Employee Files

[Employer] maintains files on present and past employees [and applicants]. These files are the property of [Employer] and are confidential. 

It is strictly prohibited to review the file of a present or past employee, [or applicant] without first receiving approval from [the Human Resources Department, the Personnel Department e.g.]. Reviewing the file of an employee without permission is strictly prohibited. 

Reviewing Your File

[Employees wanting to review their own file may do so by [completing a form, submitting a [written] request e.g.] to [the Human Resources Department, the Personnel Department e.g.]. [Employer] may accept or reject a request at its sole discretion. 

Employees wishing to review their file must review the file in the office of [the Human Resources Department, the Personnel Department e.g.] [and within the presence of a human resources employee].

At no time shall any document in an employee’s file leave [the Human Resources Department, the Personnel Department e.g.].

[Copying Your File

Employees may request a copy of their file or information within the file. [Whether or not documents within an employee file can or cannot be copied is in the sole discretion of [Employer]. [The employee is responsible for the cost of copying documents with in the file.]]  

Questions About This Policy

If you have questions, suggestions or concerns about this policy, you should direct them to [your manager, your supervisor, the Human Resources Department, the Personnel Department e.g.].

[If you feel uncomfortable discussing your questions, suggestions or concerns about this policy with [the person, the persons, the department e.g.] listed above, you can direct them to the [Human Resources Department, Personnel Department e.g.] [or the President, CEO e.g.].]
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