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Foreword

The Government of Tanzania is committed to improve the
management of records in the Public Service as a major source of
information that facilitates it’s transactions. The value of information
and the power it has, shapes the way Government business and
activities are conducted. Effective use of informadon, results in good
and consistent decision-making, efficient and effective delivery of
service, transparency and accountability which cannot be achieved
without proper records management. It is for these reasons thar the
government is keen on improving Human resource information in
the Public Service. One way of doing this is to provide clear guidelines
and procedures on personnel records management.

These guidelines aim art providing procedures to be followed on day
to day management of personnel records in the entire Public Service.
Adherence to these guidelines and procedures will streamline personnel
records management practices, leading o effectiveness, efficiency.
improved service delivery and betrer management of public servants.

However, these guidelines are not intended to be a training guide for
trainers, but a practical guide for records staff and Human Resource
officers whose responsibility is the management of personnel records.
These guidelines and procedures will supplement government effores
in improving personnel records management and should therefore
be used alongside existing policies, laws and regularions governing
records management.

In this regard therefore, all Heads of Public Offices are required to
ensure that all officers in their institutions observe the guidelines and
procedures and put systems in place for managing personnel records.

() I
i)



The continued application of these guidelines and procedures will
improve service delivery and better management of Public Servants.

Genrge 13, Yambesi,
Permanent Secretary,
Public Service Management




1.0 INTRODUCTION

The success of the Tanzania public service in discharging is funciions
depends, among others, on the manner of which personnel records
are managed. Effective management of personnel records enables
public offices to manage their employees efhciendy and equitably. Ic
encourages informed and consistent decision-making, transparency,
accountability and facilitates the monitoring and evaluation of
employee’s performances.

Poor management of personnel records undermines efforts o
improve the accuracy of the public service payroll darabase and the
pmplementation of the Public Service Management and Employment
Policy which has introduced performance related promotion and
compensations. In line with this policy, public service employers will
need improved access to employees’ records relating to present and
past performance. Better management of personnel records will also
reduce delays in processing pension claims for retiged staff.

In order o address the requirement of the Nadional Records and
Archives Act No. 3 of 2002; the National Records and Archives
Man;;;;fmem policy of 2011; and the Public Service Managﬂ:munt
and Employment Policy of 2008, the PO - PSM, has decided to
establish guidelines and procedures o facilivate strategic management
of personnel records in the public service.

The purpose of these guidelines and procedures 1s to enable records
H"[fll:T\ HHL] Hll]'[t;ll‘l RL:S(}llTL'tf (]m{.’(.‘r.’:-, i.” fl]{‘. I_'Hlbll{: SUrViL:ﬂ, [ (4] Cr{:alﬂ,
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control and maintain personnel files (Master file and Working hile)
in-a way which insures that the employment history of each public
servant is readily available for as long as it is required, and that the
information contained in the files supports the work of appointing
authorities.

1.1 OBJECTIVE

All public offices generate and hold personnel records.  Therefore
the objective of these Guidelines and Procedures is to ensure that
personnel records in the public service are ereated, controlled and
maintained throughout their life cycle as required by relevant laws,
n:gulatlons and instructions.

1.2 SCOPE

These guidelines and procedures cover both paper and electronic
records and include guidance on managing the personal files of
individuals employed by the Government. Guidance is provided for
both records staff and human resources (HR) officers. Records staff
must follow these Guidelines ro ensure that personnel records are
managed effectively and efficiently throughout their life cycle and thac
they remain accessible for as long as needed to supporethe in formation
needs of HR officers. HER officers, all other creators and users of
personnel records must follow these Guidelines and Procedures to
ensure that their decisions, actions and communicarions are fully and
accurately documented.

1.3 LEGISLATIVE AND REGULATORY
REQUIREMENTS

Legislative requirements and responsibilities in relarion to public
records are explained in the National Records and Archives
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Management Policy of 2011, In summary. public offices must also
ensure that recordkeeping practices comply with the Records and
Archives Management Act No.3 of 2002, any other applicable laws
and regularions.

Regulation of the human resources management function in
government is covered by the Public Service Act No.8 of 2002 (CAD
297 and Public Service (Amendment) Act No.18 of 2007 and Public
Service Regulations of 2003, Standing Orders of 2009, and the Public
Service Management and Employment Policy of 2008. Section 8(3)
of the Public Service Act, 2002 empowers the Permanent Secrerary
(Establishment) to be responsible for coordinating and ensuring
proper upkeep of personnel information of all public servants.
Fach public office also has a responsibility to ensure that accurate
and complete personnel records are kept for the employees in its
operational service.

Also these Guidelines should be read in conjunction with the
National Records and Archives Management Policy of 2011. The
Policy provides a framework to enable public offices to comply with
legislative requirements, as well as the international standard for

records management (ISO 15489)",

|

1 150 1545%-1; Informarion and Docwmentation — Records Management - Pare 1: General; 1500 TR
15459-2 Information and Documentation — Becords Management - Pase 20 Guidelines. :
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CHAPTER TWO

2.0 THE NATUREAND PURPOSE OF PERSONNEL
RECORDS

Records are needed to support government operations, to provide
reliable information about the decisions and actions of public servants
and to demonstrate that public servants have acred appropriately,
Effective SRRt of personnel records enables the public
service to manage its emplovees efficiently and equitably, encourages
informed and consistent decision-making, supports transparency
and accountability, and facilitates the monitoring and evaluation of
performance. Much of the information chat is entered in the Human
Capital Management Information System (HUMIS) is derived from
personnel records generated in the course of managing individual
employees.

