









IV-A-11.1

ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

PERSONNEL FILES

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Upon employment by the college, a credentials (personnel) file shall be maintained by the Office of the Vice President for Academic and Student Affairs who serves as personnel officer.  All forms and employment documentation must be completed by the employee upon employment and kept on file with the Business Office, i.e., W-4 form, I-9 form, etc.

1.02
Employees have the right to examine the contents of their file but not the right to remove any item contained in the file.  They shall not remove the file from the presence of the Vice President for Academic and Student Affairs or his/her designee.

1.03
The personnel file shall contain information that has a direct bearing upon the employee’s status at the college.

2.00
SPECIFIC STATEMENTS

2.01
The personnel file shall consist of the following items:


a.
announcement of vacancy when the position was announced


b.
letters of recommendation


c.
official transcripts (if applicable)


d.
federal and state information


e.
basic and supplemental contracts or letters of employment

f.
evaluations (evaluations are maintained for three calendar years and destroyed)

II.
PROCEDURE

3.00
GENERAL STATEMENTS

3.01
Each employees have the right to examine the contents of their personnel file.  The Vice President for Academic and Student Affairs or his/her designee shall be present during the examination and it shall be examined at a time and place that will allow his/her presence.  
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The employee has the right to copy any item in the personnel file but shall not remove the item from the file.  When the employee makes copies of items in the personnel file, a record of the copying shall be made and placed in the file.

3.02
No material derogatory to the employee’s conduct, service, character or personality shall be placed in the employee’s file unless a copy of the material is given to the employee.

3.03
Employees have the right to respond to any material placed in the personnel file in writing and have the response affixed to the material and placed in the personnel file.

3.04
Employee evaluations and any affixed items attached to the evaluations are maintained for a period of three calendar years and then destroyed.

3.05
Employees have the right to place additional materials related to employment at the college in their personnel file.

Adopted:  1990
Revised:   1997







IV-A-11.1 

