
SUBMITTAL TO THE BOARD OF SUPERVISORS
COUNTY OF RIVERSIDE, STATE OF CALIFORNIA

ITEM:3.9
(rD # 23001)

MEETING DATE:
Tuesday, October 17, 2023

FROM : ASSESSOR-COUNTY-CLERK-RECORDER

SUBJECT: ASSESSOR-COUNTY CLERK-RECORDER/RMAP: Approval of Revised
Departmental Records Retention Schedule, All Districts. [$0] (4/5th Vote Required)

RECOMMENDED MOTION: That the Board of Supervisors:

1. Approve the attached Departmental Records Retention Schedule for the Human
Resources Department.

ACTION:4/5 Vote Required, Policy

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Perez, seconded by Supervisor Spiegel and duly carried by
unanimous vote, lT WAS ORDERED that the above matter is approved as recommended.

Ayes:
Nays:
Absent:
Date:

xc:

Jeffries, Spiegel, Washington , Perez and Gutierrez
None
None
October 17,2023
Assessor
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FINANCIAL DATA Current Flscal Year: Next Fiscal Year: Total Cost: Ongoing Cost

COST $0 $o $o $o

NET COUNTY COST $0 $o $0 $o

SOURCE OF FUNDS: run
Budget Adjustment: No

For Fiscal Year: 202312024

SUBMITTAL TO THE BOARD OF SUPERVISORS COUNTY OF RIVERSIDE,

STATE OF CALIFORNIA

C.E.O. RECOMMENDATION: Approve

BACKGROUND:
Summarv
ln accordance with the provisions of Board Policy A-43, the Records Management and Archives
Program (RMAP) worked with appropriate departments to review the Records Retention
Schedules attached. Approval will authorize the disposal of certain records following mandatory
retention requirements, thereby enabling the County to reduce the cost of storage for obsolete
materials while ensuring that administrative, fiscal, legal, and other recordkeeping
responsibilities are met. Prior agenda references are noted on the appropriate cover page. Per
Government Code Section 26202, this item requires a 4/5 vote.

lmpact on Residents and Businesses
The citizens of Riverside County benefit from the efficiencies gained through the application of
generally accepted recordkeeping principles.

ATTACHMENTS:
DRRS County Human Resources - DRRS_CHR_20230904 - Supersedes

DRRS_CHR_201 9_Rev04 adopted August 27 , 2019, as Agenda #3.6

a
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County of Riverside, California
Departmental Records Retention Schedule
(DRRS_CH R_2023_Rev05)

Enacled purcuant lo Board of Supervisors, Counly of RiveGide Resolulion No. 2016-126, 'Pertainang lo the Mansgemenl. Retenlion, Destruction or Di6posilion of
County R6cords,'and Boerd of Supervisors, County of Riverside Policy A-43: 'County Records lvlanagement and Archives Policy.'

lnquiries or comments regarding this schedule should be directed to:

County of Riverside
Records Management and Archives Program (RMAP)
2724 Galeway Drive
Riverside, CA92507
951 -486-7067
(County Mail Stop 2625)

lntroduction

Thts Departmental Records Retention Schedule (DRRS) for the County Hlman Resources Department (CHR) is adopted as per the recommendations of Board
Policy A43 and supeBedes the DRRS adopted Augusl27, 2019 as agenda itefi # 3.6.

This schedule is written with general titles and descriptions ralher lhan identifying specifc individual documents or foms. A ecord $/ith content and function lhat is
substantially lhe same as an item de3c bed in this schedule should be consrdered covered by that series. This relention schedule indicate6 the length of timc thtt
listed records, regardless of media or formal, must be retained by the department before disposilion may be implEmented. These retenlion requiraments are
recommended in order lo reduce the costs for the sloaage and maintenance of recor& while ensudng that administralive, fiscal, legal and other recordkeeping
responsibilities are met.

R6cords, including copies held for convenience or reference, must bE disposed of a6 dirEcled herein at the close of the oflicial retention period. A full iustilication
for any requ€sl to adend the retention period for a partbular grcup of records must be submitled in writing to the Records Management and Archives Program
(RMAP) as staled by Boa.d Policy A-43, section D.5.

lf a Gderal or state stiatute or regulation specifies a longer retedtion period for any rccords 6erio5 receiv€d, created, or mainlained by the department, lhe stalute or
regulation ovefiide this schedule and the departmenl musl amend its records retention schedule as soon as practicable. ln addition, a record may flot be destroyed
if notice of litigation, audit, public records request, etc. is rec€ived prbl lo lh6 expiration of the retention perird- For records held for audit Purpose6, lhe Auditor
Cor{roller's Oflice, or appropdale audiling authority, s/ill notry the depadmenl once the audit is complete. ln the event a lawful claim or a lawsuil is made against
the county of Riverside, the depadment willsuspend destruction ofthe subject records um a[ issues ofthe matter ar6.esolved- Furlher, if the deparlment is notified
by County Counselor Human Resources to pul documents on hold due toa claim or other legal proceeding, lhe departnent willsuspend any records deslruction of
the idenlified documents. (Board Polby A-43 S D.9)

The depadment will maintain the requested records untjl th€ close ol litigation or proceedings plus an additionalten (10) yea6. The depadment is responsible for
ascortaining the conecl date ofclosure in order to eslablish this len (10) year retention period. Fudhermore, the depa.tment is r$ponsible for establishing appropriate
procedures lo ensure that records are relEined for the period of lime mandated and ihat the recods remain acce$ible as required.



