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	Policy 18.1 – Personnel Records





POLICY

1.0 Confidentiality of Personnel Records

1.1 All personnel files and records are considered closed and confidential and will be retained in a confidential manner.

1.2 Only those persons with an established job-related need to know shall have access to personnel information.

1.3 Employees with access to employee personnel records, or those having knowledge of information maintained in such files, shall not disclose the contents or related information to individuals or entities not having a business-related reason to receive this information.

1.4 Employees in violation of this policy shall be subject to disciplinary action, up to and including dismissal.

2.0	Maintenance and Review of Records

2.1	All employees shall be afforded the opportunity to review their official personnel files

2.2	Official personnel files and records are maintained in the Office of Human Resources (OHR). 

2.3	Files of former employees are also maintained in the OHR and are subject to the appropriate retention schedule.
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