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IMPORTANT DISCLAIMER/PLEASE READ:
This document is not legal advice.  No attorney-client relationship exists between Vorys, Sater, Seymour and Pease LLP and any provider referring to this document based merely on this document.  

Recent Ohio law changes could change the retention periods described.  On April 15, 2021, amendments to the state law prohibiting employment discrimination went into effect.  One change was the reduction in the statute of limitations.  This change could alter the retention periods in this document, such as the ones that have been highlighted below.  
A provider with questions or concerns regarding document retention and destruction should seek the advice of qualified legal counsel.
Type of Employment Record:                           Retention Period:

Affirmative Action Plans TC "Affirmative Action Plans" \f C \l "3"  
2 years (current and prior year’s plans)

Includes the annual affirmative action plan document and all supporting and related information regarding employer’s affirmative action plan program.  

EEO-1 and Similar Reports TC "EEO-1 and Similar Reports" \f C \l "3" 
1 year (prior year’s report)

Includes any version of EEO-1 report the employer is required to submit.  

Employee Contracts 
 TC "Employee Contracts" \f C \l "3" 8 years after 

                                                                                                             employment ends

Includes individual employment contracts, memoranda summarizing oral agreements, plans, individual bonus plans, stock option plans, and any other employment-related agreements.  Collective bargaining agreements should be retained for as long as the bargaining relationship with the union continues, plus 8 years.
FMLA Records 
 TC "FMLA Records" \f C \l "3" 6 years after 

                                                                                                             employment ends

All documents related to the administration of a leave of absence under the FMLA, unless the absence was the result of a work-related injury, in which case the retention period for Employee Medical Records for Work-Related Illness/Injury (see below) applies.

HIPAA Documentation TC "HIPAA Documentation" \f C \l "3" 
Longer of 6 years from its creation

                                                                                             or when it was last in effect

         Includes the policies and procedures the employer has implemented to protect health

          information, written communications required by HIPAA, and records of actions,

          activities, or designations required by HIPAA. 
INS Form I-9 TC "INS Form I-9" \f C \l "3" : 
Longer of 3 years after hire or 

                                                                                                  1 year after termination

Job Descriptions TC "Job Descriptions" \f C \l "3"  
6 years
Includes job descriptions and information supporting the development of job descriptions. 

Job Promotion, Demotion, and Transfer Records TC "Job Promotion, Demotion, and Transfer Records" \f C \l "3" 
6 years
Including all records related to the decision-making process for promotions, demotions, and transfers of employees from one job to another, including job postings, advertisements, employee application forms, and bid forms.  

OSHA Summaries and Reports: TC "OSHA Summaries and Reports" \f C \l "3" 
· OSHA Logs TC "( OSHA Logs" \f C \l "4" 
5 years from end of year 

                                                                                     to which documents relate

· OSHA Incident and Accident Reports TC "( OSHA Incident and Accident Reports" \f C \l "4" 
5 years from end of year 

                                                                                     to which documents relate

                     Includes reports of all incidents and accidents of employees, as well as

                     annual summaries.

Payroll Records: TC "Payroll Records" \f C \l "3" 
· Payroll and Employee Service Records TC "( Payroll and Employee Service Records" \f C \l "4" 
6 years
Includes all payroll records and summaries of hours of work on weekly or payroll period basis or longer; annual payroll summaries; W-2 and W-4 forms and related documents; and other basic employment and compensation records with information about employee wages, rates of pay, deductions from pay, and similar information (excluding daily time reports).

· Daily Time Reports TC "( Daily Time Reports" \f C \l "4" 
3 years

Includes time cards, time sheets, and other records of hours worked. 

Personnel File: TC "Personnel File" \f C \l "3"  

· General and Miscellaneous Information TC "( General and Miscellaneous Information" \f C \l "4" 
6 years after 

                                                                                                    employment ends


Includes employee acknowledgements of employee policies (Handbook, drug and alcohol policy, anti-harassment policy); documentation of education, certifications, and training; other documents that do not fit in another section of the personnel file. 

