Article 13
PERSONNEL FILES

1 Each University shall maintain one (1) confidential complete official
personnel file for each FACULTY MEMBER. No anonymous material shall be
placed in the official personnel file. A FACULTY MEMBER upon his/her
request shall have the right to receive a copy of material placed in the personnel
file by management personnel.

2. In addition, there may be one (1) official pre-employment file which shall
be confidential and shall contain letters of reference and recommendations and/or
material related thereto secured from sources outside the University. At thetime
of the granting of tenure all letters of reference and recommendation shall be
destroyed and academic credentials shall be transferred to the official personnel
file, unlessthere is an Equal Employment Opportunity Commission action
pending against the University. If thereisan Equal Employment Opportunity
Commission action pending, the pre-employment file should be forwarded to the
Office of the Chief Counsel for the STATE SY STEM for inclusion in that
Office'slitigation files or for destruction by that Office.

3. A FACULTY MEMBER shall have the right to make such additions or
responses to the material contained in his/her official personnel file as he/she shall
deem necessary. Only material which isdirectly related to the FACULTY
MEMBER'S work performance shall be included in the confidential personnel
file.

1 A FACULTY MEMBER shall have access to hig/her officia personnel
file during regular office hours, provided that there shall be no undue interference
with the normal routine of the office. Under no circumstances shall the official
personnel file be removed from the office by the FACULTY MEMBER, and
his/her accessto the file shall be only in the presence of someone in authority in
the office.

2. In addition to the FACULTY MEMBER, only the Chancellor, President
and their designees shall have access to the official personnel file without the
express written approval of the FACULTY MEMBER. The President and his/her
designee shall be responsible for the placement of material in, and the removal of
material from, the officia personnel file.

3. The FACULTY MEMBER shall have no right of access to the official
confidential pre-employment file.

4, APSCUF shall have access to the official personnel file of aFACULTY
MEMBER at reasonable times during regular office hours, after having given
reasonable notice, provided APSCUF first shall have obtained the express written



approval of that FACULTY MEMBER.

5. Departmental and University-wide tenure and promotion committees shall
have access to the officia personnel file of any FACULTY MEMBER who is
being considered for tenure and/or for promotion who, at the time of application,
gives approval inwriting. The application form of each University shall include a
statement giving the applicant an option either to submit or to withhold the file.

If the official personnel fileis duly subpoenaed in accordance with law, the
FACULTY MEMBER shall be notified at the earliest possible time.