Explanation of Fields

R.cord Seri.3 Codes: The Record S€ es Code is assagned by RMAP. The cod6 is alphanumeric and uniquoly identifies the Recod Series Title regordl€ss of the

Echedule il occupies enabling the Record Seri$ lo b€ track€d within the master index system-

Rlcord Series Tltle: The Record Series 'lllle idenlifies a grcup of similar records generally produced or utilized for similar business needs allowing them lo b€

evaluated as a group for retenlaon scheduling purposes.

R.cord Serie3 D$cription: A descdption of lhe Record Sories Title that include! examples, not an exhaustive list, of the recod types found within the group.

Offlcial Records: The agency or depadment r€sponsible for the county's ofilcaalrecord.

Ofticial Recod Retention: The length of time that lhe official record must be kept based upon the legal minimum requirement ss well as any ope€tional or business

need- All other copies musl be dispo6ed of at the end of lhe retention period. For e)(ample, deparlmenlal copies held for convenience or reference must be destroyed

at the close of the retention period or when no longer ne€ded to supporl normal business operalions, whEhever is ea ier,

Citation , Rationale: The legal citation or operationaubusiness reason for relaining the ofiicial record for the period specifir#.

Fln.l Obpo3ltion: The recommended final stalus or arrangement for the ofricial record, usually disposed of by conlidential shredding or transfer to lhe County of
Riverside Archives 6s detemined through best praclice.

Explanation of Codes

Best Practice = Best Practice determined through
business and government agency benchmarks.

BP = California Business and Professions Code

CCP = California Code of Civil Procedure

CCR = California Code of Regulations

CFR = Code of Federal Regulations

CL = Closed, which will also mean after final
resolution (as in an inquiry or litigation) after
expiration (as in a contract) after final payment,
upon completion of participation in a program, etc.
A record is considered "closed" when no further
action is pending or required.

CR = Creation (of the record) date

CU = Current

CY = Calendar year end

EPPA = Employee Polygraph Protection Act (1988)

ERISA = Employee Retirement lncome Security Act
(1e74)

FY = Fiscal year end

GC = California Government Code

OSHA = Occupational Safety and Health
Administration

P = Permanent

REV = (Until) Revised or superseded

T = Termination (of employment, of use, i.e. of a
product or piece of equipment, of a benefit or plan)

USC = United States Code

il



COUNTY OF RIVERSIDE RECORDS RETENTION SCHEDULE

County Huttran Raouttoa (CtlR) @[onsdredule(DRRS)

Division: All
oRRS_CHR-2023-Rev06

Seclion: All

given to the records schedule and

regulatory resjlremGnt3 and bcst busilesg

Department Head:

time.

Date:
a
/- {- ?o7?

Record Series

Code Tiffe Descrlp[on

Copy of
Record

Offlclal
Record

Retention

Cltaton I
Ratonale

Flnal
DleposlSon

CH Records the Actuarial County GC / Delete

may include any docrments, spreadsheets, linancial, or loss Best Pradice

that ls provided for he preparation of en ac-tuadal ruport tur any

and Welfara Plan, Risk Management orWorkers Compensation

CHR.BENl50 Benefit Plan
Descrlpfone &
Policieg

Health. Welfare and Pension

Gounty of Riverslde. lndudes information pertaldng to employcc
plans sr.rcfi as medcal, vlslon, dental, pension, life ingurance,

dlsablllly, longi{erm disability, ard llfe insurance as well as
of any seniority systems and merit syst€ms that arc ln wtldng.

County
Human
Resources

T+4 29 CFR
1622.3(bX2);
Best Prac{ice

/ Delete

CHR-BEN2OO Benefit Plan
Summaries

the Health, ofiered by

County d Rlverside. lncludes $rnrnary Plan Dmtments (SPD) and

of MaEdal Modifications (SMM)- Plan docunents cover
plam, life insuran@, short tenn and long term dlsability plans,

cara assistance program (DCAP) plans. quaftfed
plans. educatonat asslstance program doannents, and

records shorlng fdudary responsibilfiy.

County
htuman
Resources

CL+6 29 USC 1001

ef, seq.;
29USC 1m7
(ERISA 107);

2e usc 1059
(ERISA209)

/ Delete

CHR.BEN2sO Benefit Tracking to employees selection and

other ty?cs of insurance offered by the County of Riverslde. May inelude

confrrnatlon d dedion, monfrly statcmentg, conegpondence (to

benefidarles or otherc), notlces, and responseS to ssrvicc
inquirbs.

