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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Personnel Recordkeeping Policy: 5.2.008 Pages: 5 

Standards: Employment Relationship Effective date: 05/16/2024 Revised date: 00/00/0000 

 
I. PURPOSE 

To provide consistent recordkeeping procedures in accordance with existing laws 

regarding the maintenance, access, security and retention of employees’ records or files 

and general files. 

 

II. POLICY STATEMENT 

It is the policy of the Township to construct and maintain a record or file on each 

employee.  All information collected, assembled, or maintained by governmental bodies 

pursuant to law or ordinance or in connection with the transaction of official business is 

public information, unless otherwise excluded by law. 

 

III. SCOPE 

This policy applies to all Township employees including union employees and non-union 

employees. 

 

IV. DEFINITIONS 

Personnel File. The “official” or master personnel file that includes documents with original 

authorization signatures relating to an individual’s employment with the Township.  This 

file only includes job-related documents used to make decisions in determining an 

employee’s qualifications for employment, promotion, transfer, compensation, or 

disciplinary action.  This file only contains information pertaining to the individual 

employee and no information on other employees or other individuals, including the 

employee’s family members, will be placed in the personnel file, except in accordance 

with the law.  

 

Employee.  An individual who, for compensation, provides the Township with his or her 

labor.  Employee does not include an independent contractor. 

 

Employer.  An entity that employs an individual for compensation. 

 

V. PROCEDURES 

1. The personnel files of all employees will be maintained by the Human Resources 

Department.  The official personnel files of all employees will be maintained in 

accordance with this policy and will be secured online. 

 

2. The purpose of a personnel file is to maintain, on one recordkeeping website, any 

and all information need to make an employment decision.  This includes records 
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such as the employment application, resume, performance ratings, rates of pay or 

other terms of compensation, selection for training or apprenticeship, promotions, 

demotions, transfers, acknowledgements for outstanding work, disciplinary notices, 

and layoff status or termination of employment information.  This does not include any 

of the documents listed in Section 1(c) of the Bullard-Plawecki Employee Right-to-

Know Act. 

 

3. Although personnel files are the property of the Township, employees may inspect, 

copy, correct, or insert additional explanatory materials into their personnel file.  An 

employee’s file may be reviewed at any time, online, consistent with the Bullard-

Plawecki Employee Right-to-Know Act. 

 

4. The Department Head or designee of each individual department may keep certain 

files on any of the department’s employees so long as the files: 

 

a. Are kept in the sole possession of the Department Head or designee; 

b. Are not accessible or shared with other persons; and 

c. Comply with the provisions contained within this policy. 

 

5. Access to Personnel Files 

a. Access to personnel files is limited to the following: 

i. Employees responsible for maintaining such files. 

ii. Township employees accessing their own file (subject to the Bullard-

Plawecki Act). 

iii. Former employees, if their own file is still maintained, subject to the 

presentation of proper identification and written request consistent 

pursuant to the Bullard Plawecki Act. 

iv. By subpoena or order of any State or federal court or administrative 

agency having jurisdiction over such records, and only to the extent 

permitted by law. 

v. Supervisors in the employee’s direct chain of command. 

vi. The Township Attorney or designee. 

vii. Requests authorized by the Human Resources Director or Freedom of 

Information Act Coordinator. 

viii. A Department Head considering the hire of a former employee or 

transfer of a current employee. 

b. Human Resources will maintain any notations and authorizations in the 

employee personnel filed indicating any non-employee examining an 

employee’s file(s).  An employer or former employer will not divulge a 

disciplinary report, letter of reprimand, or other disciplinary action to a third 

party, to a party who is not a part of the employer’s organization, or to a party 

who is not part of a labor organization representing the employee, without 

written notice, unless: 

i. The employee has specifically waived written notice as part of a written, 

signed employment application with another employer; 
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ii. The disclosure is ordered in a legal action or arbitration to a party in that 

legal action or arbitration; or 

iii. Information is requested by a government agency as a result of a claim 

or complaint by the employee. 

c. Court Orders and/or Subpoenas will be carefully reviewed by the Township 

Attorney before they are honored regarding employment records and no 

records or documents will be provided which are exempt, privileged, or 

protected under the law. 

