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Guide to creating and managing personnel files
Documentation relating to the employment of each employee must be maintained in a personnel file. The exception is an employee’s taxation forms (Tax File Number Declarations and Withholding Declarations) which should not be placed on the personnel file but stored separately, in a secure location.

For a casual Education Support Class or a Casual Relief Teacher, a summary of service across each school year should be kept, including all periods of employment for the year, the hours worked, and the hourly payments for each. 

Further information regarding the management of personnel files is available on HRWeb at http://www.education.vic.gov.au/hrweb/workm/other/recmgt.htm 

Creating a personnel file for a new employee
A personnel file is created for a new employee who has not previously been employed by the Department of Education or has previously been employed on the local payroll.

Step 1
Obtain a new personnel file cover.

Step 2
Record the employee’s details in the appropriate sections on the cover:
· Family and given names 

· Employee ID or record number

Step 3
Attach all relevant documentation to the file.  

Step 4
Store the file in a fireproof secure cabinet.
Movement of Files
When an employee has been promoted, transferred or is commencing a new period of fixed term or ongoing employment in another Victorian State government school or other Department location:
Step 1
Before transferring an employee’s file to another Victorian State government school or  other Department location, ensure that all HR transactions, such as leave or allowances, have been completed on the payroll.

Step 2
Ensure that any outstanding documentation has been included and is securely attached to the file.

Step 3
Arrange the file transfer using registered mail, a secure courier, or hand-to-hand delivery by the principal or authorized person.  The employee transferring is not to be given their own file to transfer.

If the employee has been transferred to a non-school location within the Department, the file must be sent to HR Services.  In any other situation, the file must be retained in the school and dealt with appropriately (see below for more details)
Note: an employee’s personnel file is not forwarded to a school in the private education system or to a government or private school interstate.

When a school based employee’s personnel file is required by the central office
On occasion, an employee’s file may be required by an area in the Department’s central office as a result of an:

· FOI request

· Ombudsman inquiry

· Legal, discipline, EEO issue

· WorkSafe or other HR/leave/payroll matter
Step 1
School receives a file request from HR Services or other appropriate area of the Department.
Step 2
Before transferring an employee’s file to an area in the central office, ensure that all information, such as leave or allowances, has been updated on the payroll.

Step 3
Ensure that all documentation is included and is securely attached to the file.

Step 4
Arrange for the file transfer, using registered mail, a secure courier, or hand-to-hand delivery by the principal or authorized person.


Unless it has been specifically requested, any additional documentation created while the file is outside the school should be held in the school until the file is returned.

Step 5
Record the date sent and the destination of the file.  Follow-up with the receiving area if the file has not been returned within 3 months.
Providing the employee with access to their personnel file

If an employee wishes to access their personnel file, they should request access from their principal (school employees) or Manager, HR Services (VPS employees).  If access to any of the documents in the file is denied, the employee has a right to seek access under the Freedom of Information (FOI) provisions.
Step 1
The employee requests access to his/her personnel file.

Step 2
The principal/Manager, HR Services reviews the file to determine if any of the documents on the file:

· refer to another employee; or
· have been provided in confidence, such as medical report or a legal opinion; or
· are of a sensitive nature
Step 3
On the basis of the above, the principal/Manager, HR Services decides which documents can be accessed by the employee.

Step 4
Where access to any document is denied, the employee is advised of their right to seek access under Freedom of Information provisions.


If there are concerns about providing or refusing access to documents, advice should be sought from the Manager, Freedom of Information in the Department.

Step 5
The Principal/Manager HR Services provides the employee with supervised access to ensure no documents are altered or removed.

Former Employee’s records
Where an employee ceases employment with the Department, the personnel file will be retained in the school/central office.  Personnel files of ceased employees must be dealt with appropriately to ensure compliance with the provisions relating to the disposal of public records under the Public Records Act 1973.
Step 1
Remove the file from the current records storage area.

Step 2
Secure all documentation.

Step 3
On the cover of the file, clearly mark the cessation date of the employee, if this is not already recorded.  Dates should be marked predominantly on the file to ensure easy access for retrieval and disposal.

Step 4
Secure the file in a separate fire-proof area for ceased records, preferably in order of date of cessation to facilitate destruction.

General Disposal Schedules Relevant for Schools

The General Disposal Schedules relevant for schools can be found on the Department’s website at http://www.education.vic.gov.au/management/governance/archivesandrecords/schools_recordmanage.htm 
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