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FOREWORD

This document is one of a serics of management information publications developed by
POST for use by California law enforcement administrators.

The material presented in this report is the product of a POST staff study. ldeas and
suggestions contributed by the police administrators contacted during the period of this

study are gratefully acknowledged.

Reactions, comments and opinions arce invited to permit POST to continuously re-evaluate
and revise the contents of this publication whenever it is appropriate.

September, 1974
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INTRODUCTION

Police personnel files, ranging in scope from single manily {olders to sophisticated
computerized personnel information systems, have always been important to effective
police management. Equal employment opportunity legislation, the Fair Labor Standards
Act, collective bargaining issucs, and heightened interest in human relations lactors are just a
few of the reasons police personnel records are tuking on added importance.

The National Advisory Commission on Criminal Justice Standards and Gouls recommends:

“lLivery police agency immediately should establish o central personnel
information system to lacilitule management decision making in assignment,
promotion, advancement, and the identification and sclection of individuals
for participation in personnel development progrants.”™ 1

The Commission report stressed that the system should be designed (o Facilitate statistical
analysis of personnel resources.,

Because personnel costs normally represent cighty to ninety percent of the total budget for
law enforcement services, personnel records deserve priority attention, True validation of
current and future standards for sclection, evaluation, and promotion of police pérsonnel
may ultimately be based upon documentation contained in police personnel File systems.
Court decisions challenging the confidentiality of personnet files have also focused attention
on this important aspect of records keeping.?

The overall subject of police personnel administration is addressed by several recopnized
texts and professional journals.3 The purpose of this review is to identify important
clements a personnel records system should contain and examine alternative methods of
personnel file inanagement.

[n small or medium sized law enforcement agencics, a well organized manual personnel file
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 must be weighed against
both perceived needs and predicted effectiveness. When other information concerning
departmental operations is cither computerized or recorded within automated microfilm
systems, a personnel records system may olten be inciuded at a minimal cost.

Since information must first be gathered and 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.

TNational Advisory Commission on Criminal Justice Standards and Goals, Police, 11.S, Government Printing Office, 1973,
2peier ). Pitehess v, the Superior Court of Los Angeles County (Eeheveriny; H Cal. 3rd 531, 1974, Sec also, City of Tos

Angeles v, Superior Court for Los Angeles County (1973) 109 Cul. Rptr. 365, 33 C.A. 778. Sce Section 6254, California
Government Cade, for exemptions listed in California Pablic Records Act.

3A briet fisting of seiected references has beernsincluded asan appendix to this report.



PERSONNEL FiLE MANAGEMENT

A central personnel office (or function), whether it be staffed full or part-time, is normally a
standard operation within city or county government. The central personnel agency may be
under direct administrative control or it may be directed by an independent board or
commission. Such an agency, when dedicated to principles of superior public service and
career development, can provide vatuable assistance to operating departments,

/\‘ central personnel office can offer br ad staff assistance common (o all departments of the
city or county. This ofTice should nc ¢ expected to maintain detailed personnel records
wh.u:h are operational in nature and essential Tor clfective administration ol a law
enforcement agency. While copies of specified personnel records should be supplicd to the
v.:un'lml personnel - olfices as required, ordinances or regulations should not prohibit the
maintenzaace ol necessary records at the departmental level® I terminology hecomes
issue, departmental files can be entitled “Administrative™ or “Personnel Management™
,m“”"d'“", Continued Hiaison between the department and the central personnet office is
mperative.

A written directive, defining policies and rules which regulate  the management of
departimental personnel files, should be issued by the department head. This directive should
cover, but not necessarily be limited to, the following subjects:

-
~—

Organization and design of the personnel records system.
o Delegation of responsibility for maintenance of cach element of the total system,

o The focation of storage as well as seeurity and control reguliations applying to cach
element (iue., background investigation records, training records., ete.).

o Provision for an employee (o acknowledge materials belore entry into file,

o Availability ol certain files I+ -eview by the employee.
i 5hnuhl bc made clear in the direetive that background investigation information is not
available for review by anyoue other than the department head or those specilically

delegated the responsibility for personnel management.

