


Approved Diocesan Records Series: Personnel

Record Series Series No. Description Retention Disposition
Personnel Files (Office 2015.043 Agency copies of personnel records. May include: evaluations, resumes, 1 year after termination. Destroy.
Copy) correspondence, copy of the application, etc. Does not include (29 CFR 1627.3)

payroll-type information. No record should be placed in a personnel
file maintained by an agency that is not also included in the official
personnel file kept at Human Resources. Any admonitions or discipline
information must be forwarded immediately to the official personnel
file in Human Resources.

Personnel Files: XXX See: School Schedules: Personnel Files: School Employees. XXX XXX
Teachers
Volunteer Files 2015.044 File created for each person interested in volunteer work. May include: ~ Volunteer Files: Destroy.

Volunteer information form, references, TB test results, hour logs, etc. 5 years after last action date
See also Personnel — Child Protection File.

Inactive Applications: Destroy.
(Volunteer did not actually

serve.) 3 years after application

becomes inactive.

The following Diocesan authorities have approved all updates to this retention schedule:

Vice-Chancellor for Archives and Records K‘M"‘ 0/‘/W Date 8/ ?/O/ oty

Chancellor and Gener Counﬁc/ CM‘-—-Q Date g(/ JG/ 2 Z

Vicar Judicial ___( “~ oy Date Z/Q / / Y

Moderator of the Curia \’\ ,O / //%/ Date 8 41‘0 / A6 024

4
Director, Department for Persoré/el Services a/l’\/' Date g) > [/ M

20f2