Coun$
Human
Resourceg

cL+8 2e usc 1001

et. seq.l
29 USC 1027
(ERTSA 107);
29 USC 1059
(ERlsA20e)

FORM APPROVED COUNTY COUNSEL
/,qssP 2s

BY
OMAS DATE

T+4

Shred / Pelets
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Record Series

Code Title Descripfion

Copy of
Record

Ofliclal
Record

Retentlon

Citation /
Rationale

Final
DisposiUon

CHR-BEN3OO Claim Records Documentation used in the payment of employee hea[h and death

benefrt claims, or payment to non-employees under liabllity policies. May

include administrative processesr appeal forms, authodzaton forms,
benefit approval and payment records, daim docrrments filed by plan
partichans or beneficiaries, daim procedures, death claims, denlal
review forms, documentat'pn regarding decis'lon periods, extenslon

notices, forms used by the ptan in claims processing, payment requests,
plan exptanations, protocols and urgent care claims.

Coun$
Human
Resources

CL+8 29 USC 1001

et. seq.;
29 USC 1027
(ERTSA 104:
29 USC 1059
(ERTSA 209)

Shred / Delete

CHR-BEN350 Deferred
Compensation -
Nationwide/AlG
Relirement

Records pertaining to deferred compensation plans including the 457

Plan. lncludes enrollments, contribution and investment changes and
distrib[Jtion requests.

County
Human
Resources

CL + 1O GC26202;
Best Practlce

Shred / Delete

CHR-BEN40O Disability & lndustrial
Disability Retirement

Records related to the Disability & lndustrial Disability Retirement
Program. lncludes the application for an industrial disability retirement
by Cornty of Riverside safety members, medical examination report,
conespondence, privileged docrynenls between the Retum to Work
Human Resources Services Manager and the Defense Cqrnsel and
signed authorization of employee/participant for a release of information
in the industrial disability retirerilent investigative process.

County
Human
Resources

cR + '100 GC26202;
Best Practice

Shred / Delete

CHR.BEN45O Enrollment, Election
& Eligibility

Records documenting the Health, WeFare and Pension Plans offered by
the Coun$ of Riverside. lncludes documents showing coverage;
premium; beneficiary designations and communications wih insurers

and lists. May also include documentaflon to substantlate ellglbilfty
(including records documenting Qualified Medical Child Support Orders
and National Medical Support Notices), eligible classes of employees

and conditions, salary reduction elec'tions and eleclion changes, and
termination of digibility for cause.

County
Human
Resources

CL+8 29 USC 1001

et. seq.;
29 USC 1027
(ERTSA 107);

29 USC 1059
(ERTSA 209)

Shred / Delete

CHR.BENsOO Exclusive Gare -
Administration

Records related to the administration of the Exclusive Care Program.
May include accounting records. appeals, audits, complaints,
conespondence, medhal and hospital claims, minutes from physicians

review meetirgs, phone logs, provider credendaling minutes.

County
Human
Resources

CL+6 45 CFR
164.5300)

Shred / Delete
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Record Series

Code Title Oescription

Gopy of
Record

Official
Record

Retention

Citation /
Rationale

Final
Disposition

CHR.BEN5sO Exclusive Care -
Cmtracts and
Agreements

Records related to the administration of contracts and agreemenb
pertaining to the Exclusive Care Program. lnclude agreements wlth non-

contracted providers. contracts, conespondence, exclusive provider

organization exhibil and provider profile, medical contractor agreement,
plan documents, provider credentialing, supporting spreadsheeb and

worksheets.

Coung
Human
Resources

CL+6 45 CFR
1Ar.5300)

Shred / Delete

CHR.BEN6OO Flexible Spending
Account (FSA) -
County Administered
Plan

Records documenting the administration of the Flexible Spending

Account. lncludes claim forms, deduction registers, demographic
reports, denials, deposit reconciliations, election reports, explanation of
benefits and FSA plan descriptions.

County
Human
Resources

CL+6 29 USC 1001

et. seq.;
29 USC 1027
(ERTSA 1oO;
29 USC 1059
(ERTSA 20e)

Shred / Delete

CHR-BEN65O Health lnsurance
Portability and
Accountabili$ Act
(HIPAA) Compliance

Records doanmenting the privacy administration of the Health, Welfare

and Pension Plans offered by the County of Riverslde. May include

complaint logs or notices, evidence of creditable coverage, individual
preexisting condition exclusions, individual requests for additional
privacy protections, individual requesls to inspect and copy records

under the privacy rule, request to amend or correct personal heatth

information, requests for accounting disclosures and requests for
altemative communications.

County
Human
Resources

CL+6 45 CFR

164.530(j): 29
USC 1001 et.

seq.;
29 USC 1m7
(ERTSA 107);

29 USC 1053

l(enrsn zos)

Shred I Delete

CHR-BENTOO Premium Paynents Records documenting payments made to benefit plans offered by the

Counly of Riverside. Records series may include calculations and other

data prepared by an enrolled actuary and docurnents necessary to
support or to validate premium payrnents.

