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FAQ for Employee Files Project  
 
In response to inquiries regarding the Superintendent's February 15, 2012 letter to Principals directing 
reviews of school files, we provide the following fact sheet to answer questions that have been raised.  
As a guiding principle, file reviews are being conducted to ensure student safety to the extent that 
allegations of misconduct have been raised, but appropriate corrective action has not taken place 
and/or Central Offices have not been informed. 
 
1. Q: What files should we review? 

A: All files.  Review all employee files you have at your school, including those for classified 
employees (certificated itinerant staff, office staff, assistants, food service workers, 
maintenance workers, etc.)  

   
2. Q: What files should we send to Staff Relations? 

A: All files relating to potential harm to children, e.g., inappropriate language; demeaning 
treatment; allegations of physical or sexual abuse; and inappropriate relationships. 

 
3. Q: How far back do I review the files? 

A: Review all files you have regardless of date. 
 
4. Q: Can I delegate this review to a co-administrator? 

A: In his memo dated February 15, 2012, Dr. Deasy directed principals to do this work. 
 
5. Q: When is the Confirmation Form Due? 

A: 60 calendar days from your receipt of Dr. Deasy’s memo, or approximately April 16, 2012. By 
completing the form, you are confirming that you have reviewed the school files as directed in 
the memo. 

 
6. Q: What if a file contains information on an incident of possible child abuse? The incident  

might have been reported already, but I have no way of knowing that. Do I file a  
report? 

        A. Yes. 
 
7. Q: What if I come across an incident where it looks like no action was taken? 

A: If you suspect child abuse, file a Suspected Child Abuse Report (SCAR) immediately and contact 
your Local District Operations Coordinator to assist you further.  In any event, work with your 
OSR Field Director or Labor Relations Representative on conducting the investigation.  If law 
enforcement tells you not to investigate, make a note of it for the file (including the name and 
identification/badge number of who you have called along with the date and time of the call) 
and advise your Principal Leader and the Office of Staff Relations.  

 
8. Q: What if I disagree with the action that was taken on an incident? 

A: Consult your Local District Principal Leader, OSR Field Director or Labor Relations Representative 
on your options. 
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9. Q: What if I come across an incident that involves an employee no longer at my school? 
A: Review the file as indicated above. If the material falls within the parameters of the file review, 

scan and send to OSR. 
 
10. Q: Can employees look at their files? 

A: Yes. They also have the right to append a response to conference summaries as well as to any 
critical material that is in the file. 

 
11. Q: How long should I be keeping pre-disciplinary documents, i.e., conference memos and  

Letters of Reprimand? 
A: Article X, Section 10.1 of the LAUSD-UTLA Collective Bargaining Agreement states that 

employees shall be permitted to “live down” pre-disciplinary documents by the passage of a 
period of four years without a recurrence of the same or similar conduct. After that passage of 
time, if the document is retained (as may be required by law), it should be kept in a separate 
“expired” file.  Any documents in such a file should be reviewed as well. 

 
Retention of classified documents varies by bargaining unit. Call your Labor Relations 
Representative for guidance. 
 

12. Q: How should files be maintained? 
A: School-site personnel files should be maintained with the highest security possible.  This means 

keeping the files in a locking file-cabinet that is stored in a secure, locked location.  Only you and 
your SAA should have access to these files. 

 
13. Q: How long should I keep employee files? 

A: Employee files should be maintained at the site in perpetuity.   
 
14. Q: Am I responsible for actions taken or not taken by my predecessor? 

A: You are only responsible for reviewing all files at your site, including those compiled by your 
predecessors, and forwarding them to Staff Relations.  

 
15. Q: How do you want the information sent to the Office of Staff Relations? 

A: First, make sure that the file doesn’t contain duplicate material. Second, scan the documents as 
a single PDF file for each employee.  You will be emailed a link early next week along with 
further information instructing you on how and where to submit the files.  

 
 

Please contact the Office of Staff Relations at 213-241-6056 if you have questions regarding this FAQ. 
 
 
 

 
 
 
 
 
 


