Personnel Committee proposes the following be added to Paragraph 101 of the Personnel Policies.
101.6 Personnel File
A personnel file will be established for each employee. Personnel files are confidential, with normal access only by the Head of Staff and the Personnel Committee Chair. However, each employee may review his or her own file during regular business hours, under supervision as designated by the Personnel Committee. Employees are allowed to place any comments, suggestions, or criticisms in their personnel file.
At a minimum, the file should contain the following:
a. Employment application and personal data. Personal data should be kept to a minimum, e.g. name, address, telephone number, cell phone number, emergency contact, and employment date.

b. For Called Employees: the Terms of Call and All Compensations Report Forms

c. Current job description.

d. Copies of past performance reviews including work objectives

e. Documentation and notices of outstanding performance

f. Documentation and notices of unsatisfactory performance or items not yet resolved.

g. Salary record; date and amount of increase.

h. Vacation record; earned and used.

i. Sick leave; earned and used.

j. Study leave; earned and used.

k. Time sheet records

Personnel files shall be maintained until 7 years following end of employment. 
Background checks, references, and other pre-employment information except the employment application are not kept in the Personnel File
