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PERSONNEL FILES 

 
A personnel file must be maintained for each employee.  This file should include the following 
information: 
 

 Completed and signed W-4 form  

 Completed and signed K-4 form 

 Completed Benefit Enrollment Form 

 Personnel Policies Acknowledgement Receipt  

 Current salary and salary history  

 Position Job Description 

 Record of time used for time off, such as vacation, sick days, personal days, etc. 

 Criminal Records Check report 

 Certificate of attendance at Safe Environment Training Program (Appendix E-Church 
Personnel Acknowledgement Card) 

 Phone number of contact in case of emergency 
 

I-9 forms for each employee are to be kept together in a separate folder. 
 
These personnel files must be safeguarded from unauthorized review.  However, any employee 
may review the contents of his/her file upon request. 
 
Please refer to the manual provided from the OLFE office for any additional information required 
for the maintenance of teachers' personnel files. 
 
NOTE:  Superseded forms (W-4, K-4, Benefit Enrollment Forms, etc.) should be removed from 
the active personnel file and maintained in an archive file that is carried forward each year. 
 
An Employee Personnel Files Checklist is available in Appendix – Personnel Sample 
Forms/Reports. 

 


