Prepared by the O fice of Human Resources.
This repl aces Adm nistrative Procedure No. A9.075
dat ed June 1990.

July 1998

GENERAL

A9. 075 PERSONNEL RECORDS - BOR APPO NTEES
1. Pur pose

To i nplenent a uniformsystemfor the nmai ntenance of the

of ficial personnel records for BOR appointees. In
accordance wth the 1986 del egation of authority to approve
certain personnel actions, the official personnel files of
BOR appoi ntees, with the exception of BOR appointees in
undel egat ed organi zati onal units and Executive and
Manageri al BOR appointees, were transferred fromthe Ofice
of Human and Material Resources (fornerly known as Personnel
Managenent O fice) to the respective admnistrative units.

2. bj ect i ves

To establish procedures for the nai ntenance of official
personnel files and to identify the docunents to be included
t herei n.

3. Applicability/ Responsibility

This instruction applies to personal records of all BOR
enpl oyees appoi nted pursuant to Chapter 304, H R S., which
includes but is not limted to faculty, |ecturers, casual
hires, Adm nistrative, Professional and Technical (APT),
Executive and Manageri al enployees. This instruction does
not apply to personal records of student enployees or civil
servi ce enpl oyees.

4. Pr ocedur es

a. The Chi ef Executive Canmpus O ficer or Oficial Designee
shal | designate Custodians of the Oficial Personnel
Records who shall be responsible for keeping these
files accurate, conplete, up-to-date, and in accordance
wi th applicable provisions of the appropriate
col | ective bargaining agreenents.

b. The personnel files shall contain the foll ow ng
docunent s:



1)

2)

3)

4)

5)
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Letter of hire/offer and acceptance of enpl oynent

Curriculumvitae, APT Application (UH Form 64),
and |l etters of reconmmendati ons

Per sonnel Action Docunents (i.e., PNF, UH Form 6)

Approval docunents of appointnents, changes in
appoi ntnents, approval of tenure (e.g., notice of
renewal , approval of appointnent/reappoi ntnment)

Docunents relating to benefits:

a) Tax Deferred Annuity (optional)
Consi der at i ons:

° | f placed in the personnel file, access
to personnel file is governed by Chapter
92-F, HRS (e.g., do not provide TDA
agents with access to the folders;
separate TDA agreenents for disclosure
to TDA agent).

o | f placed in the personnel file and
enpl oyee transfers to another State
departnent, renove all TDA materials
fromthe file before transferring file.
The University retains fiduciary
l[taiblity and responsibility for the
enpl oyee’ s TDA participation in the
Uni versity program

° Separ at e mai nt enance provi des for ease
of program adm nistration and audit

b) Heal th Fund
c) State Deferred Conpensation

d) State Part-tinme, Casual & Seasonal (PTS)
Def erred Conpensati on

e) Annual Leave Status Reports
f) Enpl oyees' Retirenment System
g) G 2, Application For Transfer of Vacation and

Sick Leave Credit or Paynent in Lieu of
Vacati on



6)
7)
8)
9)

10)

11)

12)
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Credit for Prior Service (UH Form 12)
Self-ldentified Ethnic Background (UH Form 27)

Sal ary Assignnment Forns (e.g., U S. Savings Bond)
Perf ormance eval uation reports including notice of
renewal , Pronotion and Tenure or APT Performance

Eval uation - UH Form 70

Notice of disciplinary actions (e.g., Witten
Reprimand, Letter of Suspensions or Discharge)

Letters of commendation, recognition

Request for Position Action (UH Form SF-1)
(optional)

The followi ng should be kept in separate secured files:

7)
8)

9)
10)

11)

-9, Enploynent Eligibility Certification

Wor kers Conpensation C ains and rel ated docunents
Tenporary Disability Benefit Clainms and rel ated
docunent s

Leave Sharing Requests and rel ated nedi cal
certification docunents

Fam |y Leave Requests and rel ated nedi cal
certification docunents

O her nedical information such as pre-enpl oynent
medi cal information or ADA nedical information

| mrm gration/Visa

| nvestigative reports and rel ated docunents (e.g.,
W t nesses statenents) involving alleged or proven
enpl oyee m sconduct and/or conpl ai nts agai nst the
enpl oyee and final disposition thereof.

Grievance materials

Recruitnment materials (e.g., Form 17,
applications, resunes, interview notes)

Pronoti on and Tenure application and dossiers

Ensure that any the above records are transferred to an
enpl oyee’ s new adm ni strative unit if necessary (e.g.,

| eave share records as the maxi num anmount of |eave
share received is nonitored for the duration of

enpl oyment with the University)
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The personnel docunents described in subsection b
shoul d be contained in the folder in reverse
chronol ogi cal order (i.e., nobst current on top).

Personnel files should be maintained in |ocked filing
cabinets in areas/roons which are accessible to only
aut hori zed individuals. Al enployees should be
instructed on the confidentiality of personnel files by
their respective Chief Executive Canpus Oficer or

O ficial Designee.

The follow ng shall be inplenented where applicable in
t he usage and mai ntenance of personnel files:

1) Applicable provisions in the various collective
bar gai ni ng agreenents relating to access to and
mai nt enance of personnel files

2) Chapter 92-F, HR S., relating to confidentiality,
access and disclosure of personal records. Refer
also to the UniformInformation Practices Act
(Ul PA) Reference Manual and to the office of
Information Practices (O P) CGuidelines on the
Di scl osure of Personnel Records

3) The process of responding to a subpoena of
per sonnel records

4) Records retention rules and policies specified by
EEQ AA gui del ines, the University Records Manager,
and col | ective bargaini ng agreenents

5) The State's Procedures for Transfer of Records to
the State Records Center and University
Adm ni strative Procedure A8.555, "Records
Managenent "

Transfer within UH System \Wen an enpl oyee noves to
anot her administrative unit, the Oficial Custodi an of
Personnel Records of the forner unit will send the
enpl oyee's personnel file to the newunit. The file
wll be transferred as foll ows:

1) Letter of transmttal and acknow edgnent of
recei pt (Attachnment A)
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2) File will be enclosed in seal ed envel ope | abel ed
" CONFI DENTI AL" and addressed to the Ofici al
Cust odi an of Personnel Records in the receiving
unit, and sent via U S. Mail or personal delivery.

Resi gnation/ Retirenent/ Term nation. Three years after
an enpl oyee resigns, retires, or is termnated from
enpl oynment, the O ficial Custodian of Personnel Records
of the adm nistrative unit wll transfer the personnel
file to the State Records Center for storage in
accordance wth the State's Procedures for Transfer of
Records to the State Records Center and University's
Adm ni strative Procedure A8.555, "Records Managenent."

Return to UH Enpl oynent. Wen a forner enpl oyee
returns to enploynent, the enpl oyee's personnel records
shall be recalled fromthe State Records Center
pursuant to the State's Procedures for Recall or
Request for Records and the University's Adm nistrative
Procedure A8.555, "Records Managenent."
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Attachment A

Dat e:

TO.
FROM
SUBJECT: Transmttal of Oficial Personnel Records
We are transmtting to your departnent the personnel

fol der and other pertinent enploynment records
(specify)for the follow ng enpl oyee(s):

Enc.

Pl ease sign and return one copy of this nenorandumto:

Depart ment
Addr ess
Dat e recei ved:
Recei ved by:
Si ghat ure

Print or type nanme
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