1.  Contents of Employee File
Mandatory 
· IRS Forms like W-4 or W-2
· Forms relating to employee benefits
· Emergency contact details
· Pay and compensation information
· Any contract or agreement between the employee and the employer (such as a noncompete agreement, an employment contract, or an agreement relating to a company-provided car)
· Child support/garnishments
· Litigation documents
· Workers’ compensation claims
Not Mandatory but recommended for Best Practices:
· Signed offer letter
· Receipt or signed acknowledgment of employee handbook
· Job description for the position
· Job application (if necessary)
· Resume
· Performance evaluations, including awards or citations for excellent performance
· Complaints from customers and/or coworkers, warnings and/or other disciplinary actions, and notes on attendance or tardiness
· Records of attendance or completion of training programs
· Termination documents (such as reasons why the worker left or was fired, unemployment documents, insurance continuation forms, and so on)
· References and/or background checks
· Drug test results
· Proof of Immunization/TB testing
· Leave of absence, sick, and vacation time records
· Educational transcripts.
· Goal setting records.
· Pre-employment screening (GHDFC uses MRA -Management Research Associates www.mra-ent.com) to evaluate for a potential hire’s individual personality traits and behavior patterns, comprehension speed and factual judgment in trying to match an applicant to job description.
Link to free downloadable employee review templates:
https://www.smartsheet.com/free-employee-performance-review-templates
