HARDYCOUNTYILE: GAKD

ACCESS O PERSONNEELES

A personnd fileismantaned for each employee These filesarekept inaseaur e

location & the centrd office Anem ployeg sfilemaycontan: cont ract s of em ploym ent,
evd uaions letersrdating to highe em ploym ent or job perform ance, cr tificates and
other inform @on pertaning to tha ed fic person’ s em ploym ent.

| norder to mantanthee personnd filesin an orderly fashi on and to asaur e that

the cont inui ng presr vation of the conf identidly and seaur ity of the inform aon
oont aned in each file, the procedur es outlined be ow shd | be fol low ed.

1

Ceatancentrd office personnd whowork with personnd m aers d | have
free anoess to em ployees personnd files These individud s liged by

pod tion are Superintendent , Adm nidrative A dant, Sexetary to
Superintendent , and Sexetary to the Adm nidraive A dant.

Any other centrd office adminigrators or shool -based adm inigers des ring
aoess to an em ployeg speronnd filemud requed perm B on to acess  that
gead ficfileor files Thisreques dhd | be m adeto the Superintendent ,
Admnidraive Ass dant, or their ded gnee. Such aocess dhd | be recor ded on
alog kept for that purpose by the Sexretary to the Adm nidraive A dant.

Any em ployee m ayhave aoess to higher personnd file by reques ing
perm & on from the Superintendent , Adm nidrative Ass dant, or their
des gnee Uponreoa ving perm B3 on for aocess  the em ployee $d |

a Signanaxes log kept for that purpose by the s etary to the asd-dant

b. Revi ew the cont ents of higher filein the im m edite presence of an offiad
des gnated in Sedtion 1 of thispalicy;

¢ Notify the obser ving offiad of any dooum ent or other m aeridsto be
added to the file. Each docum ent or other m aerid < added dhd | be
dearly m aked by the obser ving offid d as havi ng been added by thet
employee. Thedateof entry shd | d <0 be d early noted on the doaum ent.

d. Under no draum gances shd | the em ployee rem ove any dooum ent or other
inform alon from hig her file

e An employee mayreques aopi es of any dooum ent or other m aerid s kept
in he/her file. The obser ving offiad will be repond ble for sed ng that the
requed ed aopi es are m adefor the em ployee.



4, The personnd file aooess log shd | cont an the following inform aon:
a Signaureof peron granted aoeess to the personnd file
b. Reason for aocess and
¢ Da eand tim eof aoes

Sadlog d | be mantaned for am nim umof 30 year s

SOURCE: Ha dy County Board of Education M nutes

DATE: Novem ber 12, 1990 — dune 21, 1999 — D eoem ber 6, 1999

(ACCESSTOPERSONNELEBGAKD)






