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Personnel Files 

Purpose: The purpose of this policy is to set guidelines for the maintenance and accuracy of the 
official personnel files for employees of Kings Community Action Organization and to preserve 
the privacy of those records. 

Policy 

It is the policy of KCAO to maintain a personnel file containing pertinent employee information 
about each employee. Employee files are confidential and are to be treated as such.  Employee 
access to his/her personnel files is limited to the following: 

 Each employee may review his or her own personnel file in the presence of a person 
designated by Human Resources provided an appointment is made with the Human 
Resources Department. No material is to be removed except as specifically authorized 
by the Executive Director or his designee. 

Other employees of KCAO may have access to personnel files only on a need to know basis. This 
means access is limited to: 

 The Executive Director, Deputy Director and Human Resources Director of KCAO are the 
only individuals allowed to view files as needed and remove these from the Human 
Resources Office. 

 Human Resources staff as they need access to personnel files in the course of their 
normal duties.  

 Supervisors and Managers may view employee files in the course of their normal duties 
as needed, but should do so only in the Human Resources office, in the designated area 
for viewing and should not remove the files from the Human Resource office. 

 Others only as specifically authorized by the Executive Director, Deputy Director or 
Human Resources Manager.  

 Individuals who are not employees of KCAO may not, except with specific authorization, 
have access to the files themselves. Generally, such access would be granted only upon 
advice of counsel (for example, in response to a subpoena, summons, or request for 
information from a federal administrative or law enforcement agency). Unless 
specifically authorized by appropriate officials, no one should extract information from 
personnel records and/or disclose opinions or assessments of employee job 
performance or give opinions or assessments of employee job performance or attitudes.  



These files are important in that they enable KCAO to maintain consistent information about 
employees. 

It is a violation of this policy to release information from employee personnel records, 
including, but not limited to, information pertaining to medical/health, salary, etc. or to 
disseminate such information to individuals who have no legitimate business need to know. 

 

Purging of Disciplinary Documents: 

Any disciplinary documentation in an employee’s personnel file shall be kept on file for three 
(3) years and may be purged at the end of that period; unless additional discipline of a similar 
nature occurs in which case the disciplinary documents shall be purged three (3) years after the 
most recent occurrence.  Bargaining unit employees shall have their disciplinary documentation 
purged in accordance to the Union contract guidelines. 

 

Procedures 

I. Requesting Copy of Personnel File  
 
In accordance with and to the extent permitted by KCAO, current and former employees may 
request to inspect and obtain a copy of their personnel files. KCAO will respond to such 
requests within a reasonable period of time.  
 
II. Access to Personnel Files  
 
Internal access to personnel files is limited to supervisory personnel who are considering the 
employee for promotion, transfer, accommodations, or other personnel action, and to other 
managers who have a legitimate need to know.  
 
III. Disputing Information  

Employees who question the accuracy or completeness of information in their files should 
discuss their concerns with their supervisor and/or Human Resources representative. This 
person will consider the objections and if found to be correct will have Human Resources 
remove erroneous information. Should the disputed information be retained in the file, the 
employee may submit a brief written statement identifying the alleged errors or inaccuracies. 
The statement will remain in the file as long as the disputed information is retained. 
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