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PURPOSE:
Personnel records may be paper or electronic and are subject to the record retention
policy of the organization.

Records are created and retained in different departments based on the functions
performed.
For example:
¢ Human Resources retains employment related records such as job offers and
performance appraisals
e Occupational Health and Safety retains immunization records
¢ Finance retains compensation records

e Laboratory maintains training and competence assessment records.

The following are a list of guidelines from the Human Resources Manual regarding

Personnel records:

An employee may view his or her own personnel file by making an appointment with
Client Services. An employee is not entitled to view the references contained in sealed
envelopes on the personnel file.

A supervisor may view disciplinary or performance-related documents on the personnel
file of any employee who reports to the supervisor. A supervisor is not entitled to view
confidential information such as references or insurance beneficiaries.
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An employee must be made aware of any disciplinary documents placed on the
personnel file. The supervisor providing the employee with a copy of the document at the
time of filing can do this. Documents will be clearly marked "C to Personnel File" or
include a statement in the body of the letter indicating that a copy of the letter will be
placed on the employee's personnel file.

For an employee in the Union of Northern Workers bargaining unit, any document or
written statement related to disciplinary action and placed on the personnel file of the
employee shall be destroyed after 18 months has elapsed if no further disciplinary action
has been recorded.

For an employee in the Excluded or Senior Management Group, any document or written
statement related to disciplinary action and placed on the personnel file of the employee
shall be destroyed at the discretion of the Deputy Head of the employing Department,
Board or Agency.

An employee may not place any document or information directly on his or her personnel
file. Information of a disciplinary or complimentary nature must be placed on file by the
employee's supervisor or with the supervisor's consent. An employee is allowed to place
responses to appraisals or disciplinary action on the personnel file. This must be done
through the employee's supervisor so that the supervisor is aware of the information on
the personnel file.

A former employee may access his or her personnel file upon request. If a former
employee is involved in legal action against the government, the request should come
through the employee's legal counsel. The government's legal counsel will respond and
provide appropriate information.

An employee may have an agent view documents on his or her personnel file and make
copies of such documents. The agent shall be required to produce written authorization
from the employee in each specific case. Authorizations are valid for 60 days.
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