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PIMA COUNTY

HUMAN RESOURCES

SUMMARY OF CHANGES

Significant Changes:
Throughout Updated Appointing Authority to Department Director or Elected
Document Official (or designee) to remain consistent with other policies.

Changed language to gender neutral.

Definitions

(A) Arranged definitions in alphabetical order. Added new definitions for
Custodian of Records, Official Personnel File, and Individually Identifiable
Health Information (ITHI).

General

(B)(1) Added language that Human Resources Department maintains official
personnel files, these are the property of the County, and how the files are
retained.

Official Personnel Files

(O)(1) Added language identifying that the files are electronic.

O)2) Clarified that the file contains all personnel-related information on a County
employee in lieu of a list of identified items (A-O).

Official Benefits Files (formerly Official Insurance Files)

(D)(1) Clarified that the files are kept electronically.

(D)(3) Added that the County abides by all State and Federal privacy laws to
maintain the health information, including the requirement to issue Notices.

Form I-9 Employment Eligibility Verification Archive Files

(E) Added language that documents are retained in separate files.
(B)1 Added the Employment Eligibility Verification Form
(E)2) Changed the requirement for retaining supporting documents to retaining

electronic images of the supporting documents.

Official Payroll Files
(F)(1) Added language that documents are retained in a separate file, in an
electronic format. Identified the documents that Payroll retains.
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Medical Files
(G) Add a new section for Medical Files and what they contain.

Occupational Health Files
(H) Added a new Section for Occupational Health Files and what they contain.

Department File (Previously Section G)

(D(1) Identified what can be contained in department personnel files in lieu of a
list of identified items (A-L).

D(?2) Added language that the document may be electronic in nature.

(DA) Identified the medical documents that are permissible to be held in
department personnel files.

(DH4) Added language to note that the files may be electronic. Transferring
department no longer to retain information on prior employees.

(D(5) Removed this section.

Access to Personnel Files (Previously Section H)
(1)(h) Added language for a hiring department to view an official personnel file.
)7 Added a reference to Administrative Procedure 23-16 III (A)(2).
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A.

Definitions

“‘Access” means to have authorization to view, examine, copy, obtain
information from, or add to personnel files as defined in this policy.

"Custodian of Records” means the person(s) designated by the County
Administrator to be in charge of official employee records. For the purpose
of inquiries and/or subpoenas, the Director of Human Resources is
designated the custodian of personnel records and the Director of Finance
and Risk Management is designated the Custodian of financial records.

“‘Maintain” means collect, file, update, use, or disseminate.

"Official Benefits File" means insurance and benefits information
maintained on current County employees.

“Official Personnel File” means any employment information maintained on
current or former County Employees.

“Official Payroll File” means any payroll information maintained on current
County employees.

“‘Individually Identifiable Health Information” (IIHI) is medical demographic,
or payment information that identifies or could be used to identify the
individual to whom it belongs. This can include:

1. Information created or received by a healthcare provider, health plan,
employer, or Healthcare Clearinghouse;

2. Information about the individual’'s past, present or future physical or
mental health or condition:

3. Details about the provision of healthcare to the individual, or

4. Any payments for the provision of healthcare to the individual.

"Record" means any information maintained on an individual with their
name and/or other identification.

B. General

1.

Pima County Human Resources Department maintains official personnel
files for each employee upon hire. These files are kept in an electronic
format, are the property of the County, and are kept in compliance with
applicable records retention schedules.

Effective personnel administration requires the gathering and use of
information concerning employees. Personnel files shall be established



PIMA COUNTY PERSONNEL POLICIES Page 2

8-118 -

PERSONNEL RECORDS Effective Date: December 2, 2025

and maintained in a manner designed to protect the privacy of all
concerned.

Each Department Director or Elected Official is responsible for ensuring that
employment information is filed in the appropriate personnel file.

To avoid inappropriate disclosure of records pertaining to County
employees, all inquiries for personnel information shall be referred to the
Custodian of personnel records and all inquiries for payroll information shall
be referred to the Custodian of financial records. Departments shall instruct
all employees that inquiries regarding current and former employees, made
either verbally or in writing, are to be referred to the appropriate Custodian
of records. This Policy shall be adhered to regardless of how routine or
insignificant the inquiry may be.

C. Official Personnel Files

1.

