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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

RETENTION OF APPLICATIONS/PERSONNEL FILES

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Applications for employment for advertised and unadvertised positions at Allen County Community College shall be kept on file.

1.02
The college shall maintain personnel files on all employees of the college.

2.00
SPECIFIC STATEMENTS

2.01
Individuals making application for advertised and unadvertised positions at the college shall be answered in writing by the Vice President for Academic and Student Affairs.

2.02
Applications from individuals shall remain on file for one year from date of receipt.  In the event a similar position opens at the college, these individuals shall be sent an announcement of the opening.

2.03
After one year, applications are to be destroyed by the Vice President for Academic and Student Affairs or designee.

2.04
Personnel files for employees shall remain active for five calendar years from the date the employee is no longer employed by the college.  Personnel records exceeding five years from the date the employee left the college shall be destroyed.
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