G-112:  Personnel Records

Approved by:  Governing Council


Effective Date:  June 13, 2005

Revision Date(s):  



POLICY:
East Mountain High School will maintain a complete official personnel record for each current employee and past employee. The Principal shall be responsible for developing and maintaining an efficient system for the collection, filing, review, inspection, dissemination, storage and security of all personnel records that is consistent with all laws and Governing Council policies.  The Principal will identify school officials and others having a legitimate “need-to-know,” who have full or limited access to personnel records.



PROCEDURES:



1. An employee shall have scheduled access to his/her own personnel records, except for those deemed to be confidential.  Employment references and other pre-employment documents shall be considered confidential unless the person submitting the reference has signed an agreement permitting the employee to inspect the specific reference, or if such documents are considered public information.  The inspection of his/her own personnel records must be in the presence of the Principal, or designee.  The time of inspection shall be scheduled at a mutually convenient time.

2. The Governing Council may review an employee’s personnel records only during a “closed session” related to that employee.

3. Personnel records will not be made available to persons other than school officials and others having a legitimate “need-to-know” such as, regulatory and accrediting agencies and legal, safety and medical officials in the conduct of their business, without the written consent of the employee.

4. No material shall be removed from an employee’s personnel records except for inspection and/or copying, or as provided for in the policy, and no set of personnel records shall be removed from the school.

Personnel records are not, in and of themselves, considered to be public records; however, specific documents and information contained within the personnel records may be considered public information under the law and may be inspected or released in accordance with the Inspection of Public Records Act, the Confidential Materials Act, other state or federal laws and Governing Council policy and procedures.

Records of former employees shall remain the property of East Mountain High School and shall be kept on file in either their original form or in some form determined by the Principal.  Former employees may not have access to their personnel records, but may request inspection of any information within the records considered to be public information.

An employee shall have the opportunity to inspect and respond to any material to be placed in his/her personnel record that is derogatory and/or detrimental to the employee’s employment status or personal character.  The employee may submit a written response to such materials.  Such response shall be made a part of the employee’s personnel records.  An employee may have a document considered by the employee to be incorrect, derogatory or detrimental to his/her employment status or personal character to be removed from the personnel records provided:

1. The document is not an official evaluation report; and

2. The document has been in the personnel records for three (3) years or more; and

3. The party or parties originally submitting the document and the Principal agree to its removal.  If the party or parties originally submitting the document are no longer employees of the school, the determination shall lie with the Principal.

Personnel Records shall include, but not be limited to:

1. Employment application

2. Verification of qualifications

3. Signed job description

4. Pre-employment references (confidential)

5. Signed acknowledgment that the employee understands policies on student abuse and neglect, Confidentiality, Student Rights and Responsibilities and the Employee Standards of conduct

6. Official performance evaluations

7. Documented attendance records at professional development activities

8. Disciplinary actions

9. I-9 forms (separate file)

10. Waiver of confidentiality (workers compensation)

11. CPR certification (if required)

12. Criminal background check

13. Motor vehicle report (if required)

14. Drug-free Workplace acknowledgment

15. Licensure/Certification verification

16. Employment contracts

17. Internet acceptable use

18. Non-discrimination (A.003)

19. Acknowledgment of sexual harassment (G.111)

20. Property rights (G.104)

21. Leave of absence (G.110)

22. Child Abuse reporting Workshop

23. Annual leave and Holidays (G-007)

24. Official transcripts (Instructors)

25. Acceptable Internet Use

26. Resume

27. Letters of Recommendation

28. Routine file maintenance data

The following records shall be maintained in a separate file, apart from the personnel records, for each employee:

1. Employment and Pre-employment medical records

2. Communicable disease acknowledgment
3. Physician’s statement (if hired after 6/30/06)
4. Workers Compensation records

5. Drug testing records

6. Grievance documents, except for final outcome or resolution

7. Driver’s license check (if applicable)
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