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Purpose 

1.1 Utah Tech University ("the University") will maintain a Personnel File on 
each employee. Each Personnel File will contain accurate and updated 
materials relevant to the individual 's employment, with Human Resources 
acting as the repository of such information. 

II. Scope 

2.1 This policy applies to all University personnel records, whether they 
pertain to full-time employees, part-time employees, and/or Official 
University Volunteers, as defined by University Policy 301. 

Ill. Definitions 

3.1 Government Records Access and Management Act (GRAMA): A series of 
laws designed to guarantee that the public has access to public records of 
government bodies. See Utah Code, Title 63G, Chapter 2. 

3.2 Human Resources Officer: An active, full-time employee within the 
University's Human Resources Office, as approved by the Human 
Resources Director. 

3.3 Personnel File: An employer's saved documentation of the history and 
status of the employment relationship with an individual employee, 
gathered in the course of official University business. Records may 
include, but are not limited to job application, resume, educational 
transcripts, job description(s), benefits enrollment/changes, new hire 
employee paperwork, statements of salary, job offer and/or job change 
information, training certifications and/or policy compliance 
documentation, performance appraisals, letters of recognition, 
disciplinary notices, and payroll action forms. Personnel Files will be kept 
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IV. Policy 

as secure physical files within Human Resources and/or in secure 
electronic files within the Human Resources Information System, in 
accordance and compliance with Human Resources industry best 

practices and applicable state laws as outlined in the Utah Division of 
Archives and Records. 

4.1 Human Resources is responsible for maintaining Personnel Files. 

4.1.1 University departments and/or divisions may maintain 
department/division informational files, with relevant department 
personnel information that assists them in administration. Such 
department/division informational files will not be considered part 
of the employee's Personnel File unless the department, division, 
and/or employee wishes such records be added to their Personnel 
File within Human Resources. 

4.1.1.1 Department/division informational files maintained by the 
department or division should only contain department or 
division-specific information (e.g., faculty member's progress 
toward tenure, copies of contact information already on file 
with Human Resources, etc.) and may not contain 
confidential information, such as documents with social 
security numbers, new hire employment paperwork, benefits 
enrollment forms, and/or employee medical information 

unless pre-approved by Human Resources for accreditation 
purposes. 

4.1.1.2 While departments or divisions may keep 
department/division informational files, certain employment 
items must be given to Human Resources for the employee's 
Personnel File. These include: 

4.1.1.2.1 Probationary and/or Annual Performance Appraisals, 
as defined in University Policy 325 and University 
Policy 327. 

4.1.1.2.2 Job Description changes or updates, as defined in 
University Policy 351. 

4.1.1.2.3 Disciplinary actions, as defined in University Policies 
371-380. 

4.1.2 Upon termination or leaving University employment, 
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department/division informational files maintained by the 
department must be submitted to Human Resources for review prior 
to being securely archived or securely destroyed. 

4.2 All Personnel Files will be secured, and only authorized personnel will be 
permitted to view them. 

4.2.1 Personnel Files are the property of the University and may be 
accessed by administration, supervisors, and the employee, if 
allowed under GRAMA. 

4.2.2 Medical evaluation files (such as Family Medical Leave requests and 
documentation associated with University Policy 349, employee 
physical examinations associated with University Policy 323, etc.) 
and employee grievance documentation unrelated to University 
Policy 151 and/or corrective and disciplinary action are kept 
separate from the Personnel File and are to be accessed only by 
Human Resources and by the employee, unless the contents therein 
are determined to be discoverable under GRAMA or by other legal 
means. 

4.2.3 No person has the right to inspect or copy the contents of the 
Personnel File relating to any other individual beyond those listed in 
Section 4.2.1, except to the extent that such a person may be 
authorized to do so pursuant to GRAMA. 

4.2.4 Information within an employee's Personnel File may be released by 
written authorization of the employee or by a court order. 

4.2.5 Unauthorized access to or usage of Personnel Files by an 
unauthorized person will result in disciplinary action. 

4.3 An employee has the right to review and have copies made of the contents 
of their Personnel File upon written request, in the presence of a Human 
Resources Officer, except for information or materials therein that are 
classified as "controlled" or "protected" under GRAMA. 

4.4 Employees must notify Human Resources of any changes in name(s), 
address, telephone number, marital status, dependents, tax or payroll 
deduction benefits, or personnel matters within 30 days of event in order 
to update the Personnel File accordingly. Employees may be asked to 
provide appropriate documentation before such changes are 
implemented. 

4.5 An employee will receive a copy of any derogatory or negat ive information 
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https://le.utah.gov/xcode/Title63G/Chapter2/63G-2.html
https://le.utah.gov/xcode/Title63G/Chapter2/63G-2.html
https://archives.utah.gov/recordsmanagement/
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