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FOREWORD 

This docLiment is one of a series or management information publications developed by 
POST for Lise by California law enforcement administrators. 

The material presented in this report i~ lhe product or a POST ~t,i1T ~tudy. Ideas and 
suggestions contributed by the police administrators contacted during the period or thb 
study arc gratefully acknowledged. 

Reactions, comments and opil1ions arc invited (0 pl!rmil POST (0 continllously re-evaluate 
and revise the contents of this publication wilenevcr it is appropriate. 

September, 1974 
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INTRODUCTION 

Police personnel files, ranging in scapI.! from single manil,) Colden; to sophisticated 
computerized personnel information systl.!ll1S, have always bel.!n important to cft'ediw 
police management. Equal employment opportunity legislation, the Fair Labor Standards 
Act, collective bargaining isslles, and heightened interest in human relations factors arc just a 
few of the reasons police personnel records arc taking on added il11portalll':c. 

The National Advisory Commission on Criminal .lUSliCl' Standards alld (~oals rl'coI11J1lL'lllls: 

"Every policc agency il11ll1cditlkly should eslablish a celltral pnsol1llL'1 
information system to facilitate management decision making in assignmcnt. 
promotion, advancement, and the idenliricali()11 <lnd sL'iL'dion or individuals 
ror participation in personnel development programs." 1 

The Commission report stressed that the system should IX' designed to radlitatc statistiL'al 
analysis of personnel resources. 

l.5ecause personnel costs normally repreSl~J1t eighty to ninety perccilt or the tolal budget ror 
law enforcement services, personnel records descrY\: priorilY atlentioll. True valid<ltioll or 
current and future standards for selectioll, ev:tiualioll, :llld promotiol1 of policc pL'rsollllL'1 
may ultimately be based upon document,ltioll L'ontained ill police pcrsonl1el rilL' systeills. 
Court decisions challenging the confidentiality of persollilel nIL's have also fOL'usl'd alklllioll 
on this important aspect oj' records keeping.2 

The overall subject of police personnel adminislnltion is addressed by scwral recognizL'd 
texts and professional journals.3 The purpose or this rcvit'w is to identii'y impnrtant 
clements a personnel records system should contain und I.!xamine alternative methods of 
personnel file management. 

[n small or medium sized law enforcement agencies, a well organized manual personnel rik 
system should be sufficient to meet the needs of the agency. As a department increases in 
size, the expense of automated, or partially automated, systems mllst be weighed against 
both perceived needs and predicted elTecliveness. When other information concerning 
departmental operations is either computerized or recorded within automated microl'ilm 
systems, a personnel records system may orten be included a t a 111 inimul cost. 

Since information must first be gathered lind sorted whether the system be manual or 
automated, the emphasis of this report is a review of alternatives for basic, manual, law 
enforcement personnel records filing systems. 

lNalinoal Advisory COIHmission on {'riminul .I1l\lkt: Sf:mtlanls lind (;oul\,I'IJ/i('l', U.s. (;ovcrnmcntl'rinling Offll'c. 1971. 

21'clcr .I. I'jlc:he.\~ v. the Superior Courl of Lo~ A n!(l.Il's ('ollnly (I'l'/lcvcria); II Cal. 3rd 53 I, 1974. See also, City or I.m 
Angell's v. Superior Courl for Los Angeles ('ollnly (197.1) 109 Cal. Rplr. 365, JJ C.A. 77H. Sec Seclion 6254, ('alifnrnill 
(;nvCfIlllll'nl ('nlie, for l''iC'11lptions listed in California Pullllt' Records A l't. 

31\ hril·r listing or scICl'Il:d rcl"l'rl'llCCS Illls heen ill<.'ilillcd a\ all appendi" 10 Ihis report. 



