Personnel File Procedures

Effective Date: 6/92

8-1. PURPOSE To provide guidelines regarding maintenance and confidentiality of
employee personnel files.

S-111. POLICY It is the policy of Cobb County to maintain personnel records and
information for each applicant, employee, and past employee.

8-1V. PROCEDURES

A. The Human Resources department will maintain a file on each employee
containing information necessary to conduct business or information that is required
by federal, state, or local laws.

B. The information obtained in personnel files will consist, but not necessarily limited
to, the following:

. Applications, resumes

. Payroll information

. Performance appraisals

. Disciplinary records

. Attendance and tardiness records
. Fringe benefit information
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C. Employees have the responsibility to keep their personnel records up to date and
notify the Human Resources department in writing of any changes in personal status.

D. Employees may inspect the contents of their personnel file at any time. However,
they may not add to, remove or alter any portion of the file.

E. Employees who feel that any of the information in the file is inaccurate or
irrelevant may request in writing to the Human Resources Director that the
information be removed from the file.

F. Employees are prohibited from inspecting any personnel files other than their own
unless they have a legitimate managerial need to know the information contained in
the other files.

G. Any access to a personnel file for review shall be recorded on a permanent record
maintained by the Human Resources Director or designated security officer.

H. All requests from outside the county for personnel information are to be referred
to the Human Resources Department. All verification requests must be authorized by
the employee in writing to release the information.