2.1  Special Characteristics of Personnel Records

(i) Government-wide: government offices ar all levels
and locations normally maintain personnel records of
some sort. This has implications tor communications,
duplication and the authenticity of records as evidence
of HR events.

(ii) Links with other systems: There are strong links
berween personnel recordkeeping svstems and other
covernment  systems, notably  payroll and  pension
management, Personnel records provide the authoriry
to pay salaries and benehits to employees.
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(iii) Different uses. Personnel records pruvjdc a basis for

(iv)

(v}

(vi)

planning and decision making in every area of personnel
work, whether in relation w individual employee, groups
or categories of emplovees or the entire workforce, In
common with other types of records, personnel records
must be managed so that they can always be locared and
retrieved when required.

Importance: Reliable personnel records support the
efficient management and use of the governments
human resources. However, the quality of personnel
records also directly aftects government employees and
their families, It is extremely important that personnel
records are accurate and complete, and that they can
be trusted by government and employees. Personnel
records document the contractual relationship between
employer and employee and the employeds carcer
history. The informartion held in chese records is used 1o
make decisions about promotion, transfer, termination
or, in some cases, disciplinary action.  These records
are also used as authority to determine pay and other
benefits, including pension entitlements.

Sensitivity: Most personnel churcI: are sensitive or
confidential because they contain personal information
about individuals. Access to the records, whether paper
or electronic, must be stricedy controlled by putting in
place security measures that protece them againse loss,
unauthorised access or unauthorised alteration,

ngevity: Some personnel records will need o be
Lo 5 1 1 1l 1 L

kept for the entire career of the emplovee and for a
period atter the decease, retirement or separation from
public service of the employee, This has implications

P
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for storage systems and the lifespan of storage media.
Factors such as the longevity of the media, case and cost
of migration of personnel records are particularly relevant
when evaluating electronic recordkeeping systems.  All
personnel records must be retained and disposed of in
accordance with approved retention/disposal schedules.

Quantity: Typically the public service maintains very
large quantities of personnel records, the majority
of which continue to be held on paper. The failure
to manage personnel records appropriately will lead
to significant wastage of office space and have major
implications in terms of cost and staff time.

(viii) Ownership: Although personnel records may be in

the custody of a public office, they are Government
records and are kept under the recordkeeping authoricy
of PO-PSM. Personal files, or any of their contents,
must be provided to PO-PSM on request and shall not
be destroyed without authority as prescribed by the
Records and Archives Management Act No.3 of 2002,

2.2 Main Categories of Personnel Records

Employer has a responsibility of maintaining a personnel file for
cach employee. Documentation of employment history, records of
contribution and achievement, disciplinary notices, promotions,
petformance development plans, and much more, belong in a
personnel file. Records management practices in the public service
require emplovers keep more than one personnel file, Because several
tvpes of personnel files are recommended, different rules and guidelines
are associated with each personnel file, Each type of personnel records
outlined below has a different reason for existing, different conrents
and stored differently based on thar reason.

P
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2.2.1 Subject Files

Most public offices maintain subject files relating to the human
resource management function. These files cover policy and
procedural matters relating to, for example, recruitment, manpower
planning, conditions of service, labour reladions, schemes of service,
training, performance management and discipline. These files should
be managed according to standard procedures for all other subject
files, as described in the Regisery FProcedures Manual,

2.2.2 Personal Files

Personal files contain the records that document an individual’s
employment history throughout his or her carcer in the public
service. Personal files must be managed throughout their lifecycle,
from creation, through their active and semi-active phase until their
final disposal. Some of the informarion about an individual employee
must be kept for a long time, but other records are quickly obsolete
and need not be retained for long term. Common pracrice is to keep
two personal files for each individual, one a confidential personal
file, and the ather open personal file for each appointing authoriry.
This practice, therefore, led to fragmentation, incomplete documents
and missing of key information for an individual, Hence a call for
a comprehensive guideline to manage personnel’ records across the
public service is necessary.

These guidelines are reviewing record keeping of personal files by
establishing a master file which was previously known as a confidential
file and working files as an open file.

An objective of maincaining master and working personal files is o
ensure that essential personnel records are filed in the master file for
long-term retention and other records are kept in a working file, so
that they may be destroyed after a specified period. Master files are

@




maintained by the appointing authoricy’ as a cenrral record, while
working files may be kept both by the appointing authority and by the
office or unit within which the individual is employed. Throughout
the career of a public servant, hefshe should have only one confidential

file, though the hle may exist in several volumes,

A master file system also facilitates information rerrieval by ensuring
thar all essenrtial personne] documents are concentrated in a single file,
The working file may include copies of documents from the master
file that are needed by public service officials ro make dedisions. I
is emphasised that working files should not contain any original
documents thar age kept in a master file.

