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In addition to the emplovees directly concerned and their

duly authorized cobservers/advisors, only persconnel committees,
appropriate academic administrators and their clerlaal/sapport
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 employvee in the exact form in which they were
considered.

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

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

(23 ~ ¢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 committee and
used in making employment decisions.

Personal notes or other materials used as_evidence or con-
sidered in making personnel decisions shall become a part of

the official employment records.

Copying Records

Following submission of a written request to the Associate

Vice President for Academic Affairg--Academic Personnel for

a copy of all or any portion of a file, the academic esmployes
shall, within ten calerndar days of the reguest, unless the
employee adgrees in writing to an extension of time, be provided
an exact copy of all or any portion he/she desires of any cof the
items as definable. The emploves may be assessed a minimal
reproduction fee.

When materials are received from off/on campus by individuals,
committees, adm1nlstrators, agencies, etce., which are to be
considered for placement in the official employment file, a copy
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shall be provided to the academic enployvee concerned within
seven cadlendar days. The campus administration shall bear the
cost of duplicating such items. The dcademic employee shall

be advised that the material will be placed in the academic
employee's file unless the academic employee obijects. In the
event that the academic employee objects teo the miaterials being
placed in his/her file and the Associate Vice President for
Academic Affairs--~Academic Pergonnel does not coucur with the
academic employee's objections, the employee should refer to
CONFRONTATICN.

CORRECTION OR DELETION OF MATERIAL IN FILES

If, after examination of the record of his/her file, an academic
employee believes any portion of any of the material is not
accurate, relevant, timely or complete, he/she shall request in
writing correction of the record or deletion of the offending
portion, or both. Such written reguest shall include a statement
by the academic employee as to the corrections and deletions

that he/she believes need toc be made. The academic employee may
also submit a statement rebutting any item in the record. These
statements, and the material challenged, except material in
question which is subsequently deleted and destroyed, shall become
part of the file. C

Within 23 working days of the request for correction of the record
.or deletion of the portion of the record objected to, or both, the"
Associate Vice President for Academic Affairs--Academic Personnel
shall either accede to the academic employes's recommendaticn or
notify him/her in writing of the refusal to grant the request.

If the Associate Vice President for Academic Affairs-—-Academic
Personnel refuses o grant the request, he/she shall state in
writing the reasons for the refusal and inform the academic
employee of the appropriate procedure that must be followed if the
academic employee wishes to appeal the decision. If the Associate
Vice President for Academic Affairs--Academic Personnel fails to
respond within 23 working days, the academic employ@e concerned
shall have accéss to the appropriate systemwide grievance proce-
dures.

Any item specified in ACCESS TO EMPLOYEE RECORDS which an academic
employee has requested to inspect shall not be destroyed or dltered
prior to the academic employee's inspection. The University shall
not ask or permit an academic emplévee to waive his/her right to
inspect any item listed in ACCESS TO EMPLOYEE RECORDS.

Personnel Decisions

Personnel decisions relative to hiring, retention, promotion,
termination or any other personnel decisions shall be based only
on material contained in the academic employee's personnel and/or
Retention and Advancement file located in the Office of the
Associate Vice President for Academic Affairs——Academic Personnel,
which file is open to the inspection of the academic employee.
Only material related to an academic employee's gualifications or
performance shall be included in his/her records. If a personnel
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recommendation or decision is based on any reasonsg 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 emplovee's personnel file.

Anonymous information, either supportive or dercgatory, may not

be placed in any employment record or be used in any personnel
action or decision. Statistical data derived from authorized
formal student evaluations shall become a part of the employment
record through the normal consultative processes. Nonstatigtical
portions of formal student evaluations placed in employment records
prior to September 1, 1977 may remain & part of the employment
record if the faculty member requests that they be included as part
of the employee record. Effective with the Fall 1977 semester,
student evaluation forms that yield other than statistical data
shall be used for personnel considerations only with the consent

of the faculty member and then shall become part of his/her
employment record.

OFFICIAL FILES

The personnel and Retention and Advancement files located in the
Office of the Associate Vice President for Academic Affairg—-
Academic Personnel are the only designated official files. 1If

any other materials are to be used in University personnel actions,
they must be forwarded tc the Associate 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 ta 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 confrontation
is physically puosible, the materials shall be ignored unless,
after consultation with the Panel on Professional Standards and
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 satisfactory
resolution, the academic employee may follow the procedure cutlined
in CORRECTION OR DELETION OF MATERTIAL IN FILES.
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