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ACCESS TO  PERSO NNEL FILES 
 

 A  personnel  file is m aintained for each em ployee.   These files are kept  in a secur e 
locat ion at the cent ral  of fice.   An em ployee’ s file m ay cont ain:  cont ract s of em ploym ent, 
eval uations,  letters relating to his/her em ploym ent or job perform ance, cer tificat es,  and 
other inform ation pertaining to that speci fic person’ s em ploym ent. 
 
 I n order to m aintain these personnel  files in an orderly fashi on and to assur e that 
the cont inui ng preser vat ion of the conf ident ial ly and secur ity of the inform ation 
cont ained in each file, the procedur es outlined bel ow shal l be fol lowed. 
 

1. Cer tain cent ral  of fice personnel  who work w ith personnel  m atters shal l have 
free access to em ployees’  personnel  files.   These indi vi dual s, listed by 
posi tion are:  Superintendent , Adm inistrative Assi stant, Secretary to 
Superintendent , and Secretary to the Adm inistrative Assi stant. 

 
2. Any other cent ral  of fice adm inistrators or school -based adm inisters desi ring 

access to an em ployee’ s personnel  file m ust request  perm issi on to access that 
speci fic file or files.   This request  shal l be m ade to the Superintendent , 
Adm inistrative Assi stant, or thei r desi gnee.   Such access shal l be recor ded on 
a log kept  for that purpose by the Secretary to the Adm inistrative Assi stant. 

 
3. Any em ployee m ay have access to his/her personnel  file by request ing 

perm issi on from  the Superintendent , Adm inistrative Assi stant, or thei r 
desi gnee.   Upon recei vi ng perm issi on for access,  the em ployee shal l: 

 
a. Si gn an access log kept  for that purpose by the secr etary to the assi stant 

super intendent ; 
 

b. Revi ew the cont ents of his/her file in the im m ediate presence of an offici al  
desi gnated in Section 1 of this pol icy;  

 
c. Not ify the obser vi ng offici al  of  any docum ent or other m aterials to be 

added to the file.  Each docum ent or other m aterial  so added shal l be 
cl early m arked by the obser vi ng offici al  as havi ng been added by that 
em ployee.   The date of entry shal l also be cl early noted on the docum ent. 

 
d. Under  no ci rcum stances shal l the em ployee rem ove any docum ent or other 

inform ation from  his/her file. 
 

e. An em ployee m ay request  copi es of any docum ent or other m aterials kept  
in he/her file.  The obser vi ng offici al  w ill be responsi ble for seei ng that the 
request ed copi es are m ade for the em ployee.  

 



4. The personnel  file access log shal l cont ain the fol low ing inform ation: 
 

a. Si gnature of person granted access to the personnel  file; 
 

b. Reason for access;  and 
 

c. Dat e and tim e of access.  
 

Said log shal l be m aintained for a m inim um  of 30 year s. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SOURCE: Har dy County Board of Educat ion M inutes 
 
DATE:  Novem ber  12, 1990 – June 21, 1999 – Decem ber 6, 1999 
 
 
(ACCESSTOPERSONNELFILES.GAKD) 

 



 
 
 
 
 
 
 
 
 


