

















Civil Service Department
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number
Legal Retention

Aptitude and Skills Test Records -
Tests

Tests - Records relating to aptitude or skills tests required of job applicants or
of current personnel to qualify for promotion or transfer including civil service
examinations. Retention Note: One copy of each different test (different in
terms of either questions or administration procedures) should be retained for
the period indicated.

GR 1050-02B
US + 2 years

Aptitude and Skills Test Records -

Test papers of persons taking tests. This includes answer sheets, machine

GR 1050-02C *

Test Papers readable scoring sheets, and candidates’ assessment center written responses, 4 years
Aptitude and Skills Test Records — | Records, other than those noted (a) — (c), relating to the planning and GR 1050-02D
Other records administration of tests. This would include item review information, pass 3 years

point information, disqualification sheets, assessors’ notes and rating sheets,
assessor training manual, minimum qualifications development information,
etc.

Aptitude and Skilils Test Records -
Post Administration Analysis of
Police and Fire promotional
examinations

Reports describing the process of developing and administering Police and Fire
promotional examinations and the post-administration analysis of the
examination results.

GR 1050-02R *

6 years
Kyle Royster vs. City of Dallas -
Agreed Order of Dismissal — June
8, 1993

Disciplinary and Adverse Action
Records
Trial Board/ALJ Documents

Records created by personnel or supervisory officers in considering or
reconsidering an appeal, an adverse action (e.g., demotion, probation,
termination, suspension, leave without pay against an employee, including, as
applicable, witness and employee statements, interview reports, exhibits,
reports of findings and decisions and judgments.

GR 1050-07 *
AC + 4 years

Empioyee Selection Records

Interviews, interview questions, upgrades, descriptions, job advertisements,
written scores, employment applications, transcripts, and letters of reference
and similar documents whose submission by candidates for vacant positions or
for promotion, transfer, or training opportunity (both hired and not hired) or for
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required on the application form, by application procedures, or in the
employment advertisement.
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GR 1050-11C
2 years from creation/receipt or
action taken, whichever is later

* = retention approved by Resolution #10-0687 AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End
Exempt = Exempt from Destruction Request Requirement FE = Fiscal-year End GR = General Records Schedule LA = Life of Asset US = Until Superseded
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