RESOLUTION NO, 185-2022
OF THE BOARD OF SUPERVISORS OF THE COUNTY OF EL DORADO

WHEREAS, on May 9, 1989, the Board of Supervisors adopted Policy Number A-9 directing County
departments to inventory and establish a records management program; and

WHEREAS, the Department of Human Resources seeks approval from the Board of Supervisors to provide
for the proper disposal of County records; and

WHEREAS, the Department of Human Resources finds it necessary to rescind any and all preceding
versions of their retention schedules, including but not limited to: Resolutions 002-2006 for Risk
Management, 049-2004 and 110-2015 for Human Resources, and create a new El Dorado County
Department of Human Resources Records Retention/Disposition Schedule to comply with current State

law; and

WHEREAS, any records destroyed pursuant to the El Dorado County Department of Human Resources
Records Retention/Disposition Schedule are no longer necessary for County purposes and will not
adversely affect the County or the public.

NOW, THEREFORE, BE IT RESOLVED as follows:

1. That the Board of Supervisors for the County of El Dorado adopts the new El Dorado County
Department of Human Resources Records Retention/Disposition Schedule, which is attached
hereto as Exhibit A and incorporated herein by reference.

2. That the records set forth in the schedule may be destroyed afier the designated periods of time
pursuant to such schedules as authorized by the laws referenced in Exhibit A, including
Government Code sections 12946, 26201, & 26202, Labor Code section 1198.5, 8 CCR 3204(d)(1),
8 CCR 14300.33, 22 CCR 1085-3, 8 CFR 274a.2(b)(2) 29 CFR 516.6(2)(2), 29 CFR 825.500, and
29 CFR 1602 et seq. The Board finds that the records identified in Exhibit A that refer to
Government Code section 26202 as justification are no longer necessary for County purposes and
may be destroyed after the designated period of time in Exhibit A,

3. That this resolution shall constitute continuing authority for the destruction of such records as
authorized by the code sections cited above and this resolution shall remain in force and effect until

amended or rescinded.

PASSED AND ADOPTED by the Board of Supervisors of the County of El Dorado at a regular meeting

of said Board, held the _13th day of December , 2022, by the following vote of said Board:
Parlin, Thomas, Hidahl, Turnboo, Novasel
Ayes:
Attest: Noes: Note
Kim Dawson Absent :

Clgrk of the Board of Supervisors

Lori Parlin, Chatr Board of Supervisors
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California Government Code Sections 26200, etseq., i te

niies, plus other

state and federal codes govern retention and destruction of records. Original public

recards may not ba desiroyed until the passage of twoe years and until the ather requirements of Section 26200 et seq. have been met. Litigation clats, complaints, audits and/or

until thay are settied/resohred.

Retentio on
. Office Storage Total 5
tem & Racord Description Justifieation:
— — [rear) (aars) ) (Yeas) Sy $oiam 3

Human Resources' Beard of Supeevisors' Agenda Items 3 o 3 G.C, 26202

IHumm Resources Pollcies and Procedures L) suf:rseded 4 Hindl su‘p:rsaded G.C. 26262 undl superseded + minimum 2 years

Subpoenas for records 2 0 2 G C 26202

Grand Jury Inquinies, Repons, Responses, and backup

it G 2 4 & G.C. 26202
|Venficabons of employment and other general &.C. 26202

A X | La Didiezlves fruman & 4 3 sf..atﬁ!e of limitatians for FEHA cleims is 3 years

resources administration

Classification Plan Until :uf;ﬂeded Unnlsur:meced wwisT:ueded 8.0, 26202

Classification Specifications Until suparseded bl ﬂmmm oz u:p{-;modm G.C. 26202

Classification Study Until supersedad th! sufzersedad stk surzelsaded G.C.26202

New Position Requests (requests from departments for

new positions & subsequent studies) 2 o 2 G C. 26202

R i 1 R (onginal req . backup

information for decision) 2 B G G.C. 26022

Salary Schedulos 25 0 5 G C 26202 son 20 CFR 516 S()(@)

Salary and Benefit Conespondence and Surveys 3 4 T G.C. 26202

22 CCR 1085-2. Employers subject 10 the UIC tode must keep
L layrment Comp and Claims a3 5 4 records for a penod of at least 4 years after the date the
Records and Reports cantributions 1o which thay relate bacome due, or the date the
contibutions are paid, whicheveristhelater |
Compensation Study (and al back-up documentation) | Until st PR [ LI (ol
- G C 26202, G.C. 12048, 20 CFR 1802 31, until settied, 3 yoars

=tV c = eennieion £ Dol . Ducisoles 2 1 3 aftor sattied. EEQC. * Civil Service Comméssian Dacisions will
(finalinactive)

