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(A) The College shall maintain an official personnel file for each employee.  Personnel files 

will be maintained in the Human Resources Department under the auspices of the Vice 

President for Human Resources and Organizational Development. 

 

(B) The contents of an employee’s personnel file shall be limited to those documents essential 

to the employment, assignment, compensation, and evaluation of the employee. 

 

(1) In accordance with the Americans With Disabilities Act, documents containing or 

referencing an employee’s physical condition will be maintained in a file separate 

from the personnel file. 

 

(C) If an employee disputes the accuracy of information in his/her personnel file, then the 

employee may request the Vice President for Human Resources and Organizational 

Development to investigate, within a reasonable period of time, the validity and/or the 

appropriateness of having the information in the file. 

 

(1) The Vice President for Human Resources and Organizational Development shall 

determine what action to take with respect to the disputed information and shall so 

inform the employee. 

 

(2) If the employee disagrees with the Vice President’s determination, he/she may 

include a short statement explaining his/her position in the file. 

 

ACTION: School DATE: 03/13/2015 9:24 AM

RB  p(149380)  pa(265347)  d(582947)  ra(449779) print date: 03/13/2015 8:03 PM



Replaces: 3354:2-20-70

Effective: 03/06/2003

CERTIFIED ELECTRONICALLY

Certification

03/13/2015

Date

Promulgated Under: 111.15
Statutory Authority: 3354
Rule Amplifies: 3354
Prior Effective Dates: 12/7/2000, 3/6/2003

3354:2-20-70 2