PERSONNEL FILE MANAGEMENT 

A ccntral pcrsonnel ornee (or function), whether it be stuffed full or part-time, is normally a 
'>tandard. operation. ~ithin city or county gowrnment. The central personnel agency may be 
LInder. d I.fect ~d m 1l11stra tive con trol or it muy be directed by an inuepenucn t board or 
co III 111 IS<,lOn. Such un agency, when dedicated to principles or superior public sel-vil;c and 
lar(.'(.'r development. can provide valuahle assistance to opcrating departments. 

;\ central pc rr.;o nne I. ()rn.c~ can offer br' 'ld starf' assis[al1\,.'l' common [0 all depurtll1L'llts or thl' 
cIty [)r county. I JlI~ olllce ~llOlIld 1]( e expected to maintain dL'lailed personnL'1 records 
wlnell arc operational ill nature and cssential for crfedivl' :ldll1inistnlliol1 or a l:1w 
~'nlon:cment agency .. ~hile copies oj "pl..'ciried IK'rsol1l1el records shOUld be supplkd In Ihl..' 
(.l'nlr;d (ll'rr.;(JJlI1l'1 olllCl'S as required, onlin,II1CL''> or I'l'gul:llioJ1s should no( prohibit thl' 
111;IJIlIl'IlHtlCl 01 nccC'>~ilry rccord.., ilt IiiI..' depilrlllh'/1(al kVL'I.4 If' krlllinology ht'COllll'S illl 
''->'>lll" dep,art III 1..'11 tal ~11.es CHIl hl' l'lltitlL'd "AdlllillislratiVL''' or "1\'rsonnL'1 Milllagl'l1Il'n(" 
Il'cortis, ( on tlnueu liahll/1 bet Wel'll t iiI..' dep:lrlll1ei1 t :lilt! (Ill' Cl'n Ira I p~nmnnl'l Ornel' is 
IIll]WraIIVL'. 

A written din;cliw, d~Ullil1g polkiL's alld rulL's wIJiclJ rcgulall' till' managcl1lent of' 
tiL'partlllental personnel tIleS, shOUld be. issued by the department lIead. This directive should 
cover, hut not net:t.'ssarily be limited to, the I'ollowing sub.kds: 

() Organization and design of the pl!l's()nnl'l records syskm. 

() 

() 

() 

Ikkgation or responsibility ror mainlL'lWi1CL' or each dement nf the total syslem. 

The I(H:al!oll oj' ~t()rilge il~ wl'lI iI~ 'ol'ctlri(y anti con(rol regulations applying to l';t1..'1l 
eleml'nt (I.e" background investigatioJl I'l'c(l!'d'o, tr,lining l'l'cortis, dc.), 

Provisioll for an l'll1ployee (0 ackll()wkdgL' lnaterials bd'ore l'ntry into rik, 

Availability of' cer(ain nil's r' ~evkw by till' cl1lployeL'. 

II ,>\Jould bl' mm~e ciL'al' in (hc directive tlwl bal'l\grounu inVL'stigation inrmmation is not 
avaJ/,lhk lor 1\~VIl'W. by, anyone othl'r Lltan lI1L' department Ilt..'ad or thoRe spccil'kally 
lklcgated till' responSibility lor pl'J'sOJllld lll;Jnagl'll1l'nl. 

Il.ll:. ~latll'" or Internal InvestigHtion Files hL'fol'L" during, and sUbsc(juL'nt to announcement 
(II {lilal rL'slllts and/or eriminal or dvilliligatiol1 should also hI.' clarified. 

4( I W \\ 1"'111. Roy ( '. \1 d .<In'n, 1',,1/(· 1 dmill/\/ralin/l . . lnl t'!lillOIl, rvlt,; raw-II ill. 1972, p. 247.ll. 
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ELEMENTS OF A PERSONNEL RECORDS SYSTE~l 

A comprehensiw personnel records system would nOlll1ally include, but not 11l!L'l'ssarily hL' 
limill:d to, tile ell!ments (or componcnts) listed below: 

Individual EIl'IllL'nts 

() Backgrollnd! nVl.!stigations 

o Perr.;onal In rorm a Lion 

o Personaillealtll 

o Attendance Summary 

o Payroll-Fringe Bendit Reeonh. 

