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Document No. 2668

DEPARTMENT OF ARCHIVES AND HISTORY

CHAPTER 12

Statutory Authority: 1976 Code Section 30-1-90(B)

12-400 through 12-423 General Retention Schedule for State Personnel Records

Synopsis:

The General Assembly approved Regulation 12-400 through 12-423 (General Retention Schedule for State Personnel Records) on June 26, 1992.  The amendments will simplify the disposition process for state agencies; amend sections concerning records which require better description; and repeal sections concerning records which are no longer created.

12-400 Introduction and general matters; application of schedule.



New text indicates the general schedule covers information on all types of media.  This additional wording is consistent with the definition of public records in the Freedom of Information Act (Section 30-4-20C) and the Public Records Act (Section 30-1-10A).  Also, the process state agencies will use to destroy records through use of the general schedule is being simplified.  Agencies will no longer be required to submit a request to use the general schedule form to the Department and have it reviewed and approved before being authorized to use the schedule to destroy their records.  The new process will allow state agencies to use the schedule and report destruction to the Department after records are destroyed.  This new process for using the general schedule will be the same process state agencies currently use when implementing schedules approved specifically for their agency.  This change will allow agencies to use one form to report destruction through use of both general and specific schedules. 

12-401 through 12-404 Reserved for future use is being revised to add 12-405 since 12-405 is being deleted as a separate section.

12-405 Certification Lists is being deleted since this series is no longer being generated.

12-406.  The description is being changed to clarify the retention of the record copy of this series through the Employment Security Commission.

12-411.  Spelling error is being corrected in series title.  The description is being changed to clarify the basis for retention of these records through the State Budget and Control Board’s Office of Human Resources.

12-413. The description is being changed to clarify the basis for retention of these records through the State Budget and Control Board’s Office of Human Resources.

12-418. The description is being changed to clarify the basis for retention of these records through the State Budget and Control Board’s Office of Human Resources.

12-422.  The description is being changed to clarify the basis for the permanent retention of these records through the State Human Affairs Commission.

12-423.  The description is being changed to make it more accurate.

Instructions:

Delete existing 12-400 and add new 12-400.

Add 12-405 to section reserved for future use.

Delete existing 12-405.

Delete existing 12-406 and add new 12-406.

Delete existing 12-411 and add new 12-411.

Delete existing 12-413 and add new 12-413.

Delete existing 12-418 and add new 12-418.

Delete existing 12-422 and add new 12-422.

Delete existing 12-423 and add new 12-423.

Text:

12-400  Introduction and general matters; application of schedule.

The following general records retention schedule contains minimum retention periods for the official copy of the agency's records.  These retentions and dispositions apply regardless of physical format, i.e., paper, microfilm, electronic storage, digital imaging, etc.  Convenience, informational or duplicate copies are not governed by this regulation and may be destroyed when no longer needed for reference.  To destroy records in accordance with this regulation, state agencies must complete and submit a report of records destroyed form to the State Archives after eligible records have been destroyed.  These forms are available from the Department's Division of Archives and Records Management.  State agencies must also contact the State Archives to transfer permanent records to the State Archives for archival retention.  Before disposing of public records under this general schedule, state agencies are responsible for ensuring that records are no longer required for federal or state audits, for legal purposes, for litigation, for fiscal information, and/or for any other action.  This general schedule supersedes all schedules approved previously for the same records series.  However, state agencies may opt out of this general schedule, and request the continuing use of existing schedules or the establishment of specific retention schedules for their records when appropriate, necessary or in order to avoid conflict with other laws and regulations. 

12-401 through 12-405 (Reserved for future use).

12-406 Employer Status Reports (Unemployment Compensation)


A. Description: Reports from an individual agency to the Employment Security Commission which are used by the Employment Security Commission to determine the liability or non-liability of agency for payment of unemployment compensation.  Information includes the Employer Status Report, Notice of Liability sent to the agency from the Employment Security Commission, Notice of Contribution for the next calendar year, and related memoranda and correspondence concerning changes in agency unemployment compensation accounts and liability.  The record copy of this series is scheduled by the State Archives through the Employment Security Commission.


B. Retention: 6 years; destroy.

12-411  Grievance Files


A. Description: Document grievance proceedings initiated by state employees.  Information includes copies of each grievant's original grievance filing, copies of the decisions rendered at each level of the grievance procedure, copies of the grievance and appeal procedures for the agency and for all state employees, and copies of the final decision rendered by the State Employee's Grievance Committee.  Portions of this series are scheduled by the State Archives through the State Budget and Control Board's Office of Human Resources.


B. Retention: 10 years after resolution of all grievance issues; destroy

12-413
 Job Classifications


A. Description: A listing of all job positions classified by the Office of Human Resources.  Information includes position qualifications, pay grades, and duties for positions in state service.  The record copy of this series is scheduled by the State Archives through the State Budget and Control Board's Office of Human Resources.


B. Retention: Until termination of position; destroy.

12-418  Personnel Policies and Procedures


A. Description: Policies and procedures issued by the agency or the State Budget and Control Board's Office of Human Resources.  Information includes employment application policy, classification and compensation plan, explanation of performance appraisal system, reduction in force procedures, grievance policies, equal employment opportunity guidelines, termination procedure, workmen's compensation plan, and other procedures issued by an agency, and/or the Office of Human Resources.  Portions of this series are scheduled for permanent retention by the State Archives through the State Budget and Control Board's Office of Human Resources.


B. Retention:



(1) Agency: Until no longer needed for reference.



(2) State Archives: Selection of needed documentation.  Permanent.

12-422  Affirmative Action Plans and Progress Reports


A. Description: Affirmative Action Plans prepared by state agencies and Progress Reports used by the State Human Affairs Commission to monitor the implementation of these plans.  Affirmative Action Plans reflect an agency's projected policies, procedures, and practices to achieve the goal of a non-discriminatory employment system.  Also included are statistics, analysis of the current and projected work force composition by race, sex, and comments.  The semi-annual Progress Reports consist of updated employment data analysis by race and sex, a summary of personnel actions which reflect a breakdown of agency positions by race, sex, analysis, and comments.  Also included is correspondence concerning the Affirmative Action Plans and their implementation.  Portions of this series are scheduled for permanent retention by the State Archives through the State Human Affairs Commission.


B. Retention: 3years; destroy.

12-423
 Log and Summary of Occupational Injuries and Illnesses


A. Description: Record of work related injuries, illnesses, and deaths.  Information includes case or file number, date of injury or onset of illness, employee's name, occupation, department, description of injury, or illness, fatalities, non-fatal injuries, injuries with lost workdays, injuries without lost workdays, and other related information.

B. Retention: 5 years following the end of the calendar year to which they relate; destroy.

Fiscal Impact Statement:

The Department of Archives and History estimates that there will be no additional costs incurred by the State or its political subdivisions.

