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     CHAPTER 1 
 
     GENERAL  
 
1-1. PURPOSE.  Supervisor work folders provide an easy access system to keep information that 
might be required to adequately perform supervisory duties on those supervised.  This includes:  knowing a 
worker’s employment history: keeping track of performance, both inadequate and above average 
performance; recording recognition achievement, and/or training; and annotating occurrences in the work 
place which may be needed for reference in correcting conduct deficiencies.  First-level supervisors keep 
separate work folders for each technician; higher-level supervisors are not permitted to maintain duplicate 
work folders.  Work folders are part of the Employee Performance File System and are subject to the 
Privacy Act and Freedom of Information Act.  
         
1-2.      TYPE OF FOLDER, LOCATION AND SAFEGUARDS.  Supervisors will establish folders 
with the technician’s name written or typed on them.  The SF 66, Official Personnel Folder, may not be 
used as the work folder.  Work folders are normally kept at the supervisor’s work site.   If the folder cannot 
be protected from casual access, other locations may be used.   
 
1-3.    CONTENTS.  The following documents are normally maintained in a supervisor work folder:  
 

a. Supervisor’s Checklist for Maintenance of  Supervisory Records. 
 

b. NGB Form 904-1, Supervisor Brief (or a SUPBRF) on each technician.  Record of Technician 
Employment.  It is the only authorized supervisory employment record.  (See Chapter 2 and Figure 
2-1.) 

 
c. Performance-related records may be maintained for no more than 3 years.  They include but are 

not limited to performance elements/standards and ratings of record; records kept to track                  
performance; documents concerning reconsideration/appeal of performance-related matters; 
performance improvement plans; and memorandums or notations of performance counseling.  

 
d. Conduct-related records are maintained until no longer relevant to a continuing or recurring 

problem.  The HRO maintains official files of letters of reprimand or adverse actions; therefore, the 
supervisor has no need to keep a copy of these actions, a notation of NGB Form 904-1or SUPBRF is 
sufficient.  

 
e. Leave schedules prepared annually.  

 
f. Copies of SF 52, Request for Personnel Action, may be kept until action is completed.  

 
g. Copies of correspondence or forms related to training may be kept until training is completed.  

Training plans may be kept until no longer relevant.  
 

h. Copy of employee’s current position descriptions.  
 

i. AGO KY Form 430 (T), Performance Standards and Critical Elements Form.  
 

j. AGO KY Form 430-1 (T), Performance Appraisal Form.  
 

k. Special qualifications verification documents.  
 

l. Supporting documentation for awards or commendation documents may also be held in the work 
folder until actions are completed.    
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m. Kentucky Army and Air National Guard Voluntary Military Technician/ANG-AGR Physical 
Fitness Program Statement of Understanding and Liability.  

 
n. Written clearance form physician for competitive technicians who are not members of the 

National Guard. 
 

o. Kentucky National Guard Automated Information Systems (AIS) Usage Agreement. 
 

NOTE:  Letting a technician know that information has or will be added to the work folder can help to 
reinforce both positive and negative events.  

 
1-4.   DOCUMENTS PROHIBITED FROM FOLDER.  The following documents are prohibited from 
being filed in the Supervisor’s Work Folder:  
 

a. Copies of SF-50s once the NGB Form 904-1 or automated SUPBRF has been posted.  
 

b. Security/ Investigation/Clearance Reports or Records.   
 

c. Pre-employment Information/Resumes or telephone inquiry notations.  
 

d. Letters of indebtedness which have no bearing on the technician’s ability to perform his/her duties 
or the reputation of the National Guard.  

 
e.  Personal medical information/records. 

 
f. SF 181, Race and National Origin Identification, or SF 256, Self identification of Medical 

Disability  (SF-256).  
 

g. Employee’s photograph. 
 

h. Training certificates of completion. 
 

i. Personal notes as outlined in paragraph 1-5. 
 
1-5.     PERSONAL NOTES.  Personal notes maintained as memory aids are not official agency records    

and are not subject to the Privacy Act and are not considered part of the work folder.  These notes:  
 

a.  Are retained for the personal use of the supervisor as temporary memory aids or joggers.  
 
b. Are not circulated to anyone else including other supervisors – FYEO – and/or if you want the 

subject employee.   
 

c. Are not under the control of the agency (i.e., not required by the agency and may be retained or 
 discarded solely as the supervisor sees fit).  

 
d. At any time a supervisor shows personal notes to anyone, they cease being personal notes.  If the 

supervisor physically refers to these notes when counseling the technician, shows them to the next            
level supervisor in discussing a situation, or shows them to HRO personnel when determining what 
actions to take, they become part of the official records of the agency.  All controls and regulations 
that apply to agency records apply, including the right of the technician to have access.   
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1-6.     ACCESS. 

