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TO

MEMORANDUM

DATE: May 23,2024

VIA:

FROM:

Dr. Saril Jim6nez-Sandoval
President

Dr. Xuanning Fu
Provost and Vice President for Academic Affairs

California
State

University,
Fresno

Dr. Raymond Hall -.. , , ./t.
Chair, Academic Senate ,')Lr'ttf

RE: APM 323-Policv on Personnel Files

At its meeting of April 29,2024, the Academic Senate approved APM 323 Policy
on Faculty Personnel Files, as amended.

It is now being forwarded to you for final consideration.

If you have any questions, please do not hesitate to contact me

RH:ast

attachment

CC: J. Schmidtke
D.Low

A.Alexandrou

MEMORANDUM

Date Dr. Saill Jim6nez-Sandoval, President DateAcrd€mic Senatc
Henry Madden Library 3206
5200 North Berton Avenue IltS ML34
Fresno, CA 93740-8014

P 559.278.2743
F 559.274.5745

Dr. Xuanning Fu, Provost and
Vice President of Academic Affairs

6/10/2024 10 June 2024

https://fresnostate.na4.documents.adobe.com/verifier?tx=CBJCHBCAABAA6-KmAuIDtMyVMLRtx9JmjuEM8Q1s4dni
https://fresnostate.na4.documents.adobe.com/verifier?tx=CBJCHBCAABAA6-KmAuIDtMyVMLRtx9JmjuEM8Q1s4dni
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MEMORANDUM

TO: Raymond Hall, Chair, Academic Senate

FROM: Athanasios Alexandrou, Chair, University Personnel Committee

DATE: March 10,2023

RE: APM 323 _ POLICY ON FACULTY PERSONNEL FILES

At its meeting on March 9,2023, the University Personnel Committee, voted to approve the committee's
revisions to APM 323 and submit them to the Academic Senate.

The policy has been revised to reflect the technological changes that took place during the last twelve
years, since the last policy revision.

The proposed revisions introduce joint custody of all electronic faculty files between the Dean and the
Associate Vice President for Faculty Affairs. This arrangement avoids duplication of efforts and increases
the security of electronic files.

It proposes that the private files are renamed to confidential files.

There are other minor revisions that the committee proposes.

Enclosed are tracked changes to APM 323for the Executive Committee and full Senate review

Respectfully submitted,

A. Alexandrou

CC: Xuanning Fu, lnterim Provost
Dr. Schmidtke, lnterim Associate Vice President for Faculty Affairs

Academic Senate
California State University, Fresno . Library 3206
5200 N. Barton Ave. M/S UL34 . Fresno, California 93740

1559.278.2743 t559.278.5745 fresnostate.edulsenate
THE CALIFORNIA STATE UNIVERSITY
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POLICY ON F'ACULTY PERSOIINEL FILES

This policy outlines the various files maintained by the University on individual faculty members,
their purpose, and their use.

A. PERSOI\NET, ACTION FTT,N

1. The Personnel Action File (PAF) is defined in Article I I of the Collective Bargaining
Agreement, and is maintained for every faculty employee, full-time or part-time. During
the retention, tenure, or promotion review of a faculty member, a Working Personnel
Action File (WPAF) -- is incorporated by reference into the PAF.

2. The PAF is the one (1) official personnel file for employment information that may be
relevant to personnel recommendations or actions regarding a faculty member. Personnel
recommendations relating to retention, tenure, promotion, or termination based upon work
performance, or any other personnel action, shall be based on the PAF.I 2 Should the
President make a personnel decision on any basis not directly related to the professional
qualifications, or on work performance of the individual faculty member in question, those
reasons shall be reduced to writing and entered into the PAF, and shall be immediately
provided to the faculty member.

3. The school or college Dean is one of the joint custodians of all electronic PAFs for faculty
in their unit. The Associate Vice President for Faculty Affairs is the other joint custodian
for all faculty electronic PAFs and is responsible for the security of the files and their
contents.

4. It is the policy of the California State University to maintain accurate and relevant
personnel files.

5. The PAF is held in confidence and is accessible only to the affected faculty member and
persons authorized in the conduct of official University business.

6. With the exception of staff performing clerical tasks, all instances of access to the PAF
shall be logged and the log record shall be a permanent part of the file.

7. A faculty member may place any information in their own file which they feel is relevant
to their employment status. A faculty member has the right to respond to or rebut any
information which has been placed by another individual in their file.

