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PR-105 Personnel records 
 
A. Content: Each employee’s official Personnel file shall contain: 
  

1. The job application for the employee’s current position. 
 
2. The signed job description for the employee’s current position. 
 
3. All performance evaluation reports. 
 
4. A file of Personnel Action Forms (PAF) that have authorized changes in 

employment status, position, classification, or pay.  
 
5. Letters of commendation and certificates. 

 
B. Benefit records: These records are contained separately from the employee’s 

official personnel file and kept in the Benefits office. 
 
C.  Access: Access to any employee’s official Personnel file shall be limited to: 
 

1. The employee or any individual who has written authorization from the 
employee to review the Personnel file. 

 
2. Department/office personnel designated by the Appointing Authority as 

having a need for such information.  
 
3. Yuma County Human Resources Department employees in the line of duty. 
 
4. Officials acting in response to court orders or subpoenas. 
 
5. Officials of a department/office to which the employee has applied. 
 

D. Disclosure of information: The following information will be provided to any 
person pursuant to A.R.S.§ 23-1361: 

 
1.  Name of employee. 
 
2.  Date of employment. 
 
3.  Current and previous position titles and dates received. 
 
4.  Name and location of current and previous departments/offices to which the 

employee has been assigned. 
 
5.  Name of employee’s current or last known supervisor. 
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E. Access to other files: The presence of copies of any item listed in subsection (A) 
in any other informational file concerning that employee shall not in itself confer 
any right of access to such file. 

 
F. Control: 

 
1. Personnel files shall be maintained by the Yuma County Human Resources 

Department and disposed of in conformance with rules and regulations 
promulgated under A.R.S.§ 41-151 et. reg. 

 
2. Any Yuma County Human Resources Department employee who learns 

that any personnel record or its contents has been disclosed by any person 
within the Yuma County Human Resources Department in any manner not 
authorized herein shall immediately report such disclosure to the Chief 
Human Resources Officer who shall notify the affected employee. Any 
failure to comply with this rule subjects the Yuma County Human Resources 
Department employee to dismissal from employment with County 
Government. 

 
Historical Note: Adopted, Eff. 11/25/1994 
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