Official personnel files shall be maintained by Human Resources and are
the property of Pima County Government. Official personnel files are
electronic in format and maintained as such.

Each official personnel file contains all personnel-related information for
every County Employee in accordance with all applicable laws, to include,
but not limited to, job applications, onboarding forms, Loyalty Oaths,
performance evaluations, disciplinary actions, grievances, letters of job-
related recognition, training records, documents related to licenses and
certifications and formal commendations.

D. Official Benefits Files

Official benefits files are electronic and maintained by Human Resources in a
separate file, and contain:

1.

2.

Medical and Dental membership records;
Life insurance membership records; and

Other supplemental benefit records. To the extent that the file contains IIHI,
the County abides by all State and Federal privacy laws to maintain the
privacy of that health information. The County will provide the employee
with a Notice as to the legal duties and privacy practices with respect to
health information the County collects and maintains, and abides by the
terms of that Notice, subject to specific reservation of rights listed on the
Notice.
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E.

Form -9 Employment Eligibility Verification Archive Files

Official Form 1-9 archive files are maintained by Human Resources in a separate
file and contain the following-information:

1. Form I-9 (Employment Eligibility Verification Form); and

2. Electronic images of required supporting documentation as identified by U.S.
Citizenship and Immigration Services.

Official Payroll Files

1. Official payroll files are maintained by the Finance and Risk Management
Department in a separate file and in electronic format to include tax
elections and authorizations for deductions contain:

2. The Finance and Risk Management Department shall respond to civil
subpoenas for any payroll records in the same manner outlined in J(5)
below.

Medical Files

Medical files, to include IIHI, are maintained by Human Resources in a separate
file and contain all Family and Medical Leave Act (FMLA), Americans with
Disabilities (ADA), and short-term disability paperwork, and supporting
documentation. This information is not disclosed, except as required by law.

Occupational Health Files

Occupational Health files are maintained by Human Resources in a separate file
and contain pre-employment and renewal physicals, commercial driver’s license
information, vaccination records, industrial hygiene surveillance records, Special
Medical Evaluation records, lab results, drug and alcohol testing results, and
Substance Abuse Provider recommendations. This information is not disclosed
except as required by law.

Department Files

1. Department personnel files should be limited in scope and defer to the
Official Personnel file to avoid duplication. ltems should only be retained
that are necessary for the department’s functioning, such as telecommuting
agreements, outside employment approvals, informal and formal discipline,
and employee evaluations.

2. Hard copy files are not required. Electronic documents and/or Workday
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3. Department files must not contain any medical documents containing a
medical diagnosis or treatment. They may include initial reports of an
industrial accident/injury completed by the employee or supervisor and/or
employee work restrictions.

4. Upon request, departments shall provide an opportunity for employees to
review their department personnel file.

5. Department files shall be relocated to the receiving department when an
employee transfers. The files may be electronic files.

J. Access to Personnel Files

1. Official Personnel files shall not be disclosed except as required by law.
The following persons may be allowed access to Official Personnel files:

a. Members of the Board of Supervisors;

b. The County Administrator or designee;

C. The employee or the employee's designated representative who has
written authorization from the employee;

d. Authorized County staff with the approval of the Director of Human
Resources or designee;

e. Law enforcement and investigative organizations' staff in the course
of their duty, when required, and only after presentation of proper
identification and a release signed by the employee, or a subpoena
calling for release of the records;

f. Internal, state and federal auditors in the course of their duty, when
required, and only after presentation of proper identification and
notification of the audit;

g. The employee’s Department Director or Elected Official,

h. A hiring Department Director or Elected Official for which an
employee is applying for a position.

2. The Director of Human Resources may provide access to persons other

than those cited in this Policy upon determination that such persons in the
course of their official duties have a valid need-to-know.
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3. Department personnel files shall not be disclosed except as required by law.
The following persons may be allowed access:

a. The County Administrator or designee;

b. The employee or the employee's designated representative, who has
written authorization from the employee;

C. The Department Director or Elected Official and authorized
departmental staff;

d. Law enforcement and investigative organizations’ staff in the course
of their duty, when required, and only after presentation of proper
identification and a release signed by the employee, or a subpoena
calling for release of the records.

4. Department Director or Elected Official and/or the Director of Human
Resources shall require reasonable identification of individuals requesting
information to ensure that records are disclosed only to the proper persons.

