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Sample Policy Language
[bookmark: _GoBack]This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Personnel Records

The Company maintains confidential files for each employee.  These files contain documentation regarding all aspects of an employee’s tenure with the Company, such as employment application, change of status records, commendations, performance letters or reviews, corrective action warnings and educational attainment records.  Your personnel file is available for your inspection.  Contact Human Resources if you would like to review your personnel file.

You may request copies of documents in your personnel file. Submit a request in writing to Human Resources to request copies. Human Resources will provide a timeline on when you may expect to receive your copy.

You are responsible for notifying the Human Resources Department of changes in address, telephone number, and/or family status (births, marriage, divorce etc.) as income tax status and group insurance may be affected by these changes.



















1/2022
© CASCADE EMPLOYERS ASSOCIATION
image1.png
Cascade Employers Association

Building better workplaces through
compliance, culture, connection