(i) Master (Confidential) file

The contents of a master personal file are the :=.i.ng]e IMOST
valuable record of an individual’s career within the public
service. Many of the documents cannor be replaced,
or the data they conmin cannot be reconstructed,
particularly after the passage of dime. The file is a unique
and essential source of personal information and should
therefore be safeguarded as long as it is needed.

The master file should document the entire period of the
individual’s public service. It should include the core
record of service, basic personal derails and all the records
that are needed to document the legal and contracrual
relationship berween the employer and employee, such as
leteers nfappoimm{:m, confirmation in post, |>r0m0t10|1,
transfer and separation records.

2 The appoindag suthoriey i the authoerior exercising pewsers of making appoinoments to a public

service aflics
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Each employee should have a master paper file held in
the confidential registry of the appointing authority, The
master file should be transferred with the individual
if he or she is transferred to another appointing
authority. The documents to be held on the master file
are listed in Appendix 1.

NOTE: A checklist is printed on the lefr hand side of
the master fle, beneath the first minure sheet. When
a key document is added to the file, the presence of the
document should be noted on the checklist. The checklist
also serves to verify the completeness and integrity of the
file. It is the responsibility of HR officers to ensure that
the checklist is up-to-date.

Working (Open) file

Working personal files contain records that are not
critical to the emplovee’s contractual relationship with
the employer, for example, annual leave records, travel
records, training applications, loan applications and
salary arrears documents.  Working files may contain
copies of key documents held on the master file if this is
helpful for operational purposes (for example, to avoid
the need to consult the master file). However, working
files should not contain any eriginal personal records
of long-term value. Their contents may therefore be
retained only for as long as they are required to support
a particular personnel function. The types of some of
records found on working personal files are listed in
Appendix 2.
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(iii) Back-Up Digital File

The Government of Tanzania shall have a backup of
key personnel documents in a digital format. The main
purpose of the personnel file in a digital formar is to
provide a convenient, centrally held resource that, with
appropriate permission, may be accessed through the
government network and chat can serve as a back up 1o
the paper files. Digitisation of the personnel records shall
be approved by PO-PSM. The presence of a document
category in the cleceronic file should be noted on an
Employee’s Documents Check List which should also be
scahned as part of the file.

The existence of the digital master file does not remove
the need to maintain a paper file. Paper files will continue
to be maintained as the legally verifiable record of the
contractual relationship between employer and employee
and evidence of employment history. Public offices will
be required to update the electronic master file when an
HR change occurs and new records are generated.

2.2.3 Personal Record Form

Standing Orders, 2009 (ID.37) require a Personal Record Form to be
maintained for each employee. Both master and working files should
contain a personal record form which captures all basic essential
information about the employee. The personal record form should be
keprt at the front of che file on the left hand side as the first document
and shall provide inputs to the HCMIS. It is the responsibility of HR
officers to ensure that the paper personal record form is kept up to
date. {See appendix 3)
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2.2.4 Human Capital Management Information System
(HCMIS)

The human Capital Management Information System contains
personnel and payroll information of all public servanrs. HTCMIS
database is a key tool in the management of public service personnel
informarion and ensuring integrity of the Government payroll. It is
essential to ensure that complete, accurare and up to date informarion
and all changes to personnel and payroll information of an employee
are caprured in the HCMIS.

2.3 Disposition of Personnel Records

Section 9 of the Records and Archives Management Aot Nol3,
2002 requires public offices to implement authorised retention and
disposal schedules. Schedules are agreed by the Direcror, RAMD and
issued under the authority of the Minister respensible for records and
archives management, They provide the authority to public offices
to dispose-off records when their retention dates have been reached,
RAMD has issued Records Retention/Disposal Schedules?, mainly for
subject files, as a guide ro the disposition of government records. This
includes guidance on the disposal of the commen types of Human
Resource records generated and held by most puhﬂc offices, Furcher
guidance on the retention and disposal of personnel rec onls will
be provided according to Records Management Act Nou3 of 2002
Section 9 {b) and ().

3 Presicent’s Cifice, Public Service Mansgement. Feevards Berentin “J.-"f:.l'.i.“.'.lr.-'.'{.5]'.1':r.-'¢'3r.|’r.. [zswed Jamuary
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CHAPTER THREE

3.0 GUIDANCE FOR RECORDS STAFF

Documents that provide evidence of contractual relationship between
employerand employee, and all documents thacsuppore che employecs
rights and benefits, such as the original leteer of appointment, medical
examination report, birth certificate, confirmarion in post, erc, are
filed correctly on the appropriate personnel file,

All incoming documents, letters, copies of outgoing leteers,
memoranda and other documents are placed on the right-hand side
of the file and secured by the treasury tag. The lefi-hand side of the
file is used for minute sheets which are secured to the other end of the
treasury tag. The purpose of the minute sheets is to enable officers
and registry staft to record each document placed on the righe-hand
side of the file and to bring attention to any particular document or
matters that require action.

Before filing personnel documents, registry staff musc:

(il determine whether the document should be filed on an

individual’s personal file; i.e. on the master [confidential] or
waorking [open] Ale or on the general subject files for personnel
matters [recruitments fle, interview fle, ewc).

