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Faculty Personnel Files 

A. Faculty members’ individual personnel files that are maintained by UI administrative units are either “closed” or “open,” as defined below, and are subject to the following conditions:

B. CLOSED FILES.  Closed files contain confidential documents that are excluded from the faculty member’s right of inspection [see D].  Any document that is obtained under a grant of confidentiality is to be placed in the closed file and treated as confidential in the absence of legal obligation to the contrary. The signed confidential recommendations concerning initial employment at UI, promotion, tenure, and performance review are routinely placed in the closed file.  After they have been used in the process for which they were obtained, they are retained to ensure the existence of a comprehensive record of personnel actions, but they may not be used on subsequent occasions of evaluation.  When any additional document is placed in the closed file, the faculty member concerned must be informed of its substance. No documents that are anonymous or based on hearsay are to be included in the closed file. Closed files are maintained at one central location designed by the president.

C. OPEN FILES.  Open files may be inspected and their contents copied by the faculty member. These confidential files include materials concerning the faculty member that are the basis of routine performance evaluations, or that may have a bearing on the faculty member’s work or employment status in the university, and summaries of the votes of review committees.
C-1.  No documents that are anonymous or based on hearsay are included.

C-2.  Materials cannot be copied without the faculty member’s prior approval, except that the immediate supervisor may make copies for purposes of annual evaluation and for tenure and competence reviews.

C-3.  Documents may be removed by agreement between the faculty member and the administrator having custody of the file.

D. RIGHTS OF INSPECTION.  The faculty member has the right to know where the open file is located, to read or copy documents in it, and to insert comments concerning any document in the file.

E. RESOLUTION OF CONFLICTS.  In the event of a disagreement about the contents of the closed or open file, an effort should be made to resolve it within the administrative unit by choosing a mutually acceptable faculty or staff member to make a determination that will bind both parties.  In the event that the parties are unable to agree on such a person, the faculty member has recourse to the procedures for faculty appeals [see 4761].  

F. In the event of an appeal procedure or a civil suit involving a faculty member, evidence and testimony not on file is admissible.  

