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PURPOSE:

To ensure confidentiality of personnel files and other employee related information.


 POLICY:  

To preserve the privacy of the company and its employees by maintaining and holding confidential, the records of prospective, current, and past employee’s personnel files and other employee related information. 

PROCEDURES:

Preservation and Maintenance of Personnel Records

1. Human Resources Division shall be responsible for the preservation and maintenance of personnel records, files, documents and other employee related information

2. Personnel records shall mean and include, but are not limited to application, compensation data, promotions, disciplinary actions, commendations, performance appraisals, and other employee related confidential information or documents.

3. All confidential records, including employee files, shall be stored safely and orderly in a locked cabinet which shall remain locked during non-working hours.  The Keys of this cabinet will be limited to designated employees of Human Resources. 

4. Confidential records requiring disposal shall be promptly and appropriately destroyed so that no future identification of the records can be made and prior approval shall be taken from the Head of Human Resources.

5. Human Resources Division shall comply with the Statutory Regulations with respect to the period for preservation or maintenance of certain records or documents.

Access and Release of Employee Information

1. Any employee requiring review or copy of any contents of their personnel files shall approach the Human Resources Division with due notice and Human Resources shall permit them to review or provide them a copy of the required document within a reasonable time. The employee shall never be permitted direct access to the file and on no occasion the employee shall have any access to the pre-employment references or background check. Likewise, an employee cannot have access or request for review or copy of contents of the personal file or records of any other employee.

2. All employment related reference checks will be directed to Human Resources.  Written employment verifications or telephone inquiries will be completed by Human Resources and will contain employment status, dates of employment, and position held.

3. Salary information may be released with the employee’s prior written authorization.

4. Human Resources shall permit Representatives of governmental agencies, in the course of routine investigation, access to personnel files, but prior to such access,Human Resources shall satisfy itself with the authenticity of the officials through verification of their identity card. Supervisors may view their assigned employee’s personnel files and shall approach the designated person through Head – Human Resources. 

5. Supervisors may view the files of employees who are requesting a transfer to their division or group.




