
 

ARTICLE 10 
Personnel Files 

 

 

10.1 One personnel file for each faculty member shall be maintained in the District Human 
Resources Office and shall only contain materials necessary for the District's fulfillment of 
its personnel management responsibilities and related to the faculty member's assigned 
duties or professional responsibilities.  The faculty member shall provide the District 
Human Resources Office with information regarding name, current home mailing address 
that lists a street, city and zip code, current home telephone number; records of 
professional work experience; proof of requirements fulfilled to change salary 
classifications; and official transcripts indicating credentials and certificates and pertinent 
information regarding Minimum Qualifications and Faculty Service Areas. 

10.2 There shall be only one personnel file for each faculty member which shall be maintained 
by the District’s Human Resources Office, except that duplicate records of information 
immediately relevant to fulfillment of campus management responsibilities may be kept 
only in one file at the at the Office of the College President for contract faculty, and at the 
Office of Continuing Education for non-contract faculty.  All personnel records shall be 
accorded complete confidentiality by limiting access to the following persons:  

10.2.A. Members of District management requiring use of such records, and who have 
received appropriate authorization for each such use from the appropriate College 
President or Dean of Continuing Education or from the Chancellor or Vice 
Chancellor of Human Resources or from any person authorized to act on behalf of 
such persons during their absence. 

10.2.B. The faculty member; or 

10.2.C. A representative having the faculty member's written authorization to examine 
such records.  All such written authorizations shall be attached to the personnel 
file. 

All persons examining personnel files shall sign and date a log attached to each 
personnel file, and, when authorization to examine such file is required by this 
Article, the identity of the person providing such authorization shall be indicated. 

10.3 Any item to be placed in the file must be clearly identified as to its source, author, date of 
preparation, and its date of receipt by the District and, by its content or by other appropriate 
means, shall contain an indication that the faculty member initiated placement of the 
document in the file or previously received a copy of the document or otherwise received 
notice that the document was to be placed in such file.  The foregoing requirement for 
notification shall not be applicable to confidential documents as set forth in Article 10.6 
below. 

10.4 A faculty member may place materials relevant to his/her assigned duties or professional 
responsibilities in his/her personnel file at the District’s Human Resources Office. 

10.5 A faculty member may inspect and reply to any item in his/her personnel file and this 
response shall be attached to the item.  Information of a derogatory nature shall not be 
entered or filed unless and until the faculty member is given notice and an opportunity for 
review and reply.  The reply shall be attached to the item. 

10.6 A faculty member shall have the right to request and receive a copy of any item in his/her 
file, provided that nothing in this Article shall entitle a faculty member or his/her 
representative to have access to records defined as confidential under Federal and State 
law. 
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