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Purpose: To provide appropriate access to employee personnel files while maintaining 
the privacy and confidentiality of employees. 

Employee files are maintained by the Human Resources Department and are 
considered confidential. Managers and Supervisors other than the Director of Human 
Resources and his/her subordinates may only have access to personnel file information 
on a need-to-know basis.  

A Manager or Supervisor considering the hire of a former employee or transfer of a 
current employee may be granted access to the file, or limited parts of it, in accordance 
with anti-discrimination laws.  

Personnel files are to be reviewed in the Human Resources Department, even by 
Managers and Supervisors, and may not be removed from the department.  

Employees who wish to view their personnel files must submit a written request to the 
Human Resources Department.  Upon receipt of the written request, a human 
resources representative will schedule an appointment (generally within 3 days) for the 
employee to view the file during normal office hours and with a Pine Haven 
representative present.  For purposes of this policy, the personnel file includes records 
related to performance and training as well as other records used for hiring, promotion, 
and disciplinary decisions.  It will not include any reference checks, medical records, or 
investigation files.  Employees are not permitted to remove any documents from the 
personnel file but may provide a written response to any document in the personnel file.  
This written response will be attached to the original document in the personnel file. 

Current or former employees may request copies of documents in their personnel files. 
The request must be made in writing to the Human Resources department and should 
include a list of requested documents.  Current and former employees will be charged 
$0.25 per page for copies after the first 25 pages. 

Representatives of government or law enforcement agencies, in the course of their 
duties, may be allowed access to file information.  This decision will be made at the 
discretion of Pine Haven Christian Communities or the Human Resources Department 
in response to an employee’s request, a valid subpoena, or a valid court order. The 
Human Resources Department will respond to written requests for copies of employee 
personnel files.  The requests must specify the documents requested and include a 
signed authorization from the current or former employee.  Attorney’s offices will be 
charged $0.25 per page for each document requested. 


