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(600) 70.21    Employee Performance and Drop Files

70.21.1    Purpose.   This section provides guidance on the maintenance and contents of Employee Performance Files (EPF’s) and Drop Files.  Managers will maintain a working EPF on-site for each employee assigned to them.  TIGTA Human Capital will maintain the official EPF’s; the official EPF’s contain the official records that are forwarded to an employee’s next agency or to the Office of Personnel Management upon retirement or other separation from Federal service.

This section does not apply to performance and other documents for SES employees.  See (600)-70.12.5 for SES EPF and Drop File information.

70.21.2 Authority.

5 CFR 293

70.21.3   Employee Performance Files.   The Office of Personnel Management requires the establishment and maintenance of EPF's for each employee.  The EPF should contain all performance-related documents that will be retained for a period of 4 years.  The following documents must be maintained in the EPF:

· Forms 430 (Performance Appraisal forms)

· Interim Forms 430 and Ratings

· Employee Performance Appraisal Rebuttals

· Within Grade Increase Records/Denial of Within Grade Increase Records

· Performance Improvement Plans (PIPs)

· Documentation of Successful Completion of Probationary Period

70.21.3.1   Managerial Review of EPF’s.  Managers will review the working EPF’s of their assigned employees annually (at the conclusion of the annual performance appraisal period is recommended) and purge any documents older than 4 years.  Managers will not destroy any document regardless of age from EPF’s that are part of ongoing administrative, negotiated, quasi-judicial, or judicial proceedings without prior concurrence from the TIGTA Office of Chief Counsel.  This review requirement also applies to the Human Capital Performance Management Official regarding official EPF’s maintained by Human Capital.

Please note that any documents relating to appraisals of unacceptable performance, where a notice of proposed demotion or removal is issued but not effected, should be destroyed within 30 days after the employee completes 1 year of acceptable performance.  

70.21.3.2   Employee Requests to Review Their EPF.  An employee is entitled to review his/her EPF.  If an employee wishes to review the information contained in his/her EPF, he/she will first request to review the manager’s working EPF.  The manager will provide the working EPF for the employee’s review and inform the employee of when the EPF is to be returned to the manager.  

If the employee wishes to review the official EPF, the employee will contact the Director, Human Capital and Support Services, to request to review his/her EPF information.  Human Capital will provide an official copy of the EPF to the requesting employee within 5 work days of receipt of the request. 

70.21.3.3   Third Party Requests to Review the EPF.  Parties other than the employee and the employee’s manager (e.g., Chief Counsel staff and OPM investigators) may have a need to access an official EPF.  To review the official EPF, the third party will forward a request via email to the Director, Human Capital and Support Services, detailing the reason for the request.  The Director, Human Capital and Support Services, will provide an official copy of the EPF (or the requested portion) within 5 work days of the request in accordance with applicable security policies.

70.21.4   Drop Files.  The EPF is not the place to keep adverse action information or performance notes that have not been incorporated into the interim, mid-year, or annual appraisal.  This type of information and the following documents (grouped by their respective retention periods) will be maintained in a Drop File:

Retain until Contents are Incorporated into the Current Appraisal, then Destroy

· Performance Counseling Notes/Letters 

· Feedback Session Notes 

Retain 1 Year, then Destroy

· Approved Telework Agreements and Related Program Documents (1 year from end of employee participation)

· Disapproved Telework Applications (1 year from denial of request)

· Manager Copies of SF-50’s (Notification of Personnel Actions); beginning June 25, 2007, hardcopy SF-50’s are no longer distributed.  The SF-50 information will be available in the HR Connect system.  Managers should destroy hardcopy SF-50’s received prior to June 25, 2007, 1 year after the SF-50 date.

Retain 2 Years, then Destroy

· Leave Restriction Letters

· Memoranda Concerning Failure to Meet LEAP Requirements 

· Hardship Transfer Denials

· Letters Placing Employees on Administrative Leave or in Administrative Duty Status

· Reprimands or Adverse Actions

Retain 3 Years, then Destroy

· New Employee Orientation Checklist (3 years from date manager signs completed checklist)

Retain 5 Years, then Destroy

· Employee Training Certificates and Other Training Records (Audit Managers and Directors should also refer to the appropriate Audit Manual section concerning filing of training certificates for annual CPE purposes)

· Copy of Certification of Annual UNAX Awareness Briefing (original form is to be sent to BPD for inclusion in Official Personnel Folder (OPF) 

· Office of Audit Personal Impairment Certifications

Retain 6 Years and 3 Months, then Destroy

· Limited Open Travel Authorizations Issued Annually to Employees (6 years and 3 months after issuance date)

Retain Until Action or Event Described Occurs

· Employee Training Needs and/or Development Goals/Needs (destroy after training is completed or development goals are met)

· Copies of Receipts of Property Assigned to Employee, e.g., Telephone Calling Cards, Pagers, etc. (destroy after property or asset is returned by employee or excessed through the property management program)

· Conduct Counseling Letters (retain for up to 1 year after date of issuance, then destroy)

The following forms may be stored in the Drop File if the manager chooses to do so:

· Copies of Employee’s Forms 450 (Executive Branch Confidential Financial Disclosure Report).  Retain 6 years, then destroy.

· Copies of Outside Employment or Business Activities Requests.   Retain 3 years, then destroy.  See (700)-30.3 for further information on Outside Employment or Business Activities Requests.

70.21.5   Calculation of Retention Periods.  When applying the retention rules for both EPF’s and Drop Files, managers will not consider documents related to the current rating period.  For example, FY 2006 EPF’s should contain documents from FY 2006 (current rating period), plus the 4 prior years (FY’s 2005, 2004, 2003, and 2002), to the extent possible.  

70.21.6   Distribution of Working EPF’s and Drop Files upon Personnel Changes.   When an employee changes managers within TIGTA, the working EPF and Drop File must be forwarded to the new manager with a copy of the interim rating.

When an employee separates from TIGTA, the employee’s manager will forward the departing employee’s working EPF and Drop File to the appropriate GS-15 or SES Head of Office within 5 work days of the employee’s separation date.  The GS-15 or SES Head of Office will maintain the working EPF and Drop File for 1 year after the employee’s separation date.  After 1 year, the working EPF and Drop File should be destroyed.  

At the employee’s request, the manager will provide a copy of the working EPF and Drop File to the departing employee.  

70.21.7   Security of Employee Performance and Drop Files.  EPF’s and Drop Files are confidential files.  Managers and Human Capital personnel are responsible for ensuring these files are maintained in a secure cabinet, in a secure room, or other storage facility that provides adequate security.  The files must be protected against unauthorized access and/or disclosure.  Access to, and disclosure of EPF and Drop Files will comply with applicable Federal confidentiality statutes and generally be limited to personnel with an official need to access the files and the information contained in them.
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