Policy:
Employee Access to Brsonnd Files

Scope

The policy and procedues sé forth are for the purposeof staage and rdrieval of
personnéfiles & well as providing employees suivised access tolteir peisonnéfile
and/orre-contracting file.

Rowan Univessity is committed to pioviding a pasonnéfile staage and retrieval system
that secures theprivacy of employee files and maintains theintegrity of thedaa
contained in thosesame files. Rersonnéfile system and maintenance are the
responsibilty of the Department of Human Resaurces ad access to th@esonnéfile
roomis limited to pesonrel designated by the Chief Human Resources Officer/Vice
President

Purpose

The pumposeof this polcy is to ®cue HR files and provide seivice to thoseemployees
and othe management/supewisory pesonnéwho reed a&cess to théles. Removd of
files by authorized pesonnd will be facilitated by the Recods Management fundion of
Human Resources & identified by the Chief Human Resources Officer/Vice President

Procedue
Any employee wishing to condud asupevised review of theinformation in his/he
personnéf



