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Chapter 293-31tc "Chapter 293-31" \f C \l 1
SUPERVISOR'S WORK FOLDERtc "SUPERVISOR’S WORK FOLDER" \f C \l 1
This Chapter replaces Chapter 10, JSP 2.
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1.  Generaltc "General" \f C \l 2.  This chapter establishes the use and safeguard of the Supervisor's Work Folder and NGB Form 904-1, Supervisors Record of Technician Employment. (Technician Personnel Regulation (TPR) 293-31).  

2.  Purposetc "Purpose" \f C \l 2.  Supervisor work folder provides a system for keeping information about those supervised (i.e. up-to-date records relative to all personnel actions (training, performance ratings, service history, awards, conduct, disciplinary actions and a record of discussions relevant to technician employment).  NGB Form 904-1, Supervisors Record of Technician Employment is the only authorized supervisory employment record used by supervisor to counsel and maintain technician information on subordinate technicians.  The work folders and NGB Form 904-1 are both subject to the Privacy Act and Freedom of Information Act. 
3.  Type of Folder, Location and Safeguardtc "Type of Folder, Location and Safeguard" \f C \l 2.    Human Resource Office will issue to first line supervisors an AF Form 10, with the technicians name on it.  Folders are normally maintained by the supervisor, however other locations may be used if the work site cannot protect folders from casual access, inappropriate disclosure, and invasion of personal privacy.  Access to the working folders is limited to official personnel who have a need for the records in the performance of their official duties.  A technician must be allowed to review the work folder pertaining to him/her.  Technicians wishing to provide access to another person (i.e. union official) he/she must provide the supervisor written notification, which specifically identifies the person to be given access and the records to be provided.  

4.  Folder Contenttc "Folder Content" \f C \l 2.  The following documents are normally maintained in a supervisor working folder:

    a.  NGB Form 904-1, Supervisor's Record of Technician Employment, is the only authorized supervisory employment record.  Human Resource Office (HRO) will complete items 1 through 7 from available records and advises the technician to notify his/her supervisor when data changes.  The remainder of the form is self-explanatory.  The supervisor maintains the remainder of the form and all annotations or entries must be in pencil.   

    b.  Performance-related records may be maintained for no more than 5 years.  They include but are not limited to performance standards and appraisals; records to track performance; documents concerning reconsideration/appeal of performance related matters; performance improvement plans, performance development plans, and memorandums or notations of performance counseling.  

    c.  NGB Form 904-1 is the only document used to document work related or behavioral type counseling. Counseling statements on the NGB Form 904-1 will be review in a timely matter with technician and the technician will be provided the opportunity to initial the counseling statements.  Supervisor will ensure that technicians' annotating an entry on this form understand that the initialing is only to indicate that the counseling took place and the subject matter was reviewed.  Annotations on the NGB Form 904-1 will be erased when it is determined by the supervisor that they are not longer needed.   

    d.  Conduct-related records are maintained in the work folder until no longer relevant to a continuing or recurring problem.  Only letters of reprimand contain specific disposition dates.  Since the HRO maintains the official files for adverse actions, a supervisor would have no need to keep copies once the action is completed (the annotations on the NGB Form 904-1 is sufficient).

    e.  Leave schedules prepared annually to assure timely use of annual leave may be filed in work folders or in a central location.

    f.  Copies of SF 52, Request for Personnel Action, may be kept until action is completed.

    g.  Copies of correspondence or forms related to training may be kept until training is completed.  Training once completed will be annotated in the appropriate area of the form.

    h.  Current position descriptions for each basic position may be filed in work folders or maintained in a central location.  

    i.  Copies of documents supporting an award or commendation may be kept until action is completed.

5.  Prohibited Documentstc "Prohibited Documents" \f C \l 2.  The following documents are prohibited from being filed in a supervisor's work folder:  

    a.  Copies of SFs 50's once the NGB Form 904-1 has been posted.  The employee copy of the SF50 will be given to the technician concerned.  If it is other than the employee copy, it will be destroyed.  

    b.  Security investigative records or reports.

    c.  Pre-employment physicals or telephone inquiry notations.

    d.  Letters of indebtedness, which have no bearing on a technician's ability to perform his/her duties or the reputation of the National Guard.

    e.  Medical records. Except for light duty notifications.  Once the light duty is completed and the technician returns to full duty status medical records will be destroyed.

    f.  Photographs of technicians.

    g.  Resumes.

    h.  Personal notes maintained as memory aids are not official agency records and are not subject to the Privacy Act because they: (a) are retained for the personal use of the supervisor; (b) are not circulated or shown to anyone else; and (c) are retained or discarded solely as the supervisor sees fit (not under regulatory control).  Such notes may not be maintained in the work folder.

6.  Retention and Dispositiontc "Retention and Disposition" \f C \l 2.  Work folders are to be returned to the Human Resource Office if a technician's federal employment with the agency is terminated.  If the technician moves or transfers to another technician supervisor the folder will be updated and sent to the new supervisor.  The Human Resource Office will maintain the work folder for a minimum of 90 calendar days after an action occurs which separates the technician from federal employment.

