogens/Infection Control, etc

· Probationary and Annual Performance Evaluations

· Disciplinary Records including Corrective Action notices, documentation of offenses

· Physicians’ Excuses and/or FMLA paperwork*

* Items should be stored in a second, separate folder labeled “Medical” or “Confidential”
