
This document is a summary of a University policy, procedure and/or guideline.  All policies, procedures and/or guidelines described herein may 

be modified or discontinued at any time, for any reason at the University’s full and sole discretion.  No policy, procedure and/or guideline should 

be construed as a contract or term or condition of employment between an employee and the University. This policy / procedure  is not intended 

to alter or modify any of the terms of any collective bargaining agreement or the Faculty Handbook. 
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The University complies with all relevant federal and/or state laws that govern personnel files for their 

review and their dissemination. Only authorized employees may view the contents of these confidential 

files. Employees may ask to review records in their personnel file and may ask that all or part of its 

contents be printed. A Personnel File Request form must be submitted for review. HR will schedule a 

time for the employee to review their personnel file within the time frame mandated by state law and in 

the presence of a Human Resources team member. Documents will not be removed from or added to 

one’s record without Human Resource approval. 

 

 

 

 


