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Policy
AbleNet maintains an electronic personnel file for each active, inactive or terminated employee. Within the electronic file are five secure subfolders. When appropriate, AbleNet maintains similar documentation for independent contractors/Employee information that may contain potential discriminatory content is retained in the Benefits subfolder.   All personnel files are maintained in a secure manner that provides safeguards against loss or damage. Only those with direct need-to-know status are allowed access to individual personnel records. Access will normally be limited to the Controller or CEO.

In the state of Minnesota, employees have various legal rights and remedies related to the contents of their
personnel files. As an employee these rights are extended and include:
· the opportunity to review the contents of your personnel file, upon written request to the Controller, once every six months as an active employee and once each year after termination of your employment for as long as the record(s) are maintained. Requests will be honored within five (5) business days,
· the opportunity to receive a copy of the contents of your personnel file, upon written request to the Controller and,
· the opportunity for you to dispute information that is contained in your file and request that the information be removed. If we do not agree with your request to have the information removed, you have the opportunity to include a statement that outlines your position.

The Organization also has obligations associated with this law and may not:
· use information from your personnel file that was intentionally omitted during your review in a civil or administrative proceeding and,
· retaliate against you for exercising your rights with respect to your personnel file.
· the Minnesota Department of Labor and Industry enforces this law. If it is determined that the organization has not acted in good faith in complying with the provisions of this law, various remedies for violations and retaliation may be available to you.

Procedure
AbleNet maintains an individual electronic personnel file for all employees whether they are active, inactive or terminated.  Information that contains employee’s date-of-birth, results of drug testing, completed I-9 and copies of driver’s license are retained in a separate file called Benefits.

Files for active and inactive personnel are stored on site. These are only accessible by appropriately identified staff members. Terminated files are kept on file for at least 7 years, or more if required by law or regulations.

Items included in the personnel file can be kept in any order. Items in each personnel file include any required forms, including:
· Completed application/resume attached, if needed
· Evidence of interview
· Documentation of qualifications for position (when applicable)
·  same as above – optional inclusion depending on manager’s consideration or job title moved this down
· Copy of current active license (when applicable) and license verification 
· Signed and  dated job description
· Signed and date orientation checklist that lists all items reviewed
· Completed annual performance review for each year employed with employee signature and date

AbleNet does not require reference checks but can conduct them to confirm that a potential hire was employed at a designated company ONLY.  We restrict the question to only confirmation of employment due to potential legal ramifications. 

Additional items may include: this is where we would want to include criminal checks and reference checks
· Employee Conduct Agreement
· Copies of documentation of education or in-services
· Acknowledgement of employment policies
· Conflict of Interest statement
· Confidentiality agreement
· Completed and returned criminal background check per state/payer/hiring manager regulations
· Confirmation of employment

Personnel files are audited in a timely manner to ensure that all requirements for completion are met. Personnel files are retained for seven (7) years, or more if required by regulation. 
































Personnel Benefits File
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Policy
AbleNet maintains a confidential benefit file for all employees and contractors. 

Procedure
AbleNet maintains a benefit file for all employees and contractors that can contain:

· Pre-employment physical
· Workman’s Comp evaluations/reports
· Insurance physical reports
· Hepatitis B vaccination acceptance and dates, or declination form
· TB test results (if test performed)
· Results of criminal background checks (if date of birth appears)
· I-9 form (birth date is on form)
· Driver’s license (birth date appears)
· Payroll Forms (if date of birth appears)
· Any ongoing health communication
· Any insurance enrollment information (if date of birth appears)
· Results of any drug testing
· Copy of Passport

AbleNet maintains safeguards for loss or destroyed files. The files are accessible only by those designated to do so in accordance with their job responsibilities.

The benefit files are audited in a timely manner for completeness as directed by AbleNet staff.
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