(1)  ensure that the document is placed on the appropriate file in
the correct order according to its date of receipr, taking into
account that any enclosures or atrachments that may bear
different dates are fled with the document with which they
were received.

“



{it1)  make sure that the document relates o the individual who is
the subject of the file.

3.1 Creating New Personal Files

Personal files should not be created until the appointment letter has
been prepared and issued. The appointing authority should establish
a master personal file and a working personal file.

File covers must include the following essential details:

(i) Master (Confidential)

(ii)  Working (Open)

(iif) Name of appointing auchority; printed on the cover to avoid
confusion abourt the origin of the file

(iv)  Full name of employee: surname first, followed by other names
{name prefix e.g. Eng., Prof., Dr., Ndg., Hon,, Col,, Sir, etc
and sufhx c.g. [r., Sr., Esq. ME, etc are not allowed)

{(v)  File number

(vi) Designation

(vil) Check number

(viil) Previeus file number
(ix)  File Transic ladders
(x)  File period

Specimen of File Cover (see Appendix 4 and 5]

NOTE: Name of employee and designation for a Master file should
be written inside, on the left side of the Ale cover.

No other markings should be made on the file cover.
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3.2 Numbering and Registering Personal Files

‘The creation of personal files is controlled by a register maintained
by the registrv. The register ensures that the existence of each new
file is recorded and that each file is assigned a unique reference
number. An alphabetical index of names, arranged by surname and
then forenames, must also be maintained by the registry to facilirace
retrieval of the paper files.

When a new file needs to be created, the name is entered at the end of
the register and assigned the next number in sequence. This generates
a file reference number in the form of [M/W] [PF] [1234] where:

‘M’ stands for Master (Confidential} and
W stands for Working (Open) file.
‘PF’ stands for Personal File

1234 is the next number in sequence obtained from the
register

For example: Maganga, Shimbi Jackson — File Number MPF/1234
(for a Master file), WPF/1234 (for a Working file)

As noted, only employing authorities should create and maintain
master files.  All other personal files, for example, those kepr by
functional units, sections and supervisors, will be working files.
The master and working files should always have the same reference
number and will be distinguished by the ‘M’ or "W’ which forms
parts of the file reference.

Registers should also record the check number of the individual
against his'her name in a separate column in the register.
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Registers are essential to control the creation of new fles and tw
facilicate their retrieval. They may be in paper or electronic form and
must be maintained for long-term. Registers must be retained for
as long as they provide a means of controlling and retrieving active
personal files. See appendix 6 for personal file registers.

3.3 Indexiﬁg Personal Files

An index of personal files can take the form of a card index or a
simple computerised database, The index cards or sheets should have
printed headings of name of the organisation wich sufficient space
for cach piece of information to be recorded. The index should link
the employee’s name to his/her check number so that there is a direct
cross reference to data held in the HCMIS. Completed cards should
be filed in index drawers in alphabetical order. (See Appendix 7).

Employees who change their names, all names should be recorded
on the index card as well as on the file. Employees who are known
by alternative surnames, separate cards should be completed as cross
references and filed in the index in their correct alphabetical order.
Similarly, cross-references will need o be inserted in the index for
employees who change their name, for example when they marry.

Fach complered index card should contain the following
information:

(i) the full name of the person; surname first followed by other
names
(ii)  the personal file reference number as assigned from the register

(i) check number.

‘The handling of variant spellings of names in the index is important,
Where the same name may be spelt in several ways, it may be helpful
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to insert cross-relerence cards for each alternative spelling, with see

also references to the other variant spellings.

When two or more cards in the index bear identical names, they
should be fled in numerical order according w the file reference
number. The check number will differentiate the two individuals.

Tndexes are essential to conerol the creation of new files and to facilitare
their retrieval. They may be in paper or electronic form and must be
maintained for long-term. Indexes must be retained for as long as
they provide a means of controlling and retrieving active personal

A

L

files.

3.4 Recording the Check Number

The check number must always be written on the front file cover of
an individual’s files, as well as in the personal file register and index
entry. This will provide the link berween the paper records and the
data held in HCMIS and will also facilitate the conversion of the
present systems of numbering personal files to a government-wide
systemn based on the check number.

3.5 Maintaining Personal Files

In maintaining personal files, records custodians and users must
observe the following;

il} Tﬂ Chnsurc [h&t J.l].f."b dare kﬂ.'tpf n g{}(]d urdt'r.

(i} To deal with fles promptly and return them to the regisury when no
longer required.

(iii}  To keep files free of extraneous marerials such as duplicares and rough
drafts.
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{vi)

(vil)

viii)

{xi)

3.6

If papers are required to be removed from the file (for example, for
photocopying) must always be re-filed in exactly the position from
which they were removed.

Any evidence of tampering or removal of documents must be reported
immediately to the Head of Administration and Human resources of
a respective public office.

Damaged file covers should be replaced and detached documents
reartached.

Fnsure minute sheets are artached o the left side of the file and papers
received for filing are filed on the right side, with the most recent on
top and placed on the file in date-of-receipr order.

Ensure each document on the file is given a folio number in sequence
beginning at number one for the first folio.