() 'I raining alld I',ducalioll 

() Commendatiolls, Complaints. Acciden(s. alld 1':v:lllIa(ions 

() Internal Invc'>tigations 

Several. if' not each, or the elements listed slHlIJld be rib!' stored, or managed scp(lratL'I). 
For this reason, each oj' thl!se clements will be L'xamined individually in the Idillwing 
discussion. 

A':> mentioned frequently throughout Illis rl..'port, many altL'rnatives \,.'xis( 1'01' combining OJ' 

I'urtller subdividing, as well as titling. tile L'lements listeu aboVl'. Ilowl'VL'r, sl'purallng lIlI.'SL' 
clements into individual components does e;]~e the task o\' retrieving speeirk inl'ormation:ls 
it may be I,eeded. Another important advantage gained is that when partial or rull automatic 
datu processing or microfilm storage systems become feasible, much of the neeL'ssary sortilll:! 
has alread y been accom plished. 

Background Investigations 

A detailed guide for tile investigation of IK'acL' olTicer <lpplicants is contained ill pL'rSlllllll'l 
investigation procedures published by tile COl1lmission on POST. 

Once a background investigation is ,;ol1lplcktl, regardkss or wi1L'lI1L'r the applicanl i~ 
employed or rejected, the eopics or documents and reports L'olkclL'ti shOUld bL' rL'laillL'd in 
rile for whatever period they may be nceded or I'l'quired by law, 

Ikc<lllse most in forma tion con ta ined in thl! Background lnvestiga lion Fi Ie i'> oj) (a ined 
through conl'idcnliul inquiry, tl1is material should be riled apart 1'1'0111 other personl1el 
I'L'conls. Acce!>s (0 1I1ese f'iles SllOlild Ill' carefully controlled by the departlTlenL 
a d III i n is ( ra t (I 1'. 

Although there is no sllch thing as a l'ol1lpklL' cilecklis( ror a thorough investigation, till' 
illustration on page 7 may be Llsl'l'ul for dL'lL'rlllining the status of any baekgJ'()und 
investigation curren tly in process. This \'orm. or olle modil'kcl to ,>uit local l1~ed:-;, could bc 
used as a cover slJeet or the 1'01'111 ibl!11' CUll be prinlcd on the facl..' or (Ill' envdope utili:l.l'd tll 

contain necessary docliments and rl!porls. 

3 



Personal Information 

Th~ Personul fnfonnation section of the personnel records system should consist of at least 
a summary page as illustrated on page 7. This segment of personnel records might also be 
t;lllitI,~d "Administrative" because of the nature of the contents. 

PCNllllwl ()rd~rs (or Personnel Action Forms) which document tile date of employment, 
dlaJ1j.le.., jll a..,signJl1~nt, proJ11otions, demotions, or changes in salary rates should be retained 
lJ1 thh setlioll. 

fill' l'rnployee\ original application or n':SUJJ1e (not to be confused with the personal history 
... latl'1I11'Ilt) call also he retained in the Personal Information section. If not l1laintained 
l'l':.cwllcrl'. one fully com pIc ted f'ingsrprin t card ShOll It! be retained in th is sed ion. 

A rClcml or eqlliplllent (bauges, keys, uniform itel1ls, etc.) issued by the department to un 
oflitt'r lall Ill' maintained on a form such ii' illu<;trated on page 9. Departmental 
org'JJJil,atioJ1 or procedures may require that these re<.:ortis be maintained :11 tI separate. 
"pet'ilk loca [iOI1. 