H‘l\i status ol Internal Investigation Files before, during, and subsequent to announcement
ot final results and/or eriminal or civil litigation should also be clarified.

4 . .
OW Wibwn, Roy C Mebaren, Police Adminstranion, 3rd edition, Mcraw 111, 1972, p. 2478,

1o

ELEMENTS OF A PERSONNEL RECORDS SYSTEM

A comprehensive personnel records system woudd normally include, but not necessarily be
fimited to, the efements (or components) listed below:

Individual Elements

o Buackground Tnvestigations

o Personal Information

o Personal Health

0 Attendance Summary

o Payrolt-Fringe Benelit Records

o lraining and Bducation

o Commendations, Complaints, Accidents, and Evaluations

o Internal Investigations

Several, i not cach, of the clements fisted should be filed, stored, or manuaged separately.
For this reason, cach of these elements will be examined individually in the following
discussion,

As mentioned frequently throughout this report, many alternatives exist for combining or
further subdividing, as well as titling, the clements listed above. However, separating these
clements into individual components does case the task of retrieving specific information as
it may be needed. Another important advantage gained is that when partial or full automatic
data processing or microfilm storage systems become feasible, much ol the necessary sorting
has already been uaccomplished.

Background Investigations

A detailed guide for the investigation of peace officer applicants is contained in personnel
investigation procedures published by the Commission on POST.

Once a background investigation is completed, regardless ol whether the applicant is
employed or rejected, the copics ol documents and reports collected should be retained in
file for whatever period they may be needed or required by law.,

Because most information contained in the Background Investigation File is obtuined
through confidential inquiry, this material should be filed apart from other personnel
records. Access too these  files should be  carefully  controlled by the department
administrator.

Although there is no such thing as a complete checklist for a thorough investigation, the
illustration on page 7 may be useful for determining the status of any background
investigation currently in process. This form, or one modificd to suit local needs, could be
used as a cover sheet or the form itself can be printed on the face of the envelope utilized to
contain necessury documents and reports.



Personal Information

The Personal Information 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
entitled “*Administrative” because of the nature of the contents.

Personnel orders (or Personnel Action Forms) which document the date of employment,
changes in assignment, promotions, demotions, or changes in salary rates should be retained
in this section,

The employee’s original application or resume (not to be confused with the persenal history
statement) can also be retained in the Personal Information section. If not maintained
elsewhere, one fully completed fingerprint card should be retained in this section.

A record of equipment (baages, keys, uniform items, cle.) issucd by the department to an
officer can be maintained on a form such as illustrated on page 9. Departmental
organization or procedures may require that these records be maintained at o separalce,
specific location,

Personal Health File

Health records could be incorporated within the Personal Information section, but the value
of having this information segregated for ease of review should not be overlooked. Separate
files ure a necessity if the department requires 4 continuing physical fitness program and
periodic physical examination.

Aftendance Summary

The Employee Attendance Summary illustrated on page 11, when properly maintained,
provides up to a two-year visual summary of an employee’s attendance.

Fhe coding suggested may depict certain patierns of behavior which are otherwise difficult
Lo discover, An employee who consistently uses sick leave in conjunction with regular days
off or one who always uses all sick leave earned can be identified by scanning this summary
chart, Counseling can then be offered in order to discover personal problems involved.

A duplicate ol the same Torm can be used to record overtime worked. This information is
useful for payroll and/or budgetary purposes. A full year’s illustration of overtime worked
may also portray scheduling problems not previously noted.

Payroll-Fringe Benefit Records

Offeral payroll records for law enforcement officers are normally maintained by the
employing jurisdiction’s Department of Finance (or Personnel). Actual attendance or status
reporting will have 1o originate at the departmental, divisional, or even unit level of
aperation. Time cords, attendance forms, or daily activily reports may serve us originating
documents for this information.

