Policy No: A-02

Il INI D Il Personnel Files

Effective Date: 06/02/2026

PURPOSE:

To establish standards for the creation, maintenance, access,
confidentiality, and retention of personnel files in compliance with
applicable laws and best practices.

SCOPE:

Applies to all City of Indio employees, interns, volunteers, contractors,
and applicants for employment.

1. General Policy

The Human Resources Department shall maintain a personnel file for
each employee containing information necessary for personnel
administration and compliance. Employee medical and confidential
information shall be kept in separate, secure files.

2. Employee Information Updates

Employees are responsible for promptly notifying Human Resources
of changes to their:

e Mailing address

e Telephone number

e Emergency contact(s)

e Dependents and marital status
3. Medical and Confidential Information
3.1 Separate Confidential Files:

Medical records, disability documentation, and other sensitive
personal information shall be stored separately and treated as
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confidential in accordance with ADA (42 U.S.C. §12112) and CMIA
(Cal. Civ. Code §56 et seq.).

3.2 Release of Information:

Release of medical or personal data requires written authorization
from the employee or applicant. Access is limited to personnel with a
legitimate business need.

4. Public Records and Reference Checks
4.1 Public Records Compliance:

Personnel files or portions thereof may be disclosed as required by
the California Public Records Act (Gov. Code §6250 et seq.).

4.2 Reference Checks:
Without authorization, only the following may be released:
e Employee name
e Job title
e Dates of employment

With signed authorization, additional employment information may
be provided.

Requests for reference checks should be directed to Human
Resources; department heads and supervisors should not respond
directly.

5. Access to Personnel Files

Employees may inspect their personnel file in accordance with
California Labor Code §1198.5 and Government Code §3306.5 (for
safety officers).

Requests to review or copy records must be submitted to Human
Resources, and reviews will be conducted in the presence of HR staff
at a mutually agreed time.



6. File Contents and Organization

Personnel files shall be organized into the following categories:

e Employment Information (applications, offers, PAFs)

Payroll and Benefits (W-4, enrollment forms, deductions)

Performance and Training (evaluations, certifications)

Disciplinary and Commendations (reprimands, letters)

Miscellaneous (I-9, licenses, credentials)

7. Records Retention and Disposal

Personnel files shall be retained and disposed of according to the
City’s Records Retention Schedule. Destruction of records shall be
confidential and documented.

8. Policy Review

This policy shall be reviewed and updated at least every three years
or when legal requirements change.

9. Adoption
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Bryan H. Montgomery, City Manager
Date: 06/02/2026