Persol1al Health File 

fkal(1J records tould be incorporated within the Personalfnrormation section, but the value 
0/ havifl!.! thh information segregated for ease of review shOUld not be overlooked. Separate 
nk~ <Ire a necessity if the department requi/'es a continuing physical fitness program Hnd 
lwriodk physical examination_ 

A Hendance Summary 

Till' hllployee Attendance Summary illustrated on page 11, when properly maintained, 
providc,> up to a two-year visual summary of an employee's attendance. 

I h~' \.:oding suggcsted may depict certain patterns or behavior which are otherwise difficult 
to tli'>l'clver. An employee who consistently L1ses sick leave in conjunction with regular days 
ofT 01' one who always uses all sick leave earned can be identified by scanning this summary 
l'hart. Counseling cun then be offered in order to discover personul problems involved. 

1\ dllplkate of the same form can be used to record overtime worked. This information is 
ll..,ef'lll for payroll and/or budgetary purposes. A full year's illustration of overtime worked 
may al..,o portray scheduling problems not previously noted. 

Pa yroJl-Fringc Bcncfi t Records 

OfTlt'raf payroll n..'conls for law enrorcement ol'l'kl'rs are normally maintained by the 
t'rnployillg jUl'i'idktion's Department or Finlll1ce (O/' Pcrsonnel). Actuul attendance or status 
Il'polling will have to originate al till' departml'ntal, divisiollUI, or even lInit level of 
C11lL'l'atjnll. Til11l' cards, attendance rOrlllS, or daily attivily reports may serve liS originating 
dOrllll1l'llts ror (ilis inl'ormution. 

Data g:llhl'rl'd by Ihl's~' original documents can be transcribed onto an employee attendance 
slIlllmary (desl'1'ilwd in the previous segmenl) hl'rore Uwy arc forwarded to the central 
payroll olTkl'. Other weekly or mont.hly slIll1llwry forms may be lIserul or desirable for 
lorwal'ding bask lit kml<lncl' inf'orl11alion. 
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------________________________ ~==.u======.m==== .............................. ~z ........ mf~&~_ 

LAW ENFORCEMENT OFFICER 

BACKGROUND INVESTIGATION CHECI<LIST 

Name Social Security Number 
I I 
I I I 

Date by 

Medical examination report completed and reviewed 

Fingerprint cards to State Bureau of Identification 

-----------------------------------+-------------~-------
Fingerprint return received ---- BI /I ---------------I---------+---j 

DOCUMENTS VERIFIED 

Date by by 

Birth Certificate Military Discharge 

High School Diploma Driver8 Llcenfte -----------------r----College Transcript 

Mc.rriage Certificate 

REFERENCES CHECKS COMPLETED 

Date by Date by 

Personal References 

Military Records 

Current and Fonner Neighbors 

Former Employers 

Local 

Secondary References 

1------------------- -·----_·--------+----!-·-----------------/---------+----4 

Perftonal Intervlew~ Dale 

by /----------.-- .. -------------------------.---------+-------------I 
by 

Narrative lnv<lsligntion Report Complell!d Date by 

Reviewed and Approved by llateApplicant Status 
1--'- . .- - .. -~.---- -·--4-----......... ----4------:...:....----------t----·-----··----; Date 

Employed ,,-.. ------_ .... --'.'" .-- .----.~--------------;---------.-----
Withdrew 

..... I'" .... - -----_ .. ,_-.. _._------_., -"-' '-- _ ..... _._.-
ReJectod ----- ...... - "-- -" -_.",-------- '-- ... - . 

TF-Z3 - 5 -
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PERSONAL INFORMA 1'ION SUMMAR Y Badge or Employee No. 

Date Employed 
, I 
, I 
I I 

Name 

\

SOCial Security No. 
I , 
I I 
I I 

D.C.B. 

