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    Records of the employment history of persons holding faculty appointments other than regular appointments.


This records class is a Personal Information Bank.


Related Records | Responsible Unit | Information Steward | Information Confidentiality Classification | Retention | Disposition | Authority | Retention Rationale | Version Information


Content & Scope


Other faculty appointments include adjunct, research, visiting, and special appointments as defined in Policy 76 – Faculty Appointments.


This records class excludes employee information required to administer pay, pension, and benefits, and information on individual employees maintained in the human resources management system.


The records include copies of letters of appointment/contracts, CVs and other application documents, performance reviews and related documentation where applicable, notices of awards, and related correspondence.


[bookmark: related]Related Records


	For employee information required to administer pay, pension, and benefits, see HR52 – Employment Files (Financial).
	For information on individual employees maintained in the human resources management system, see HR05 – Human Resources Management System.

[bookmark: responsible]Responsible Unit


Hiring units.


[bookmark: info-steward]Information Steward


Vice-President, Administration & Finance.


[bookmark: confidentiality]Information Confidentiality Classification


Restricted.


[bookmark: retention]Retention


5 years after last period of employment.


[bookmark: disposition]Disposition


Secure Destruction.


Note


Responsible Units should document the disposal/destruction of official records using the University records destruction form or equivalent documentation, to verify that we are following our records retention rules.


[bookmark: authority]Authority


	University of Waterloo Act, 1972.
	Policy 75 – Faculty Appointments.

[bookmark: rationale]Retention Rationale


The retention period is based on operational use.


[bookmark: version]Approval Date


26 October 2011
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        The University of Waterloo acknowledges that much of our work takes place on the traditional territory of the Neutral, Anishinaabeg and Haudenosaunee peoples. Our main campus is situated on the Haldimand Tract, the land granted to the Six Nations that includes six miles on each side of the Grand River. Our active work toward reconciliation takes place across our campuses through research, learning, teaching, and community building, and is co-ordinated within the Office of Indigenous Relations.
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