5. Human Resources shall respond to civil subpoenas for any personnel
records as follows:

a. Notify the affected employee;

b. Determine whether to seek, through the County Attorney, a
protective order restricting dissemination to only such materials as
are necessary and proper; and

C. Comply with the subpoena as required by law.

6. Each employee and/or their authorized representative has the right to
review the employee's personnel files. With reasonable notice given to
Human Resources, files may be reviewed at Human Resources in the
presence of authorized staff.

7. Employees shall be provided with copies of their own personnel records for
a fee not to exceed the actual cost of providing the copy, or the prescribed
statutory fee, if any, whichever is less. (See Administrative Procedure 23-
16 11(A)(2).)
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A.

Definitions

1. “Access” means to have authorization to
toview, examine, copy, obtain information ferom, or add to Qersonnel files

as defined in this policy.“Recerd”means-any-information-maintained-on-an
individualwith-his/her-name-and/or-otheridentification-

2. "Custodian of Records” means the person(s) designated by the County
Administrator to be in charge of official employee records. For the purpose

of inquiries _and/or subpoenas, the Director of Human Resources is
designated the custodian of personnel records and the Director of Finance
nd RISk Management is de3|gnated the Custodlan of f|nanC|a| records

5 "Official insurance-Benefits Ffile" means insurance and benefits information
maintained on current County employees.

5 “Official Personnel fFile” means any employment information maintained on
current or former County Employees.

6. “Official Ppayroll fFile” means any payroll information maintained on current
County employees

7. “Ind|V|duaIIv Identlflable Health Informatlon (IIHD) is medlcal demoqraphlc

or payment information that identifies or could be used to identify the
individual to whom it belongs. This can include:

1. Information created or received by a healthcare provider, health plan,
employer, or Healthcare Clearinghouse;

2. Information about the individual's past, present or future physical or
mental health or condition:

3. Details about the provision of healthcare to the individual, or

1.4. Any payments for the provision of healthcare to the individual.
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841

"Record" means any information maintained on an individual with
histhertheir name and/or other identification.

B. General

42

32.

| 43

4——Pima County Human Resources Department maintains official
personnel files for each employee upon hire. These files are kept in an
electronic format, are the property of the County, and are kept in compliance
with applicable records retention schedules.

Effective personnel administration requires the gathering and use of
information concerning employees. Personnel files shall be established
and maintained in a manner designed to protect the privacy of all
concerned.

Each Appointing—Autherity—Department Director or Elected Official is
responsible for ensuring that employment information is filed in the

appropriate personnel file.

To avoid inappropriate disclosure of records pertaining to County
employees, all inquiries for personnel information shall be referred to the
Custodian of personnel records and all inquiries for payroll information shall
be referred to the Custodian of financial records. Departments shall instruct
all employees that inquiries regarding current and former employees, made
either verbally or in writing, are to be referred to the appropriate Custodian
of records. This Policy shall be adhered to regardless of how routine or
insignificant the inquiry may be.

C. Official Personnel Files

i

Official personnel files shall be maintained by Human Resources and are
the property of Pima County Government.__ Official personnel files are
electronic in format and maintained as such.

Each official personnel file sheuld-contains all personnel-related information
for every County Employee in accordance with all applicable laws, to
include, but not limited todecumentation-of-official-personnel-actions—and
may-include butis-notlimited-te, job applications, onboarding forms, Loyalty

Oaths, performance evaluations, disciplinary actions, grievances, letters of
job-related recognition, training records, documents related to licenses and

certifications and formal commendations.-the-following-information:
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D. Official Iasurance-Benefits Files

Official insurance—benefits files are electronic _and maintained by Human

Resources in a separate file, and sheuld-contain-the-following-information:

1. Medical and Dental membership records;
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G.

3-2. _ Life insurance membership records; and

4.3.  Other supplemental benefit records. To the extent that the file contains [IHI,
the County abides by all State and Federal privacy laws to maintain the
privacy of that health information. The County will provide the employee
with a Notice as to the legal duties and privacy practices with respect to
health information the County collects and maintains, and abides by the
terms of that Notice, subject to specific reservation of rights listed on the
Notice.