1 
Home Address(s) City Zip 

I-f...,l...,o-,.m_e_'I'_e_l~:~~:~,, ___ . ______ 1..!(_h_O_n_e_(_o_t_h_e_r_t_h_a_n_r_e_S_i_d_e._n_c_c_) __ -'-S __ po_u_se ________________ -----------------"1 
Chil<:1ren 

,. 0------------- .------------~---------------1 

~._" {n~wn Allergies _._. ____ ~ -;-_.,---________ . ______________ ,-,---___ ._. ___ _ 

Addr.9. Phon~ 

c»~~~~~'-r-y-c-o'-n-t-a-c-t--------------------------------------4-A-d-d-r-e-s-s-------------------------+-P-h-o-n-~-------------1 

Name 
Special Skills 

I-:----. ., .. ~.-.--------------------.._:__:_:_..,__------------------.---f 
Languflges Hobbles 

Previous law enforcement expt!rience Prom To 

r--------------------------------------------r-----------+-----------i 
Higher education credits or degrees Date 

Certificates or license! Date 

As sigrunents Date 

Photo 

Promotion" Date 

}ft. " .• __ Wt. ___ _ lJalr ___ • __ Eyes ______ It--------------------------If----------~ 

fF'-Z 1 - 7 -
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RECORD OF EQUIPMENT ISSUED 

l\arne of Law Enforcement Officer 

Last First Middle 

Social Security Number 
, J 

1 i I 
Qt~·. Item Serial No. Issued By Date Issued Acknowledged Date Returned Received By 

-:; ! 

I 

~--~~---------------------------.-.-----------+-------------4----------~----------4-----------r---------~-----------1 

TF-U 
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CONTINUING LOG OF TRAINING AND EDUCATION 

Xame of :"'aw E!l!orcement Officer Social Security Number Date of Birth (Signature attests that the 
I I I info~mation entered on 

rL~a~s~t~~71~~~~ ____ .-~ ____ ~F~ir~s~t ______________ ~ ____ ~M~id~d~l~e __________________ ~ ______ ~' ______ ~I ______ ~ ...... ~~--~l------.v~~~this formha~ been verUied 

--~ I ~~~=~.~_M_O-'---D-a-Y---Y-r-.~_T_~_~_~_~_s_g~c_~_:_:_~_:~r_C_:_:_d_~_S~·~~~_~~~_i_~~~~~_~_~_~~t~%~~_:_~_:_b_~_Y_th_i_S~ 
Dates 

Fro~ To 

I 
! 

COURSE OR SUBJECT TITLE 
COURSE 

lDENTIFICA TION 
NUMBER 

~~-------+!--------~----------------"--------------+--------------~-----------------4------~----+-----+-----+-------------------i 

Page ___ of ___ Pages 

'!:'F -ZO 

Tomis to: ~L-_M __ O. __ J__D_a_Y_L_ __ y_r_·_J ____ _L _____ J_ _____ ~\~f~ili~fz1~f~t~~ ________ ~ __ -----~ 
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- 1975 

, -=["ffii] 
12EQ-=---

L___ _11977 
.c::b:=1 1976 1 __ 

1975 FIRST AID 

ALLEN, Andrew John 

19'76 I 

REQUIRED TRAINING 

ADVANCED OFFICER 

I FIRST AID I 
I FIREARMS I 

SUPER VISOR Y - MANAGElvIENT I 

Suspense (or "Tickler") File 

(3 x 5 card) 

- 17 '. 
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POE?T CERTIFICATES 

I COLLEGE DEGREES] 

I LANGUAGES AND SKILLS I 

~==" 

Skilts Index File 

(3 x 5 card) 

" 
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A ... imilar card file can aJso be <lc ... igned to identify members of a law enforcement agency 
who hold POST Professional Certificates as well as the number and identity of individuals 
within cacll category. . 

The number und identity or officers having degrees (or equivalent hours) can be maintailecl 
ill file i1lld easily up-dilted with the same type of file system as illustrated on page 19. 
Special skills can also he indexed in this manner. 

A,> cJiscussed previously, individual cards should be riled alphabetically within each division 
or the index. 

