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Reason for Procedure

This procedure provides guidance to employees regarding their privileges and obligations with respect to
personnel records. The procedure will also serve as the basis for how long Kirkwood Community College

must maintain electronic or hard copy records that are human resources related. The College adheres to

state and federal laws pertaining to personnel files.

The Procedure

Human Resources maintains the official personnel files of Kirkwood employees. Information contained in
the files is confidential. As required by law, records pertaining to medical issues, internal investigations
and judicial proceedings are maintained in separate files. Only Human Resources staff has access to
confidential medical, internal investigation and judicial proceeding files.

Information maintained in an employee’s official personnel file is related to job status, job performance
or other job-related documents. This may include employment applications, resumes, transcripts,
performance evaluations, disciplinary documentation, certifications, contracts and payroll information.

Representatives of government or law enforcement agencies, in the course of their business, may be
allowed to access file information. This decision will be made at the discretion of Human Resources in
response to the request, a legal subpoena or court order.

Certain information maintained in personnel files has been deemed public information according to
lowa Open Records Act and may be released upon written request.

The following information is considered confidential and may not be released to the public:

e Home address, gender and date of birth;

e Information pertaining to the discipline of an employee, except as provided above concerning
the discharge of an employee;

e Job performance or job evaluations;
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e Individual civil service examination scores;

e Reasons for utilization of sick leave;

e Medical or mental health records;

e Social Security number;

e Financial institution information;

e Payroll deductions, voluntary or mandated; and

e Taxable wages (gross wages and other compensation are not confidential).

An employee, former employee or authorized representative of an employee has the right to view
certain documents maintained in the employee’s official personnel file. Exceptions include confidential
letters of recommendation or any document that would violate the confidentiality of another employee.

The request to view personnel file contents must be made in writing by submitting the Request to Access
Personnel File form. The employee, upon presenting proper identification if their identity is unknown,
will be allowed access to documents maintained within their personnel file. The employee must arrange
a time that is mutually agreed upon with a Human Resources staff member. The Human Resources staff
member must be present.

Kirkwood maintains employee files in electronic format only. By providing adequate notice, documents
may be printed by a Human Resources staff member at a cost of 25 cents per page.

Information submitted to an employee’s personnel file may not be removed except for good cause
shown and with the approval of the Vice President, Human Resources. The employee with a
memorandum of explanation or disagreement that will be added to the file may note information
contained in an employee’s official personnel file with which the employee disagrees.

The College has established the following retention periods for both electronic and paper-based records:

e Hiring Records: 2 years after hiring decision

e |9 forms: Not more than 3 years after termination
e FMLA records 3 years

e Medical/benefits: 6 years after plan year *

e Personnel: 7 years after termination

e Safety 5 years*

(* an exception would be to maintain employee exposure records for at least 30 years, under the
requirements of 29 CFR 1910.1020).

A legal hold suspends all document destruction procedures with respect to those matters that are the
subject of the hold. The purpose of a legal hold is to preserve and protect appropriate records under
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special circumstances, such as litigation or government investigation. Relevant employees will be
notified when a legal hold is required and will be provided specific instructions for compliance. Failure to
preserve documents after having received a preservation notice/legal hold can have extremely serious

consequences. Accordingly, a failure to comply with a legal hold will subject employees to discipline, up
to and including termination.
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