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1.0 Purpose: 
Principals and supervisors shall keep documentation at the school or employment location regarding 
employee discipline and job performance. The stat document events or incidents that occur at the school 
or employment location. Copies of documentation shall include, but are not limited to the following. 

1.1 Performance observations and evaluations; 
1.2 Performance Focus Plan of Support with documentation; 
1.3 Memos, notes, letters or other communication regarding employee disciplinary actions; and 
1.4 Letters of recommendation and commendation. 

Principals and supervisors are to send copies of performance evaluations, improvement plans, 
communication regarding employee disciplinary actions and letters of recommendation or commendation 
to the Personnel Department to be filed in the employee’s official personnel file. 

When an employee disagrees with an item contained in his/her school or employment location personnel 
file, a written statement of the reason(s) for the objection may be submitted to the immediate supervisor. 
Within five (5) working days from receipt of the request, a written response will be provided by the 
employee’s immediate supervisor. The item (s) in question will be removed or the employee’s letter of 
disagreement will be attached to the item in question and placed in the file. 

2.0 Procedures: 
Whenever an employee transfers from one employment location to another, school personnel files shall be 
delivered from the current school or employment location to the new school or employment location of the 
transferred employee. This procedure will be the responsibility of both principals and supervisors whether 
receiving or sending the employee file to the next employment location. 

Administrative Guidelines: 
The Board authorizes the Superintendent to establish written administrative guidelines to facilitate enforcement of 
and compliance with this policy. 

Severability: 
If any provision of this policy or application thereof to any persons or circumstances is held invalid, such invalidity 
shall not affect other provisions or applications of this policy. When questions arise on these regulations, the 
superintendent of schools is authorized to render decisions on matters. 

Review Schedule: 

This policy will be reviewed in accordance with the policy review schedule published by the Superintendent. 

Authorization:   
Replaces: 

Reviewed: 3/12/19 

Approved: 4/16/19 
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