 

6. Included in an employee personnel file: 

a. Employment Application/resume/cover letter 

b. Signed receipt forms 

c. Any other applicable new hire information 

d. Personnel Action Forms 

e. Documents indicating compensation changes, payments, and reasons 

f. Documents supporting any type of employment decision (job change, job 

evaluation results, location changes, compensation changes, disciplinary 

action, and separation information) 

g. Leave of Absence information 

h. Requests to examine personnel file 

i. Performance evaluations, letters of commendation, disciplinary notices, 

training documentation 

j. Correspondence regarding employee’s performance 

k. Resignation letter/termination documents 

 

7. Excluded from an employee personnel file: 

a. Employee references supplied to an employer if the identity of the person 

making the reference was disclosed. 

b. Materials relating to the employer’s staff planning with respect to more than 

one employee, including salary increases, management bonus plans, 

promotions, and job assignments. 

c. Medical reports and records made or obtained by the employer if the records 

or reports are available to the employee from the doctor or medical facility 

involved. 

d. Information of a personal nature about a person other than the employee if 

disclosure of the information would constitute a clearly unwarranted invasion 

of the other person’s privacy. 

e. Information that is kept separately from other records and that relates to an 

investigation by the employer pursuant to Section 9 of the Bullard-Plawecki 

Employee Right-to-Know Act. 

f. Records limited to grievance investigation which are kept separately and are 

not used for the purposes under this Policy or the Bullard-Plawecki Employee 

Right-to-Know Act. 

g. Records kept by an executive, administrative, or professional employee that 

are kept in the sole possession of the maker of the record and are not 

accessible or shared with other persons.  However, a record concerning an 
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occurrence or fact about an employee kept per this subparagraph may be 

entered into a personnel record if entered not more than six months after the 

date of the occurrence or the date the fact becomes known. 

h. Information or records of an employee’s associations, political activities, 

publications, or communications on non-employment activities, except if the 

information is submitted in writing by or authorized to be kept or gathered, in 

writing, by the employee to the employer.  This prohibition on records will not 

apply to the activities that occur on the employer’s premises or during the 

employee’s working hours with that employer that interfere with the 

performance of the employee's duties or duties of other employees. 

i. Any other records or documents expressly prohibited by law. 

 

8. Disagreement with information contained in the personnel file 

a. If there is disagreement with the information contained in the personnel file, 

removal or correction of that information may be mutually agreed upon by 

the employee and the employer pursuant to Section 5 of the Bullard-Plawecki 

Right-to-Know Act.   

b. If an agreement cannot be reached, the employee is entitled to submit a 

written statement, not to exceed five pages, explaining the employee’s 

position.  This statement will be included when the information is divulged to a 

third party as long as the original information is part of the file.   

c. If either the employer or the employee places information in the personnel file 

which is false or fraudulent, then either party will have appropriate remedy 

through legal action to have that information expunged. 

 

9. Personnel File Organization 

Personnel files will be broken down into categories.  Separate sections will include the 

following categories: 

a. Personnel Records 

i. Initial hiring information 

ii. Correspondence 

iii. Training & acknowledgement records 

iv. Performance reviews and appraisals 

v. Leave of absence/attendance information 

vi. Separation from employment records 

b. Benefits Information 

i. Insurance election forms 

ii. Retirement election forms 

c. Payroll Information 

i. Personnel Action Forms 

ii. Other documents related to compensation/deductions 

d. Medical Records (not available for online review) 

i. Annual physicals 

ii. Drug and alcohol testing 

iii. FMLA 

iv. Psychological Exams/Fit for Duty Exams 
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10. Expunging/Removing Documents from Personnel Files 

Documents will be expunged from employee personnel files in accordance with 

applicable provisions of collective bargaining agreements, or in the case of non-

union employees, in accordance with Township policy. 

 

VI. RESPONSIBILITIES 

1. An employee seen removing or altering documents from their personnel file or that of 

another employee’s file without proper authorization will be subject to disciplinary 

action, up to and including termination, per the 5.1.008 Disciplinary Policy. 

 

VII. RELATED INFORMATION 

1. Bullard-Plawecki Employee Right-to-Know Act 

2. 5.1.008 Disciplinary Policy 

 

VIII. POLICY HISTORY 

Created: 05/16/2024 

Reviewed 06/05/2024 

Reviewed 07/16/2025 