Vilrjolls l:olc>r coding systems can bl.! combined with the illt/ex rill'S described to signal amost 
any inlormational element deemed userul. 

"Visible I"iles" provide addiliol11tl allernatives which call IK' utilized for slIllllllary rewrtls or 
required cOllrse completions as illustrated helow. Color l:otling, as slIppliL-d by colored tape 
or marker pens is effective when used in COlll1et:lioJ1 with a visible rile system. 

-~--------...,.......-\1[ 
----

Visible File System 

Commendations, Complaints, Accidents, and Evaluations 

----
./ 

./ 

./ 
". 

". 

Ikpendill~ upon the scope or the systL'ms or the volume of records involved, it may be 
advisable to arrange separate storage (or rolders) ror elll:h or these segments. In any elise, a 
sllmmary page or form consistil1g or abstracts brkrIy describing specific incidents will 
quickly illustrate patterns or trends and simplify retrieval of information. 

A listing or brier abstracts of complaints, not to be confused with the full investigative files 
described on the following page, should always indude the final disposition or action taken 
ill L'ucll ease. 

21 
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FILING METHODS 

Methods of sloring'law enforcement personnel records may vary cOllsiderably according to 
tile size of the department as well as the extent of delegation or assignment 01' personnel 
manugcl11ent functions. For purposes of this review only mallual personnel file systems will 
be disl:ussed. Automatic data prol:essing systems will vary al:l:ordil1~ to equipment llsed and 
prognlms adopted. 

One simple and common method or storing personnel illrOrl1lation is 10 utilize olle !'ilL' 
folder to uontain all or the variOlls l]1ents or personnel records muintuim'd. SOJ1lL' 
departments usc a clip or a metal binder t\, secure papers in the !'ilL'. 

The single folder system can be expanded to incorporate several roillers containing onL' nr 
morc clements or the records system. TIleS!.! individual folders !.!un be separated by a heavy 
divider tabbed to identify thc cmployee by name as illustrated below. 

Dividers can also be designed within one single folder, or ready-made "expunuo" type 
folders can be fitted with tabs to separate certain segmepts. 

J AHEM. Andnw J, \... 
rl 

c 

Single folder with dividers Expando file witll tabs 

23 
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SUMMARY 

L~:v ~nforc~ment personncl records systems arc becoming increasingly important to 
effective pollCc management. Some of the reasons for this accelerating trend may be brierIy 
summarized as foJJows: 

() Equal Employment Opportunity legislation. 

o Collective bargaining issues. 

() 1974 Amendments to the Fair Labor Standards Act. 

o ('(.nrt decisions affecting confidentiality o/" personnel files. 

o The need to validate standards for recruitment, selection, and promotion of law 
enforcement officers. 

o Personnel costs which range from eighty to ninety percent of the total budgets of 
most local law enforcement agencies. 

No attempt is made in this report to speculate as to the impact of future legislation and 
court decisions on personnel records. Current trends demand that every police administrator 
maintain awareness of changing legal requirements. The preservation of the confidentiality 
of personnel records will be or utmost future concern. 

The design of a total personnel records system should be tailored to answer the needs of the 
department. Several alternatives exist for effective file management. 

!dentif'ication of the clements (or components) which make up the total system is most 
Important. Whether the system is automated or manual a method should be devised for 
maintaining a current summary or abstract for eaeh eleI~ent. The ease of up-dating these 
summaries and the simplicity of retrieval of information are the most important factors 
involved. 

Writt~n dircctives should define policies and procedures and assure the'overall integrity and 
securIty of the personnel records system. 
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Note: In addition to law enforcement professional journals, publications or suclJ 
organizations as the International Personnel Management Association, The American 
Society for Public Administration, and the American Managemcnt Association providc 

. valuable reference materials for personnel managers. 

Also, a listing of personnel reference materials reccived eaell month by the California State 
Library, entitled, "What's New .... in Personnel", is available at most public libraries 
throughout California. 
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