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

ITEM:3.7
\lo 4 2u78)

MEETING DATE:
Tuesday, December 10, 2024

FROM: ASSESSOR-COUNTY-CLERK-RECORDER

SUBJECT: ASSESSOR-COUNTY CLERK-RECORDER i RMAP: Approval of Revised
Departmental Records Retention Schedule for County Human Resources (CHR), All Diskicts.

[$0] (4/5th Vote Required)

RECOMMENDED MOTION: That the Board of Supervisors:
1 . Approve the attached Departmental Records Retention Schedule for the County Human

Resources (CHR).

ACTION:4/5 Vote Required, Policy

MINUTES OF THE BOARD OF SUPERVISORS

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

Ayes: Jeffries, Spiegel, Washington, Perez and Gutierrez
Nays: None
Absent: None
Date: December '10, 2024
XC: ACR

Kimberly A. Rector
Clerk Board

Page 'l of 2 tof, 26478

By

3.7



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

FINANGIAL DATA Current Fl3calYeaai Next FlscalYear: Tolal Cost: Ongolng Cost

cosT $0 $0 $o $0

$o $0 $o

SOURCE OF FUNDS: N/A
Budget Adjustment: No

For Fiscal Yeati 202412025

C.E.O. RECOMMENDATION: Approve

BACKGROUND:
Summary
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
Schedule 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, lhis item requires a 4/5 vote.

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

ATTACHMENTS:
DRRS_CH R_2024_Rev06 - Supersedes DRRS_CHR_2023_Rev05 adopted October 1 7,

2023, Agenda item #3.9.

Page 2 ot 2 to# 26478 3.7
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County of Riverside, California
Departmental Records Retention
Schedule (DRRS_CHR_2024_Rev06)

Enacted pursuant to Board of Supervisors, County of Riverside Resolution No. 2016-'t 26. 'Pertaining to the Management, Retention, Destruction or Disposition of
County Records," and Board of Supervisors, County of Riverside Policy A{3: "County Records Management and Archives Policy.'

lntroduction

This Departmental Records Retention Schedule (ORRS) for the County Human Resources (CHR) is adopted as per the recommendations of Board Policy A43 and
supersedes the DRRS adopted October 17, 2023, as ltem #3.9.

This schedule is written with generaltitles and descriptions rather than identifying speciflc individual documents or forms. A record with content and function that is
substantially the same as an item described in this schedule should be considered covered by that series. This retention schedule indicates the length of time that
listed records, regardless of media or format, must be retained by the deparlmenl before disposition may be implemented. These retention requirements are
recommended in order to reduce the costs for the storage and maintenance of records while ensuring that administrative, Iiscal, legal and other recordkeeping
responsibilities are met.

Records, including copies held for convenience or reference, must be disposed of as directed herein at the close of the official retention period. Retention schedule
changes apply to all documents unless they have been digitally uploaded into a Trusted System. The regulatory requirements include the immutability standards
for objects in a Trusted System. This includes the initial retention applied to the digital file per RMAP management. A fulljustification for any request to extend the
retention period for a particular group of records must be submitted in writing to the Records Management and Archives Program (RMAP) as stated by Board
Policy A-43, Section D.5.

lf a federal or state statute or regulation specilies a longer retention period for any records series received, created, or maintained by the department, the statute or
regulalion override this schedule, and the department must amend its records retention schedule as soon as praclicable. ln addition, a recold may not be destroyed
if notice of litigation, audit, public records request, etc. is received prior to the expiration of the retention period. For records held for audit purposes, the Auditor
Controller's Office, or appropriate auditing authority, will notify the department once the audit is complete. ln the event a lawful claim or a lawsuit is made against
the county of Riverside, the department will suspend destruction ofthe subject records untilall issues ofthe matter are resolved. Further, if the department is notified
by County Counsel or Human Resources to put documents on hold due to a claim or other legal proceeding, lhe depa(ment will suspend any records destruction of
the identified documents. (Board Policy A-43 S D.9)

lnquiries or comments regarding this schedule should be directed to:

County of Riverside
Records Management and Archives Program (RMAP)
2724 Galeway O(ive
Riverside, CA 92507
ACR-RlM@asrclkrec.com
httDs://www.ravcoacr.orq/RiversideCountvRecordsi/anaqement



The department will maintain the requested records until the close of litigation or proceedings plus an additional ten (10) years. The department is responsible for

procedures to ensure lhat records are retained for the period of time mandated and that the records remain accessible as required

Explanation of Fields

Record Series Codes: The Record Series Code is assigned by RMAP. The code is alphanumeric and uniquely identifies the Record Series Title regardless of the
schedule it occupies enabling the Record Series to be tracked within the master index system.

Record Series Title: The Record Series Title identifies a group of similar records generally produced or utilized for similar business needs allowing them to be
evaluated as a group for relention scheduling purposes.

Record Series Description: A description of the Record Series Title that includes examples, not an exhaustive list, of the record types found within the group.

Official Records: The agency or department responsible for the county's official record.

