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TO ALL SUPERVISORS OF CIVILIAN EMPLOYEES.  The following message from AF/ILCXE was previously transmitted to Peterson Complex offices by AFSPC/LCAI.  The Civilian Personnel Office is re-transmitting the message to ensure widest dissemination to supervisors of civilian employees.  As noted, it is imperative that supervisors retain all noted personnel records in their possession until further notice.  

 -----Original Message-----

From:   Croom, Olthea, Ms, AF/ILCXE [mailto:Olthea.Croom@pentagon.af.mil]

Sent:   Friday, April 04, 2003 8:34 AM

Subject:        Civilian Personnel Records Segregation and Retention

1.  Air Force (JACL) and the Department of Justice are in the process of defining a class action lawsuit alleging discrimination of Air Force civilian employees.  Plaintiffs have indicated that they will be challenging appraisals, promotion decision, awards, and other employment related documents over the past several years.  Discovery, the obtaining of facts and information to assist the parties in preparation for trial, will begin shortly.  Since the potential for a world-wide class action exists, all Air Force activities must retain any and all documents, paper, reports, e-mails, or other materials--hard copy, electronic, final copy and drafts—maintained by the personnel offices, management and supervisory officials, relating to the following subject matter areas:

        a.  Official Personnel Files (OPFs)

        b.  Performance appraisals, periodic performance reviews (or feedback) and any reports concerning appraisals and their distributions.

        c.  Supervisor's Employee Work Folders (971 files) and documents therein (do not purge any documents from the file).

        d.  Merit promotion files including all certificates, interview notes, staff summary sheets, and any matrices or other documents regarding candidate's qualifications or selection, and any other documents (i.e., all promotion or competitive staffing actions), any reports concerning promotions and their distributions, staffing or any other documents of any that make any representation of "under representation" or any group an any other documents relating to same.

        e.  All files and matters relating to disciplinary actions.

        f.  All files and matters relating to RIFs.

        g.  All performance award documentation (cash and time-off awards) and any reports concerning performance awards and their distributions.

        h.  Employee lists (name lists)

        i.  Affirmative employment activities/affirmative action documents (including policies, briefings, status reports), accomplishment reports, staffing recommendations (if any), updates on any topic regardless of whether or not it directly relates to the above listed topics , and any communication from or to affirmative employment staff regarding appraisal, promotion, hiring, or bonus decisions, and any communication or document referring to "under representation" of a group defined by race and/or gender (sex).

        j.  Spreadsheets, databases, or other data storage means, in both electronic and any hard copy form pertaining to the above list.

2.  This retention instruction refers to any and all documents and data currently store within any Air Force office, on or off-base staging facility and the National Personnel Records Center.

3.  If there is any doubt concerning whether a particular records category of documents may be purged or should be retained, the records manager should contact the Air Force Records Officer for guidance.

4.  For 11CS:  Notify all Secretariat, Air Staff, and Bolling AFB offices of this requirement.  Your notice should go to the level of Executive Services for all concerned - we do not recommend you notify FARMs only.  Also, please include notice that steps must be taken to ensure these materials are not destroyed or misplaced during the transition to a new Administration.

   //signed//

OLTHEA S. CROOM

Air Force Records Officer

Enterprise Information Management Branch

Force and Information Management Division

Communications and Operations Directorate

Phone: 703-588-6194/Fax: 703-588-6038 (DSN 425-)

