POLICY TITLE: Employee Records
POLICY NUMBER: 3114

3114.1 All personnel information and records are to be considered as confidential to the extent allowed by
federal or state law. The District policy is to require all personnel files to be maintained in a secure and
private location and to have all employees manage personnel information in that-a safe and confidential
manner.

The District retains personnel records conceming its employees. Such records ordinarily include
applications, insurance forms, payroll deduction authorizations, performance appraisals, certain pay
records, transfer and promotion forms, records of disciplinary action, training records, and any certificates
or credentials required for an employee’s job. Other information concerning employees may be kept as
personnel records at the discretion of the District.

In order to keep personnel records current, the General Manager, or his or her designee, must be notified
of any change in an employee's personal status and information, such as: changes of address, telephone
number, marital status, military status, any birth or death in an employee’s immediate family, any change in
the name or telephone number of the person to be notified in case of emergency, any change in insurance
beneficiary, or any other information needed to maintain accurate records. These changes shall be
provided to the General Manager, or his or her designee, within thirty (30) days of the change in an
employee’s personal status.

Each employee is also responsible for providing the District with records concerning any licenses or
certificates required in the performance of his or her job, as well as any documents showing that education
or training relevant to employment has been completed.

3114.2 Release of Information. Personne! records are considered confidential. Employees may examine
their own personnel records - ‘erense-by contacting the General Manager or his or
her designee and requesting fo review. lhe D|strict prefers but not require, that such request be in writing.
The-employee shall have the right to inspect or copy their personnel file within twenty-one (21) calendar
days of the request. If the District provides copies of the personnel file, the actual cost of reproduction may
be charged. All information contained therein is District property and may not be removed by the employee

but may only be copied.

Employees may authorize the release of their own personnel records by executing a written request
identifying the records to be released and the person or entity to which they may be released. This
authorization must be signed and dated.

Ordinarily, no information on past or present employees shall be provided by the District, other than
employment dates and job title, unless such requests for information are accompanied by a signed
authorization by the employee to release the information requested.