Official Record Retention: The length of time that the offlcial record mustbekept based uponthe legalminimum requirement as well as any operational or business
need. All other copies must be disposed of at the end of the retention period. For example, departmental copies held for convenience or reference must be destroyed
at the close of the retention period or when no longer needed to support normal business operations, whichever is earlier.

Citation / Rationale: The legal citation or operational/business reason for retaining the official record for the period specified.

Final Disposition: The recommended final status or arrangement for the official record, usually disposed of by confidential shredding or transfer to the County of
Raverside Archives as determined through best practice.

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 afrer final resolution
(as in an inquiry or litigation) after expiration (as in a
contract) afler 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 (1974)

FY = Fiscal year end

GC = California Government Code

OSHA = Occupational Safety and Health
Administration

P = Permanent

pgy = (Until) Revised or superseded

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

lt



COUNTY OF RIVERSIDE RECORDS RETENTTON SCHEDULE
Deparlment / Agency: Counly Human Resources Schedule Typer oepadmenlal Records Relenlion Schedule (DRRS)

Oivisaon: All

SChEd'IC,'DRRS CHR 2024 REVO6
Section Att

With full consideralion given to the preservation ol lhe historic rccords of the County, the undersign€d hereby cerlilbs that this retention schedule was developed in cqnpliance
wilh counlywide standards a

Oeparlment Head:

nd policies and forms accepled records and information manageme nt prac'lices.

DateOU a4- .kL tJ
) ),<)

Tam i Doughesdratz, oireclor

Record Series
Copy of Recoid

Officlal Record
Rstention

Citation /
Rationale

Final
DispositionCode Title Desc;iption

Benefils (BEN)
CHR-BENlOO Acluarial Records Records documenling the Actuarial Analysis of a specmc

Program. Records may include any documents, spreadsheets,
financial, or loss data that is provided lor lhe preparation of an
actuarial reporl for any Heatth and Welfare PIan, Risk
Managemenl or Workers' Compensalion Program.

County Human
Resources

T +4 GC 26202i Best
Praclice

Shred /
Delete

CHR-BEN150 Benefit Plan
Descriptions &
Policies

Records documenting the Health, Wetfare and Pension plans
offered by the County ot Riverside. lncludes information
pertaining to employee benefit plans such as medical, vision,
denlal, pension, life insurance, short-lerm disability. long{erm
disability, and life insurance s well as copies of any seniority
syslems and meril systems that are in writing.

Counly Human
Resources

T+4 29 CFR
1627.3(b)(2); Besl
Practice

Shred /
Delete

CHR-BEN2OO Benelit Plan
Summaries

Records documenting the Health, Welfare and Pension Plans
offered by the County of Riverside. Includes Summary Plan
Documents (SPD) and Summaries ol Malerial Modifications
(SMM). Plan documents cover cafeleria plans, lire insurance,
shon term and long term disability plans, dependent care
assislance program (DCAP) plans, qualified lransportation
plans. educational assistance program &cumenls, and
records showang liduciary responsibility.

County Human
Resources

CL+6 29 USC 1001 et.
seq-; 29 USC 1027
(ERISA 107); 29
usc 10s9 (ERrsA
209)

Shred /
Oe ete

FORM APPROVED COUNTY COUNSEL/4crBY
MICHAEL C THOMAS

13
DATE
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Record Series

Code Titl6 Doscription
Copy of Record

Ofticial Record
Retonllon

Cltetion /
Rationale

Final
DisposlUon

CHR-BEN25O Benelit Tracking to employees salection of life, disability,
pos of insurancs offered by the County of

Riverside. May include confirmation of elsction, monthly
slatements, correspond€nce (lo employe€, beneficiaries or
others), notices, and responses to service provider inquiries

Records pertaining
health, and other ty

County Human
Resourc€s

CL+6 29 USC 1001 et.
seq.; 29 USC 1027
(ERlsA 107); 29
usc 1059 (ERrsA
209)

Shred /
Delets

CHR-BEN3OO Claim Records in the payment of employee health and
death benefit claims, or payment to non-employees under
liability policies. May include administralive processes, appeal
forms, authorizalion forms, benefit approval and payment
records, claim documents filed by plan participants or
beneficiaries, claim procedures, death claims, denial review
forms, documentiation regarding decision poriods, extension
notices, forms used by the plan in claims processing, payment
requests, plan explanations, prolocols and urgent care claims.

Documentation used County Human
Resources

CL+ 8 29 USC 1001 et.
ssq.i 29 USC 1027
(ERlsA 107); 29
usc 1059 (ERTSA

20s)

Shred /
Del€te

CHR.BEN35O Defened
Compensation

pertaining to deferred compensation plans including
the 457 Plan. lncludes enrollments, contribution and
investment changes and dishibution requests.

Records Coufity Human
Resources

cL + 10 GC 26202; Best
Praclice

Shred /
Delete

CHR-BEN4OO Disability & lndustrial
Disability RetirsmBnt

Records related to the Disability & lndustrial Disability
Retirement Program. lncludes the application for an industrial
disability retiremont by County of Riverside safety members,
medical examination report, correspondsnc€, privileged
documenls between the Return to Work Human Resources
Services Manager and the Defense Counssl and signed
authorization of employoe/participant for a release of
information in th€ industriel disability r6tiremsnt investigative
process.

