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Summary: This document developed by the West Virginia Department of Transportation outlines the types of files and papers that should be retained in a transit agency.  For example, documentation that would support an agency in a court of law and allow the agency to defend the agency’s procedures and training policies.
DOCUMENTATION

If an accident or serious incident occurred tomorrow, could you defend and show that your employees were properly hired, trained and fit for duty? Could you produce the necessary documentation that would support you in a court of law and allow you to defend the agency’s procedures and training policies? In the event of a fatal accident, it is quite possible that the National Transportation Safety Board could become involved in the investigation and will have the authority to demand immediate documentation of the employee’s entire training history. It also may be necessary to provide documentation to funding sources that will satisfy your agency’s responsibility. Could you produce any necessary information to requesting funding sources? 

Required Files 
The experts recommend that six, separate filing centers exist for each employee. Each filing center must be kept confidential and be accessible only to pertinent, identified personnel who have oversight of that particular function. 

Personnel File (confidential, accessible Transportation Manager or Supervisor) 
• Attendance records; 

• Employment application and employment history; 

• Employee’s signed authorizations to obtain MVR, criminal background checks, etc.; 

• Copy of current driver’s license and other credentials; 

• Employee’s signed receipt of personnel policies; 

• Employee’s job description; 

• Disciplinary reports; 

• Annual evaluations; and 

• Any other information relative to employment status. 

Work Eligibility File (confidential, accessible to Chief Financial Officer) 
• Federal 1-9 form; 

• Copy of employee’s social security card; and 

• Copy of current driver’s license or other photo ID. 

Payroll (confidential, accessible to Chief Financial Officer) 
• Federal W-4 form; 

• State or local income tax withholding forms; and 

• Wages and benefits and any changes to wages or benefits. 

Medical (confidential, accessible to designated Medical Officer) 
• Physical exam results; and 

• Any documented medical reports pertinent to job performance. 

Training and Credentials File (confidential, accessible to Operations Manager, Drug & Alcohol Program Manager) 

• Copies of documentation of completed training; 

• On-the-job training documentation (Ride checks); and 

• Commendations and observed deficiencies. 

Accident File 
• Accident Investigation reports 

• Insurance claim forms 

• Law Enforcement reports (if available) 

• Emergency Services reports (if available) 

Drug and Alcohol (confidential, Drug & Alcohol Program Manager) 
• Signed acknowledgement forms; 

• Signed receipt of substance abuse policy; 

• Notification of employee’s use of legal drugs; 

• Signed chain of custody forms; 

• Notification of drug testing; 

• Results of drug or alcohol tests. 

All employee files should be considered confidential, and the agency must take reasonable steps to maintain confidentiality and limit access except to designated individuals. In a smaller agency, it is possible that an individual, such as the manager, would act in the capacity of overseer of the majority of files. Drug and Alcohol files, by law (49 CFR 40 and 49 CFR 655), must be locked and kept separate from all other files, only accessible by the designated drug and alcohol program manager. Employees should have access to their own information contained in any of the six filing categories upon submission of written request and signed documentation of receipt. 
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