Cvil Service Commussion Agendas and Businass 2 o 2

e Minutes
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I L
Otfice Storage Total "
Item Record Description Justification
o (Yoars) (Years) (Years)
Term of Term of
. amgloyment emplayment g . - ;
‘Complaints and Relale‘d Supporting Documents not andror deaih of 4 andiar death of 29 CFR 1602;&5;;1[’;’{42, DFEM; ERISA, Term of
: Chaimant and Clainwantand | *TPiEyment
Accused Accused + 4
4 [ 10 G.C. 26202
4 10 29 CFR 1602 31 Dupiicate racord; County Counsel is the office
of permanent record
34 regarding Gacisions ot di Tor '-—L—————*
S 2 0 2 G.C. 26202
e e e S [ % = T e A e ==F 3 F o m——— ==
Crsciphnary (comespondence. reports, tapes) 4 [ 10 EQCFR 160231
Employee A (History of units, E Vi
iecion ik, niion) Until superseded Parmanent Parmanent G.C. 28202 parmanent for search/isteric valus
Tarm of Tarm of
. employment employment and |5.C. 12848, Labor Code section 1198.5; 29 CFR 1602 et seq;
Gtievances (inactive/final) andfor death or 4 or death or when |untii settled; 3 yoars after seitled
Seftied settled + 4 years
X of Under q Until superseded Permanent Parmanent G C. 26202 permanent for search/histonc value
Filas and Noles 7 8 15 G.C. 26202
o e LomeLte Ssin;camesp 4 4 8 20 CFR 1802.31
General regarding of for
labod saletions 2 0 2 G.C. 26202
[Appicant Complaints, Investgations, Appeals of : ; ;
R & Selachons, (nactivefinal 2 2 4 G.C. 26202; G.C. 12946; 29 CFR 1502, EECC
Torm of 29 CFR 1602 31 & 1627.3(b)(n). 8 CCR 3204(d){1) et seq
Tem of o ‘ (madical 30 yrs), G.C 12046; Tenmn of employment and/or death
Employes Personnel Files - Inactive employrnent 4 :%ﬂory::% + 4, Statute of imitations is 4 yrs on wage issues;
andfor death inactive + 4 B EEOC -2 yrs fraction taken of after final disposition of itigation;
e OFEH - 2 yrs after emplaymant action
Equal E O & g
(EEQ-45) and Equal Opportunity Plans (i::EOPsJ 3 7 10 29 GFR 1602.14
3 aler hire or 1 3 after hure of 1
Federal |- Forms after term, 0 after term, CFRZIsa0E
whichever is later whichever is later
Pasition Recrutment Records (Requisition, notice of
recrutment, ing licati pr it t 5 0 5 G.C. 26202; EEOC; 29 CFR 1602 et seq,G.C. 12845; DFEH;
testing recerds, selection matarials, eligibility lists. FCRA
certification lists, und checks;
Restoration. Re-amployment, and Transfer Lists B 4 G C. Sechon 12946
[Petsonnal Allocation List as of /30 each fiscal year 25 [] 25 G.C. 26202
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Office Storage Total <
item # Record Description Justification
: it i [Years) (Years) (Years)
Position Control Reports 3 [*] 3 G .C. 26202
Tumaovor Statistics 10 [] 10 G.C. 26202
‘memaranda regarding decisions or directives for

solection, and/or fetention £ g Z 3 120202
Expired Conlracts - $10.000 or more 2 4 [ G.C. 26202
Expired Contracts - Less than $10.000 2 4 8 G.C 26202

endor Contracts - Terminated 3 3 8
Ingurance Policies Permanent Permanent DO NOT DESTROY
Training Recotds. 8 0 8 G.C. 26202
Acadentinury OSHA Reports 2 50 52 ]G C.26202: 8 CCR 1420033
DMV Reports 2 5 8 G.C. 26202
G C.26202; 8 CCR 14300.33 [retain OSHA 300 forms for five

2 years following end of the calendas year that the records cover;

Empioyee Injuryfiliness Reparts & g 4 relain OSHA 200 forms for 5 yoars following the year to which
the records relate]
IiPP Matenats, i [ ions [] G.C. 26202. 8 CCR 3203
Incident Report 6 G.C. 26202: 8 CCR 14300.33
Property Loss Records 3 G
Safety/Loss Records 50 [
Violenca in the Workplace Data [] G
Miscellaneous and Files. 2 [] [
o - 5 =
Affiiated Agencies 2 1 .C.
ICOBRA Information 2 1 1
Health Plan 2 1 1 |G C 26202
. < G C. 26202: 29 CFR 1627 3(b){2).ERISA 107 29 USC 1027,

Employes Health Benefits, including EAP and billing 3 2 5 G C. 12046, DFEH adm 4 ot
FMLA Records
- Leave polcies and kenefits
- Dates and howss of leave used .
+ Records relating to any dispute regarding 3 3 FALLAI29,GFR825 200:(3 yeate)
designation of leave

banefits relating to the leave
Maodical Leave/Disability 3 1] 3 29 CFR 825500 GC 12846

4 26 30 Duration of empleyment, + 30 years 3 CCR 3204{1)(1)
yee Exposure Records 4 26 0 8 CCR 3204(d)(1)

Pre-Employment Medical Testing Records [ 0 4 G.C. 268202
Retrement Plans and/or CalPERS files, rates. contracts, 2 Permanent Permanent  |G.C. 28202; p for historical th purp

elc
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Total

Office Storage: L
ftem # Record Description Justification
el (Years) {Vears) :
Misceflaneous insurance and Files 2 13
5 k n G N
Cbs: Woerkers' Compensation Without Future Medical 1 frominjury 9 10 i ot W Ciatc ol
lwhichever is later)
Workers' Compensation With Future Medical Award 5 Permanent Parmanent 8 CCR 15400 2 (selfinsurance) - DO NOT DESTROY

Records will be kept electronicaily where appropriate, with hard copies, if they exist, consicered to be duplicates that da not need fo be retained.
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