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POLICY Board of Trustees - Montgomery College 37001

Chapter:

Subject:

Personnel Modification No. 0042

Personnel FilesEmployment Records

The College is committed to maintaining accurate, secure, and confidential employment
records in accordance with applicable laws and institutional standards.

In the_course of day-te-daydaily operations of the College, employees may be required to
access or manage-must-often-utilize-information-of a-confidential nature-in-order
confidential or sensitive information-te-carry-outtheirjobs. -All employees have aan-ltisa
rmajorresponsibility-both ethically and legally responsibility-fer-al-employees to safeguard
and appropriately properly use this information.

The personnelemployment record of any past or present employee of the College is
considered a confidential record of the College. -It is the College's policy to safeguard the
privacy of its employees by restricting access to the files that make up the employment

records-personnelfiles-and-records when access is restricted or denied by law. To the

extent permitted by law, employees have the right to examine their employment
personnelfiles records-and-otherrecords-concerning-theiremployment; the right to
submit materials to correct, rebut, or clarify any information contained in those files-er
records; and the right to have materials not related to employment or official duties
excluded from their records. -Only information which is relevant and necessary to carry
out the daily operations-accomplish-the-purpese of the College may be maintained in
these persennelfiles-and-records_and their maintenance must be in accordance with the
College’s record management processes-

V. Effective January 1, 2022, employment records will be maintained in the HR Information
System (HRIS). Digital files for employment records prior to January 1, 2022, are
maintained electronically.

VH. The Board of Trustees authorizes the Ppresident is-autherized-to establish any

procedures necessary to implement this policy.

Board Approval: September 21, 1987; DATE .-
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Chapter: Personnel Modification No._0034

Subject: Personnel-FilesEmployment Records

34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77
78
79
80
81

Scope and Applicability

A. This policy applies to the employment records of employees, including
documents from their employment application or promotion that are maintained in
their personnel file.

B. For individuals who are not hired, the recruitment file is maintained separately
and is retained and disposed of in accordance with the College’s records
retention protocol.

Staff Personnel FilesTypes of Files

The College maintains one (1) official employment record for all employees, which is
compriosed of multiple files.

A. FypesofEilesPersonnel Files
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| 82 e——The official personnel file for employees consists of:
83
84 13 The official letter(s) of offer of employment, contract(s) for employment,
85 and letter(s) of appointment, reappointment, and/or non-reappointment.
86 for-administrative staff or a copy of the offer letter for support and
87 associate-staff:
88
89 2. Copies of documents which authorize the payment of salary.
90
9 {23.)  Other legal documents related to employment.
92
93 34.) A y I:Ietters of reference and recommendatlon —transenpts—um#ersﬁy
94 - d
95
96
97 {4)y——0riginal application and/or resume/curriculum vitae for consideration of
98 fer-employment.-
99
100
101
102
103
104
105
106
107
108 {8)5.—Materials related to the required performance evaluation procedures and
109 associated documentation.
110
111 0 Thoeoulic ep sl tocie oo roculend o cmnalovmaonl
112
113 6. Documents related to rank and advancement, if applicable.
114
115 “0)7. —Archlval records of noteworthy ach|evements records, and awards thot
116 ~ ; A ~
117
118
119
120
121
122 prewded—arkrniermaheeeep%Documents related to d|SC|pI|narv actlons if
123 applicable.
124
125 B. Benefits and Retirement Files
126
127 The official benefits and retirement files consist of:
128
129 1. Current and historical group insurance plan elections for active
130 employees.
131
132 2. State Retirement Plan elections for active employees.
133
134 3. Voluntary Retirement Plan elections for active employees.
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4. Current and historical group insurance plan elections for retirees.

C. Additional Files

Other files and documentation may be kept by Human Resources and Strateqgic
Talent Management (HRSTM) as part of the employment record, including but
not limited to those related to family leave, medical leave, and disability
accommodations.

1. Administration of and Access to Employment RecordsFEiles

A. Administration of Employment Records

Employment records-with-berecords are kept electronically and securely
maintained by the Chief Human Resources Officer (or designee).

B. Access to Records

e———Employment-This-file -isrecords are private and access to them is limited.

Generally, they are open only on an as sneed_to_know basis to the
employee and any College employee whe-supervisesin the
employeesemployee’s supervisory chain, except as provided herein. All
requests must be made in writing by first contacting the HR Helpdesk at

HRSTM@montqomervcoIque edu Iheﬂ&&aJse@pe&teJeh&PFe&denL

2. d———An individual employee has the right to respond in writing to any

material in their filerecords(s). He-orsheThey may prepare a statement
in response and may include evidence in support of the response in the
filerecords(s). If the individual desires to-make no-statementin

response, he/she may so state in-writing.
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e———A supervisor of one or more College employees may shall-have
theright-to-review an employee’s the-personnel-employment record
when the employee works under his-or-her-their supervision and such
access to-thefile-is deemed-necessary for the normal conduct of
supervisory responsibilities;-or-when

A_supervisor of one or more College r-employees shall review the

reemployment record of an employee who is being considered for a -has

made-written-applicationfor-transfer or promotion, or who has submitted

a written application for transfer or promotion, to a position under his-or

hertheir supervision.

4. g———1In the event a duly authorized subpoena is issued for the release

of -employment records, notification of such subpoena action shall be
given to the -General Counsel for appropriate action.

C. Verification of Employment

1.

All employment verification requests shall be directed ien-to the HR Help

Desk via email at HRSTM@montgomerycollege.edu (preferred) or in
person at the Central Services Building. HRSTM will verify dates of
employment and position, and salary will be verified only with a signed
authorization from the employee. Common reasons to request
verification of employment include but are not limited to renting or
purchasing property, applying for any type of loan, and Public Student
Loan Forgiveness forms.

All verifications of employment will be returned directly to the requestor,

not provided to the employee. HRSTM will keep a record of all
employment verifications provided on behalf of employees.

With the exception of a confirmation of employment or verification of

salary by the Chief Human Resources Officer (or designee), no
information in the records about an employee will be given over the
phone by anyone.

H—Full-Time Faculty

The offici ; s of:
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400
|401 Administrative Approval: September 21, 1987; September 27, 1990; August 24, 2010; DATE.
402
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