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RELEASE OF PERSONNEL INFORMATION

  I.
PURPOSE:

This section establishes guidelines for releasing information on Department employees.

 II.
SCOPE:


Departmentwide.

III.
POLICY:

Personnel records are considered to be confidential and are to be maintained in locked files or other secure locations when unattended.

Information may be released as follows:

A.
Internal Requests

1.
An employee may obtain information from or review his/her own official personnel records in the Office of Human Resources (OHR) in the presence of a member of the Human Resources staff.  Original materials may not be removed from the OHR.  Copies of material may be provided upon request. 

2.
OHR will provide the employee’s supervisor and higher levels of management information from the official records.

3.
OHR and/or supervisors will provide personnel information relating to qualifications, performance and attendance to supervisors/managers in another Department work unit when the employee is being considered for promotion or transfer.

B.
External Requests/Reference Checks

Requests for personnel information from external sources should normally be referred to OHR.  However, if inquiries are received in offices outside Jefferson City, the following information may be disclosed over the telephone to the public, including prospective employers, by the supervisor/manager without prior written consent of the employee:


1. 
name;

2. 
class title;

3. 
salary; and

For inquiries regarding verification of employment and wage information, see Administrative Policy 5.4 References.

Before releasing information, obtain name of individual calling and purpose for which information is to be used.  

OHR will release information (name, salary, class title, location) under the following conditions:


1.
if the request is in writing and release of information is authorized by the employee;


2.
if the request is from a state, local or federal agency having authority to request information for official purposes;


3.
under a court order;


4.
emergency use to protect health or safety of the individual; or


5.
for statistical research where individual employees are not identifiable.
The following employee information is available on the Missouri Accountability Portal:

· name

· current salary

· current job title
· department of employment
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