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The Director shall be responsible for the maintenance of a permanent personnel record on all CSRA RESA Employees.  The personnel record shall contain appropriate information including:

1. Employment application

2. Written verification of employment and references

3. Records of all paid leave earned and taken

4. Documentation of approval and duration of unpaid leave

5. Special training received

6. Disciplinary action

7. Time and attendance

8. Performance evaluation

9. Termination

10. Salary changes

All inquiries relevant to present or former employees will be referred to the Director.  Information other than the fact that an employee works at CSRA RESA will not be verified by telephone to any party outside CSRA RESA.  Inquiries of a financial nature will be answered only with the written approval of the employee.

The personnel records of CSRA RESA are considered as confidential and shall not be open to public inspection.  Use of records shall be in accord with the Public Information Act of 1974 and the Privacy Act of 1974.