Duta gathered by these original documents can be transeribed onto an employee attendunce
summary  (desceribed in the previous segment) belfore they are forwarded to the central
payroll office, Other weekly or monthly summary forms may be useful or desirable for
forwurding basic attendanee information,

gl
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LAW ENFORCEMENT OFFICER

BACKGROUND INVESTIGATION CHECKLIST

Name

Social Security Number

Birth Certificate

Date by
Medical examination report completed-and reviewed
Fingefprint cards to State Bureau of Identification
Fingerprint return received ---- BI #
B DOCUMENTS VERIFIED
Date by Date by

Military Diascharge

High School Diploma

Drivers Licenne

College Transcript

Marriage Certificate

REFERENCES CHECKS COMPLETED

Personal References

Date by

School References

Military Records

Current and Former Neighbors

Credit References

Former Employers

Police Files

Local

Other Areas (Lived and Worked in)

Secondary References

Personal Interviewa Date

by J—

by

by

Narrative Investigation Report Completed Date by

Reviewed and Approved by Date Applicant Status Date

T o Eniployed
e T ’ ; R Withdrew
S —— an - em s e e MU 'Ro_,ectod




PERSONAL INFORMATION SUMMARY

Badge or Employee No.

Name

Social Security No.
} |

i ]
i |

Date E‘mployeld

1 i | |
1 | i i

Home Address(s)

City

Zip

'Home Telephane

Phone {other than residence)

Spouse

Children

Bluod Type o i “ Known Allergies

SN R

F’:l}rlily Duse l::‘r )

Addresu

Phune

Other emergency contact

Name

Address

Phone

Special Skills

Languages

Hobbles

Previous law enforcement experience

From To

Higher education credits or degrees

Date

Photo

Ht. Wit

Halr . Eyes

]

Certificates or licenses Date

Aasgignments Date

Promotiona Date

TF-21
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RECORD OF EQUIPMENT ISSUED

Name of Law Enforcement Officer Social Security Number Date Employed
' | )
Last First Middle i ! { !
Qty. Itemn Serial No. Issued By Date Issued Acknowledged Date Returned Received By

TE-22




EMPLOYEE ATTENDANCE SUMMARY

' . 1 HAME OF CMPLOYEL 2. NAME OF SUPERV
. 1SOR
3. LEPARTMENT, CIvIsIOoN, unY
A, HECOHU OF ANSENCES' SICY. LEAVE YISt VACATION RVER DAY OFF ot HoLl
. OLIDAY eV 37"
¥ AY H
o PAY PERIOD CALENDAR FOR 1975
STM T '
J Y T F S S M T W T F. 8 ) M T v T F S
JANUARY
laNoaRY MAY. SEPTEMBER
1 2 3 1 2
. - : 3 4 5 3
‘ 12 . 8 9 10 1 4 5 6 7 8 9 10 7 8 9 10 n 12 13
14
T9 15 16 17 18 11 12 13 14 15 16 17 14 15 16 17 18 19 20
20 21 22 23 24 25
18 19 20 21 22 23 24
21 22 23 24 25 26
26 2 Z
7 28 29 30 31 25 26 27 28 29 30 3 28 29 30
TOTA
TmAt WORKING DAYS TOTAL WORKING DAYS TOTAL WORKING DAYS
. WORKING HOURS TOT
AL WORK]
' FEBRUARY JUNE MG HOURS OCTOBER TOTAL WORKING HOURS
| T T2 g | 518 7 o 1 ) k| 3
2 3 14
- 5 6 7 8 8 9 10 1 12 13 14 5 6 7 8 9 10 11
10
n 12 13 14 15 15 16 17 18 19 20 21 12 13 14 15 16 17 18
16 17
' 18 19 20 21 22 22 23 24 25 26 R7 28 19 20 21 22 23 24 25
23 24 25 26 27 28 29 30 26 27 28 29 30 31
TOTAL WORKING DAYS j
TOTAL WORKING DAYS
o TOTAL WORKING D
AL WORKING HOURS TOTAL WORKING HOURS TOTAL WORKI:G HgE:S
MA
RCH l JULY NOVEMBER
. _ 1 2 3 4 5 1
2 3
4 5 6 7 8 6 7 8 9 10 11 12 2 3 4 5 6 7 8
9 10 1
1 12 13 14 15 13 14 15 16 17 18 19 9 10 n 12 13 14 15
16 17 :
; 18 19 20 21 22 20 21 22 |23 24 25 26 16 17 18 19 20 21 22
3 24
25 26 27 28 29 27 28 129 30 31 23 24 25 26
- . 27 28 29
‘ TOTAL WORK -
TOT:L von ING DAYS TOTAL WORKING DAYS TOTAL WORKING DAYS
KING HOURS TOTAL WORKING HOURS TOTAL WORKING HOURS
AP
RIL ] . 5 . - AUGUST DECEMBER
1 2 1 2 3 4
5 6
6 7 8
. { 9 10 n 12 3 4 5 [ 7 8 9 7 8 9
O T e T e A Al
10 11 12 13 14 15 Té 14 15 18 17 B LS 20
20
- 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27
28 29
A 30 24 25 26 27 28 29 30 28 2y 30 31
N
TOTAL WOR
. AL KING DAYS TOTAL WORKING DAYS
TOTAL WORKING HOURS 3 roTAL WORKING R
J TOTAL WORKING HOURS TOTAL WORKING HOURS
ANALYSIS OF ABSENCE RECORD FROM TO
. VAGCATION
’ 6. SICK LEAVE THis AVERAGL
. « NUMBEA OF DAYS NUMBER OF HOURS A. NUMBERN OF DAYS EMPLovEE l'dogrg\?!
B.: NUMBEN QF DIFFERENT TIMED B. NUMBER O bR S -
. [ — . F DIFFERENT TIMES
C. P A '
nrut‘m VACATION !MLANC".' DAra HNS C. PRESENT BICK LEAVE BALANCE: OAYSs HRS
T OABAENCE WITHQUT PAY 8, TOTAL ABSEN
f ) SENCES
AL NUMBECA Qr pavys HUMBER OF HOURS A. Numatk oF DAYs )
o H. NuMBeR OF BIFFFRENT TIMLS B. Numaea © ‘ e r e
i . F ODIFFERCNT TiMES
NUMBER OF WORKING DAYS IN THE RPERIOD 10. PERCENTACE OF WORKING D
) y AYS ABSENT