County Human
Resou rces

CR + 100 GC 26202; Best
Practice

Shred /
Delete
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Record Series
Copy of Record

Offlclsl Rocord
Retention

Citation /
Ratlonal6Code Tltle Description

CHR-BEN45O Enrollment, Eleclion
& Eligibility

Records documenting the Health. Wellare and Pension Plans
oflered by the County of Riverside. lncludes documents
showing coverage premium, beneficiary designations and
communicalions with insurers and lists. May also include
documentiation to substantiate eligibility (including rocords
documenting Qualified Medical Child Support Orders and
National Medical Support Notic€s), eligible classes oI
employees and conditions, salary reductaon elections and
slection chang6s, and termination of eligibility ror cause.

County Human
Resources

CL+8 29 USC 1001 €t.
seq.; 29 USC 1027
(ERISA 107): 29
usc 1059 (ERtsA
209)

Shred /
Delete

CHR-BEN5OO Exclusive Care -
Administration

Records related to the administration of the Exclusive Care
Program. May include acmunting recirds, appeals, audits,
complaints, correspondence, medical and hospital ctaims,
minutes from physicians review meetings, phone logs,
provider credentialing minules.

County Human
Resources

CL+6 45 CFR 164.530(J) Shred /
Delete

CHR-BEN55O Exclusive Care -
Contracts and
Agreements

Records related to the administration of contracls and
agreements penaining to the Exclusive Care program, lnclude
agreements with non-contracled providers, contract8,
correspondence, exclusivs provider organization exhibil and
provider profile, medical contractor agreemenl, plan
documents, provider credentialing, supporting sproadsheets
and worksheets.

County Human
Resourc€s

CL+6 45 CFR 164.530(1) Shred /
Delete

CHR-BEN6OO Flexible Spending
Account (FSA) -
CounV Adrninislered
Plan

Records documenting the administration of the Ftexible
Spending Account. lncludes claim torms, deduction registers,
demographic reporls, donials, deposit reconciliations, election
reports, explanalion of benefits and FSA plan descriptions.

County Human
R6sourcas

CL+6 29 USC 1001 et.
ssq.: 29 USC 1027
(ERISA 1 07); 29
usc 1059 (ERtsA
209)

Shred /
Oelete
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Record Series
Copy of Rocord

Otficial Record
Retentlon

Citatlon /
Rationale

Final
DispositionCode Tltle Dsscri ptlon

CHR-BEN65O Health lnsurance
Podabillty and
Accountabilrty Act
(HIPAA) Compliance

Records docu menting the privacy administration ot the Heahh,
Welfare and Pension Plans offared by the County of
Riverside. May include complaint logs or notices, evidencG of
creditable coverage, individual preexisting condition
exclusions, individual requests for additional privacy
prolections, individual requests to inspeci and copy records
under the privacy rule, request to amend or conecl personal
health information, requests for accounting disclosures and
requests for altemative communications.

County Human
Resources

CL+6 4s cFR 16a.5300;
29 USC 1001 et
seq.; 29 USC 1027
(ERISA 107): 29
usc 1059 (ERrsA
209)

Shred /
Delete

CHR-BENTOO Premium Payments Records documenting payments made to b€nefit plans offered
by the County of Riverside. Rocords series may include
calculations and other data prepared by an enrolled aduary
and documents necessary to support or to validate premium
payments.

County Human
Resources

CL (Premiums due)
+6

29 CFR 4007.'10;
29 USC 1001 et.
seq.i 29 USC 1027
(ERISA 107): 29
usc 1059 (ERtsA
209)

Shred /
Delete

CHR.BENT5O Privacy or Secu.ity
Breaches

Records documenting privacy or security breaches of benef(
plans offered by the County of Riverside. Records may
include documents concerning complaints received and their
disposition, complying with secunty rule standards and
implementalion specifications, harmfu I effects resulting from
improp€r use or discloser of personal health informstion and
security rules or procadures.

County Human
Resources

CL+6 45 CFR 164.4'14
(a): 45 cFR 164.
s30O; 2s Usc
1001 et. seq.i 29
usc 1027 (ERrsA
107); 29 USC 1059
(ERTSA 209)

Shred /
Delste

CHR-BENsOO Retirement Benefits -
County Administered
Plan

Rec.ords documenting County administered retirement
benefrb including records relaled to employee pension and
insurance plans, which should b6 k8pt for the ,ull period that
the plan or syslem is in effect or any poriod in which beneits
may be due or become du€ under the plan. May include
6nrollmant cards, summaries of contributions and deduclions,
personal data torms, bsnoficiary information and
aulhorizations

County Human
Resources

CR + 100 29 CFR 1627.3
(b)(2); 2e USc
1001 et. seq.;
29 USC 1027
(ERISA 107); 2s
usc 10s9 (ERrsA
209)

Sh red /
Delete

CHR.BENS50 Waiver records Records documenti ng an employee's decision to decline
offsr€d benefits. Records will show name, social security
numb€r, employment section or division, date and signature

County Human
Resources

r +2 GC 26202; Best
Praclice

Sh red /
Delete
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Record Series
Copy of Record

Officlal Record
Rotontlon

Citation /
Rationale

Final
DtsposltlonCode TiUe Descrlptlon

Compensatlon (COM)
CHR-COMl OO Classification and

Appointmsnls
Reco rds detailing the process of systematically determining
the relative value of County positions. lncludes development
and analysis ofjob descriptions and classification
specifications including salary survey data. May also include
annual guidelines, pay plans, relevant conespond6nce, and
documents relating to wage end salary rales that are used for
payroll comparison purposes and to demonstrate complianco
with ths federal Equal Pay Act.

