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R 8 3 2 0  PERSONNEL RECORDS 

A .  Con tent o f  Record 

1 .  A pers onne l f i l e  sha l l  be as s embled and maint ained for 
each pers on emp l oyed by thi s d i s tric t . Each f i l e  
sha l l  contain the original o r  copi e s , as appropri a t e , 
o f  the f o l l owing do cument s  regarding the emp l oye e : 

a .  The emp l oyee ' s  current corre c t  name , addre s s , 
t e l ephone number , and birthdat e ; 

b .  App l i c a t i on form ,  inc luding trans cripts o f  al l 
academi c work , records o f  pri o r  mi l i tary s ervi c e , 
and other support ing documents ; 

c .  Annual emp l oyment contract and / or annual s alary 
no t i c e , s igned by the emp l oyee ; 

d .  Cert i f icates 
employment ; 

and / or l i c ens es required for 

e .  Documentat i on o f  ful f i l lment o f  requirements for 
any change in s a l ary c l as s i f i c a t i on ; 

f .  Income tax forms ; 

g .  Re t irement regi s trat i on ; 

h .  Hospi tal i z at i on forms ; 

i .  Annui ty forms ; 

j .  Rate o f  c ompens a t i on ; 

k .  At tendance rec ord , inc luding the s t art ing and 
ending dates o f  al l leaves o f  abs enc e , whe ther 
the leave was paid or unpa id , and the purp o s e  f o r  
which such leaves were granted ; 

1 .  As s i gnment to po s i t i ons , inc luding p o s i t i on t i t l e  
and bui lding t o  whi ch as s igned ; 

m .  C omp l e ted evalua t i ons ; 

n .  Reports o f  di s c ip l inary inc i dent s ;  

o .  Records o f  spe c i a l  awards , commenda t i ons , o r  
di s t inc t ions ; 
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p .  Oath o f  a l l eg i anc e ; 
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q .  Reports o f  rout ine phys ical examina t i on s ; and 

r .  Reports o f  phys ical and mental examinat i on s  
requi red for c aus e . 

2 . No informat i on wi l l  be placed in an emp l oyees ' f i l e  
that do es not pertain t o  the emp l oyee ' s  p o s i t i on in 
thi s  di s tr i c t  and the performance of the emp l oye e ' s  
dut i e s . 

3 .  The c ontent 
annual ly and 
des troyed . 

o f  pers onnel 
material no 

f i l es 
l onger 

wi l l  be 
requ i red 

revi ewed 
wi l l  be 

B .  Cus todi an o f  Pers onne l Rec ords 

1 .  The Superintendent i s  cus todian o f  al l pers onne l 
rec ords . 

2 . Pers onnel records shal l be ma intained in the o f f i ce o f  
the , who shal l be records manager 
re spon s ib l e  for the day - t o - day maint enanc e of the 
f i l e s  and for supervi s ing acc e s s  to the f i l e s . 

C .  No t i c e  o f  C ontent o f  F i l e s  

1 .  Each emp l oyee shal l be informed o f  the c ont ent o f  hi s 
o r  her pers onne l f i l e . 

2 .  Each emp l oyee wi l l  be no t i fied o f  the inc lus i on in hi s 
o r  her f i l e  o f  any do cument that was no t rec e ived from 
the emp l oyee or at the direc t i on o f  the emp l oyee . 

a .  No eva luat i on form wi l l  be p l ac ed in a pers onne l 
f i l e  unt i l  it has been reviewed and s i gned by the 
emp l oyee . 

b .  No c opy o f  a memorandum or l e t ter s ent by an 
admini s trator or other s cho o l  o f f i c i a l  to an 
emp l oyee wi l l  be p l aced in the emp l oyee ' s  f i l e  
unl e s s  the original and c opy inc lude the n o t a t i o n  
" c c :  Pers onne l Fi l e " o r  o ther c l ear indi c a t i on o f  
the author ' s  intent i on to place the memorandum o r  
l e t t er i n  the emp l oyee ' s  f i l e . 

c .  No report or l e tter or memorandum from any 
s ourc e , other than documents ref erred t o  in i C 2 b  
above , may be placed i n  an emp l oyee ' s  f i l e  unt i l  
a copy o f  the s ame has been de l ivered t o  the 
emp l oyee . 
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D .  Emp l oyee Ac c e s s  to Pers onnel Records 

1 .  Each emp l oyee sha l l  be granted ac c e s s  t o  hi s or her 
pers onnel f i l e  in accordanc e wi th the s e  regulat i ons , 
exc ept as may have been nego t i ated wi th the emp l oyee ' s  
maj o r i ty repres entat ive . 

