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PERSONNEL FILES 
 
The Superintendent or designee shall maintain personnel files for all current employees.  All personnel 
files are confidential and shall be available only to the employee, persons authorized by the employee 
and those authorized by the Superintendent or designee.  Employee files shall be maintained at the 
district’s central office.  The Superintendent or designee shall determine the types of information to be 
included and shall process all material to be placed in a personnel file. 
 
Ratings, reports, or records shall not be available for inspection by employees if they were obtained 
prior to the employment of the person involved, prepared by identifiable examination committee 
members or obtained in connection with a promotional examination.  However, noncredentialed 
employees shall have access to any numerical scores obtained as result of written examinations. 
(Education Code 44031) 
 

PLACEMENT OF MATERIAL IN PERSONNEL FILES 

Any person who places written materials or drafts written material for placement in an employee’s file 
shall sign the material and signify the date of placement. 
 
When an employee is asked to sign any material that is to be placed in his/her file, it is with the 
understanding that his/her signature signifies only that he/she has read the material and does not 
necessarily indicate agreement with its contents. 
 

DEROGATORY INFORMATION 

Except for the ratings, reports or records specified above as not open to inspection, employees shall be 
notified whenever derogatory information is to be placed in their personnel files.  Any employee so 
notified may ask to review and comments on the contents.  Such a review shall take place during normal 
school hours.  The employee shall be released from duty for this purpose without a salary reduction.  
(Education Code 44031) 
 

1. Derogatory material must be signed and dated by the originating person.  Anonymous 
documents, letters or other materials shall not be filed. 

 
2. The notice shall inform the employee that he/she should respond within 10 working days from 

the receipt of the notice.  The inspection shall take place in the presence of the Superintendent 
or designee. 

 
3. After the employee has reviewed and made written comments on the derogatory material, it 

shall be entered into the personnel file and shall become part of the employee’s record.  
 

FILE REVIEW BY EMPLOYEE 

1. Except for ratings, reports or records specified above as not open to inspection, all other written 
materials placed in personnel files shall be made available for inspection by the employee at an 
off-duty time.  Inspection shall take place in the presence of the Superintendent or designee. 



PERSONNEL                                                   4112.2/AR-1; 4200.3/AR-1; 4312.6/AR-1                                                                  
            

 

San Dieguito Union High School District Page 2 of 2 
Administrative Regulation Issued:   August 23, 2001 

2. Employees wishing to inspect their personnel file shall contact the Superintendent or designee.  
The employee may be accompanied by a representative of the employee’s choice while 
reviewing the file. 

 
3. All reviews of personnel files shall be recorded, including notation of date and time reviewed, 

and name and title of the person(s) present during the review. 
 

4. In no instance shall any material be removed from the file.  An employee’s request for copies of 
materials in his/her  personnel file must be made in writing. 

 
5. Any request by an employee to include any materials in the file must be approved by the 

Superintendent or designee. 
 

FILE REVIEW BY MANAGEMENT AND BOARD 

1. Personnel files are confidential and access shall be strictly controlled by the Superintendent or 
designee. 

 
2. Personnel files shall be reviewed in the office where the files are maintained unless otherwise 

approved in writing by the Superintendent or designee. 
 

3. Management personnel or district legal counsel with a valid “right to know” or “need to know” 
may, with the Superintendent or designee’s authorization, review an employee’s personnel file. 

 
4. Board members are not allowed access to personnel files but may request pertinent information 

from an employee’s file in cases of personnel action.  The contents of all personnel files shall be 
kept in strict confidence. 
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