· Confidential Information TC "( Confidential Information" \f C \l "4" 
6 years after 

                                                                                                    employment ends 

Includes employment application and resume; offer letter; tax forms; fringe benefit forms (other than those containing medical and dental information); retirement plan forms; new hire documentation; other status change forms (job change, salary and pay rates, salary and pay rate changes, promotion, demotion, transfer, layoff, termination, etc.); correspondence relating to employee’s employment; garnishment paperwork; attendance records, documentation of disciplinary action; documentation of work performance and behavior (other than periodic performance reviews); letters of commendation, etc.; loan applications; consumer reports obtained regarding the employee; employee polygraph test results and documents relating to the test results; and other information and documents that contain confidential information about the employee.  

· Employee Medical Records for Work-Related 

Illness/Injury TC "( Employee Medical Records for Work-Related Illness/Injury" \f C \l "4"  
30 years after 

                                                                                                    employment ends

Includes all documents that contain medical information about the employee concerning work-related injuries or illnesses, including medical, dental, and disability insurance enrollment forms; medical, dental, and disability insurance claim forms and information; disability and sickness benefits records; reports, notes, and certifications of medical condition from doctors and other health care professionals; return to work forms, Family and Medical Leave Act administration forms (other than attendance records); accident reports; reports and summaries of employee testing that relates to physical or mental conditions; exposure records; analyses using exposure or medical records; and other medical information.  

· Employee Medical Records for Non-Work Related 

Illness/Injury TC "( Employee Medical Records for Non-Work Related Illness/Injury" \f C \l "4"  
6 years after 

                                                                                                    employment ends

Includes all documents that contain medical information about the employee or a member of the employee’s family concerning non-work related injuries or illnesses, including medical, dental, and disability insurance enrollment forms; medical, dental, and disability insurance claim forms and information; disability and sickness benefits records; reports, notes, and certifications of medical condition from doctors and other health care professionals; return to work forms, Family and Medical Leave Act administration forms (other than attendance records); accident reports; reports and summaries of employee testing that relates to physical or mental conditions; and other medical information.

· Periodic Performance Reviews TC "( Periodic Performance Reviews" \f C \l "4" 
6 years after 

                                                                                                    employment ends

Includes periodic performance reviews, assessments and appraisals. 

· Records of Tests Used in Hiring, Promotion or 

Other Employee Selection Processes TC "( Records of Tests Used in Hiring, Promotion or Other Employee Selection Processes" \f C \l "4"  
6 years after 

                                                                                                    employment ends

Includes all documents that contain information about the testing of employees in hiring, promotion or other employee selection process, including tests; agreements with test providers; individual test results (to the extent not maintained in the employee’s personnel file); job descriptions used in conjunction with analysis of test results; validation studies or other analysis of test results; and other related information.  

Policies, Procedures, Fringe Benefit Plans and Policies TC "Policies, Procedures, Fringe Benefit Plans and Policies" \f C \l "3"  
8 years after document

                                                                                                            goes out of effect
Includes one copy of each document that applies to a group or groups of employees, including employee handbooks, other policies and procedures, fringe benefit plans, employee fringe benefit insurance policies, and similar basic documents (other than retirement plans).  

Records Related to Filling of Positions TC "Records Related to Filling of Positions" \f C \l "3" 
 6 years
Includes job descriptions, postings, advertisements, and applications, resumes, tests and other documents related to employment inquiries of applicants not hired.  

Retirement Plans TC "Retirement Plans" \f C \l "3" 
8 years after filing of post-termination, 

                                                                                            post-distribution certificate

· Plan Documents TC "( Plan Documents" \f C \l "4" 
8 years after filing of post-termination, 

                                                                                  post-distribution certificate

Includes retirement plan documents, plan trust documents, summary plan descriptions, IRS and Department of Labor filings, actuarial reports, financial reports, and all supporting documentation.  

· Individual Employee Records TC "( Individual Employee Records" \f C \l "4" 
8 years after filing of 

                                                                                                    post-termination, 

                                                                                  post-distribution certificate

Includes all records related to individual employees’ plan status and participation, including enrollment forms, election forms, investment elections, contributions, loans, and withdrawals. 


Training Records TC "Training Records" \f C \l "3" 
6 years after termination

Includes content, date, time, place, and duration of training; training materials, manuals, and records of those in attendance.  

Workers’ Compensation Documentation TC "Workers’ Compensation Documentation" \f C \l "3" 
5 years after 

                                                                                                               claim has ended

Includes workers compensation records (e.g., company payroll reporting records) not retained in individual employee medical files and not subject to 30-year retention (see Employee Medical Records for Work-Related Illness/Injury above).  
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