e

NUMBER OF WORKING HOURS IN THE RERIQD

PENCENTAGE OF WORKING HOURS ABSENT

- : AVED © P JO-

Training and Education Records

This component of Personnel Records is becoming increasingly important to the effective
management of u law enforcement agency. Complete and up-to-date records of training and
education completed for individual members of the department are esszntial and should be
casily retrievable.

Training records are important for many obvious reasons. Some ol the most importantare
listed below: ;

o Career counseling and carcer development.

o Determining overall departmen tal training nceds.

o Preparation and justification of training budgets.

o Planning for required and optional refresher courses.

o Development of internal training programs which complement those available
externally.

o Effective auditing of requirements for certification, promotion, or career incentive
programs. »

o Continuing cvaluation of courses and instruction available.

The form shown on page 15 illustrates onc method of maintaining a. continuing log of
training and education as it is completed for an individual law enforcement officer. The
“verified to date” entries at the top of the form can be initiated at the time of employment
or at any time an employee’s training and education records are examined in detail. This
could occur during any career counseling session or at the time an application for a POST
certificate is being prepared. Additional courses completed can be entered on the log
chronologically until the page is full. When a page is filled with entries, new totals are
entered at the bottom of each column. These new totals can then be transferred to a new

page and the process continued.

The principal advantage of the continuing log system is that it provides, with minimal
calculation, a current total of training hours and college credits (quarter or semester units)
for an individual officer. This form should not be considered as a substitute for actual
transcripts or certificates of completion. It can be a useful cover or summary form, however,
if actual documentation is also retained in file. '

Suspense (or “‘tickler”) files designed to signal deadlines for required training, retraining, or
license expiration dates may be valuable supplementary training records. One simple method
of cstablishing a reminder system with u 3™ x 57 card is illustrated on page 17. As an
individual officer completes a required course, his 3" x 57 card is moved ahead and Tfiled
alphabetically within the scgment representing the time period designated as the deadline
for retraining in that specific course. :
In addition to the subjects suggested on page 17, the same type ol tickler Tile can be used to
record completion of required courses for reserve officers and correctional personnel, Other
gpecial subjects applicable to an individual law enforcement agency may also be recorded in
this manner. Curd files for courses which do not have Lo be repeated need only two sections:
“Not completed”™ and “Completed.”