Form 1-9 Employment Eligibility Verification Archive Files

Official Form [-9 archive files are maintained by Human Resources_in a separate
file and shallcontain the following-information:

1. Form I-9 (Employment Eligibility Verification Form); and

2. Supporting—documentation:Electronic _images of required supporting

documentation as identified by U.S. Citizenship and Immigration Services.

Official Payroll Files

i Official payroll files are maintained by the Finance and Risk Management
Department in a separate file and shewldin -electronic format to include tax
elections and authorizations for deductions contain—the—fellowing

2. The Finance and Risk Management Department shall respond to civil
subpoenas for any payroll records in the same manner outlined in H(J)5
below.

Medical Files
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Medical files, to include IIHI, are maintained by Human Resources in a separate
file_and contain all Family and Medical Leave Act (FMLA), Americans with
Disabilities (ADA), and short-term disability paperwork, and supporting
documentation. This information is not disclosed, except as required by law.

H. Occupational Health Files

Occupational Health files are maintained by Human Resources in a separate file
and contain pre-employment and renewal physicals, commercial driver’'s license
information, vaccination records, industrial hygiene surveillance records, Special
Medical Evaluation records, lab results, drug and alcohol testing results, and
Substance Abuse Provider recommendations. This information is not disclosed
except as required by law.

|. Department Files

y i 4——Department personnel files should be limited in scope and defer to
the Official Personnel file to avoid duplication. ltems should only be retained
that are necessary for the department’s functioning, such as telecommuting
agreements, outside employment approvals, informal and formal discipline,

and employee evaluations. ecentain-the-following-information:

4.2. Hard copy files are not required. Electronic documents and/or Workday
documents can be retained in their native format and/or location.
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3.2. Department medical-files sheuld-must not contain any medical documents
containing a medical diagnosis or treatment. They may include initial
reports of an industrial accident/injury completed by the employee or

supervisor and/or employee work restrictions. thefollowing-information:

43.  Upon request, departments shall provide an opportunity for employees to
review their department_personnel files.

54.  Department files shall be relocated to the receiving department when an
employee transfers. The files may be electromc files. -Fhe-transferring
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JH.  Access to Personnel Files

1.

Official Ppersonnel files shall not be disclosed except as required by law.
The following persons may be allowed access to Oefficial pPersonnel files:

a.

b.

Members of the Board of Supervisors;
The County Administrator or designee;

The employee or the employee's designated representative who has
written authorization from the employee;

Authorized County staff with the approval of the Director of Human
Resources or designee;

Law enforcement and investigative organizations' staff in the course
of their duty, when required, and only after presentation of proper
identification and a release signed by the employee, or a subpoena
calling for release of the records;

Internal, state and federal auditors in the course of their duty, when
required, and only after presentation of proper identification and
notification of the audit;

The employee’s Appointing—Authority—or—designee Department

Director or Elected Official;

A hiring Department Director or Elected Official for which an

employee is applying for a position.

The Director of Human Resources may provide access to persons other
than those cited in this Policy upon determination that such persons in the
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course of their official duties have a valid need-to-know.

3. Department personnel files shall not be disclosed except as required by law.
The following persons may be allowed access:

a. The County Administrator or designee;

b. The employee or the employee's designated representative, who has
written authorization from the employee;

&. The-Appointing-Authority Department Director or Elected Official-and
authorized departmental staff;

d. Law enforcement and investigative organizations’ staff in the course
of their duty, when required, and only after presentation of proper
identification and a release signed by the employee, or a subpoena
calling for release of the records.

4. Appointing-Autherities-Department Director or Elected Official and/or the
Director of Human Resources shall require reasonable identification of
individuals requesting information to ensure that records are disclosed only
to the proper persons.

3. Human Resources shall respond to civil subpoenas for any personnel
records as follows:

a. Notify the affected employee;

b. Determine whether to seek, through the County Attorney, a
protective order restricting dissemination to only such materials as
are necessary and proper; and

C. Comply with the subpoena as required by law.

H—08. Each employee and/or their hisfher-authorized representative has
the right to review the employee's personnel files. With reasonable notice
given to Human Resources, files may be reviewed at Human Resources in
the presence of authorized staff.

7. Employees shall be provided with copies of their own personnel records for
a fee not to exceed the actual cost of providing the copy, or the prescribed
statutory fee, if any, whichever is less. (See Administrative Procedure 23-

16 H(A)(2).)
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