PERSONNEL POLICIES
PERSONNEL FILES, MAINTENANCE - POLICY GBL
Personnel Records
Orderly administration of the school district requires the compilation of information about all employees.  The Board recognizes that all personnel files are confidential and must be considered privileged.

It is the intent of the Carteret County Board of Education to maintain complete, accurate, and current personnel files for all district employees.

There will be one personnel file system for Carteret County Schools.

It shall be the responsibility of each employee to keep all personal information current in his/her personnel file.  All Carteret County School System employees are asked to correct or change their name, address, telephone number, and/or social security number if necessary.  Also, it is necessary for him/her to make changes on Social Security Administration records as the above changes occur.

REGULATION
The Carteret County Board of Education shall authorize the Superintendent to direct the Office of Human Resources to maintain an official personnel file for each employee.

An additional file may be maintained at the job location of each employee.  These files shall contain only records pertinent to the employment relationship between the employee and the School System.

The Office of Human Resources shall maintain personnel files and be responsible for the following activities:


A.  
Establishing the contents

    
B.  
Establishing the retention schedule

    
C.  
Maintaining the confidentiality

    
D.  
Regulating the access

The employee shall receive a copy of any material placed in the Personnel Services Department personnel file and shall have the right to submit a written rebuttal for inclusion in the file.

Questions relating to the continued retention of materials in an employee's personnel file shall not be subject to the grievance procedure.

The file of an active employee may include, but is not limited to, such things as the following data:

   
A.  
original application for employment

    
B.  
pre-employment information


C.  
license information

    
D.  
evaluations

    
E.  
correspondence to and from employee regarding any personnel action

    
F.  
contract information

    
G.  
required medical information

    
H.  
copies of correspondence submitted by principals/supervisors and other evaluators which has been given to the employee

    
I. 
rebuttal data submitted by the employee

    
J.  
documentation specifying power of attorney and authorization for release of information

    
K.  
commendations and complaints 

    
L.  
date of original employment

    
M.  
current position

    
N.  
current salary

    
O.  
date of most recent increase or decrease in salary

    
P.  
date of most recent promotion, demotion, transfer, suspension, separation or other change in position classification

    
Q.  
office or station to which employee is assigned.

Information will not be entered or filed in an employee's personnel file until five (5) calendar days after the following conditions are met.  If the fifth day is a holiday, Saturday, or Sunday then the next workday will be considered the fifth day.

    
1.  
The document must be signed by the person seeking to have the document entered into the employee's personnel file.

    
2.  
The employee must be notified that the document is available in the Personnel Office for inspection prior to the placement of the document into the employee's personnel file.    

 
3.  
The employee has the right to append a reply to the document which will become a part of the employee's personnel file.

   
4.  
The employee, upon request, will receive a copy of the document to be placed in the employee's personnel file.

If the employee fails to respond within five (5) calendar days the document may be placed in the employee's personnel file without the right of further challenge.  If the fifth day is a holiday, Saturday, or Sunday then the next workday will be the fifth day.

Employees are permitted by North Carolina Law to petition the Board for removal from their files, information they believe to be incorrect, invalid, irrelevant, or outdated.  This petition detailing the employee's concerns and reasons for removal from the personnel file must be presented to the Chairman of the Carteret County Board of Education.  The Board will hear the petition within forty-five (45) days after receipt of the petition, and the decision shall be considered final.

Except for required documents and rebuttal documents submitted by the employee, only material provided by the employee's supervisor and material deemed appropriate by the Superintendent, or designee, shall be added to the personnel file.  The employee shall receive a copy of any material placed in this file and shall have the right to submit a written rebuttal for inclusion in the file.

Employees may request copies of documents contained in their personnel files except those collected as pre-employment information.  Employees may be charged for the reproduction of these documents.


The file of an employee who is terminated from the System shall be kept in file form in a designated inactive status permanently.

An employee's personnel files will be available for examination by that employee by appointment between the hours of 4:00 and 5:00 p.m. Monday through Friday provided that examination of the file does not conflict with other duties, obligations, and assignments of the employee or the staff of the Personnel Department.

A personnel file will not be made available to others except according to law. 

Name/Address Change
School system employees are asked to correct or change name, address, telephone number, and/or social security number on personnel records and to make changes on Social Security Administration records.

Each employee shall be responsible for keeping his or her name, address, and telephone number current on school system employment records and for keeping Social Security Administration records up to date.

It is necessary that the name, address, and telephone number be kept current in personnel records for the following reasons:


A.
The address on file may be used for mailing paychecks or pay advice slips when the employee elects to have his or her pay sent to a specified banking institution.

B.  
Mail is sorted in zip code order for delivery, requiring that zip codes be kept current.
C.  
W-2 tax withholding statements may be mailed to the address on file.
D. 
Correspondence from the Office of Human Resources Services is mailed to the address on file.
     
E.  
Mailings connected with other appropriate school business-related activities are sent to 
the address on file.

PROCEDURES
A.  School System Records


1.
Methods

        

a.  
Employees should submit change requests by completing a Change in Name/Address Form.

       

b.  
Employees may submit changes in some other form in writing in cases where Personnel Services' forms are not available.                

    
2.  
Requirements 

All change requests must be in writing and include employee's signature and Social Security Number.


3.  
Where to Submit

        

Change requests must be forwarded to Carteret County Schools, Payroll 


Department, P.O. Drawer 600, Beaufort, NC  28516.

    
4.  
Deadlines

Change requests for personnel paid monthly must be received in the Payroll Department prior to the eighth of the month for changes to be effective on that month's payroll.

B.  
Social Security Number Card Changes

When a change in name occurs, the employee must contact the Social Security

Administration and complete Form SS-5--Application for a Social Security Number Card 
(Original, Replacement, or Correction).  This change will ensure proper Social Security wage credit for pensions and future benefits.

AVAILABILITY OF FORMS
A.  
The Personnel Services Name/Address Change Form is available in all Carteret County Public Schools and at the Central Office.

B.  
Form SS-5--Application for a Social Security Number Card (Original, eplacement, or Correction) is available from the Social Security Administration office.

LEGAL REF.:  G.S. 115C-319.
