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Purpose: To ensure the maintenance and accuracy of the official personnel files of employees and to preserve the confidentiality of files.

Policy statements:
· The hospital shall ensure that all personnel files are updated and information in the files is maintained confidentially.
· The hospital shall ensure that each employee has one personnel file and no personnel file contents are found outside the file unless with the necessary approvals.

Definitions:
· Personnel file: an employer's folder of employee records collected in regards to qualifications, promotion, transfer, compensation, or disciplinary action.



Procedures:
Communicating the content of the personnel file:
1. Human Resources Officer (HRO) requests the content for the personnel file from the employee on his/her recruitment/appointment (Appendix 1).
2. The Human Resources Officer shall identify the best facility to maintain confidentiality of personnel files.
3. The Human Resources Officer shall establish a system to safeguard access of personnel files.
4. The Human Resources Officer shall avail a checklist to guide the appropriate management and ensure completeness of personnel files.
5. The Human Resources Officer shall regularly update personnel files (every time there is a change in the profile of employee).

Personnel file confidentiality
Only authorized persons by the HRO have access to personnel files. Access to the employee file is possible when:
1. The owner is in the presence of Human Resource Officer (HRO)
2. Hospital Management Committee with approval from the Hospital Director under supervision of HRO.
3. The District Labor Inspector and the District Human Resource in Charge, in the presence of the Hospital Human Resource Officer with a recommendation letter from the District Mayor and Hospital Director General.
4. Other officials allowed by the law.

Violation
It is a violation of this policy to release information from employee personnel records including, but not limited to, information pertaining to medical/health, salary, etc. or to disseminate such information to individuals who have no legitimate authority to it. 

References:
· District hospital operational policies & procedures, Organizational management services, September 2012.
· Rwanda Hospital Accreditation Standards, 2nd Edition, October 2014, 28-29.



Appendix 1: Content of Personnel File
The Human Resource Officer keeps an individual file that contains: 
a) A job application letter (for local recruitment)
b) Appointment letter / Transfer letter (for both local recruitment and transfer from Ministry of health or other Institutions)
c) Curriculum Vitae
d) Copies of educational degree/ Diploma/ Certificates
e) License of professional councils RCNM, RMC, Allied Health Council 
f) Copy of the identity card or passport
g) Signed employment contract 
h) Training or advanced training certificates
i) Signed job description 
j) Motivation contract
k) Passport Photo
l) Criminal record
m) Performance assessment reports (performance-based finance and annual appraisals)
n) Copy of the driver’s license in case it is a requirement for the job
o) Medical certificate
p) Copy of vaccination card (Hepatitis…) 
q) Other related documents: sanction (warning, suspension, etc.), Annual leaves, sick leaves, incidental leaves, permissions, any correspondence between hospital management and the employee

The content of the job description of employee:
1. Administrative information
2. Reporting channel 
3. Job summary
4. Assigned responsibilities
5. Customer care expectations
6. Education, training and experience required
7. Required knowledge and skills
8. Expectations of quality and safety
9. Employees and employer’s agreements and signatures /job contract
10. Motivation/performance based financing (PBF) contract

The content of volunteer and contracted personnel files:
1. Copy of contract
2. Qualifications (education, training, and experience)
3. Current professional license (if indicated)
4. Proof of orientation
5. Required health assessments/vaccinations
6. National identification card or passport


	Appendix #2:  Personnel File Checklist
	
	
	

	Names of employee: ………………………………………………………
	
	
	

	Position: ………………………………………………………
	
	
	

	N⁰
	ITEMS
	AVAILABLE
	

	
	
	Yes
	No
	N/A

	1
	Application form or application letter
	 
	 
	 

	2
	Certified copies of obtained diplomas
	 
	 
	 

	3
	License and Registration Number 
	 
	 
	 

	4
	CV
	 
	 
	 

	
	Passport photo
	
	
	

	5
	A copy of the ID or Passport
	 
	 
	 

	6
	Judicial record
	 
	 
	 

	7
	Medical Certificate
	 
	 
	 

	8
	Results of the recruitment test
	 
	 
	 

	9
	Contract or appointment letter
	 
	 
	 

	10
	Job description
	 
	 
	 

	11
	Staff orientation
	 
	 
	 

	13
	Received trainings
	 
	 
	 

	14
	Leave
	 
	 
	 

	15
	Communication  between the hierarchy and the employee
	 
	 
	 

	16
	Annual Performance Contract and Appraisal
	 
	 
	 

	17
	Motivational Contract
	 
	 
	 

	18
	[bookmark: _GoBack]Performance appraisals 
	 
	 
	 

	19
	The disciplinary sanctions
	 
	 
	 

	20
	Vaccination card (Hep B)
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