PERSONNEL POLICIES AND PROCEDURES MANUAL

SECTION VIl - RECORD KEEPING

A. PERSONNEL OFFICE
1. Basic records to be retained include:
Reference Data
. Job Descriptions
Resumes and Applications
. Interview notes/selection information
Resignations
Employee tax exemption claims
. Disciplinary action information
. Performance evaluations
Insurance coverage/changes
. Transfers
2.  The Personnel Office shall keep and maintain a complete record of each employee
throughout his/her term of employment.
a. Tribal employees shall have access to their employment file.
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b. Employment files kept by the Personnel Office shall be considered confidential
information. Release of any information to a third party must have the consent
of the employee in writing.

B. ACCOUNTING DEPARTMENT
1. Basic records to be retained include:

. Attendance records
b. Employee Time Sheets
¢. Earnings - in the form of computer printouts
d. Travel - in the form of complete travel authorization forms.

1) Time sheets and travel reports shall be filled out by every employee for pay

period, collected by the program head, and forwarded to the Department.

2.  The Accounting Department shall retain all records for a period of seven (7)
years Open Records and Open Meetings Law 10 14 09B) (BC Action, 10-14-09B)
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https://oneida-nsn.gov/open-records-and-open-meetings-law-10-14-09-b/
https://oneida-nsn.gov/wp-content/uploads/2017/01/10-14-09-B-Open-Records-and-Open-Meetings-Law-Amendments.pdf

