BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER (PL):  293-03
DATE:  June 4, 1998

SUBJECT:  Employee Relations Case Files

I.
PURPOSE


To update instructions on assembling and maintaining case files regarding disciplinary actions, adverse actions (disciplinary and nondisciplinary), other remedial actions, grievances, and appeals.  This issuance supersedes Personnel Letter 293-1, dated July 7, 1983.

II.
REFERENCES AND RELATED INFORMATION


A.
AUTHORITIES

· Privacy Act of 1974, 5 U.S.C. 552a

· System-of-Records:  OPM/GOVT-3, Records of Adverse Actions, Performance-Based Reduction in Grade and Removal Actions, and Termination of Probationers

· System-of-Records:  OPM/GOVT-2, Employee Performance File

· System-of-Records:  DOE-1, DOE Personnel and General Employment Records

· 5 CFR, Part 293, Subparts A, B, and D


B.
RELATED INFORMATION

· BPA Manual Chapter 400/700A, Employee Relations Program

· BPA Personnel Letter 752-1, Discipline, Adverse Actions, and Alternative Discipline

· BPA Personnel Letter 432-1, Taking Action Based on Unacceptable Performance

· BPA Personnel Letter 315-1, Probationary Periods for New Managers and Supervisors

· BPA Personnel Letter 315-2, Probationary Trial Periods for New Employees

· BPA Personnel Letter 531-1, Requirements for Denying and Withholding Within-Grade Increases

· BPA Personnel Letter 771-1, Administrative Grievance Procedure

· BPA Personnel Letter 308-1, Student Educational Employment Program



BPA procedures regarding official Personnel Files, Employee Medical Files, and Employee Performance Files are located in Personnel Letters 293-1, 293-2, and 293-4, respectively.

III.
RESPONSIBILITIES


Employee Relations Staff is responsible for assembling and maintaining all employee relations cases.

IV.
PRIVACY ACT REQUIREMENTS


The confidentiality of each case file shall be safeguarded in accordance with Privacy Act provisions and requirements of applicable systems of records, including provisions covering routine use and categories of records in the system.


Files are open to review by the subject employee and his/her designated representative in accordance with applicable system-of-records provisions.  Files shall be duplicated and made available as required by the Merit Systems Protection Board or other reviewing authority.

V.
FILE CONTENTS AND MAINTENANCE


Contents of employee relations case files shall consist of only official records (preferably the official file copies) pertinent to the case, as indicated in applicable employee relations instructions (see Section II.B, above).

VI.
LOCATION OF FILES


All employee relations files shall be kept in a locked file, separate from Official Personnel Files (OPFs).

VII.
RETENTION PERIOD


Except as indicated in the paragraph, directly below, employee relations files become inactive when the subject employee leaves BPA rolls.  The file is destroyed seven years after becoming inactive.


Appraisals of unacceptable performance, where a notice of proposed demotion or removal is issued but not effected, and all documents related thereto, manual and automated, pursuant to 5 U.S.C. 4303(d), must be destroyed after the employee completes one year of acceptable performance from the date of the written advance of the proposed removal or reduction in grade notice.  Where any performance-related document is needed in connection with an ongoing administrative, negotiated, quasi-judicial, or judicial proceeding, it may be retained for as long as necessary beyond the retention period identified above.

/s/ Veronica L. Williams
Veronica L. Williams

Manager, Human Resources
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