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FORMAL EMPLOYMENT/PERSONNEL RECORDS 
 
 Formal employment records or personnel records should be maintained according to policies 
and procedures of the employer. Supervisors should be aware of the content of those records, as 
they apply to the employee's current responsibilities  for employees under the direction of the 
supervisor. Each employer should take steps to ensure that current maintenance, access, 
disclosure, and review procedures are in compliance with state laws, which are regularly being 
modified. Several principles of fairness are outlined and discussed below generally related to 
employment records, including the supervisor's "currently using" or "fairness" files and records. 
 
RECORD KEEPING GUIDELINES 
 
 Guidelines for maintenance of personnel record systems should be based primarily upon 
FAIRNESS and to some degree upon CONSENT, as indicated by the following considerations: 
 1) The system should not be secretive, manipulative, or vindictive, and the employee 

should know a record exists. 
 2) The individual ought to be able to see items for which he/she has a legitimate need. 
 3) Individuals should be able to learn how the information is used and who has access to 

it. 
 4) The information should be used only for the purpose intended during collection and 

should not be indiscriminately made available to others, including union 
representatives, without the consent of the employee. 

 5) The information holder should take adequate steps to keep the record current, 
accurate, and complete; and records should be protected and confidential. 

 6) Individuals should have recourse to an expedient method to correct inaccuracies and 
prevent breaches of confidentiality. 

 
 These matters have generally been voluntarily established by employers whose 
employer/employee relationships are based upon fair play and reasonableness, which incorporate 
dignity, responsibility, and respect by and for both parties. Increasingly, states have adopted formal 
and rigid regulations regarding employment-related records. 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  No records regarding grievances or grievance activity should be kept in any 
individual's personnel file. A separate overall grievance file should be maintained, rather than 
a file by individual employee's name. 
 

 
 
 
 
. 

Before anything regarding difficulties or other problems is placed in the 
employee's file, the employee should, at least, be made aware of the 
supervisor's displeasure or concern at the time of the observation or 
incident. Do not "make book.” This "fairness" consideration generally 
affords the employee an opportunity to correct most problems before 
formal disciplinary action occurs. 

 

Supervisors utilizing this manual should consult the specific policies, Agreement, guidelines, 
etc., of their own organizations and comply with same especially in those areas where the 
employer policies, guidelines, Agreement, etc., may be slightly different from items in this 
manual. 
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SUPERVISOR'S DESK FILE/THE "CURRENTLY-USING" OR "FAIRNESS" FILE 
 
 Often the question arises: "Which personnel files should be maintained in the supervisor's 
desk/office?" The files maintained by a supervisor should relate to the current JOB PERFORMANCE 
activities of the employee and should contain only information which the supervisor is currently 
using, and should include: 
___ information relating to the employee's work schedule, 
___ information relating to the employee's vacation or leave, 
___ information relating to the employee's absence record, 
___ information relating to overtime hours distribution, 
___ current active disciplinary track items, 
___ employee's last performance review/performance appraisal, 
___ items regarding performance observations or other items which are current since last 

review/appraisal, and which will be utilized to prepare the next review/appraisal, 
___ positive comments as well as negative. 
 
  All other file information should be kept in the employee's master company personnel record. 
 
HANDLING ACCESS REQUESTS 
 
 In any instance where employees request access to their employment-related records, 
supervisors should ask the employee: 
  1) Why do you want the information? 
  2) Specifically, what do you want to see? 
  REMEMBER, the personnel file of any employee is company property. 
 
BUT BEWARE: 
 
___ If the information pertains to a school record which is not available anywhere else, the Family 

Educational Rights and Privacy Act or other state or federal law may apply. 
___ If the information was obtained by a credit agency or if any credit agency has access to the 

information, then employees may have the right to know the information under the Federal Fair 
Credit Reporting Act. 

___ If the information has been used against the employee in any way, access may be obtained by 
subpoena during legal or due-process proceedings, or through routine discovery process for 
arbitration. 

___ Supervisors should notify the personnel and labor relations/legal departments of any and all 
requests by the employee for access to employment-related records or information, and once 
the request is approved, release should be only in the form approved by those departments. 

___ Requests from the union for access to information contained in an employee's file should not be 
honored without approval of the employee and approval of the personnel or labor relations 
department. 

 
DISCLOSURE OF INFORMATION:  EMPLOYEE TO EMPLOYER 
 
  The basic criterion supporting the employer's desire for information has generally been: "Is 
there a legitimate business reason for the information requested, and is that information reasonably 
necessary for the proper conduct of business?" 
  With the claim by the employer of the "need to know" is the obligation on the part of the 
employer to exercise confidentiality and to protect the information from access by individuals who do 
not have a legal right to know. 
  Rules requiring specific types of information, such as knowledge of employee residence or 
phone numbers, have been cited by arbitrators as "a reasonable method of supervising 
employees...that did not trespass on their right of privacy, since there was no public disclosure of 
private facts." However, misuse of those records or laxness of proper controls to protect 
confidentiality or failure to provide an expedient method to correct errors or inequities in records may 
result in a loss on the part of the employer of the right to know. 
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