Employees are
the most valuable
assets of an
organization.

It is crucial to properly maintain your employees’ records. Good recordkeeping can help
you to administer your company's human resource policies with greater efficiency.

“There is more to the HR management
and recordkeeping process than just filing
some employee forms in a filing cabinet”
Most records must be secured, accessible only
to authorized personnel, and stored separately
from other types of records.

Onboard more, worry less.
That’s what you can do when you use
H-Files for your HR management and
recordkeeping processes.
H-Files is a cloud-based HR document

management solution that facilitates a more
efficient way of managing HR documents by
storing them in an electronic archive.

Let’s see how H-Files can help your organization.

Manage personnel files
As a best practice, employers should maintain a personnel file
for each employee. Personnel files should contain data related
to employment. These files should not contain medical
information and certain other types of information.
For instance, medical information should be stored in separate
and confidential medical files. When an employee leaves the
company, his personnel file should be updated to include the
exit interview report (if applicable), separation/resignation
letter, and reason for leaving.

H-Files helps your HR department manage these personnel files throughout the employee lifecycle,
from recruitment, to onboarding and training, down to separation.

Maintain multiple files
The Americans with Disabilities Act (ADA)
requires that all information obtained

from employee medical tests be kept on
separate forms, in separate medical files,
and treated as confidential. This includes,
but is not limited to:

• Doctor's notes and medical certifications
• Requests for medical leave
• Short or long-term disability records
• Drug and alcohol testing records
• Benefit enrollments and claims histories

In addition, an employee's main file should not

include any information that may contain sensitive
information or may reveal a protected characteristic
under federal, state or local nondiscrimination laws,
such as:

•

Date of birth or age

•

Gender

•

Marital or family status

•

Medical history or genetic information

•

National origin or citizenship

•

Religion

H-Files let you manage these sensitive files under a separate folder, ensuring that medical records and all
personally identifying information are kept separate from employee personnel records. It helps you to not only secure
such records but comply with the governmental regulations on safekeeping these types of files.

Apply secure controls
Employee files must be kept secure at all
times, whether they are stored electronically,
on a cloud, or in paper format.
Ideally, the individual responsible for
maintaining employee records should be the
only individual with access. He should be
present whenever a request is made to access
an employee's file.

With H-Files, you can configure and assign access rights so that only the duly authorized personnel can
view and access employment-related information. Ensure that supervisors only view employment-related
information and restrict access to employee medical information and other confidential data.

Provide employee access to personnel files
While there is no federal requirement to grant employees access to their own personnel files, there are several
states that do. Most of these states permit employees to view their files within a "reasonable period of time"
following a written request.

“H-Files lets you provide employees’ access
to certain portions of their records so they
don't have to repeatedly seek for approval,
just to view the information that they need.”
Not only does it saves time on the part of the
employees, but it also reduces the burden to the HR
personnel in processing such requests.

Comply with the recordkeeping requirements of the government
H-Files allows you to assign and configure specific folders to comply with the recordkeeping requirements and
retention periods of various government policies. These policies may include but are not limited to:

•

Americans with Disabilities Act (ADA)

•

Fair Labor Standards Act (FLSA)

•

Family Medical Leave Act (FMLA)

•

Occupational Safety and Health Act (OSH Act)

•

Employee Retirement Income Security Act (ERISA)

By using H-Files to manage these records into different folders, it becomes easy to develop record retention and
destruction policy that defines what documents must be kept, how long they must be kept, and how they are to be

properly discarded.

Let SVI help your business deliver more value-added services to your clients, while ensuring
compliance to governmental regulations, and adapting to the nuances of the new normal.

Software solutions, simplified and friction-free.
We are SVI.