County
Human
Resources

CL
(Premiums
due) + 5

29 CFR
4007.10;29
USC 1001 et.
seq.;
29 USC 1027
(ERTSA 107);

29 USC 1059
(ERTSA 209)

Shred / Delete
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Record Series

Code TiUe Description

Gopy of
Record

Official
Record

Retention

Citation /
Ratlonale

Final
Disposition

CHR-BEN7sO Privacy or Security
Breaches

Records documenting privacy or security breaches of benefit plans
offered by the County of Riverside. Records may include documents
concerning complaints received and their disposition, complying with
security rule standards and implemenlation specifications, harmful
effects resulting ftom improper use or discloser of personal heallh
information and security rules or procedures.

Courty
Human
Resources

CL+6 45 CFR
164.414 (a);
4s cFR 164.
s30fi);29 USc
1001 eL seq.;
29 USC 1027
(ERTSA 107);
29 USC 1059
(ERTSA 20e)

Shred / Delete

CHR.BENSOO Retirement Benefib -
County Administered
Plan

Records documenting County administered retirement benefits including
records related to employee pension and insurance plans, which should
be kept for the full period that the plan or system is rn effect or any
period in which benefits may be due or become due under the plan. May
include enrollment cards, summaries of contribulions and deduclions,
personal data forms, beneficiary information and authorhations.

County
Human
Resources

cR + 100 29 CFR
1627.3 (b)(2);
29 USC 1001

eL seq.;
29 USC 1027
(ERISA 107);
29 USC 1059
(ERISA 2oe)

Shred / Delete

CHR-BEN85O Waiver records Records documenting an employee's decision to decline ofiered
benefits. Records will show name, social security number, employment
section or division, date and signature.

Counff
Human
Resources

T+2 GC 26202;
Best Practice

Shred / Delete

(coM)
CHR.COMlOO Classification and

Appointments
Records detailang lhe process of systematically determining the relative
value of County positions. lncludes development and analysis of job
descriptions and classification specifications including salry survey
data. May also include annual guidelines, pay plans, relevant
conespondence, and documents relaling to wage and salary rates that
are used for payroll comparison purposes and to demonstrate
compliance wih the federal Equal Pay Act.

Coung
Human
Resources

FY+3 29 CFR
516.6(aX2);
29 CFR
1602.32

Shred / Delete

CHR-COM150 Compensation Records detailing the process of determining compensation for time
away from work. lncludes authorization for compensating time off and
for extra hour9overtime, employee leave accrual and usage records
where compensalJon was paid, record of hours wo*ed and of wages
paid, records of addltlons to or deductlms from wages work/shift
schedules, reports required by the Secretary of Labor, unemploynent
compensation contributions, wage rate tables, and withholding and
deduction documentiation. May also include documents concerning
overpayments and payroll reimbursemenls.

County
Human
Resources

FY+7 29 CFR
1627.3(aX5)
and (6); Best
Practice

Shred / Delete

4o113



Record Series

Code Title Description

Gopy of
Record

Official
Record

Retentlon

Final
Disposltion

CHR-COM2OO Occupational GrouP
Study and Rebted
Records

Records related to the development and analysis families wihin
the County's classification plan. Records may lnclude copies of

approved and/ordraft Form 11 requests, classification specifications,
diflicult to recruit forms, meeting notes, position

questionnaires, parity study reports, Resolution 440

and study status logs. Records may also include those

the administration of the obsolete lT Gompetency Pay

Program.

County
Human
Resources

FY + 10 GQ26202;
Best Practice

Shred / Delete

CHR-COM25O Personnel Studies
and Surveys

Studies, statistical reports, surveys, memoranda, cost analyses,

projections, and comparable records thal examine any long-range

aspect of personnel administration. Records may include 440

Ordinances,44O Resolutions, class and salary listings, salary schedules

(wage rate tables) and classification specifications.

County
Human
Resources

P Best Practice Dept.

FY+7 26 CFR
31.6001-1
(eX2);
Audit Support

Shred / Delete
CHR-COM3OO Tax Records -

Employment
Records related to the collection and reporting of employment taxes for

each employee. lncludes name, address, sodal sea:rity number and

basic demographics, compensation dala including amounts and dates crf

actual payrnent and documentation to substantiate, and bax records that

include amornts of wages subject to withholding, actual taxes withheld

and documentation to substantiate.

County
Human
Resources

Gounty
Human
Resources

REV+7 26 CFR
31.6001-1
(eX2):
Best Practice

Shred / Delete
CHR-COl\il350 Tax Records -

Withholding
Recoras ielated to the authorized withholdlng of federal, state and local

taxes. lndudes copies of employees' and recipients' income tax

withholding allowance certificates (Forms W-2, W'4, W'4P, W-4S' and

W4V). Records series may also include copies of these forms that were

retumed as undelMerable.

Health and Safety (HSA)

CHR.I{SA1OO Accident and Safety
Reports

Records related to the scheduled and unscheduled inspections of work

areas with the purpose of identifuing unsafe conditions and work
practices. May indude periodic safety evaluations, Bureau of Labor

Statistics (BLS) Annual Reports, OSHA Cilations and Conespondence.