 
 a.     Supervisor’s Work Folders will be maintained in a way best suited to the supervisor’s needs (see          

para 1-2).  However, work folders must be kept in a lockable file/desk drawer at the supervisor’s 
work site, o nearby, if the worksite cannot be secured.     

 
b.    Upon request, a technician must be allowed access to their own work folders.  Technicians wishing 

to provide access to another person must provide the supervisor written notification which 
specifically identifies the person to be given access and the material to be provided.  The record can 
be disclosed to other management officials/employees who have a need for the record in the 
performance of their duties, e.g. HRO, second line supervisor, JAG, IG, EEO, persons acting in 
accordance with the state’s labor agreement(s).   

 
    c.    Duplicate work folders may not be maintained for you (as the first level supervisor) or by higher     

level supervisor’s.  Also no other persons, including those from the organization’s clerical or 
assistant staff, are permitted to or delegated the responsibility for posting and maintaining an 
employee’s Supervisory Work folder.   

 
1-7.      RETENTION AND DISPOSITION. 
 

a. Disposition of the Supervisor’s Work Folder will be as follows:  
 

(1) When the technician moves to a new position serviced by the same HRO, the folder will 
                be forwarded to gaining supervisor. 

  
(2) When the technician moves to a new position serviced by a different HRO, or when   

technician is separated from Federal service, the folder will be destroyed 90 days after the   
separation date.  

 
(3) When a technician is ordered to be extended active duty, the folder may be destroyed 90 

days after the separation date.  A new folder will be established if the technician exercises            
restoration rights.   

 
(4) If a former technician is reemployed, a new folder will be created, unless the prior folder is 

               still available.   
 

(5) If the folder is needed for reasons in paragraph b below, it will be forwarded to HRO.  
 

b. There may be instances where these records should be retained after the 90 day limit (i.e., when 
litigation is pending).  In such cases, HRO will retain work folder until it is no longer needed.     

 
c. Supervisors will dispose of the work folder by forwarding the records (clearly marked as obsolete) 

to the technician, or by shredding, burning, or pulping.   
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APPENDIX A 
 

SUPERVISOR’S CHECKLIST 
FOR MAINTENANCE OF SUPERVISORY FILES 

 
 
This checklist will help you maintain your supervisory records.  It covers the records you need to maintain, and how 
to maintain them.  If you answer “yes” to each of these questions, your records are in good shape.   
 

a) Are your work folders physically located close to you so you can refer to them as often as needed?  

b) Are your work folders protected against casual access, inappropriate disclosure, or invasion of 
personal privacy?  

 
c) Do you personally maintain the work folders on each of your technicians, not passing 

responsibility for filing and updating them on to a secretary or any other administrative personnel?  
 
d) Do you have an NGB Form 904-1/SUPBRF, Supervisors Record of Technician Employment, on each of 

your technicians? 
  
e) Is the information in sections 5, 6, 7, 8, 9, 10 and 11 of each NGB Form 904-1/SUPBRF current for all 

technicians? 
 
f) Do you receive copies of  SF-50, Notification of Personnel Action, on change actions for your 

technicians?  
 
g) Do you post the information from all SF 50s you receive to section 9 of the appropriate NGB Form 904-

1/SUPBRF promptly and give the forms to the technician?  
 
h) Do you record the date and subject of your discussions with each technician in item 12 of that 

technician’s NGB Form 904-1/SUPBRF?  
 
i) If you no longer have room for entries on the NGB Form 904-1 for one of your technicians have  you 

attached an additional NGB Form 904-1/SUPBRF and reflected the number of pages in existence?  
 
j) Do you have current copies of AGO Form 430 (T), Performance Standards and Critical Elements, and 

AGO Form 430-1 (T), Performance Appraisal Form, for each of your technicians IAW TPR 430?  
 
k) Have you removed all performance-related records more than three (3) years old from each file, 

either destroying them or marking them obsolete and giving them to the technician for disposition?  
 
l) Do you have a copy of Optional Form 8, Position Description, for each basic position authorized 

in your section?  
 
m) Do you have a projected leave schedule for each technician you supervise?  

 
n) If the technicians you supervise are covered by a collective bargaining agreement, have you 

reviewed it for additional record-keeping requirements that it may include?   
 
o) Have you recently reviewed and become familiar with the rules governing technician access to 

your work folder pertinent to him/her?   
 

        p)   Have you recently reviewed and are you familiar with the rules governing personal notes in the work 
folders?    
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