County Human
Resources

FY+3 29 CFR
516.6(aX2): 29
cFR 1602.32

Shred /
Delete

cHR-COM150 Compensation Records detailing the process of detsrmining comp€nsation
for time away from work. lncludes authorizetion for
compensating time off and for extra hourvovertime, employee
leave acarual and usage records where comp€nsation was
paid, record of hours worked and of wages paid, records of
additions to or doductions from wages worldshift schedules,
raports required by the S6crelary of Labor, unernplofnent
compensation contributions, wage rate tables, and withholding
and deduc.tion documentation. May also include documents
concerning overpayments and payroll reimbursements.

County Human
Resources

FY +7 29 CFR
1627.3(aX5) and
(6): Besl Practice

Shred /
Delete

cHR-COM200 Occupational Group
Study and Relatad
Records

Records related to the development and analysis ofjob
families within the County's classification plan. RecorG may
include copies of approv€d and/or draft FoIm 1 l requests,
classification specifications, conespondence, difficult to recruit
forms, meeting notes, position description questionnairas,
parity study reports, Resolution 440 amandments, and study
status logs. Records may also include those documenting the
administration oI the obsolot€ lT Competency Pay Program.

County Human
Resources

FY + 10 GC 26202; Best
Practice

Shred /
Delete
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Record Serles
Copy of Record

Offlclal Rocord
Retention

Cltatlon /
Rationale

Final
Dbposi onTltle Description

cHR40M250 Personnel Studies
and Surveys

Studies, statistical reports, surveys, memoranda, cost
analyses, projections. and comparable records lhat examine
any long-rang€ asped of personnsl administralion. Records
may include 440 Ordinances, 440 RBsolutions, class and
salary listings, salary schedules (wag€ rate tables) and
classification specifications.

County Human
Resourcas

P Best Praclice Department

cHR-COM300 Tax Records -
Employment

Records r€lated to the colleclion and reporting of employment
taxes for each employea. lncludes name, address, social
security number and basic demographics, compensation data
including amounts and dates of actual paymenl and
documenlation to substantiate, and tax records that include
amounts of wages subject to withholding, actual taxss
w(hheld and documentation to substantiale.

County Human
R6sources

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

Shred /
Delete

CHR.COM350 Tax Records -
Withholding

Records related to the authorized withholding of federal, state
and local taxes. lncludes copies of employees' and recipients,
income tax withholding allowanca cerliricates (Forms W-2, W-
4, W4P, W-4S, and W-4V). Records series may also include
copies of these forms that were retum€d as undeliverable.

County Human
Resources

REV+7 26 CFR 3'1.600't -1
(eX2); B€st
Praclice

Shred /
Delete

Health and safety (HsAl
CHR-HSAlOO Accident and Safety

Reports
Records related to the scheduled and unscheduled
insp€ctions ol work aroas with the purpose of identifying
unsafe conditions and work practices. May includ€ periodic
safety svalualions, Bureau of Labor Statidics (BLS) Annual
Reports, OSHA Citations and Conespondenco. Records
seriss may also includa documentalion of actual, alleg€d or
reported workplace violonce including specific details such as
names, issues, department, supeMsors, phon€ numbers and
signaturas.

County Human
Resources

CY+5 I CCR 3203(bxl);
I CCR 14300.33
(a)

Shred /
Delete

6ofl6
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Copy of Record Offlclal Record
Ratantion

Citation /
Rationalo

Final
DispositionCode Title

CHR.HSAl SO Medical Records -
Employees

Records concerning the health status of an employee which is
made or maintained by a physician, nurs€, or other heallh
care personn€1, or technician including dates of lreatment,
evaluations, medic€l health questionnaires or history, medical
record subpo€nas, treatment plan diagnosis. May also
include records related to and supporting a written report from
the Safety Division following a review of a County employee,s
wortsite. These evaluations are conducted at the request of
(1) an employee's Sup€rvisor or (2) Workers Compensation,
as a result of a workers compensation claim being filed.
Records series may include empbyee's job duties, a review of
work stalion prior to evaluation, work praciices, training,
assessment, immediate improvements and recommendations.

County Human
Resources

T+30 8 CCR
320a(dX1XA); 29
cFR 1910.1020
(dxlxi)

Shred /
Delete

CHR-HSA2OO Motor Vehicle Pulls
(DMV) - Driving
Records

Records related to the employe€'s authorization to oparate a
vehicle Records serles may include drive/s log, certiiication,
driver proliciency records, drug-alcohol testing log, copies of
licenses.