Records series may also include documentation of actual, alleged or

reported wokplace violence including specific details sucft as names,

issues, department, supervisors, phone numbers and signatures.

County
Hurnan
Resources

cY+5 8 CCR
3203OX1);
8 CCR
14300.33 (a)

Shred / Delete
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Code Title

Record Series

Description

Gopy of
Record

Oflicial
Record

Retention

Gitation /
Rationale

Final
Dispositlon

CHR-HSA150 Medical Records -
Employees

Records concerning the health status of an employee which is rnade or
maintained by a physiclan, nurse, or other health care personnel, or
technician induding dates of treatmenl. evaluations, medical health
questionnaires or history, medical record subpoenas, treatment plan

diagnosis. May also lnclude records related to and supporting a written
report from the Safety Division following a review of a Coun$
employee's worksite. These evaluations are conducted at the request
of (1) an employee's Supervisor or (2) Workers Compensation, as a
result of a workers compensation claim being filed. Records series may
include employee's job duties, a review of work station prior to
evaluation, work praclices, taining, assessment, immediate
improvements and recommendations.

Coung
Human
Resources

T+30 8 CCR
3204(dXlXA);
29 CFR
1 91 0.1020
(dx1xi)

Shred / Delete

CHR-HSA2OO MotorVehicle Pulls
(DMV) - Driving
Records

Records related lo the employee's authorization to operate a vehicle.
Records series may include drive/s log, certificalion, driver profciency
records, drug-alcohol testing log, copies of licenses.

County
Human
Resources

CU+4 GC26202i
Best Practice

Shred / Delete

CHR.HSA25O MotorVehicle Pulls
(DMV) - Drug and
Alcohot Testing:
Driver Alcohol
Testing and Results

Records related to driver alcohol levels. Records may include
administration records of the alcohol and controlled substances testing
progrzrms, annual calendar year summary required by section 49 CFR
382.403, calibration documentation, controlled substances collect'ron
process records, driver alcohol test resutts (negative, cancelled, or
concentralion of 0.02 or greater), driver evaluation and referrals, driver
verified positive contolled substances test results and refusals to take
required alcohol ancUor controlled substances tests.

County
Human
Resources

cu+5 49 CFR
382.401(b)

Shred / Delele

CHR.HSA3OO Motor Vehicle Pulls
(DMV) - Drug and
Alcohol Testing:
Education and
Training

Records related to Drug and Alcohol Testing education and training.
Records may indude documents surrounding the collection process and
collection log books, drivers training records (maintained while the
employee performs the functions lhat require the training and for two
years after ceasing to perform those functions), education and training
of brealh alcohol teclrnicians, screening for test technicians and
supeMsors training.

County
Human
Resources

T+2 49 CFR
382..r01(bX4)

Shred / Delete
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Citation /
Rationale

Final
Dispositlon

Official
Record

Re(ention

Copy of
Record

Record Series

Tltle DescrlptlonGode
/ DeletecY+5 E CCR

3203(bX2)
County
Human
Resources

Records retained to confirm particrpation in and

of safeS tsaining programs. May include Deparlment of Transportation

records, Atrthorization to Drive County Vehicle or Private Vehicle on

County Business (Form 30), Vehicle Accident Review Board (VARB)

records and appeals, vehicle accident reports and supporting

documenlation. See also Coun$ Safety Operations Manual and Salary

successful completion

440

Safety Program -
Employee Files

HR-HSA35O

/ Delete

01R 2015

26202;
3148-

Resources

ounty CY+5Records related to the analysis and evaluation of the effectiveness

employee health and safety training prog€ms. lncludes safety training

records containing: name of class, date of class, list of those registered,

list of those who attended and copies of any tests administered. Also

includes studies, analyses, cost data, and similar records concerning

employee accidents and comparable records pertaining to accident

prevention and safety.

ofSafety Program -
Training and

CH

Personnel (PER)
/ DeleteCFR

1627.3i

Best Practice

County

Resources

CL of
process + 3

Advancement and
Records

documenting the internal announcements or advertisemenls
promo6onal oradvancement opportunities. lncludes applications,

resumes, interviary records, evaluations, letters of recommendalion, test

results and final list.

ofC

29
1602.32l.

GFR
12(d)

County
Human
Resources

+5
programs. Records series includes records of employees and unhired

applicants that demonstrate compliance with the statues and regulatory

of the Equal Employment Opportunity Commission
(EEOC), induding reports, plans, statistical data, and other source

material used to complete EEO4 reports.

both regular employees and apprentlceshipAffrmative action
Plans

100

Shred / Delete

1527.3:29
cFR 801.30

1602.31;29
cFR 1602.14;
GC 12946

29

CFR

Human
Resources Personnel

File;
Unsuccessfu
l: Close of
Process + 3

in
Records documenting the internal and external

advertisements of job openings, promotions, training prog€ms, or
opportunilies tor overtime. lncludes applications, resumes, intervlew

records, evaluations, letters of recommendation, references from

announcements or

ous employers.

