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ADMIN PROCEDURES MANUAL  
Administrative Procedure 402  

 
 

PERSONNEL RECORDS 

Background 
Orderly administration of the District requires the compilation of information about all 
employees. 

Procedures 

1. The employee's personnel file may contain: 

1.1 Pre-employment materials, including correspondence associated with the 
applications, curriculum vitae, transcripts, letters of reference and placement 
documents. 

1.2 Copies of letters relating to 
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10. Employees or former employees may authorize the release of salary and other employment-

related information to specified businesses and lending institutions. 
 
 
 
Reference: Sections 22, 65, 85 School Act 

Employment Standards Act 
Freedom of Information and Protection of Privacy Act 
Collective Agreements 
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