Speech and Hearing BC Policy Statement & Procedures

VI.8
AREA:  Human Resources
SUBJECT: Employee Records




POLICY:  
Speech and Hearing BC will establish a personnel file for each employee to assist in administrative order, to administer benefits and to place the results of the management process. In doing so Speech and Hearing BC will comply with the principles of the Personal Information Protection and Electronic Document Act and Personal Information and Protection Act of British Columbia.

Speech and Hearing BC will also establish a payroll file to administer bi-weekly electronic payroll and employee benefits.
CONSIDERATIONS:

Contents of personnel files:

•
Application for employment

•
Recruiting/selection process

•
Letter of offer/acceptance

•
Orientation checklist

•
Code of conduct ethics

•
Performance management documents

•
Records of disciplinary action

•
Other information relevant to employment

•
Criminal Record check

•
Personal training records

•
Safety training records

•
Credentials (including certificates, registrations, licensing)

•
Credential verification 

Contents of payroll files:

•
Payroll records

•
Benefit documents

•
Other information relevant to employment

Speech and Hearing BC maintains all personnel and payroll files securely.  Records and files shall not be accessed by anyone other than the members of the Executive Committee and the Operations Manager in performance of their regular duties.

Both personnel and payroll information will be maintained in keeping with the above-noted federal and provincial legislation after the end of employment.

It is the employee’s responsibility to inform the Speech and Hearing BC Executive Committee of any change in personal information e.g. change of contact number.
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