County Human
Resources

CU+4 GC 26202: Best
Praclice

Shred /
Delete

CHR-HSA25O Motor Vehicle Pulls
(DMV) - Drug and
AlcoholTesting:
Driver Alcohol
Testing and Results

Records related to driver alcohol levels. Records may include
administration records of tha alcohol and conkolled
substances tesling programs, annual calendar year summary
requirad by section 49 CFR 382.403, calibration
documentation, controlled substancss collection process
records, driver alcohol test results (negative, cancelled, or
concentration ol 0,02 or greater), drivor evaluatbn and
refenals, driver verified positive mntrollsd substances test
results and refusals to take required alcohol and/or controlled
substances tests.

County Human
Resources

CU+5 49 CFR 382.401(b) Shred /
Delele

7of16
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Record Serles

Code Tifle Descrlption
Copy of Record

Officaal Record
Retentlon

Citation /
Rationalo

Final
Disposltion

CHR.HSA3OO Molor Vehicle Pulls
(D[rV) - Orug and
Alcohol Testingi
Education and
Training

to Drug and Alcohol Testing education and
ing. Records may include documents surrounding the

collaclion process and collection log books, drivers training
records (maintained while the employee perlotms the
funclions that require the training and for two years after
ceasing to perform those functions), education and training of
brealh alcohol technicians, screening lor test technicians and
sup€rvisors training.

Records related County Human
Resources

f +2 49 CFR
382.401(b)(4)

Shred /
D€l€te

CHR.HSA3sO Safety Program -
Employee Files

s ralained to confirm participation in and successful
completion of safety training programs. May include
Oepartment of Transportation records, Authorization to Drive
County Vehicle or Private Vehicle on County Business (Form
30), Vehicle Accident Review Board (VARB) records and
appeals, vehicle accident reports and supporling
documentation. See also County Safety Operations Manual
and Salary Ordinance 440.

Record County Human
Resources

CY+5 8 CCR 3203(bX2) Shred /
Oelete

CHR.HSA4OO Safety Program -
Training and
Evaluation

to thB analysis and evaluation of the
effectivaness of employee health and saf€ty training
programs. lncludes safety training records containing: name
of class, dat6 of class, list of those registered, list of those who
attended and copies of 6ny lests adminislered. Also includes
studies, analyses, cost dala, and similar records conc€ming
employee accidents and comparablo records pertaining to
accident prevention and safety.

Records related County Human
Resou rces

CY+5 GC 26202; OSHA
3148-01R 2015

Sh red /
Delete

(PER}Personnel
CHR.PERO5O Advancemenl and

Promotional
Records

advertisements of promotional or advancemenl opportunilies
lncludes applicalions, resumes, inlerview records,
evaluations, letters of recommendation, test results and final
list.

documenting the internal announcemenls orRecords County Human
Resources

CL of process + 3 29 CFR 'r627 3;

Best Praclice
Shred /
Delete
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Record Series
Copy of Record

Offlclal Record
Retention

Citatlon /
Ratlonalo

Flnal
DispositionCods D6acription

CHR.PERlOO Aff rmative Aclion
Plans

Affirmative action plans tor both regular employees and
apprenticeship programs. Records series includes records of
employees and unhired applicants that demonstrate
compliance with the statues and regulatory rBquirements of
the Equal Employment Opportunity Commission (EEOC),
including reports, plans, statistical data, and othor source
malerial used to complete EEO-4 reports.

County Human
Rosources

CY+5 29 CFR 1602.32;
29 CFR 30.12(d)

C,ounty
Archives

CHR.PERI50 Application and
Selection Files

Records documenting the internaland extemal
announcements or advertisements of iob openings,
promotions, training programs, or oppodunities for overtime
lncludes applications, re6umes, interview records,
evaluations, lettors of recommendation, references lrom
previous employers.

County Human
Resources

Succsssful: place in
Personnel File;
Unsuccessful: Close
of Proc€ss + 3

29 CFR '1627 3: 29
cFR 801.30
(EPPA); 29 cFR
1602.31; 29 CFR
1602.'14; GC 12946

Shred /
Delete

CHR-PER160 Assessment
Records - Fit for
Duty and Workplace
Violence

Psychological assessment records generated at the request of
the County of Riverside when an employee behaves at the
workplace in a manner lhal suggests a mental health issue or
a risk for wqrkplace violonce.

County Human
Resources

f +75 GC 26202; BP
2919; Best Practice

Sh red /
Delete

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

Psychologicalassessmenl records generated per stale or
POST requirements for employees who work in dispatch
positions, who will have peace officer powers or who will work
in sensitive conectional positions. May also include
psychological assessm€nt consuliations generaled at the
request of Occupational Health due to concoms about a
potential mental health issue in an applicant.

