CHAPTER 3

OFFICIAL PERSONNEL FOLDER AND 

                SUPERVISORY FILES 

             (Ref.  Title 5 CFR, Parts 293 - 297)  

Each agency shall establish an Official Personnel Folder (OPF) for each employee.  There will be only one OPF maintained for each employee regardless of service in various agencies.  The OPF of each employee is under the jurisdiction and control of the Office of Personnel Management (OPM).

The OPF is the official repository of personnel actions taken during an employee’s Federal service together with all required supporting documentation.  The folder shall contain long-term records concerning the employee’s status and service as required by OPM’s instructions.  These personnel actions and documents give legal force and effect to personnel transactions and establish employee rights and benefits under the pertinent laws and regulations governing Federal employment.  

When an employee transfers from one agency to another, the last employing (losing) agency shall, on request, transfer the OPF to the new employing agency.  Before transferring the Official Personnel Folder, the losing agency shall: 

· Remove those records of a temporary nature filed on the left side of the folder

· Transfer performance ratings of record and the performance plan on which the most recent rating was based from the Employee Performance File to the OPF, if the ratings and plans are not already maintained in the OPF  

· Ensure that all permanent documents of the folder are complete, correct and present in the folder

Supervisor’s Employee Work Folder

Supervisors have access to certain types of information regarding the employees they supervise.  The Civilian Personnel Operations Center (CPOC) provides supervisors with employee information contained in the automated Defense Civilian Personnel Data system (DCPDS) to aid them in carrying out their supervisory responsibilities.  This information should be maintained in an Official Employee Work Folder.  Supervisors should have a work folder for each employee they supervise.  The Employee Work Folders are independent of any files maintained by the CPOC.  If properly maintained, these files can be a valuable management tool.  

The following is a list of records which can be maintained by the supervisor in this folder: 

· The most current automated Employee Record Brief

· Training records – including any formal training plans
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· Leave schedules 

· Position descriptions

· Performance plans

· Performance ratings

· Pending personnel actions 

· Award recommendations

· Disciplinary/adverse action backup materials

The Employee Work Folder can also be used to record personal emergency information and to document significant events and discussions supervisors have with their employees concerning performance, recognition, training and conduct.  Documentation is a supervisor’s responsibility and should not be assigned to clerical personnel.  Employees have the right to see and initial notes concerning performance or conduct, and may review the contents of their work folder upon request. When an employee separates or transfers to another Army activity or agency, the Work Folder should be destroyed after 60 days.  

Defense Civilian Personnel Data System (DCPDS) 

The Defense Civilian Personnel Data System (DCPDS) is a computer supported system.  In DCPDS, each civilian employee has a master record reflecting over 15,000 characters of  data.  The DCPDS data base contains current, projected, and historical position and employee personnel management data, such as education level, work experience, current grade and step, awards history, completed training, etc.  An employee’s DCPDS file is a computerized personnel file where the OPF is a hard copy record. 

Privacy Act Disclosure Considerations 

Before releasing personal information to third parties, supervisors should consider the consequences, check accuracy, and ensure that no law or directive bans disclosure.  When in doubt, supervisors should contact their local Privacy Act/FOIA Officer.  Managers and supervisors can release personal information to third parties when the employee agrees in writing.  Written consent must be obtained before any of these items of information are released:

· Marital status

· Number and sex of dependents

· Home of Record  (city and state only)

· Home address and phone

· Age and date of birth

· Social Security Account Number
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Disclosing information for which consent is not required (supervisors do not need consent before releasing any of these items): 

· Information releasable under the Freedom of Information Act (FOIA)

· Information for use within DOD by officials or employees with a need to know

· Employee’s name

· Grade

· Pay

· Past duty assignments

· Present and future stateside assignments

· Position title 

· Office, unit address and duty phone number

· Pay date

Disclosing Other Information

The following guidelines should be used to decide whether to release information: 

· Would the subject have a reasonable expectation of privacy in the information requested?

· Would disclosing the information benefit the general public?  The Army considers information as meeting the public interest standard if it reveals anything regarding the operations or activities of the agency, or performance of its statutory duties. 

· Balance the public interest against the individual’s probable loss of privacy.  Do not consider the requester’s purpose, circumstances, or proposed use.  

QUESTIONS AND ANSWERS 

Q:  Where are the OPFs maintained? 
A:   They are maintained at the Civilian Personnel Operations Center (CPOC).

Q:  How is the OPF organized? 
A:   Permanent records concerning the employee’s status and service are filed in chronological order on the right side of the personnel folder.  Temporary records are filed on the left wide. 
Q:  What are some examples of the documents filed on the right side of the OPF? 

A:  Some examples include SF50-B’s (Notification of Personnel Action), health and life insurance enrollments, verification of Veteran’s preference, SF171’s (application for Federal Employment), Letters and Memorandums of Commendation, and other documents substantiating education or experience. 
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Q: What are some examples of the documents filed on the left side of the OPF? 

A:  The left side of the OPF contains temporary records to include SF-52’s (Request for Personnel Actions) position descriptions, and letters of reprimands, caution, warning, or similar kinds of disciplinary letters. 

Q:  What role does the supervisor have in insuring that the OPF is complete and up-to-date? 

A:  Supervisors should encourage their employees to keep their OPFs up-to-date and to review them periodically. 

Q:  May employees obtain copies of documents in their OPF?

A:  Employees are provided a copy of all documents at the time an action concerning them is processed.  Employees should keep these documents together in one location.  Should the need arise, selected copies can be made at the employee’s request. 

Q:  What happens to the OPF when the employee leaves Federal employment?

A:   When the employee leaves Federal service, the OPF is sent to the National Personnel Records Center. 

Q: What is the purpose and use of the OPF?

A:  The OPF is the official depository of the records and reports of personnel actions effected during an employee’s civilian Federal service.  The OPF is used to store in one place, the agency’s official employment records documenting the rights, benefits, qualifications and employment history of all employees.  
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