2 . Wr i t ten reques t for ac c e s s  
Exc ept 

ac c e s s  sha l l  be granted 
working hours of the o f f i c e  

sha l l  b e  submi t t ed to the 
in unusual c ir cums tanc e s , 

only during the regu l ar 
i n  whi ch the f i l e  i s  kept . 

3 .  The emp l oyee sha l l  revi ew the record in the pres enc e 
o f  the and , at the emp l oye e ' s  
reque s t , a repres entat ive o f  the emp l oyee . 

4 . No a l t erat i on o r  addi t i on or de l e t i on may be made t o  
the f i l e , exc ep t that the emp l oyee may append to any 
document in the f i l e  h i s  or her c omment on that 
do cument . 

5 . The emp l oyee may handcopy any port i on o f  hi s or her 
f i l e and may rec e ive pho t o c op i es of records on payment 
o f  the copying f e e s  e s t abli shed for c opi e s  o f  pub l i c  
records . 

E .  Appe a l  o f  Content o f  the F i l e  

1 .  

2 .  

3 . 

4 .  

The emp l oyee may appeal to the Superint endent the 
exc lus i on or inc lus ion of any port i on of his or her 
p e r s onne l  f i l e  or the accuracy of any inf o rma t i on i n  
t h e  f i l e . 

An appeal mus t  be made in wr i t ing on a form avai l abl e 
i n  the o f f i c e  o f  the Superintendent . 

The Superintendent sha l l  render a dec i s ion on the 
appeal as s oon as pos s ibl e , but no t later than 
days from the t ime the wri t t en appeal i s  submi t t ed . 
The Superint endent ' s  dec i s i on sha l l  be in wr i t ing and 
sha l l  be de l ivered to the emp l oyee and the r e c o rds 
manager respons ibl e  for the empl oyee ' s  f i l e . 

Exc ep t as may be otherwi s e  provi ded by c ontrac t 
nego t iated wi th the emp l oye e ' s  maj o r i ty 
r epres entat ive , the appe l lant may appeal the 
Super int endent ' s  dec i s i on to the Board ; a dec i s i on o f  
the Board may be appeal ed t o  the C ommi s s i oner o f  
Educ at i on . 



REGULATION NUTLEY 
SCHOOL DISTRICT 

OPERATIONS 
R 8 3 2 0 /page 4 of 4 

Personnel Records 

F .  Access by Board Members and School O f f icial s  

1 .  Personnel f i les may be inspected by school o f f ic ial s  
only as required in the discharge o f  their 
profe s s ional or s tatutory dut ies and to the extent 
required in the di scharge of those duties . 

2 .  Personnel files may be inspected by Board members 
when such inspect ion relates to the Superintendent ' s  
recommendat ion of a candidate for employment , 
promotion ,  trans fer , dismi s sal , or discipl ine . 

3 .  Much of the informat ion included in an employee ' s  
f i l e  i s  conf ident ial ; access to the employee ' s  f i l e  
for professional reasons neces sarily imposes on the 
person reviewing the file · the duty to respect the 
confident ial ity of the record . 

G .  Computeri zed Records 

1 .  Computeri zed personnel records may include only the 
fol l owing informat ion about an employee : 

a .  Name , addres s ,  and telephone number ; 

b .  Social security number ; 

c .  Current assignment ; 

d .  Work experience ; 

e .  Employment date ; and 

f .  Salary guide and step . 

2 .  Computeri zed informat ion may be used only for the 
fol l owing purposes :  

a .  Payroll ; 

b .  An employee ' s  individual employment record ; and 

c .  Studies , report s ,  or surveys conducted by the 
district or a governmental agency and 
authori zed by the , provided 
that such studies ,  report s ,  or surveys do not 
ident i fy spe c i f i c  employees . 
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