STEP 1
Parent presents
letter to the

SUSD—HUMAN CAPITAL

EMPLOYEE PERSONNEL LETTERS

Y

employee.

STEP 5
The employee is
contacted by Human
Capital for permission
to file the letter.
(Within 2 days)

STEP 2
Parent sends a copy
of the letter to the
Employee Relations
Administrator in
Human Capital.

STEP 3
The letter is
stamped
“received” in

A4

STEP 4
Human Capital
ensures that the

\'4

Human Capital.
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STEP 6
The parent is called and
notified as to the date
the letter was filed in the

letter is appropriate
for the personnel
file. (Within 2 days)

personnel folder.
(Within 2 days)

STEP 7
The employee is
notified that a letter
has been submitted to
their personnel file.
(Within 2 days)




