
‭Series 4000: District Employment‬

‭4200‬ ‭Employee Conduct and Ethics‬

‭4224‬ ‭Personnel Files and Payroll Information‬

‭A.‬ ‭Contents‬

‭The‬‭District‬‭will‬‭maintain‬‭accurate‬‭and‬‭up-to-date‬‭personnel‬‭files.‬‭A‬‭personnel‬‭file‬
‭will‬ ‭include‬ ‭the‬‭physical‬‭or‬‭electronic‬‭records‬‭kept‬‭by‬‭the‬‭District‬‭that‬‭identify‬‭an‬
‭employee,‬ ‭to‬ ‭the‬ ‭extent‬ ‭that‬ ‭the‬ ‭record‬ ‭is‬ ‭used‬ ‭or‬ ‭has‬ ‭been‬ ‭used‬ ‭for,‬ ‭or‬ ‭may‬
‭affect‬ ‭or‬ ‭be‬ ‭used‬ ‭for,‬ ‭that‬ ‭employee’s‬ ‭qualifications‬ ‭for‬ ‭employment,‬ ‭hire,‬
‭promotion,‬ ‭transfer,‬ ‭compensation,‬ ‭or‬ ‭discipline.‬ ‭Personnel‬ ‭files‬ ‭may‬ ‭be‬
‭electronically stored, in whole or in part, by the District in a secure manner.‬

‭The‬ ‭District‬ ‭will‬ ‭not‬ ‭suppress‬ ‭or‬ ‭remove‬ ‭information‬ ‭about‬ ‭unprofessional‬
‭conduct‬ ‭from‬ ‭a‬ ‭personnel‬ ‭file‬ ‭as‬ ‭required‬ ‭by‬ ‭Revised‬ ‭School‬ ‭Code‬ ‭Section‬
‭1230b,‬ ‭regardless‬ ‭of‬ ‭any‬ ‭contrary‬ ‭term‬ ‭in‬ ‭any‬ ‭applicable‬ ‭collective‬ ‭bargaining‬
‭agreement,‬ ‭individual‬ ‭employment‬ ‭contract,‬ ‭resignation‬ ‭agreement,‬ ‭severance‬
‭agreement, or other agreement.‬

‭B.‬ ‭Payroll Records‬

‭The‬ ‭District‬ ‭will‬ ‭record‬ ‭and‬ ‭maintain‬ ‭the‬ ‭following‬ ‭payroll‬ ‭information‬ ‭for‬ ‭all‬
‭employees:‬

‭1.‬ ‭name and social security number;‬

‭2.‬ ‭address, including zip code;‬

‭3.‬ ‭birth date;‬

‭4.‬ ‭sex;‬

‭5.‬ ‭occupation;‬

‭6.‬ ‭time and day when work week begins;‬

‭7.‬ ‭hours worked each day and work week;‬

‭8.‬ ‭hourly pay rate;‬

‭9.‬ ‭total daily or weekly straight-time earnings;‬

‭10.‬‭total overtime earnings for each work week;‬

‭11.‬‭all additions to or deductions from wages;‬

‭12.‬‭total wages paid each pay period; and‬

‭13.‬‭date of payment and pay period covered by the payment.‬
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‭C.‬ ‭Employee Review‬

‭Employees‬ ‭may‬ ‭request‬ ‭to‬ ‭review‬ ‭their‬ ‭personnel‬ ‭file‬ ‭at‬ ‭a‬ ‭reasonable‬ ‭and‬
‭mutually‬‭agreed‬‭upon‬‭time,‬‭with‬‭or‬‭without‬‭union‬‭representation.‬‭A‬‭central‬‭office‬
‭employee‬‭will‬‭be‬‭present‬‭during‬‭the‬‭review.‬‭Employees‬‭requesting‬‭a‬‭copy‬‭of‬‭the‬
‭personnel file may be charged a fee.‬

