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PlacementofMaterialinPersonnelFiles

Allmaterialtobeplacedinapersonnelfileshallbeprocessedthroughtheadministratorresponsibleforthemaintenanceof
personnelfiles

Whenanemployeeisaskedtosignanymaterialthatistobeplacedintheemployeesfile it iswiththeunderstandingthatthe
employeessignaturesignifiesonlythattheemployeehasreadthematerialanddoesnotnecessarilyindicateagreementwithits
contents

Thefollowing procedureshallbefollowedregardingmaterialofaderogatorynature

1 Theemployeewillbegivennoticeandanopportunitytoreviewandcommentonthematerial

2 Thenoticewillinformtheemployeethathe shemayreviewthederogatorymaterialduringnormalbusinesshours that
theemployeewillbereleasedfromdutyforthispurpose andthattheemployeemustrespondwithinten 10 working
daysfromthereceiptofthenotice

3 Thematerialwillbesignedanddatedbytheoriginatingperson Anonymousdocuments lettersorothermaterialswillnot
befiled

4 TheSuperintendentordesigneewillconductaninvestigationofthematterandissueadecisioninwritingtothe
employee TheSuperintendentordesigneeshall eitherasktheemployeetomakecorrectionsdeemednecessaryorelse
shallrefusetoamendtherecord Materialcontainingallegationsdeterminedtobeuntrueornotfoundedinfactwillnot
beincludedinanemployeerecord

5 Aftertheemployeehasreviewedandmadewrittencommentsonthederogatorymaterialitwillbeenteredintothe
personnelfileandwillbecomeapartoftheemployeespermanentrecord

ManagementReviewProcedures

1 Managementpersonnelwithavalid righttoknow or needtoknow may withtheSuperintendentsauthorization
reviewanemployeespersonnelfile

2 BoardmembersmayrequesttoreviewanemployeesfileatapersonnelsessionoftheentireBoard Thecontentsofall
personnelfilesshallbekeptinstrictestconfidence

3 Personnel fileswillbereviewedintheofficewherethefilesaremaintainedunlessotherwiseapprovedinwritingthrough
theSuperintendentoradministratorresponsibleformaintainingfiles

4 Personnel filesshallbereviewedandreplacedwithintheshortesttimepossible Innocaseshouldapersonnelfilebeleft
unattendedorleftunfiledovernight
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FileReviewbyEmployee

1 Employeeswishingtoinspect theirpersonnelfileintheofficeofpersonnelservicesmustfirstcontactanadministrator
frompersonnelservices Anemployeemaybeaccompaniedbyarepresentativeoftheemployeeschoicewhilereviewing
thefile

2 EmployeesmayexaminetheirownpersonnelfileatatimewhentheyarenotrequiredtorenderservicetotheDistrict
Suchinspectionwilltakeplaceintheofficewherethefilesaremaintained duringnormalbusinesshours inthepresence
oftheadministrativeofficerresponsibleformaintainingfiles

3 Confidentialplacement informationinfileshallnotbeavailableforreviewunlessmarked notconfidential orequivalent
bythecollege universityorotherplacementoffice

4 Allreviewsofpersonnelfilesshallberecorded includingnotationofdateandtimereviewed andnameofadministrator
presentduringthereview

5 Innoinstanceshallanymaterialberemovedfromthefile Seeaboveprocedure regardingderogatorymaterial

6 Anyrequestbyanemployeetoincludeanymaterialsinthefilemustbeapprovedbytheadministrativeofficerresponsible
formaintainingfiles

7 Requests forcopiesofmaterialinpersonnelfilemustbeinwriting
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