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 What retention guidelines should employers follow for the Form I-9?

Employers must have a completed Form I-9 for every person on their

payroll (or otherwise receiving remuneration) who is required to

complete Form I-9.

Once an employee no longer works for the employer, the employer

must determine how much longer to keep the employee’s Form I-9.

Employers may purge Form I-9’s of terminated employees 1 year from

their termination date or 3 years from their start date, whichever is

longer.

FAQ



 Does Guardian automatically purge I-9’s?

No. Guardian automatically calculates the purgeable date of

terminated employees, but employers must decide if and when they

would like to purge, as well as which specific I-9’s to purge.

 Can I purge I-9’s in bulk?

Yes. Guardian provides a simple tool for purging multiple I-9’s

simultaneously, as outlined in this tutorial.

 Who is able to purge I-9’s?

Only an Administrator of your Guardian site may purge I-9’s.

FAQ
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Purge Data
To purge I-9s click the 

Administration tab.
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Purge Data
From the Employee Records tab, 

click Purge Data.
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Purge Data
Purgeable I-9’s will appear. 

If no employees are listed than you 

have no purgeable I-9’s at this time.
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Purge Data
Employers may either purge the 

entire employee record along with 

Form I-9’s, or purge only the I-9’s 

while maintaining the employee 

record within Guardian.

Some employers choose to 

maintain the employee record in 

anticipation of future re-hire events.
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Purge Data
To begin the purge process, select 

the employee(s) to be purged, and 

click the Purge button.

To purge all the employees listed, 

click the top-left checkbox to select 

all available employees.
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Purge Data
The user may also select individual

I-9s to be purged by clicking the

individual checkboxes next to the 
employee’s names in the listing

and then clicking the Purge button.
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Purge Data
After clicking the Purge button, an 
alert will appear that reminds the 

user that purging is permanent.

The purge process is not reversible.

If this is acceptable, click Ok.
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Purge Data
A notification will appear once the 

purge process has begun.
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Purge Prevention
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Purge Prevention
If desired, specific employees can 

be excluded from the Purge 

process.

To prevent an employee from 

being purged, search for the 

employee from the Employees tab, 
and click on the employee’s name 

to access their Employee Record. 
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Purge Prevention
Click on the Job Details tab from 

the Employee Record. 

Click Do Not Purge when Eligible to 
prevent the employee from being 

purged, even when eligible.
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For Additional Assistance

• Select Help from the vertical toolbar to access other

Guardian tutorials.

• For additional assistance contact your in-house

Guardian expert.
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Confidential User Guide

Please do not distribute this document outside of your 

organization without our written permission.

Thank you.
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