Ensure a lecter and irs enclosures are given a single foalio number,

To ensure new document received for filing is examined to see if it
indicates a change in an officer’s status or provides new information
ahout the officer concerned (for example, posting, secondment,
change of name, promotion. submission of a certificate), 1f chere isa
change, the personal record card and information in HCMIS should
be updated.

Storing and Accessing Personal Files

s
The personal file is a unique and essential source of employec

- nformation and should therefore be safeguarded as longas itis needed.

Personal files should be issued only to authorised seall. Accordingly

there is a need o safeguard Personal files against:

(1)

(1)
(i11)
{iv)

Unauthorised access to documents
Unauthorised copying of documents
The alteration of documents

The removal of documents
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(v} Loss or damage of che file or any document it contains through
safety or poor handling

vl Disclosure of personal information from the personnel records

{(vi) Employees’ access to their personal files.

B equests for access 1o employes’s personnel records from government
officials outside the appointing authority must be made in writing
and authorised by rhe appoiniing auihority.

Al personal files should be kept in their respective registries except
files for registry siatlirecords custodians which are wo be kept in a
different locadon as determined by the appointing auchority.

3.7 Transferring Personal Files

The master personal file of each employee moves with the employee
throughour histher career in the public service. Therefore, wilen an
employee is transferred to anorher appointing authority, the master
files nust be rransferred to the new authority. Certain records from
the working file also need to be transferred, such as ourstanding loans,
Jase year's leave kecord, recent performance records et I

The new appointing authority should reuest the employee’s personal
iles from the former appointing authority afrer the employee reports
ar the new working station. The file should be sent o the requesting
agency within fourteen (14) days of receipt of the request. lf, for
any reason, the hile needs to be retained for a longer period, the new
appointing authority must be informed and given a reason for the

delayv. Employees should not carry their own files to their new

employer.
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{iv)

(vi)

(vi)

vill]

(3]

i)

3.6

If papers are required to be remeved from che file {for example, for
photocopying] must always be re-filed in exacty che position from
which they were removed.

Any evidence of tampering or removal of documents must be reported
immediately to the Head of Administrarion and Human resources of
a respective public office.

Damaged fle covers should be replaced and derached documents
rearrached.

Fnsure minute sheers are accached o the lefr side of the hle and papers
received For Dling are fled on the right side, with the most recent on
top and placed on the file in dare-of-receipt order,

Fnsure cach document an the file is given a folio number in sequence
heginning at number one for the firse folio.

Ensure o letter and its enclosures are given a singlc folio number.

To ensure new document receved for filing is examined to see i i
indicates a change in an officer’s status or provides new information
abour the officer concerned (for example, posting, secondment,
change of name, promotion, submission of a certificate), Tt there is a
change. the personal record card and information in HOMIS should

be updared.

Storing and Accessing Personal Files

w
The personal file is a unique and essential source of employee

information and should chereflore be safeguarded as long as ivis needed.

Personal files should be issued only to authorised staff. Accordingly

there is a need to safeguard Personal files against:

i
(i1)
(iii)

(iv)

Unauchorised access ro documents
Unauthorised copying of docimenrs
The alreration of documents

The removal of documents




(iv)  Loss or dwmage of che file or any document it contains through
fm s )
safery or poor handling

v Disclosure of personal information from che personnel records

(vi} Employees access to their personal files.

Requests for access to employees personnel records from gevernment
officials outside the appomntng autherity must be made in writing
and authorised by rhe appointng authority.

All personal files should be kept in their respective registries except
fites for registry staflfrecords custodiams which are to be kept in a
different location as derermined by the appointing authority.

3.7 Transferring Personal Files

The master personal file of each employee moves with the employee
throughout histher career in the public service. Therefore, when an
employee is rransterred to anather appointing authority, the master
files ot be transferred o the new authority. Cerrain records from
the warking file also need to be transferred, such as ourstanding loans,
last year’s leavd kecord, recent performance records éte. :

The new appointing authority should request the employee’s personal
files from che former appointing authority after the erployee repores
at the néw working station. The file should be sent to the requesting
agency within fourteen (14) days of receipt of the request. 1f;, for
any reason, the file needs to be rerained for a longer period, the new
appointing authority must be informed and given a reason for the
delay, Employees should not carry their own files o their new
employer.




3.7.1 Preparing Personal Files for Transfer

The following steps should be taken to prepare personal files for

rransfer:

(i)  Check thacall required documenis are included in the hles; (the
master files should include all doctiments listed on the master

file check list — see Appendix 1)

(i) Check that documents arc filed in their correct chronological
order

(iii) Check that current leave records are present and up to date

(iv) Ensure that records of any outstanding loans and advances are
present

(v)  Ensure that the most recent three years of performance appraisals
are present.

Master personal files and any records extracied from working files
should be sealed inside an envelope and the sealed envelope placed
inside a large envelope or package marked "‘Confdential’ for transter
to the new appointing authority. The package should be addressed to
the new appointing authoriry.

If any documents included on the master file check list are found
after an employee’s personal files have been transferred, they should
be sent immediately under confidential cover with a covering letter
identifying the employee by name, check number and date of birth.

3.7.2 Assigning a new reference number

The new appointing authority should open a new master and working
personal file for the tansferred employee and close the wansterred
files, following the same procedures already described in Section 3.2.
This will ensure that the employee is assigned a new file reference
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nurmber by the new appointing authority and that entries are made in
the personal file register and index.

