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Section 3.12 PERSONNEL FILE

PURPOSE

To define the "personnd file" describe its contents and define rights to access.

. REFERENCES
A. Utah Code Chapter 2, Title 63, "Government Records Access and Management Act”
B. Utah Code Part 2, Chapter 7, Title 53b, "Reporting Salary Information”
1. DEFINITIONS
Personnd file
A. The officiad Collegerecord rdating to anindividud Sat Lake Community Collegefull-time
employee maintained centrdly in the Personnd Services Office. The personnd file
includes, but will not be limited to, letters of gppointment, faculty ranking sheets, officia
faculty credentids, the employee's personnd action forms, completed gpplication and
records of performance evaluation, promotion and/or tenure review letters of
progress/concern and any letters or memoranda of evaluation and commendation or
criticiam relaing to an employee.
B. Documents solicited or written under a request or promise of confidentidity will not be

kept in the personnd file. Such documents will be kept by the supervisors or other
designated adminidrative officers in their offices in a protected file. Examples of such
documents include, but are not limited to, persond diary notes, investigatory records,
counseling notes, College placement files and | etters of reference for employee applicants.
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POLICY

The Personndl Services Office will establish, maintain and control access to personnd files of
current and former College employees. The information in the employee's personnd file relates
soecificdly to the employees work assgnments, qudifications, commendations, promotions,
compensation, supervisor performance evauaions and any forma disciplinary action. Records
of participation in the benefits program of the College are dso maintained by the Personnd
Services Office,

PROCEDURE

A.

Individua employees will be informed of information needs and collection practices
regarding ther filewhen hired. The Personnd Services Office will advisethe employee as
to what can and cannot be kept in the file. The Personnel Services Office will advise the
employee and the supervisor, according to the state "Government Records Access and
Management Act" (GRAMA) as to what can and cannot be released to the public as
requested.

Outside of the tenure review process, to the extent a sgnificant employment decison or
a response to a grievance is based on any confidentia or private information, that
information must be accessble to the individud.

Before any document regarding aconcern or disciplinary actionisplacedin or transferred
to apersonnd file it mudt:

1 Be addressed to the individud's personne file
2. Be copied to the employee
3. Contain the employee's Sgned notation steting: "I have reviewed this document

with my supervisor.”

The employee may chalenge any statement in their file by writing a document of rebuttal
to thelr file with a copy to the supervisor. If the problem can't be resolved, the employee
may choose to follow the College's due process system for faculty or the grievance
procedure for staff.

Employees may examine their personnd file in the presence of a personnd services
employee. No onedsewill have accessto an employee's personnd file except those with
express written permisson of the employee or those with a "need to know" such as the
employee's

supervisors, a Payroll Office employee, or a Personnd Services Office employee.

Upontermination, an employeespersonnel fileremains College property. Employeesmay
purchase a copy of their personnel file before they leave the College, if requested.



