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Purpose 
The Eastern North Carolina School for the Deaf (ENCSD) Board of Trustees recognizes the importance of maintaining accurate, complete, and confidential personnel records for all employees.  This policy establishes standards for the management, access, and retention of personnel files in a manner consistent with North Carolina law and best practices for K-12 residential school serving students who are deaf and hard of hearing.

Policy Statement
ENCSD shall maintain personnel files for all employees in a secure and confidential manner.  These files are the property of the school and are maintained to support employment decisions, documentation of qualifications, performance evaluations, compliance with legal requirements, and protection of the school and its students.
Access to personnel files shall be limited to authorized individuals, and all information contained in these files shall be managed in accordance with federal and state laws, including privacy and records retention requirements.

File Contents
Personnel files may include:
· Employment applications and resumes
· Offer letters, contracts, and related documentation
· Verification of qualifications and certifications
· Performance evaluations and professional development records
· Records of disciplinary actions, suspensions, or terminations
· Leave requests and documentation
· Criminal history or background check results, if required by law
· Other records deemed necessary by the HR director or Board for employment purposes

Access to Personnel Files
1. Employee Access
· Employees may request to review their own personnel file.
· Requests should be submitted in wiring to the HR Director, who will provide access in a reasonable timeframe.
· Employees may not remove documents from the file but may request copies of documents or submit a written response to any materials contained herein.
2. Authorized Access
· Authorized personnel may access files only for legitimate school business purposes.
· Confidentiality must be maintained, and information may not be disclosed to unauthorized individuals.
3. Board Access
· Members of the Board of Trustees may access personnel files as necessary to fulfill their governance responsibilities, including matters relating to hiring, evaluation, discipline, or termination.

Confidentiality
Personnel files are confidential and shall not be disclosed except as required by law, Board policy, or with the written consent of the employee. Special care must be taken to protect sensitive information such as:
· Social Security numbers
· Medical information
· Criminal background check results
· Personnel disciplinary records

Retention and Maintenance
1. File Security
· Personnel files shall be stored securely in locked cabinets on in a secure electronic system.
· Only authorized personnel shall have access.
2. Retention Schedule
· Personnel records shall be retained and disposed of in accordance with state law, North Carolina Department of Public Instruction guidance, and ENCSD record retention schedules.
3. Record Updates
· The HR Director is responsible for ensuring that personnel files are accurate, complete, and updated as necessary.

Legal References
· N.C. Gen. Stat. §115C-319 (Personnel Records)
· N.C. Gen. Stat. §132-1 et seq. (Public Records Law)
· Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. §1232g
· North Carolina Department of Public Instruction Personnel Records Guidance
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