CONTINUING LOG OF TRAINING AND EDUCATION

Last

Name of Law Enforcement Officer

Social Security Number

Date of Birth
1

(Signature attests that the
information entered on

TE-26

First Middle ! ! ! this form has been verified
Date Employed College Credits and is substantiated by
I ' " recards maintained by this
: } Qtr, or Sem,. d ¢ R
TOTALS OF TRAINING AND EDUCATION HOURS = epartment. )
DOCUMENTED AND VERIFIED TO DATE Mo. 1 Day  ¥r Entered By:
i '
Dates COURSE
COURSE OR SUBJECT TITLE IDENTIFICATION INSTITUTION GRADE
From To NUMBER SPONSOR, OR LOCATION}:
'
Mo. | Day | Yr
Page of Pages Totals to: ! !
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A similar card file can also be designed to identify members of a law enforcement agency
who hold POST Professional Certificates as well as the number and identity of individuals
within cach category.

The number and identity of officers having degrees (or equivalent hours) can be maintai-ied
in file and casily up-dated with the same type of file system as illustrated on page 19.
Special skills ean also be indexed in this manner.

As discussed previously, individual cards should be filed alphabetically within each division
af the index.

Various color coding systems can be combined with the index files described to signal amost
any informational element deemed uselul:

“Visible FFiles™ provide additional alternatives which can be utilized for summary records of
required course completions as illustrated below, Color coding, as supplicd by colored tape
or marker pens is effective when used in conncction with a visible file system.
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Visible File System

Commendations, Complaints, Accidents, and Evaluations

Depending upon the scope of the systems or the volume of records involved, it may be
advisable to arrange sepurate storage (or folders) for cach of these segments, Inany casc, a
summary page or form consisting ol abstracts briefly describing specific incidents will
quickly illustrate patterns or trends and simplil'y retricval of information.

A listing ol briel abstracts of complaints, not to be confused with the full investigative files
deseribed on the following page, should atways include the final disposition or action taken
in cach case,

o

FILING METHODS

Mcthods of storing law enforcement personnel records may vary considerably according to
the size of the department as well as the extent of delegation or assignment ol personnel
management functions. For purposes of this review only manual personnel file systems will
be discussed. Automatic data processing systems will vary according to equipment used and
programs adopled,

One simple and common method of storing personnel information is to ulilize once file
folder to contain all of the various - ments ol personnel records maintained. Some
departments use a clip or a metal binder (o sccure papers in the ile,

The single folder system can be expanded to incorporate several Tolders containing one or

more clements of the records system. These individual folders can be separated by a heavy
divider tubbed to identify the employee by name as illustrated below.

P PO P

F o/t e

s

AL G Al sae i s

Beo £ b VR

Tt il I sl

Alibdy endrew Jola

Dividers can also be designed within one singlec folder, or ready-made “‘expando™ type
folders can be fitted with tabs to separate certain segments.

ALLEN, Andraw J-

ALLEN, Andrew J.

Single folder with dividers Lixpando file with tabs

N
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SUMMARY

AL,ng 'crlf()rcgmcnt personnel records systems are becoming increasingly important to
clfcctwq pohce;managcnwnt. Some of the reasons for this accelerating trend may be bricfly
summarized as follows:

o Equal Employment Opportunity legislation.

o Collective bargaining issucs.

0 1974 Amendments to the Fair Labor Standards Act.

o Ceart decisions affecting confidentiality of personnel files.

0o The need to validate standards for recruitment, selection, and promotion of law
enforcement officers,

o Personnel costs which range from cighty to nincety 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
coqrt d_ccisions on personnel records. Current trends demand that every police administrator
m:amtam awareness of changing legal requirements. The preservation of the confidentiality
of personnel records will be of utmost future concern.

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

!dcntxfication ol the clements (or components) which make up the total system is most
mn?ortfm.t. Whether the system is automated or manual, a method should be devised for
maintaining a current summary or abstract for each element. The ease of up-dating these

§uxnxl1lar,1es and the simplicity of retrieval of information are the most important factors
involved,

Wmttgn directives should define policies and procedures and assure the overall integrity and
sceurity of the personnel records system.

b
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