	Location of Contents of Faculty Personnel File*
	Paper Copy
	Electronic Copy

	Materials relating to application/appointment:

· letters of reference**

· curriculum vitae

· verification of degree 

· forms

· other correspondence


	
	

	Offer and acceptance letters


	
	

	Statements of Mutual Expectations


	
	

	Annual Faculty Activity Reports


	
	

	Annual performance evaluations


	
	

	Notifications of salary adjustments


	
	

	Plans for Professional Development


	
	

	Post tenure review materials, including assessments and numerical results of the vote


	
	

	Scholarly Re-Assignment reports


	
	

	Copy of RPT dossier and final results 

(original to be transferred to HR)


	
	

	Teaching Evaluations by students


	
	

	Teaching Evaluations by peers


	
	

	Tenure Clock Extensions


	
	

	Requests for Leave  (not including requests for sick or annual leave stored in the University’s Leave System)

	
	


*Medical information must be filed in a separate file from other personnel files.

**Letters of reference solicited prior to initial employment and certain medical information are not open to inspection by the faculty member.

FACULTY PERSONNEL FILE – GUIDELINES FOR RETENTION AND ACCESS
ACCESS TO PERSONNEL FILE CONTENTS BY EMPLOYEE
Except for letters of reference solicited prior to initial employment which by law are not available to the faculty member, a faculty member seeking to review his or her personnel file may inspect and examine any of the documents listed above by making a request of the Department/Unit Head in which the faculty member is employed.  The faculty member may also submit a request for review of his/her entire personnel file, in which event it is the responsibility of the Department/Unit Head to work with the faculty member to identify the types of items that are requested and to work with the division, college and Human Resources to ensure that all requested personnel files, unless exempt from disclosure by state law,
 are provided within a reasonable timeframe.  

PERSONNEL RECORDS OPEN TO INSPECTION
Personnel Files are by law confidential, except for the following information, which is available to the public upon request:

a) Name

b) Age

c) Date of original employment or appointment to State service

d) The terms of any  contract by which the faculty member is employed whether written or oral, past and current, to the extent that the University has the written contract or a record of the oral contract in its possession

e) Current position

f) Title

g) Current salary (“salary” for purposes of personnel file information available to the public includes pay, benefits, incentives, bonuses, and deferred and all other forms of compensation paid by the University )

h) Date and amount of each increase or decrease in salary with the University;

i) Date and type of each  promotion, demotion, transfer, suspension, separation, or other change in position, classification with the University
j) Date and general description of the reasons for each promotion with the University

k) Date and type of each dismissal, suspension, or demotion for disciplinary reasons taken by the University.  If the disciplinary action was a dismissal, a copy of the written notice of the final decision of the Chancellor setting forth the specific acts or omissions that are the basis of the dismissal
l) The office or other location to which the faculty member is currently assigned

In addition to the faculty member and the faculty member’s properly authorized agent, North Carolina law also provides that personnel files are subject to access by members of the General Assembly, a party with a proper court order, and officials of an agency of the federal or state government as part of their official responsibilities.  Departments who receive requests for personnel files from these individuals should consult with the General Counsel or designee before responding to these requests.

� Letters of reference solicited prior to initial employment are not open to inspection by the faculty member.








