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Article XX. Personnel Files

Section 1.

file—The Employer shall maintain files relating to employment in rdance with th li
University policy and/or state or federal law. The Official Personnel File (OPF) for each
employee will be maintained by Campus Human Resources. This office will be responsible for
identifyin iaa) ; the location of and process for
accessing the file. The OPF will accompany the employee throughout their service career at the
University of Washington. The departmental file will be maintained by the department, whe-will

ndividua pervisors ma 3 i ments i pervisor fi ments in the

supervisor file will not be placed in the departmental file or OPF unless they are incorporated as
part of an official action (such as performance evaluation or a corrective action).

Section 2.

Upon written request, an employee
and/or the employee’s representative have the right to examine all materials in their OPF that
are not non-disclosable pursuant to state and/or federal laws. Eaeh-empleyee-has-the+ightto

OPF is provided here: https://hr.uw.edu/policies/official-personnel-file-access/.

Empl Iso have the right to examine all materials in their rtmental file and/or

supervisor file that are not non-disclosable pursuant to state and/or federal laws. Upon written
request by the employee to their departmental HR, the employee and/or the employee’s

representative may examine the employee’s departmental file_and/or supervisor file. A copy of
the written authorization will be retained in the employee’s departmental and/or supervisor file.



https://hr.uw.edu/policies/official-personnel-file-access/
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Departmental files will be reviewed with the Employer representative during business hours.
The employee and/or employee’s representative may request copies, which may be provided at
no cost if the size of the request is reasonable.-A-cepy-ofthe-writter-autherization-willbe

Section 3.
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WEmployees shall have the right to request removal or correction of inaccurate

materials in frem their personnel files,_attach a concise statement in response to any item in the
flles and/or request removal of maooroorlate material from the files. —aﬁaeh—a—eeﬁese-s%a%emeﬁ{

records retention policies.

Section 4.

No grievance materials shall be placed in an individuals’ OPF. y-ndividuats-persenneHiles.
Grievances shall not be referenced unless necessary for payroll, leave, or other similar
legitimate business purposes.

Section 5.

No individually identifiable information in the personnel files of a Employee, including
supervisory job performance evaluations, shall be made publicly available except as required
under state and/or federal law.

Section 6.
Unauthorlzed Qartles shaII not have access to any emgloyee S OPF or departmental file. A
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