3.7.3 Transferring semi current personal files

Personal files are retained for three vears after the retirement or
separation of the employee. The files are then rransferred to the
National Records Centre untl they reach the end of their retention

period as may be specified in retention and disposal schedules.

3.8 Dealing with Temporary Files

-

It is strictly prohibired to open temporary files for any em ployee, If
it is absolutely necessary, the approval of appointing authority is
required.

3.9 Closing Personal Files

The systematic closure of files is an imporant aspect of file
management, ensuring that files do not become o bulky for efficient
storage and handling, and that inactive files are identified for removal
from the active or current hling system.

It is good practice to close any file that is more than three (3}
centimetres thick and to open a contnuation file (or ‘part’) to which
new documentation can be added. The word *CLOSED should be
written in bold lerters berween two parallel lines drawn diagonally
acrass the front cover; the date of closure should be writcen below.
The last (most recent) minute sheer an the left hand side of the file
should also have ‘CLOSED” and the date of closure written on it as
the last entry. When a continuation file is opened, this should be
indicated by writing the appropriate number on each file cover and
adding the new part, c.g. Parc A, Parc B and so on).
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The personal hle register/index should also be updated to show thac
the file has been closed and a new part created.

The personal record card should be transferred to the new pare. In
the case of master personal files, the master hle check list should be
photocopied and the copy placed on the new part. The copy should
indicate that it is the check list for the previous part. A new blank
check list should be placed on top of the copy and this should be used
to record any new key documents added to the new part.

Master personal files that are closed when they become too thick
they will certainly need to be consulred. If the individual concerned
continues to be employed all master files, active and closed, must be
kept together in active file storage in the confidential registry. "This
is so that the employee’s complete carcer history and documentation
back to first appointment are available in one location.

Personal files of employvees who have left the public service must
be closed. The word ‘dismissed’, ‘resigned’, ‘retired’, ‘terminated’,
‘deceased’ or other reason for cessation of employment as appropriate,
should be written between parallel lines drawn diagonally across the
front cover of the file and the date of closure written below,

Closed master and working files are retained in the registry for three
years after the employment has ended. After three years, if there
are no pending issues. the closed files should be transferred to the
National Records Centre or other semi-active storage approved by
authority responsible for records and archives management. The
personal file register and index should be updated to show that the file
has been closed and transferred and must be retained unal all pension
or other rights will have expired.




CHAPTER FOUR

4.0 GUIDANCE FOR HUMAN RESOURCES
OFFICERS

The responsibility of HR officers is to ensure that the masrer file
check list is kept up to date and thac any new personal details about
employees are entered on the personal record form and all derails as
stipulared in the HCMIS Manual.

#

Standard forms (i.¢. Personnel records form, personnel records card
and personnel data form) should be completed by HR officers to
capture information needed to generate an employee records in the

HCMIS.

4.1 Recruitment

The recruitment process generates a number of different types of
record that need to be managed, many of which are captured on
standard forms. These records should be maintained on subject files
which are created for each new position to be filled. The following
information will be captured during the recruiement process:

(1) Advertisement

(i)  Application letter

(ii) Long list

(tv)  Shore list

(v)  Invitation leweer for interviewee

(vi)  Minutes from interview authority/Respective committee

ivil) Placement letter,
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4.2 New Employees

During the first appointment, the new employee must enter into
a legal agreement with the employer in the form of a contract of
employment which defines the terms and conditions of employment
for both parries. This process will generate the following records:

(i) Letrer of appointment

(i1} EB1 Form

(1) Medical report

{(iv) Form of acceptance

(v)  Certified copies of original certificares,

(vi) Passport size photograph

{(vi1) Personal record form

{viii} Birth certificate

{ix) Agrecment for appointment on contract rerms

{x)  Next of kin card.

This is the point where HR Officers instruct Registry staff to open
Master (confidential) and Working (open] peﬂmnnel files, These
details are entered in the FICMIS to facilitate the payment of the
employecs first salary, create new employee record and generare a
check number.

New staff will be subject to a probationary period as prescribed in the
General Government Standing Orders and its regularions. HR officers
and line management should ensure that records of probationary
staff are properly managed to confirm the employee post where
appropriate.



4.3 Transfers

Public service employvees can be transferred clsewhere. Transters
may be upon the employee’s request, by exigencies of the service or
by conversion accommaodation in the event of restructuring or re-
organization of a public office. Transfers may be within the public
office or between public ofhces. In all cases, records of the rransfers
are generated and filed as follows:

(i) Letter of Transfer within vote issued by employer and/or request
for transfer letter filed on working personal file.

(i) Letrer of Transfer berween public offices issued by PO-PSM or
delegated alichorities and/or request for tansfer leteer filed on
Master personal file.

Changes resulting from transter of an employee should be entered
in the HCMIS to updarte the service particulars of the employee
and make necessary changes to the payroll. If the transfer is berween
appointing authoritics, the master personal file will need to be sent
to the new emplover when the processing of the rranster is complere
and the records have been filed. Employers must also make sure thac
annual and sick leave records are up to date.