‭If‬ ‭there‬ ‭is‬ ‭a‬ ‭disagreement‬ ‭with‬ ‭information‬ ‭contained‬ ‭in‬ ‭a‬ ‭personnel‬ ‭file,‬ ‭the‬
‭District‬ ‭and‬ ‭the‬ ‭employee‬ ‭may‬ ‭mutually‬ ‭agree‬ ‭to‬ ‭remove‬ ‭or‬ ‭correct‬ ‭that‬
‭information,‬ ‭unless‬ ‭it‬ ‭concerns‬ ‭substantiated‬ ‭unprofessional‬ ‭conduct.‬ ‭If‬ ‭the‬
‭District‬ ‭does‬ ‭not‬ ‭agree‬ ‭to‬ ‭remove‬ ‭or‬‭amend‬‭the‬‭information,‬‭the‬‭employee‬‭may‬
‭submit‬ ‭a‬ ‭written‬ ‭statement‬ ‭explaining‬ ‭the‬ ‭employee’s‬ ‭position‬ ‭(not‬‭exceeding‬‭5‬
‭sheets‬ ‭of‬ ‭8-1/2”‬ ‭x‬ ‭11”‬ ‭paper).‬ ‭The‬ ‭written‬ ‭statement‬ ‭will‬ ‭be‬ ‭included‬ ‭if‬ ‭the‬
‭information is disclosed to a third party.‬

‭D.‬ ‭Third Party Disclosure‬

‭Personnel‬ ‭file‬ ‭contents‬ ‭may‬ ‭be‬ ‭subject‬ ‭to‬ ‭disclosure‬ ‭under‬ ‭the‬ ‭Freedom‬ ‭of‬
‭Information‬ ‭Act‬‭(FOIA).‬‭Certain‬‭documents‬‭in‬‭a‬‭personnel‬‭file‬‭may‬‭be‬‭subject‬‭to‬
‭mandatory‬‭or‬‭permissible‬‭disclosure‬‭exemptions‬‭under‬‭FOIA.‬‭Disclosure‬‭of‬‭other‬
‭personnel‬ ‭file‬ ‭information‬ ‭may‬ ‭be‬ ‭specifically‬ ‭prohibited‬ ‭or‬ ‭limited‬ ‭by‬ ‭state‬ ‭and‬
‭federal‬ ‭statute.‬ ‭Before‬ ‭releasing‬ ‭information‬ ‭in‬ ‭response‬ ‭to‬ ‭a‬ ‭FOIA‬ ‭request‬ ‭for‬
‭documents‬ ‭within‬ ‭an‬ ‭employee’s‬ ‭personnel‬ ‭file,‬ ‭the‬ ‭District‬ ‭will‬ ‭review‬ ‭those‬
‭documents to identify permissible and mandated disclosure exemptions.‬

‭Criminal‬ ‭history‬ ‭checks,‬ ‭unprofessional‬ ‭conduct‬ ‭checks,‬ ‭drug‬ ‭test‬ ‭results,‬
‭confidential‬ ‭personal‬ ‭references,‬ ‭medical‬ ‭information,‬ ‭and‬ ‭other‬ ‭confidential‬
‭information will be maintained in a separate, secure file.‬

‭Absent‬ ‭an‬ ‭employee’s‬ ‭written‬ ‭consent‬ ‭or‬ ‭authorization,‬ ‭the‬ ‭District‬ ‭will‬ ‭not‬
‭release‬ ‭an‬ ‭employee’s‬ ‭discipline‬ ‭records‬ ‭to‬ ‭a‬ ‭third‬ ‭party,‬ ‭pursuant‬ ‭to‬ ‭a‬ ‭FOIA‬
‭request‬ ‭or‬ ‭otherwise,‬ ‭unless‬ ‭the‬ ‭District‬ ‭has‬ ‭provided‬ ‭the‬‭employee‬‭with‬‭notice‬
‭via‬ ‭first‬ ‭class‬ ‭mail‬ ‭to‬ ‭the‬ ‭employee’s‬ ‭last‬‭known‬‭address,‬‭or‬‭another‬‭consented‬
‭form‬ ‭of‬ ‭communication,‬ ‭which‬ ‭will‬ ‭be‬ ‭mailed‬ ‭on‬‭or‬‭before‬‭the‬‭day‬‭on‬‭which‬‭the‬
‭information‬ ‭is‬ ‭released.‬ ‭Discipline‬ ‭more‬ ‭than‬ ‭4‬ ‭years‬ ‭old‬ ‭will‬ ‭not‬ ‭be‬ ‭disclosed‬
‭unless‬‭the‬‭employee‬‭has‬‭executed‬‭a‬‭written‬‭release‬‭to‬‭disclose‬‭the‬‭records‬‭or‬‭as‬
‭otherwise permitted by law, including Revised School Code Section 1230b.‬

‭Legal‬‭authority:‬‭MCL‬ ‭15.231‬ ‭et‬ ‭seq.;‬ ‭MCL‬ ‭380.1230b;‬ ‭MCL‬ ‭408.931‬ ‭et‬ ‭seq.;‬ ‭MCL‬
‭423.501 et seq.‬
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