150 pplication and
Selection Files

T+75 BP
291 9;
Best Practice

Human
Resources

County of Riverslde when an employee behaves at the workplace in a

manner that suggests a mental health issue or a risk brworkplace
violence.

Psychological assessment re@rds atthe r€quest oftheCHR-PER160

Workplace Violence
Flt for Duty and

Records
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Code Title

Record Series

Description

Copy of
Record

Official
Record

Retentlon

Gitation /
Ratlonale

Final
Disposition

CHR-PER165 Assessment Records
- Pre-employment /
Promotional / Arming
(Hired)

Psychological assessment records generated per state or POST

requirements for employees who work in dispatch positions, who will

have peace officer povvers or who will work in sensiljve conectional
positions. May also include psychological assessment consultations
generated at the request of Ocopational Health due lo concems about
a potenfial mental health issue in an applicant.

County
Human
Resources

T+75 26202:BP
o.

Best Practie

Shred / Delete

CHR-PER170 Assessment Records
- Pre-employment -

Adult (Not Hired)

Psychological assessment records generaled per state or POST

requirements for employees who work in dispatch positions, who will

have peace officer powers or who will work in sensitive conec{ional
positions. May also include psychological assessment consultations
generated at the requsst of Ocanpational Health due to corrcems about
a potenual rnental health issue in an applicant.

County
Human
Resources

CR+7 2919 Shred / Delete

CHR-PER175 Assessment Records
- Pre-employment -
Minor (Not Hlred)

esye,hologicat assessment consultations generated at the request of
Occupational health due to concems about a potential mental health

issue of an applicant.

County
Human
Resources

7 years from
the date fte
patient
reaches age
21

BP 2919;
Best Practice

Shred / Delete

CHR.PER2OO Collective Bargaining
Agreements

Records documenting the process whereby workers organize
collectively and bargain wlth emptoyers regarding the workplace.

lndudes contracts, mlnutes, recordings, reports of colleclive bargaining

negotiationdmeetings, and associated conespondence and exhibits.

May also include arbitratlon, arbitrator's recommendations, costing

spreadsheets, memorandums of agreements (MOA) or memorandums

of understanding (MOU), plans ard trusts if a part of the union conlracl,
research background material, strike contingency plans, lentative
agreements, and union requests. May indude documenhi/records
pertaining to Labor Management Committee (LMC) meetings such as

minutes, agendas,

County
Human
Resources

P 29 CFR 516.5
(bx3);
Best Practice

County
Archives

CHR-PER25O Conrective or
Dlsciplinary Actions /
Grievances

Records doanmenting the prevention and/or resolution of problems

involving individuals and related to work situations. Also including the

review of ernployee grievances regarding grievance petitions, personnel

policies, working condltion and step 1,2, and 3 decisions. Records may

include arbitration decisions, demotions, documents pertaining to the
aclion taken for reconsideration or appeal, employee discipline matters,
investigation reports, notice of appeals, notice of dlscipline, records
pcrtaining to adverse job actions, suspensions, terminalions and written
reprimands.

County
Human
Resources

CL+10 29 CFR
1602.31;
Best Praclice

Shred / Delete
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Gode Title

Record Series

Description

Copy of
Record

Oflicial
Record

Retention

Cltation /
Rationale

Final
Disposltlon

CHR-PER3OO Discrimination
Extemal/lntemal C-
2$Harassment, and
Retaliation Cornplaint
Records

Records pertaining to Dsability and/or Discrimination. Harassment, and

Retaliat'ron Complaints. lncludes any personnel or employment record
made or kept by the employer where a charge of discrimination has

been filed or an aclion brought by the Commission or the Attomey
General, against an employer under tifle Vll or the ADA. Records may

also include County responses to complaint charges, documentation of
the charge, extemal charges filed, decisions and judgments pertaining

Equal Employment Opportunity Commissbn (EEOC) and the
Department of Fair Employment and Housing (DFEH) Gomplaints and

Public Employment Relations Board (PERB) by a labor union,

bargaining unil member or County alleglng vlolaUon of Meyers-Millas'

Brown Act and Public Employment Relations Board complaints or
rulings, All investigative documents and attachments, related

lcorrespondence, right-to-sue, and withdrawal notices. May include C-25

lharassment complaints, closure letters to refrect substantiated or

I unsubstantiated charges, decisions, intemal investigation forms,

linvestigative documents and attachmenb and records related to he
I discrimination complaint.
I

County
Human
Resources

cL+ 10 29 CFR
1602.14i
29 CFR
1602.30;
Best Practices

Shred / Delete

CHR-PER35O Employee History /
SeMce Record

Records documenting the history of indivlduals' employment with the

County of Riverside and retained in orderto verify individuals'

employmer( Records series may include name, social secur'tty number

and employee number, date of birth and other vital statistics, dates of
employment, positions held, wage and salary rates, and similar

information summarizing a person's employment history.

