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Policy/Rule Title: Employee Personnel Records 
Policy/Rule Number(s): AS-060-006 Release No: 2.0 
Effective Date: 12/22/2003 Expiration: N/A 
References:  
Web Address: http://www.dhs.state.or.us/policy/admin/hr/060_006.htm  
    
Discussion/Interpretation: The DHS Employee Personnel Records policy has been 
revised to add language regarding confidentiality of employee records.  This policy 
revision also includes updates to retention periods required for specific documents 
included in employee personnel record files. 
 
Implementation/Transition Instructions: Managers need to inform employees of 
confidential records. 
 
Training/Communication Plan: This transmittal provides formal announcement of this 
policy revision.  No specialized training is required. 
 
Local/Branch Action Required: Managers and supervisors need to review the policy 
and be sure staff engaged in handling employee personnel records understand 
requirements and expectations for confidentiality.  
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Central Office Action Required: Respond to questions or concerns and update the 
policy as necessary. 
 
Field/Stakeholder review: Yes  No 

If yes, reviewed by:   
 
Filing Instructions:  No paper copies are distributed for filing.  DHS Agency-wide 
policies are located on the DHS web site at http://www.dhs.state.or.us/policy/admin/  
 
 
If you have any questions about this policy, contact: 
Contact(s): Terri Millsap 
     Phone: 503-945-5743 Fax:       
     E-mail: terri.millsap@state.or.us  
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