8. The Dean is the only university official who is authorized to place material in the PAF.
Such placement shall only occur after the affected faculty member has been given a copy,
without charge, of the material to be placed in the file five (5) days prior to the placement
of the material in the file. A copy of the notice shall be attached to the document being
placed in the file. This provision does not apply to material referenced in the Temporary
Suspension or Disciplinary Action Procedure of the Collective Bargaining Agreement.

Course assignments are not considered personnel actions.

The PAF may also be used in hiring recommendations, merit pay reviews, post-tenure reviews, and for other
purposes consistent with university policies.

APM 323 - l
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9. Upon request, a faculty member shall be provided the opportunity to meet with the
appropriate administrator regarding material to be placed in the file to which the faculty
member objects. The request to meet shall be made within five (5) days of the receipt of
the notification and shall be addressed to the appropriate administrator with a copy to the
Provost. The meeting shall take place within ten (10) days of the request made by the
faculty member. This provision shall not apply to material created for the periodic
evaluation, nor performance reviews pursuant to Article l5 Evaluation, nor to material
referenced in Article l7 Temporary Suspension, nor Article 19 Disciplinary Action of the
Col lective Bargaining Agreement.

10. The appropriate administrator shall consider all information provided by the faculty
member concerning the relevancy and accuracy of any materialto be placed in the file prior
to making a final decision to place material in the file. This provision shall not apply to
material created for periodic evaluation, nor material referenced in Article 17 Temporary
Suspension, nor Article l9 Disciplinary Action of the Collective Bargaining Agreement.

I l. Only material identified by source may be placed in the PAF. Identification shall indicate
the author, the committee, the campus office, or the name of the officially authorized body
generating the material. References to unnamed sources or complainants are prohibited.
Anonymous letters should be given to the individual faculty member concemed.

12. Afaculty member has the right to review all materials in their own PAF. A faculty member
may request an appointment with the Office of the Dean for the purpose of inspecting their
own file. Such appointment(s) will be scheduled promptly during normal office hours. The
manner of inspection shall be subject to reasonable conditions. The faculty member has the
right to have another individual of their own choosing accompany them to inspect the PAF.

13. Following receipt of a faculty member's written request, the Dean shall, within fourteen
(14) days, provide a copy of all requested materials. Depending upon the amount of
materials copied, the faculty member may be required to bear the cost of duplicating such
materials.

14. If, after examination of the PAF a faculty member believes that any portion of their own
file is inaccurate or irrelevant, they may submit a written request that the material be
corrected or deleted from the file. Such requests should be directed to the Dean, as
custodian of the file. The request should describe corections and/or deletions that should
be made, and the facts and reasons supporting such a request. In the event the request is
denied, the request shall be attached to the disputed material and shall accompany the
disputed material when used in a personnel recommendation or action.

15. If the request for correction or deletion is denied by the Dean, the faculty member has the
right to submit a request to the President, or the President's designee, no later than seven
(7) days afterthe date of such a denial. Within twenty-one (21) days of receiptof such
request, the President, or designee, shall provide a written response to the faculty member.
Ifthe President, or designee, grants the request, the record shall be corrected or deleted and
the faculty member shall be sent a written notice to that effect. If the President, or designee,
denies the request, the response shall include reason(s) for the denial.

APM323 -2
December 7,2011
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16. The PAF is maintained for each faculty member during the entire period of employment.

17. In the event that a faculty member discovers any materials from their PAF are missing, they
will notiff the Dean's office via email and the Dean's office will have l0 business days to
respond. If the missing materials cannot be located, the Dean's office will place a dated and
signed memo in the PAF acknowledging that the materials are missing within 10 business
days. If the faculty member has either originals or copies of this material, they can provide
them to the Dean's office. The Dean's office will officially acknowledge receipt of this
material and get them scanned within 30 days to put in the faculty member's PAF. The
Dean's office will certiff in writing when the scanning was done and by whom as well as

affirm the scanned version is the ofhcial copy for the PAF.

18. Files for individuals who have been separated from university employment3, are
maintained in the colleges/schools for ten (10) years.

19. Files of employees separated by reasons of (a) dismissal for cause, or (b) disability
retirement, or (c) as the result of a written agreement between the university and the
employee, are maintained indefinitely. In these instances, the files are maintained by
Human Resources and the Office of the Chancellor, as appropriate.

B. WORKING PF',RSOI\NT'I. ACTTON F'II Il.

l. The Working Personnel Action File (WPAF), is defined in Article 1 1.8 of the Collective
Bargaining Agreement.

2. The WPAF is used during performance evaluations for retention, tenure and/or promotion
and is considered a part of the PAF4.

