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Article 36
Employee Personnel Files
1. THE OFFICIAL PERSONNEL FILE FOR AN EMPLOYEE SHALL BE THE FILE MAINTAINED ELECTRONICALLY IN AND BY THE HUMAN RESOURCES DIVISION.  
2. EVALUATIONS AND OBSERVATIONS SHALL NOT BE PLACED IN AN EMPLOYEE'S FILE UNLESS THE EMPLOYEE HAS HAD AN OPPORTUNITY TO READ AND RESPOND TO THE MATERIAL AS PRESCRIBED IN THE PERFORMANCE EVALUATION ARTICLE OF THIS AGREEMENT.
3. ALL MATERIALS NOT CONFIDENTIAL UNDER LAW IN THE EMPLOYEE PERSONNEL FILES SHALL BE AVAILABLE ELECTRONICALLY TO THE EMPLOYEE, WITHIN 24 HOURS OF A WRITTEN REQUEST TO HUMAN RESOURCES.  IF PAPER COPIES ARE PREFERRED, THEY MAY BE MADE AVAILABLE WITHIN 24 HOURS OF A WRITTEN REQUEST TO HUMAN RESOURCES AT THE ACTUAL COST OF SUCH COPYING.
4. MATERIAL THAT IS DEROGATORY TO A TEACHER'S CONDUCT, SERVICE, CHARACTER OR PERSONALITY SHALL NOT BE PLACED IN A TEACHER'S PERSONNEL OR BUILDING FILE UNLESS THE TEACHER IS FURNISHED A COPY AT THE TIME OF SUCH PLACEMENT. THE TEACHER SHALL ACKNOWLEDGE READING SUCH MATERIAL BY SIGNING THE ACTUAL COPY TO BE FILED. SUCH SIGNATURE DOES NOT INDICATE AGREEMENT WITH THE CONTENT OF SUCH MATERIAL. TEACHERS SHALL HAVE THE RIGHT TO OFFER WRITTEN COMMENT OR REBUTTAL TO ANY MATERIAL IN THEIR PERSONNEL FILE AND MAY HAVE SUCH COMMENT OR REBUTTAL ATTACHED TO THE MATERIAL IN THE PERSONNEL FILE. 
5. AN INDIVIDUAL BUILDING FILE FOR EACH EMPLOYEE MAY ALSO BE MAINTAINED, AND EACH EMPLOYEE SHALL ALSO HAVE THE RIGHT TO EXAMINE THAT EMPLOYEE’S BUILDING FILE AND HAVE COPIES OF MATERIALS IN IT MADE AVAILABLE AT THE ACTUAL COST OF SUCH COPYING.
6. NO OTHER FILES SHALL BE KEPT ON ANY EMPLOYEE, EXCEPT CONFIDENTIAL REFERENCES RECEIVED BY THE DISTRICT PRIOR TO EMPLOYMENT OF THE EMPLOYEE BY THE DISTRICT.
7. All materials not confidential under law in the employee personnel files shall be available to the employee, upon request, for inspection at any time.

8. Copies of such material in the employee's file shall be made available to the employee at the actual cost of such copying.

9. Evaluations and observations shall not be placed in an employee's file unless the employee has had an opportunity to read and respond to the material as prescribed in the Performance Evaluation Article of this Agreement.

10. The official personnel file for an employee shall be the file maintained in and by the Human Resources Division. An individual building file for each employee may also be maintained, and each employee shall also have the right to examine that employee’s building file and have copies of materials in it made available at the actual cost of such copying.
11. No other files shall be kept on any employee, except confidential references received by the District prior to employment of the employee by the District.
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