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Personnel Files & Records
Official Personnel File

An official personnel file is kept in Human Resource Services, 204 Russ Hall, for each
university support staff employee. Important information about the employee's work
history at PSU is kept in the file. It includes information such as:

• Records showing hires, transfers, promotions, demotions, separations, changes of
salary rates, leaves of absence, and any other changes in employment status;

• performance reviews, letters of reprimand and rebuttals, and letters of
commendation;

• the application for each position for which the employee was hired;
• letters of proposed disciplinary action;
• any other information related to state service that the appropriate Vice President or

Department Head (President's Division) deems appropriate.

Employees may request to view their electronic personnel file upon scheduling an
appointment with Human Resource Services.  Only an immediate supervisor and other
University officials with an employment-related reason may review specific documents
in an employee's personnel file without the employee's written authorization, unless
review is compelled by a lawfully issued subpoena or other legal process.

A prospective external or internal employer, individual, or firm may request to view an
employee's personnel file. This request will only be granted of the request is submitted
in writing to Human Resource Services and is accompanied by the written authorization
of the current or former employee.  Federal and State agencies having a proper interest
and an established need may review an employee's personnel file without written
authorization of the current or former employee.

PSU may (and must upon receipt of a properly submitted open records request)
disclose the following information to any individual:

• # The name of the employee.
# The employee's current job title.
# The employee's current or prior pay.
# The employee's length of employment with the state.
# The name of the employing agency.
# The length of time the employee has served in the employee's current position.
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Campus departments must check with Human Resource Services, 620-235-4191,
before releasing any information about a university support staff employee.
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