4.4 Promotions

All records related ro promotion processes should be kept in the subjece
personnel file. The letter of promotion issued by the appointing
authority, which sets out the terms and conditions of the promotion,
should be kept in the master personal file. HR officers should update
employees personal and payroll records in HCMIS accordingly.
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4.5 Artendance and Leave

Artendance, annual leave and sick leave should be monitored by the
HR department and, where necessary, used to promote improved
performance in these areas. Continuing poor attendance may resule
in disciplinary action and excessive sick leave may require reference to
a medical board. Systems arc therefore required to record attendance
and leave so that they can be monitored. Leave forms must always be
signed and dated by the approving authoricy.

4.5.1 Attendance

HR officer is responsible for monitoring and maintaining attendance
register, In case there is non-compliance with the requirement of the
attendance register; (see disciplinary proceedings in 4.7).

4.5.2 Leave management

Fffective system to manage absenteeism has to address categories of
leave offered to public servants as indicated in the table below:

Type of record :
Types of leave girfe d File type Eff_gct on HCMIS
rate ;
Leave form, letcer, and . |Upsdlare leave informarion
Annual leave Working y
o

payment vouchers. in HOCMIS

) i Update HUMIS Foar
Coom Flilﬁ R10NATE

leer working number of davs 1o be
leave : i .
CATTICd OnNeT
T L e
Hequest permission Updare HEMIS
Study leave to actend training, Working Update salary information

leeleased larter

S - (52
&)

for scudy leave withour pay.




Type of record o
Types of leave | 7P File type |Effect on HCMIS
generated
Application lerrer
Leave without Response letrer e Update employee status in
pay from the comperent o the payroll to termination
authority
ST :
Sicks v Sick shee: ) )
convalescence Working
leave
v More than six
Sick/ montchs less than
2l twelve months- Update salary to half pay
convalescence : f Masrer
notification of
leave _ 4
reduction nf
salary.
Sick! * More than 12
convalescence months - medical [Master Updaie HCMIS
[{.'i!'r"ﬂ"‘ l‘e['ll'_'l[r.
MarernioyS i
% Standard forms working  [Update HOMIS
Parernity leave &
_ *  Letrer of
T..u:.‘.1 ve pending applicarion working
retirement
v Leave form,
. ﬁpp]icmi:hn letrer

Sahbatical leave | Letter of approval master Updare HCMIS
tssteed by PO

| PS5,

* Application lerter

Secondment " Lewterofapprovall o Update HCMIS
issued by PO




4.6 Performance Appraisal

The Open Performance Review and Appraisal System [(OPRAS)
provide a means of ensuring that each employee’s objectives and targers
are aligned with the strategic and operational plans of the emplover.
The records of performance appraisal are important for monitoring
the overall operational effectiveness and continuing development
of the organisation, as well as documenting each individual’s key
performance targets for the coming year, any rewards resulting from
good performance and any training or development requirements,

Records resulting from this review includes: OPRAS forms, Letters
of Reward and sanctions. These records should be filed in the master
personal file. HR officers are instructed to update OPRAS informarion
in the HCMIS. Papers relating to performance appraisal procedures
are kept on a subject file.

4.7 Disciplinary Proceedings

Managementofdisciplinaryactionisoftwo categoriesnamely summary
proceedings and formal proceedings. Summary proceeding is applied
when the gravity of the offence does not warranty severe punishment
or cannot amount to criminal oftence. Therefore culmination of
summary proceeding is a letter of warning or rep?imand_

Likewise formal proceeding is applied when the disciplinary authority
is of the opinion that the gravity of the offence can warrant to one of
the following actions:

(i)  Reduction of salary
(i1}  Demotion

(iii} Dismissal.

All records of the events or alleged offence which resulted in
proceedings should be kept in a master personal file. Records of the

®




disciplinary process itself {charge sheets, proceedings in relation to
committees of inquiry and reports of inquiries, records of interviews,
erc) must be kepe in asubject file, HR officers are instructed ro update
Disciplinary proceedings in the HCMIS.

4.8 Staff Development

A new member of stafl requires induction and verring o his or her
job and o the organisation as a whole. Also appointing auchorities
will provide opportunities for further education, naining in new
skills and professional development.  Education and training should
be coordinated with the staff members performance appraisal and
torward job plan. The HR department should monitor che results.

Under staff development functions, che following records are
gencrated: requests for training, approvals, abstracts of education,
release letter, training and development courses artended, and post-
training reports should be fled into working personal file while
records relating to vetting must be filed into a mascer personal file,
FIR officers are instructed to update stafl development informarion
in the HCMIS,

4.9 Termination of Service

Termination of an employee from the public service may be a
result of a number of circumstances. The following table illuscrates
circumstances, tvpes of records gencrated and where those records

should be flled:




Types of circumstances | Type of record generated File type
*  Lerter of Resignation
; : + Acceprance letter
Resignation o A ; i Mlaster
« Cernhicae ol service
«  ERY Receipr {one moneh salary)
SE G . - Master
+ Moofcation for retirement {from
the employer or (‘i'l'lE'?lU:y‘l_'{‘!:'
Compulsory Betirement |« Acceptance letrer
+  Leave form pending retirement Working
+  Marification for retirement {from
Woluntary Retirement the employee] Master
+ Acceprance leroer
» Medical Reporr
_ : +  Letter for Request to Retire
Retirement on medical i
| {employes) Mascer
sronnds 3
& + Medical Board Report
+ Approval lerrer
i *  Lerter of Rerrenchment haster
Rerrenchmene (abolition
of position/offics)
P * Payment records " Warking
=
T I T e T = Moihcation lerer Masrer
pensionable employes
{end of fixed term) v Payment records Working
v Warning lerreris)
« lnrerdicnion lecter
q = Charge intenrion {norice)
[Disnissal Masrer

+ [Mefence scatement
+ Charge sheet

o [Dismissal lereer

(59)
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leadership or clective

poliical post )

+ Acceprance letter

Types of circumstances |Type of record generated File type
*  Deach cerrificae Masrer
* PRecords of probare procesdings Masier
Death * Letter of authorisation of Masrer
administrater of deceased estate
* Payment records Working
Eemaoval ty public
i l * Removal lerter Master
Inlerest
Terminarion an
contesting constitutional |+ Request letter from the employec Foias
aster

HR officers are instrucred to update information in the HCMIS in

the event of termination of service of an employee.

4,10 Pensioners

Pensioners have statutory rights that must be observed. It is critical,
therefore, that appropriate records be kept by the office responsible
for pensions. On the other hand, appointing authorities have
the responsibility to facilitate availability of records relating to

pensioners.




Appendix 1

LIST OF DOCUMENTS TO BE HELD ON THE

MASTER FILE
Masrter file check list:
(1) Appointment letter(s)
(11) Birth certificare/athdavit
(1) Change of name
(iv) Copies of educational/professional certificates
() Copy of National [D
(vi) Disciplinary records
{wii) Leave without pay and secondment
(viii}  Letrers of confirmation
(ix) Letters of interdiction
(x) Letters of promotion
(xi) Letters of transfers/postings
{xii) Marital status record

(xiii) Medical Board reports

(xiv) Medical reporr on appointment o
(xv) Next of Kin Card
{(xvi) Notification of termination/resignation/retirement/death

{xvil)  Pension certfication

{wvill)  Performance assessment forms

(i) Personal Record Card/Form (including Social Security Number)
() Personal service pm'riculaj'5
{(xxt)  Photograph

{xxii) Yetting documents
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Appendix 2

LIST OF SOME DOCUMENTS TO BE HELD ON
THE WORKING FILE

Working File Checklist:

(1) Academic Progress report

(11 Acting appointments

(i} Allowance applicarions etc

iv) Complaints re promotion, training, allowances, leave,
(v) Correspondence relating to clearance o travel

(i) Curriculum Vitae

T
(vt} Deuails bf government loans

{viii}  Derails of retired imprests

(1) Documents relating to training
ix) Driving Licence
(i) Insurance policy / forms

fxi1)  Loan applications

(xin1)  Loss reports

(ivw)  National Service recruirment
() On Job Reporting Lerrer
(xvi)  Payment vouchers

{xvii)  Payroll data sheets

(xvii1) Records of leave (as prescribed by Standing Orders, 2009).
ixix)  Refunds

(xx)  Request to change job

ex1)  Salary advances

(xxa1)  balary arrears

(xxiii)  Salary slips [ advice

{xxiv)  Spores and games records

bt
(xxvi)  Telegrams
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Appendix 4

WORKING FILE COVER SPECIMEN

THE GOVERNMENT OF UNITED REPUBLIC OF TANZANIA

MNAME OF . Lo: = =
EMPLOVEF: CHECK MUMBER: E' =
DESIGRNATION, MINISTRY/DEPART =
g
PREVIOWS FILES:  |FILE PERIOD
o . Action
(Hficer | For ﬂ;;fn Officer | Far .-\r:mm Oflcer | Far [hace
or {Action | [nidals | Dage t\.-'idu ar | Action [Inicials| Dace 'h"ld: ar Action | Iniials | eaben
Section | FIM F | Section | Find Secrion|  FiM Vide
il Eidd Fiii EM




MASTER FILE COVER SPECIMEN
THE GOVERNMENT OF UNITED REPUBLIC OF TANZANIA

Appendix 5

CHECE NUMBER:  |MIMISTRYTDEMART 32 Z 3
g |7
PREVIOUS FILES: FILE PERICD ;
i 3 Action
ot | o | | fom| o | | facil | o | [
ar  |Action | Inimzals | Dae Vide ar  |Action| Tnirials [ Diare Vide ar | Acton | Insials [taken
Section | FIM Fild Kecrion | Fibd 'I‘.;'M Section | FiM Wide
£ Eibd
I (U -




PERSONAL FILE DIARY

Appendix 6

File Diary for Personal Files
5/N MName PE. Numher Eheck lns
Mumber | opened
L =
FILE MOVEMENT REGISTER
File movement register for personal files,

. " Signature of
Drate File . T B Diane File Signature
Sent Biek: X Subjece Whom R?::';:::g Returned of RMA

R T __




Appendix 7
PERSONAL FILE INDEX CARD

Full name
File No: Check No.
Date of Birth: Date of first Appointment
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