County
Human
Resources

T+75 GC26202;
Best Practice

Shred / Delete

CHR.PER4OO Position Assessment
Records

@ruitmentsfromdepartments. I

Records may include advertising records for open posilions, applicationsl

and application history, bilingualdesignafon, contact intormation, 
I

applicant resume, documentation of he position fiocation, manager, 
I

positior#1, docr:mentatlon of the results of eaclr step in the recruilment 
]

procedure, education extaction, electronic database record retention,

employment denials, ethnicity disclosures, intemal poslings of open
positions, intervlew history, items identified and qualification criteria, job
postings, job requisitions submitted by the employer for recruitment,
rating sheets, list of refened candidates, notation of position analysis,

notes regardlng qualificationdnonAualifications, references to
requisitions, resumes (paper or electronic) and writing samples, if used

,in the qualification process.

County
Human
Resources

CL of the
Pmcess + 3

29 CFR
1602.31:
GC 12946;
Best Practice

Shred / Delete
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Record Series

Code Title Descrip0on

Copy of
Record

Offtclal
Racord

Retention

Cltation /
Rationale

Final
Disposltlon

CHR.PER45O Reasonable
Accommodalion
Records

pertaining to requests for Disabili$ on. lncludes

ol ADA self-evaluation, description of areas examined,
ident'fied and modffications made. May also include job

specffication, medical documentation of disability, medical inquires,

medical release form, qualification/nonqualiftcation of person/disability,

slgn language request form, work accommodation request and
agreement forms.

Coung
Human
Resources

T+3 29 CFR
1602.14:
29 CFR
1602.31;
29 CFR
1602.32

Shred / Delete

CHR-PERsOO Work Authorization Records related to an employee's authorization to work in the United

States. lncludes Form l-9 for each employee hired after Mvember 6,

1986. l-9 forms should be kept In a file separate from other personnel

records. May also indude student work permlts.

County
Hurnan
Resources

CR+3orT
1?,
whichever is

later

GC26202;
US Citizenship
and
lmm'rgration
Services

Shred / Delete

CHR-PER550 Leave of Absence
Reports/Requests

Records related to any employee request for leave of absence for
medical or non-medical reasons. This includes requesls for FMI-A,

CFRA, PDL, educational/personal leave, or "othe/'leave pursuant to the

Califomia L&or Code. Series indudes reviews, worklng doqrments,
and supporting documentation.

County
Human
Resources

CL+3 29 CFR
825.500;
29 CFR 516.5;
29 USC 21 1;

GOV 26202;
Besl Practice

ilitary Leave Records related to requests for military leave, which includes reviews, County
Human
Resources

No stalute
limitations
under
USERRA

N/A

Requests/Records working documents and all supporting documentation including military
rs.

Best Practice
20 c.F.R. S

1002.3'11

Program Records
00 Support Records perbining to the Records may +6 USC 1OO1

seq.;
Shred / Delete

include authorization to recover funds, career development plan, career Human

interest inventory, copy of performance evaluation, copy of resume,

educational support progr,lm 20/20 contract, justifcation forms, loan

repayment file, participant file, program application, proof of cunent

Resources 29 USC 1027
(ERISA 104;
29 USC 1059
(ERTSA 209)loans, proof of textbook and fuition cost, reimbursement request

signed anthorization to re@ver funds form, signed
of policies and procedures, transcripts and tuition

forms.
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Flnal
Dlsposition

Citation /
Rationale

Official
Record

Retention

Copy of
Record

Record Series

Title DescriptionCode
Shred / DeleteBP 2919Last date of

entry + 7
County
Human
Resources

of clients. Records series may also include employee

activity program reports, Exclusive Care actM$ reports, and

Management medical malpractice reports

Recordssta nce Program.theto EmployeeRecords pertaining
includes consultations, questionnaires.s€nes assessments,reports,

thetosimilar recordsand relatingsheets,interview correspondence
nseling

Program - Adult
Employee

Shred / DeleteBP 29197 years from
date the

patient
reaches age
18

County
Human
Resourcesinterview sheets, correspondence and similar records relating to the

of clients. Records series may also include employee

ssistance activi$ program reports, Exclusive Care

Risk Management medical mdpractice reports.

Recordsthe Ass stanceto Program.Employeertainingpe

assessments,includesseries screenings, questionnaires,reports,

actrvity reports, and

Program - Minor
Assistance55

Shred / DeleteLast date of
visit + 10

CCR
70751(c); Best
Practlce

Human
Resources

lnterventionto Ith TherapyHeaRecords njuryOccupationalpertain ing
serresRecords noles,hcludes, conespondence,Program.

theto IPrecords pertainingsimilaranddocumentation,questionnaires.
Patient Files

Health60

Shred / DeleteCFR
1910.1 34
(m)(2)(ii);
Best Practice

Hwnan
Resources

Last date of
+10

of orto Fit Testing Non-EmployeeRecords RespiratoryPertaining
fit tests,series respiratoryinclude,RecordContract mayEmployees.

torelateddocumentationsheetsln respiratoryandsignquestionnaires,
fit testing.