3. The WPAF is held in confidence and is accessible only to the affected faculty member and
persons authorized access in the conduct of official University business.

4. With the exception of staff performing clerical tasks, all instances of access to the WPAF
shall be logged and the log record shall be a permanent part of the PAF.

5. Only material identified by source may be placed in the WPAF. This includes statements
made by peer review committees as part of the review process. Identification shall indicate
the author, the committee, the campus office, or the name of the offrcially authorized body
generating the material. References to unnamed sources of complainants are prohibited. If
at any time during the review of the WPAF it is discovered that material referenced by the
faculty member in their file is found to be missing or corrupt, the affected faculty member
and the authorized keepers of the PAF will be notified and the appropriate file will be added
immediately.

6. Materials for evaluation submitted by a faculty member for use in the campus Retention,
Tenure or Promotion (RTP) process shall be deemed incorporated by reference into the
PAF, but need not be physically placed in the PAF. The inventory of items submitted by
the faculty member for review during the RTP process shall be permanently placed in the
PAF at the conclusion of the RTP process each year.

This provision refers to persons who have separated from the university through routine resignation or retirement;
or, as in the case of temporary faculty, the completion of a fixed period of employment.

The relevant language in the CBA says that the WPAF is "incorporated by reference" into the PAF.
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C. CONT'IDENTIAL FTT,RS

1. Department chairs, college/school Deans, and other academic administrators may maintain
confidential files. These files may contain correspondence, notes of meetings or
conversations, and other data.

2. The contents of these confidential files may not be used as the basis of a personnel
recommendation or action.

3. These confidential files are maintained atthe discretion of the individual responsible for
the file.

D. HANDLING OF F'ILES F'OR PART-TIME LECTURERS

l. Departments maintain a pool of part-time applications housed in Faculty Affairs, which
they can access.

2. The part-time lecturer application pool file contains the position applications for all
candidates for parttime positions. The application of each candidate for a part-time
position is maintained electronically for up to three (3) years from the date of submission.

3. Access to the part-time lecturer application pool file is limited to persons authorized access
in the conduct of university business. Individual applicants shall not have access to the
part-time lecturer pool application files.

4. Departments shall review the part-time lecturer application pool file prior to making
nominations for part-time positions. Additionally, if an individual who has been previously
employed by the University applies for a temporary position, whether full- time or part-
time, the contents of the candidate's PAF, if available, shall also be considered.

E. MFDTCAT, AND POI CF' RF',CORNS

Campus medical records and campus police records are not subject to the provisions for
the PAF. Content and access to these files is controlled by statutory regulation. However,
any campus medical record or campus police record used as the basis for a personnel
recommendation or action must be placed in the PAF.

F. PRF'-F',ryTPI OYMTNT F'fT '

1. The Pre-Employment File consists of the records involved in the hiring of the affected
faculty member. The records include confidential papers received from placement bureaus,
letters of recommendation, summaries of reference checks, and other pre- employment
information.

2. These files on full-time faculty members are maintained in the Office of Faculty Affairs,
in accordance with CSU record retention policies.

3. The affected faculty member shall not have access to this material.

APM323 - 4
December 7,2011
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G. ST'.ARCH RECORDS

Records developed during a search process for faculty employees are maintained in the
Office of Faculty Affairs for five (5) years after the close of the search. These records are
not available to faculty members after the close of the search.

H. OFF'ICE OF F'ACUT,TY AT'T'AIRS --- EMPLOYI\{F',NT F'ILES

1. The Office of Faculty Affairs maintains status records on each faculty member. These
records include information on academic rank and salary, employment status, leaves, and
other relevant information essential to personnel/payroll operations.

2. The information in these files is accessible only to the affected faculty member and persons
authorized access in the conduct of official University business.

3. Requests to add or delete information from this file must be made, in writing, to the Provost
with a copy to the Associate Vice President for Faculty Affairs. The request shall include
reasons for the requested addition/deletion to the file.

L PAYROLL F'ILES

The Payroll Office maintains files on each University employee which include general payroll
information and records such as tabulation ofsick leave, vacation, Ieaves ofabsences, changes
of personneVpay status and similar items. Faculty members may review this information upon
request.

REI'ERENCES: CBA Articles I l, 15, 17, 19

Approved by the Academic Senate
Approved by the President
Amended
Amended
Approved by the Senate

May 1968

June 1968

5 17 2; 101 83 ; 6/ 84; 3 /95 ; lt 199

December 7r20ll
April29,2024
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