NC STATE UNIVERSITY

ACCESS TO FACULTY PERSONNEL FILE REQUEST FORM 

Notice:  This form may be used to view and/or receive copies of information from your personnel file.  Please review the form instructions, complete the form, and return to your department head or department or college Human Resources associate.
INSTRUCTIONS FOR USE
1. Provide your employee information requested below.

2. Please specify whether you would like to view or copy (or both) personnel file categorical information by placing a ‘(’ beside the appropriate word(s).

3. Sign and date.

4. Identify the personnel file content categories for which you request access or copies by placing a ‘(’ in the appropriate column corresponding to the category of interest.  

5. Describe in the last column personnel file information you wish to access if not otherwise adequately described in previous columns.

EMPLOYEE INFORMATION

Name: First _____________________  Middle ________________  Last ___________________

Employee ID#_______________  Department _______________   College _________________

Campus Box ______________     Campus Phone _______________ 



PERSONNEL FILE FORMAT

I would like COPIES​ OF _____/ACCESS TO ______ the personnel file categorical information selected below.

Signature____________________________

Date ________________________

	Contents of Faculty Personnel File Requested
	Check here to request

	Materials available from your department or college:
	

	Materials relating to application/appointment:

· letters of reference*

· curriculum vitae

· verification of degree 

· forms

· other correspondence


	

	Offer/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)

	


	Contents of Faculty Personnel File Requested


	Check here to request

	Materials available from other campus offices; contact the Office of General Counsel for information on the location of these materials (919-515-1526):
Other Leave Records (centrally-stored University Leave System information)

· Leave database information

· FMLA requests

· Short-term disability leave information

· Additional leave category records

Medical Records**

Benefits Records

· Coverage elections

· Beneficiary information

· Worker’s Compensation information

· Disability salary continuation claims information

· Death claims information

· Retirement/pension benefits information

Disciplinary Records

· Actions

· Suspension/demotion/termination documents

· Procedural information

· Other disciplinary records


	

	Grievance Records 


	

	AA/EEO Records
	

	Conflict of Interest (COI)/Conflict of Commitment (COC) Records

· COI/COC declarations

· Management plans

· COI/COC training documents

· Other COI/COC Records


	

	Dual/External Employment Records

· Notifications

· External activities for pay (EAP) documents 


	

	Payroll Information

· Garnishments

· Database information

· Time sheets


	

	Other Personnel File Information:

	


*Letters of reference solicited prior to initial employment and certain medical information are not open to inspection by the faculty member.  However, faculty members may access letters of reference solicited subsequent to initial employment (i.e. e.g., scholarly external reviews for reappointment, promotion and tenure decisions, etc.).

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