Respiratory Fit Test
Health -165

Shred / DeleteGC 26202:
Practice

Resources

cL+3
concerning paid or unpaid leave status, any dispute or
an employee concerning any legislative leave, benefrt

requested for any legislated leave, ,

given related to leaves of absence.

from
datesthe hoursanddocumentation detailinginformation,premiurn

noticesandforrequestsemployee

Program. lncludesrelated to the Return to

- Employee
to

/ DeleteCY+3 Coast
Quali$

Management
District
(AOMD)

County

Resources
and expense documentation such as survey data, expense

reports, fieasibility studies, lnland Transportation SeMces inventory and

other documentalion showing actual usage and sustalnability of the

progEm.

programShare ProEamrelated to the

Shred / Delete
Best Practice

26202;CY+7Coun$
Human
Resources

Biometric Data health study. Data is used for statistical analysis and program

success evaluation.

data as part of the count)rwlde prcgram

Risk Management
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Record Series

Code Tltle Ilescription

Copy of
Record

Official
Record

Retention

Citation /
Rationale

Final
DisposiUon

CHR-RM1OO Audit Reports -
lnlemal

Records maintained to analyze claims and loss data in order 1o evaluate

County insurance exposure.

County
Human
Resources

FY+7 BP 5097(e) Shred / Delete

CHR.RM150 General Liability and
Professional Liability
Claims

Records maintained as documentation of claims for or against the

County. Records establish lhe facts that supporl or negate liability.

Records series may include photographs, diagrams, interviews and

reports.

Coung
Human
Resources

cL+20 GC 26202:
Best Practice

CHR-RM2OO GeneralLiabili$
Claims - Business
Rules

Business rules handling of liability clatms the County

This manual is maintalned in order to ensure the consistenl handling of
claims per County of Riverside policy.

County
Hwnan
Resources

P Best Practice Dept.

CHR-RM25O lnsurance Policies -
Certificates

Certificates issued as proof of insuranc€ coverage and provided to third

parties as such-

County
Human
Resources

CL+2 cc26202 Shred / Delete

CHR-RM3OO lnsurance Policies -
Applications

Applications to County insurance prcgrams qualifying departments and
physicians (malpractice) for coverage under the County's policy.

County
Humen
Resources

CL+7 BP 5097(e) Shred / Deble

CHR-RM35O Shuctured
Settlements

Records documenting the assignmenl of annuities in a structured

settlement of claims. Annuities can contain provisions of payments to
minor claimants in excess of 20 years into the future.

County
Human
Resources

CL+ 30
Practice

Shred / Delete

CHR-RM4OO Worke/s
Compensation -

Claims

Records related to the adminisbation of the Count/s self-insured
program and related claims. lncludes all notices senl to the employee

whether the daim is an indemnity or medical-only claim. Records series

may also indude accident reports; claim forms; hospital, physician and

emergency medical service bills and reports; correspondence; legal

papers; and other documentation relating to claims eligible under

worker's compensation laws.

County
Human
Resources

CL+7 8 CCR
1 01 02(a);
8 CCR
15440.2;
Best Practice

Shred / Delete
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Code Title

Record Series

Description

Copy of
Record

Offlclal
Record

Retention

Citation /
Rationale

Final
Disposition

CHR-RM41O Worke/s
Compensation -

Permanent Disability -
Without a claim

Records related to the administration of the County's self-insured
program and claims related to a finding of permanent disabili$.
lncludes all notices sent to the employee whether the claim is an
indemnity or medical-only claim. Records series may also include
accident reports; clairn forms: hospilal, physician and emergency
medical service bills and reports; conespondence; legal papers; and

other documentalion relating to claims eliglble under worker's
compensation laws. All records that do not have an award from the

Workers'Cornpensation Appeals Board for permanent disability or need

for future medical care.

County
Hurnan
Resources

CL+25 I CCR
10150.3(a)
Per CCR
Article 9
15'100.2(a) -
claims wilh
awards for
future benelits
shall not be

destroyed CL
+ 25; Best
Practices

Shred / Delete

CHR.RM42O Worker's
Compensation -

Permanent Disability -

Wth a claim

Records related to the administration of the County's self-insured
program and daims related to a finding of permanent disability.
lncludes all notices sent to the employee whether the claim is an
indemnity or medical-only claim. Records series may also irdude
accident reports; claim forms; hospilal, physician and emergency
medical service bills and reporls; conespondence: legal papers; and
oher documentation relating to claims eligble under worke/s
compensation laws. Records related to the administration of the
County's self-insured program and claims related to a finding of
p€rmanent dlsabillty or need for future medical cane as awarded by the
Workers' Compensalion Appeals Board (WCAB).

County
Human
Resources

P 8 CCR

1 0150.3(a)
PeTCCR
Article 9
15400,2(a) -

claims with
awards for
future benetrts
shall not be
deshoyed CL
+ 25; Best
Practices

Dept.

CHR.RM45O Workers'
Compensation
Record Only

Records related to the administralion of the County's self-insured
program and related claims of tnjury where no treatment was received

beyoM first aid and no claim number was assigned.

County
Human
Resources

cY+5 GC26202;
8 CCR
9771.93

Shred / Delete
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