Personnel File Policy 

Purpose

The purpose of this policy is to outline the specific circumstances of who will be allowed access to employee files

Policy

· Each employee will be allowed to inspect his/her file at any convenient time, scheduled in advance with Human Resources, within normal business hours.

· Managers will be allowed access to the files of their employees.  Managers will also be allowed access to an employee's file, not in their department, if that employee is being considered for a transfer to the manager's department.

· Files will be made available to representatives of the government, with proper authorization (generally a subpoena). 

· Personnel files cannot be removed from the filing area.

· Copies of the Personnel file or specific pages from the file will be provided by Human Resources, upon request by authorized individuals.

· Other parties having access to Personnel files are the President, the vice president of Finance, and the General Counsel.