County Human
Resources

f +75 GC 26202; BP
2919: Besl Practice

Shred /
Delete

CHR.PERl TO Assessment
Reeods - Pre-
employrnent - Adult
(Nol Hired)

Psychological assessment records genemted per stale or
POST requirements for employoes who work in dispatch
positions, who will have peace officer powers or who will work
in sensitive corectional positions. May also include
psychological assessment consultalions generated al the
request of Occupational Health due to concems about a
potential mental health issue in an applicant.

County Human
Resources

CR+7 BP 2919 Shred /
De lete

9of16
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Record Serles
Copy of Record

Official Recod
Retentlon

Final
DlsposltionCode Tifle Description

CHR-PER175 Assessmenl
Records - Pre-
employment - Manor
(Not Hir6d)

Psychological assessment consultations gensrated at the
request of Occupatonal health due to concems about a
poter ial mantal hoalth issue of an applicant.

County Human
Resources

7 years from the
date the patient
reaches age 2'l

BP 2919i Best
Practice

Shred /
Delete

CHR-PER2OO ColleclVe
Bargaining
Agreements

Records documenting the process whereby wDrkers organize
colleclively and bargain with employers ragardang the
workplace. lncludes contracts, minutes, recordings, reporls of
collective bargaining negotiations/me6tings, and associaled
correspondence and exhibits. May also include arbitration,
arbitrato/s recommendations, costing spreadsheets,
memorandums of agreements ([ilOA) or memorandums of
undelstanding (MOU), plans and trusts if a part of the union
conlract, research background material, strike contingency
plans, tentalive agreements, and union requests. May include
documenls/records pertaining lo Labor Management
Committee (LMC) meetings such as minules, agendas

County Human
Resources

P 29 CFR 516.5
(b)(3); Best
Praclics

County
Arch ives

CHR-PER25O Corrective or
Disciplinary Actions /
Grievances

Records documenting the prevention and/or resolution of
problems involving individuals and 16bt6d to work situalions.
Also including the review of employee grievances regarding
grievanco petitions, personnel policies, working condhion and
step'1, 2, and 3 decisions. Records may include arbitration
decisions, demotions, documents perlaining to lhe action
taken lor reconsideration or appeal, employee discipline
matters, invsstigation reports, notice of appeals, notice of
discipline, records pertaining lo adverse job actions,
suspensions, terminations and written reprimands.

County Human
Resources

CL +'10 29 CFR 1602.31:
Best P raclice

Shred /
Delete
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Record Series

Code TiUe Daacriptlon
Copy of Record

Official Record
Rotontion

Citatlon /
Ratlonale

Final
Disposition

CHR-PER3OO Discrimination
External/lntemal C
25-Harassmenl, and
Retaliation
Complaint Records

s pertaining to Disability and/or Dascrimination,
Herassment, and Retaliation Complaints. lncludes any
personnel or employmenl record made or kept by the
smployer where a charge of discrimination has been filed or
an action brought by th€ Commission or the Attomey General,
against an employer under title Vll or tho ADA. Records may
also include County responses to complaint charges,
docum€ntBtion of the charge, extemal chargas filed, decisions
and judgments pertaining Equal Employment Opportunity
Commission (EEOC) and the Department of Fair Emptoyment
and Housing (DFEH) Complainls and PuHic Employment
Relations Board (PERB) by a labor union, bargaining unit
member or County alleging violation of Meyers-Millas-Brown
Act and Public Employment Rglations Board complaints or
rulings. All inv€stigative documents and altachments, related
conespondence, right-to-sue, and withdravval notices. May
include C-25 harassment complaints, closure letters to refloc{
substantiated or unsubstantiated chargBs, decisions, intemal
investigation forms, investigative documents and a[achmenls
and records related to the discrimination complainl.

Record County Human
Resources

CL + 19 29 CFR 1602.14;
29 CFR 1602.30;
Best Practices

Shred /
Delete

CHR-PER350 Employee History /
Service Record

social security number and employee number, date ot birth
and other vital statistics, dates of employment, positions held,

and salary rates, and similar information Eummarizing a

dRecords meocu lin n the histo of ind lsviduao ry employmen

ind
th Coue of ivarsideR nda inedreta otnnty torder verify

ivid aU ls ntme Records series udeinclemploy menamay

p€rson's employment history

County Human
Resources

f +75 GC 26202; Best
Practice

Shred /
Delete

11of '16



Record Series
Copy of Rocord

Official Record
Rstontlon

Cltatlon /
Rationalo

Final
DispositionCode Ti e Dsscriptlon

CHR-PER4OO Position Assessment
Records

Records related lo requ€sts for recruitments from
departments. Records may include advertising records for
open positions, applications and application history, bilingual
designation, conlact information, applicant resume,
documentation of the posilion location, manager, position#I,
documentalion of lhe results of each step in the re6ruitment
procedure, education extraction, elec{ronic database record
retention, employment denials, ethnicity disclosurEs, inlernal
poslings of open positions, inlerview history, items identified
and qualification crileria, job postings, job requisitions
submitted by the employer tor recruitment, tating sheats, list of
refened candidales, notation of position analysis, notes
regarding qualifications/non-qualifications, references to
requisitions, resumes (paper or eleclronic) 6nd writing
samples, if used in tho qualification process.

