


ACCESS TO EMPLOYEE RECORDS

An academic/academically related emplovee (hereinafter referred

to as academic employvee) shall have access to all material,
reports, documents, and correspondence in his/her personnel file
and Retention and Advancement file except letters of recommendation
received priocr to initial appointment. Each academic employee
shall have the right to have another person of the emplovee's
choosing (hereinafter referred to as cbservers/advisors) accompany
the employee to inspect the employee's records.

In addition to the employees directly concerned and their duly
aunthorized cbservers/advisors, only personnel committees, appropriate
academic administrators and their clerical/support staff, shall have
access to personnel records.

Scope and Application

If letters of recommendation concerning the initial appointment are
considered in personnel actions subsequent to the individual's
employment, it is required that those records be disclosed to the
academic employee in the exact form in which they were considered.

The following are not employment records, unless retained as such,
and are not subject to disclosure except in accordance with other
applicable federal or state law:

(1) Academic records dealing with an academic employee who
is also a student:

{2) Campus medical records:

{3} Public Safety Department records;

(4) Criminal offender records.

Information becomes an employment record subject to access by the
academic employee when

(1} it pertains to the employment relationship and

(2) any CSULB academic employee, committee, or administrator
with responsibility for making personnel decisions
respecting the academic employee named becomes aware
of the existence of the material and

{3) the material is kept by the department, school, or
University administrator and committees and used in
making employment decisions.

Personal notes or other materials used as evidence or considered

in making personnel decisions shall become a part of the official
emplovment records.






Personnel Dbecisions

Personnel decisions relative to hiring, retention, promotion,
termination or any other personnel decisions shall be based only
on material contained in the academic emploves’s personnel and/or
Retention and Advancement file located in the 0ffice of the
Associated Vice President for Academic Affairs--Academic Personnel,
which is open to the inspection of the academic employee. Only
material related to an academic emplovee’s gualifications or
performance shall be included in his/her records. If a personnel
recommendation or decision is based on any reasons not contained
in the academic employee's personnel/Retention and Advancement file,
the party making the recommendation or decision shall commit those
reasons to writing, and the written statement of those reasons
shall become part of the employee's personnel file.

OFFICIAL FILES

The personnel and Retention and Advancement filez located in the
Office of the Associate Vice President for Academic Affairs—-
Academic Personnel are the only designated official files. If

any other materials are tc be used in University personnel actions,
they must be forwarded to the Assocciate Vice President for Academic
Affairs-~Academic Personnel through the appropriate channels.
Material determined to be too insignificant in nature to place in
the personnel file should not be kept at all, :

CONFRONTATION

In seeking an early resolution on derogatory information, the
accused has the right to confront the accuser with regard to the
alleged evidence. If either party so desires, a third party
agreeable to both may be present. When the person(s) who initiated
the allegation refuse(s) to be confronted when such confréontation

is physically possible, the materisals shall be ignored unless,

after consultation with the Panel on Professional Standards & Ethics,
the Associate Vice President for Academic Affairs--Academic Personnel
decides that the materials are of such a substantive nature that
they stand as valid evidence without the necessity of confrontation.
When a confrontation does not result in a gatigsfactory resolution,
the academic employee may follow the procedure outlined in the
Correction or Deletion of Material in Files section.

Effective: Immediately
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