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Article XX. Personnel Files

Section 1.

file—The Employer shall maintain files relating to employment in rdance with th

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

Umversﬂy of Washlngton The degartmental f|Ie will be maintained by the department, who-will

supervisor f|Ie will not be Qlaced in the degartment file or OPF unless they are mcorgorated as
part of an official action (such as performance evaluation or a corrective action).

Section 2.

#He—easted-r&n—mthm—three—&)—werkd&ys—ef—ﬂae—mquest— agh emplgyee as the r|gh1 to review

all materials that are not non-disclosable pursuant to state and/or federal laws in their OPF,
departmental file, personnel file, supervisory file, attendance file, payroll file, and medical file,

upon written request by an employee to their Human Resources Consultant or
department HR manager (for departmental flle)—t-h&ema+eve&aﬁel+e+t-heematevee-e

authorization will be retained in the employee’s departmental file. Informatlon about accessing
OPF is provided here: https://hr.uw.edu/policies/official-personnel-file-access/.

Departmental files will be reviewed with the Employer representative during business hours.
The emgloyee and/or emgloyee s representative may reguest cogles, WhICh may be growded at



https://hr.uw.edu/policies/official-personnel-file-access/
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WEmployees shaII have the right to request removal or correction of maccurate

Section 4.
No grievance materials shall be placed in any irdividuals personnel files. 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 gartles shaII not have access to any emgloyee S OPF or departmental file. A