County Human
Resources

CL of the Process + 29 CFR 1602.31;
GC 12946: Best
Practice

Shred /
Oelete

CHR-PER45O Reasonable
Accommodation
Records

Recods pertaining to requests for Disability Accommodation
lncludes documentalion of ADA self-evaluation, dascriplion ol
areas examined, problems identified and modifications made.
May also include job specificalion, medical documentation of
disability, medical inquires, medical release form,
qualiflcation/non{ualification of person/dasability, sign
language request form, work accommodation request and
agreement forms

County Human
Resources

T+3 29 CFR 1602 14;
29 CFR 1602.31;
29 CFR 1602.32

Shred /
Delete

CHR-PERSOO Work Authorization Rsco rds related to an employee's authorization to work in the
United States. lncludes Form l-9 for each employ€e hir€d after
Novsmbar 6, '1986. l-9 forms should be kept in a file separate
from other personnel records. May also include student work
permits.

County Human
Resources

CR+3orT+2.
whichever is later

GC 26202; US
Citizenship and
lmmigration
Services

Shred /
Delele

CHR-PER55O Leave of Absence
ReportVRequests

Records relaled to any employee request for leave of absence
for m€dical or non-medical reasons. This includes roqu€sls for
FMLA. CFRA. POL, educationaUpersonal leave, or "oth€/'
leavs pursuant to the Califomia Labor Code Series includes
reviaws, nrorking documents, and supporting documentalion.

County Human
Re6ources

CLr3 29 CFR 825.500;
29 CFR 5'16.5;29
USC 211: GOV
26202: Best
Practice

Sh r6d /
Dal€la
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Record Series
Copy of Record Citation /

Rationale
Final

DbpositlonCode TiUs Descrlptlon
CHR-PER6OO Military Leave

RequeslYRecords
Records related to requests for military leavB, which includes
revie!,rrs, workin g documents and all su pporting documentation
including military orders.

County Human
Resoutces

P No statule of
limitations under
USERRA; Best
Practice; 20 C.F.R

s 1002.311

Department

Program Records (PRO)
CHR PRO1 OO Educational Support

Program
Records perlaining to the Educational Support Program
Records may include authorization to recover funds, career
developmenl plan, career interest inventory, copy of
performance evaluation, copy of resume, educational support
program 20/20 contract, iustification forms, loan repeyment
file, participant file, program application, prool ot cunent
student loans, proof of textbook end tuition cost.
reimbursement request form, signed authorization to recover
funds form, signed acknowledgement of policies and
procedures, transcripts and tuition reimburs€ment forms.

County Human
Resources

CL+6 29 USC 1001 el.
seq.; 29 USC 1027
(ERISA 107); 29
usc 1059 (ERtsA
209)

Shred /
Delele

CHR.PROl 5O Employee
Assistance Program.
Adul

Records pertaining to the Employee Assistance program
Records series includes reports, assessments, consultalions,
questionnaires, intervie\,v sheets, correspondence and similar
reclrds relating to the counseling of clients. Records saries
may also include amployee assislance activity program
reports, Exclusive Care activity reports, and Risk
Managemenl medical malpractice rsports.

County Human
Resources

Lasl date of antry +
7

BP 2919 Shred /
Dolete

CHR.PROl55 Employee
Assislancs Program ,

Minor

Records pertaining to ths Employee Assistance Program
R€cords series includes reports, assessmonts, screenings,
questionnaires, interviow sheets, correspondence and similar
records relating to the counseling of clients. Records serieS
may also include employee assistance aclivity program
reports, Exclusive Care activity reports, and Risk
Managemenl medical malpractice reporls.

County Human
Resources

7 years from the
date the patient
reaches age 18

BP 2919 Sh red /
Delete
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Record Series

Code Dsscription
Copy of Record

Official Record
Retention

Cltatlon /
Rationale

Fanal

Dlsposition
CHR-PRO15O Occupational Heallh

Patient Fibs
pational Health lnjury lntervention

Therapy Program. Records series includes. notes,
correspondence, questionnaires, documsntation, and similar
records pertaining to the llP program.

Records pertaining to Occu County Human
Resources

Last date of visit +

10
22 CCR 707 51(cl,
Besl Practice

Shred /
Delele

CHR-PRO165 Occupalional Heallh
Respiralory Fit Test

ning to Respiratory Fit Testing of Non-
Employee or Contract Employees. Record series may include,
respiratory fit tests, queslionnaires, sign in sheets and
documentation related to respiratory fit testing.

Records Pertai County Human
Resources

Last date of visit +
10

29 CFR 1910.134
(m)(2Xii); Best
Praclice

Shred /
Delele

CHR.PRO2OO Return to Work
Program -
Employee Records

rn to Work Program. lncludes all
documentation conceming paid or unpaid leave slalus, any
dispule or complainl from an employee conceming any
legislative leave, benefit ptemium information, documentalion
detailing the dales and hours requested for any legislated
leave, €mploye requests for and notices given related to
leaves of absence.

