
    
    
    

 
ADMINISTRATIVE DIRECTIVE 

 

 

The Human Resources Department shall be responsible for routine transmission of administrative and 1 
personnel files of prior employees to new employers.  2 

The Human Resources Department shall maintain a list of all employees, contractors or agents who are 3 
believed to have engaged in sexual misconduct regarding a minor or student in violation of the law. If a 4 
supervisor receives a request for recommendation from a former employee who is believed to have 5 
engaged in sexual misconduct regarding a minor or student, the request shall be forwarded to the Human 6 
Resources Director.  7 

In the event a recommendation or information other than a personnel file of any such person is requested 8 
by a new employer, the Human Resources Director shall contact law enforcement to confirm the status 9 
of the investigation and/or charges. If the matter has not been officially closed, the Human Resources 10 
Director shall notify the new employer in writing that they are prohibited from providing any information 11 
other than the administrative and personnel files.  12 
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