
 
Reference: Minnesota Law, 181.960 

 Personnel Files and Medical Records 
Maintained at Human Resources 

Service File 
• Application, Certifi cation, For mal Disci plinary Action, Request for Leave of Abse nce, Tra nsfer Information, Re signation 

Maintained at Department 

Department Personnel File 
• Employ ment Hist ory 

o Accide nt/Incide nt records, Final Agreeme nts & A ctions, Policy Sign-Off, Status Change s, and Application & Hire I nfor mation.  
• Employ ment Traini ng  
• Comme ndations/Awards/Letters  
• Disciplinary Actions  

o When final action is complete, the Supervisor Manage ment File will be kept here.  
• Perfor mance Evaluations  
• Optional files – Payroll, Bene fits  

Maintained by Supervisor 
• Manageme nt file that is use d as a temporary collection point to document infor mation about employee perfor mance and alleged misconduct that is not final.  When final action is complete, place this file in the Department’s Disciplinary Actions file.  

Maintained in separate, locked cabinet, apart from other personnel files. 

Department Medical File – Private/Confidential 
• Drugs & Alcohol Te sts, Medi cal Re ferrals, Supervisor Re port of Injury, Pre -e mploy ment Me dical E xam 
• Psychological Records – Private/ Confide ntial 

 

https://www.revisor.mn.gov/statutes/?id=181.960
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