Records related to the Rstu County Human
Resources

CL+3 GC 26202; Best
Praclice

Shred /
Delete

CHR.PRO25O Ride Share to the County's Ride Share Program
lncludes program enrollmenl and expense documentation
such as survey data, expense reports, feasibility studies,
lnland Transportation Services inventory and other
documentatioo showing actual usage and sustainability of the
program.

Records related County Human
Resources

CY+3 South Coast Air
Quality
Management
District (AQMD)
requirements

Shred /
Delete

CHR-PRO3OO Wellness Program
Biometric Oata

as part of the countywide Wellness
program aod health study. Oata is used for statistical analysis

Laboratory data collecled

pro9ram success evaluation

County Human
Resources

CY +7 GC 26202: Best
Practice

Shred /
D6lete

Rlsk Management (Rt
CHR-RM,IOO

lnternal
it Reports - to analyze ciaims and loss data in order

to evaluate County insurance exposure
Records maintained County Human

Resources
FY+7 BP 5097(e) Sh red /

Delete
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Record Series
Copy ot Record

Offlcial Record
Retentlon

Citatlon /
Ratlonala

Flnal
DispositionCode Title Descrlption

CHR-RM150 General Liability and
Professional Liabil ity
Claims

Records maintained as documenlation of claims for or against
the County. Records establish the facts that support or
negate liability. Records series may include photographs,
diagrams, interviews and reports.

CounV Human
Resources

cL+20 GC 26202; Best
Practice

Shrsd /
Delele

CHR-RM2OO General Liability
Claims - Business
Rules

Business ruies related to the handling of liability claims for lhe
County. This manual is maintained in order to ensure the
consistent handling of claims per County of Riverside policy.

County Human
Resources

P Best Practice 0epartment

CHR-RM25O lnsurance Policies -
Certificates

Certificates issued as prool of insurance coverage and
provided to third parties as such.

County Human
Resources

P GC 26202 Deparlment

CHR.RM3OO lnsurance Policies -
Applications

Appl ications to County insurance programs qualfying
departments and physicians (malpractice) lor coverage under
tho County's policy.

County Human
Resources

CL+7 BP 5097(e) Shred /
Delete

CHR-RM35O Structured
Settlemenls

Records documenting the assignment o, annuilies in a
structured settlemsnt of claims. Annuitiss can conlain
provisions of payments to minor claimants in €xcass of 20
years into the future.

County Human
Resources

CL+30 BP 5097(e); Best
Practice

Shred /
Delete

CHR-RM4OO Worker's
Compensation -
Claims

Records ralated lo lhe administration of the County's setf-
insured program and relaled claims. lncludes all notices sent
to the employee whether the claim is an indemnity or medical-
only claim. Records s€ries may also include accident reportsi
claim formsl hospilal, physician and amergency medical
service bills and reportsi correspondoncet legal pap€rs; and
other documentation relating to claims eligible under woke/s
compensation laws.

County Human
Rssources

CL+7 8 CCR 10102(a)i I
CCR 15400.2: Best
Prac-lice

Shred /
0elete
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Record Series
Copy ol Rscord

Official Record
Rotontlon

Cltation /
Rationale

Flnal
DispositionCode Title Descrlptlon

CHR-RM4.I O Wofiefs
Compensation -

Permanent Oisability
- Without a claim

Records related lo lhe administration of the County's self-
insured program and claims related to a finding of permanent
disability. lncludes all notices sont to the employee whather
the claim is an indemnity or medical-onty claim. Remrds
series may also include accident reports: cbim forms;
hospital, physician and emergency medical service bills and
reports; correspondence; legal papers; and olher
documentation relating to claims eligible under worker,s
compensation laws. All records that do not have an award
from the Workers' Compensation Appeals Board for
permanent disability or need for future medical care.

County Human
Resources

CL+25 I CCR 10'150.3(a)
Per CCR Article I
'15400.2(a) - claims
with awards for
future benafrls shall
not be dastroyed
CL + 25; 3""t
Praclices

Shred /
Delete

CHR-RM42O Worfte/s
Compensation -
Permanent Disability
- With a claim

Records related lo the administration of the County's self-
insured program and claims related to a finding of permanent
disability. lncludes all notices sent to the employee whethsr
lhe claim is an indemntty or medbal-only claim. Records
series may also include accident reportsi claim forms;
ho6pital, physician and emergency medical service bills and
reports. conespondence: legal papers; and other
documentalion relating to claims eligible under works/s
compensalion laws. Records related to the administration of
the County's self-insured program and claims related to a
linding ot permanent disability or need for future medical care
as aurarded by the Workers' Compensation Appeals Board
(wcAB).

County Human
Resources

P E CCR 10150.3(a):
P6r CCR Article I
'15400.2(a) - claims
wilh awards for
future benefrts shall
not be destroyed
CL + 25; Best
Praclices

Department

CHR-RM45O Workers'
Compensation -
Record Only

Records related to the administration of the Counvs self-
insured program and related claims ol injury where no
traatment was received beyond first aid and no claim number
was assigned.

County Human
Resources

CY+5 GC 26202: 8 CCR
9771.83

Shred /
Delete
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