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POLICY

The personnel record is a confidential and limited access file.  Only exempt information may be disclosed to a source without the employees’ permission.  Exempt information is described as items of employment history including salary, work status, work place and longevity.  Any other information cannot be shared with any source without prior written consent on the part of the employee.

PROCEDURE

1. All employees may inspect and copy their own records in the presence of their supervisor or an employee designated by the Head Start Director.

2. The Head Start Director has physical custody of all personnel records.

3. Records shall be stored in a locked file cabinet in a secure location.

4. All files are updated yearly by representative supervisors.

5. Files of past employees will be maintained for a minimum of five years.

6. Official personnel records will be maintained at the Grantee’s (School District #25) office of Human Resources and will be governed by the Grantee’s policy and procedures.

7. Personnel files are maintained as hard copies as noted above and/or on file in electronic format on the computer records system.  Contents of an employee’s personnel file will include the following at minimum; additional items may be included at the discretion of the supervisor or employee within privacy guidelines:

a) Certificates or credentials

b) Employment record

c) Job Classification

d) Performance reviews

e) Supervisor’s letters, when appropriate

In addition, documentation of the employees Declaration of arrests/convictions and background check are kept in a separate file at the School District personnel office.
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