BERTIE COUNTY SCHOOLS
 
 

[bookmark: _GoBack]Official Personnel File Access Request Form
 
Every employee has the right during regular working hours to inspect his or her personnel file, provided that three days’ notice is given to the HR Department.  To schedule an appointment to view your official personnel file, please complete each appropriate section of this form and send via fax or courier mail to HR.  HR staff will get back to you within 3 business days after the date on which the form was received with scheduling options. 
 
Pre-employment data or other information obtained about an employee before his employment by the Board will not be a part of the official personnel file and shall be unavailable for the employee’s inspection.  This information may include, but is not limited to:  application for employment, references, prior employers, and evaluations of academic records. 
 
Last Name
 
 
First Name
 
 
MI
 
Employment Status:
 
 
 
Active
 
 
 
Retired 
 
 
 
Terminated
 
Employee Type:
 
 
 
Certified 
 
 
 
Classified
 
 
Email Address:
 
Phone Number:
 
School/Department:
 
Birth Date (MM/DD/YYYY):
 

 
What would you like to do during your appointment? 
  View my Personnel File 
  Obtain a copy of my Personnel File 
  Authorize a representative to access my Personnel File 
List the full legal name of the individual.  The representative will be required to show valid photo identification at the appointment in order to view your file. 
Name of representative:  _____________________________________________ 
  Other:  Please describe:  ________________________________________________ 
 
I verify that the above information is correct and that I am the employee requesting the file.  I understand that I will only be allowed to review the file at the Bertie County Schools Human Resources Office in the presence of a Human Resources staff member. 
 
	_____________________________________________ 
	____________________________ 

	Employee Signature 
 
	Date 

	_____________________________________________ 
	____________________________ 

	Human Resources Staff Member Signature 
	Date 



