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GAK  P e r s o n n e l  Re c o r d s    ( S e e  CEI ,  CGI ,  GACD,  GB I ,  a n d  GCI )  GAK  

 P e r s o n n e l  f i l e s  r e q u i r e d  b y  t h e  d i s t r i c t  s h a l l  b e  c o n f i d e n t i a l  a n d  i n  t h e  

c u s t o d y  o f  t h e  r e c o r d s  c u s t o d i a n  a n d / o r  t h e  s u p e r i n t e n d e n t .   E mp l o ye e s  h a ve  

t h e  r i gh t  t o  i n s p e c t  t h e i r  f i l e s  u p o n  p r o p e r  n o t i c e  u n d e r  t h e  s u p e r v i s i o n  o f  a n  

a p p r o p r i a t e  s u p e r v i s o r .   A l l  r e c o r d s  a n d  f i l e s  ma i n t a i n e d  b y  t h e  d i s t r i c t  s h o u l d  

b e  s c r e e n e d  p e r i o d i c a l l y  b y  t h e  c u s t o d i a n  o f  r e c o r d s .  

 A l l  p e r s o n n e l  f i l e s  a n d  e va l u a t i o n  d o c u me n t s ,  i n c l u d i n g  t h o s e  s t o r e d  b y  

e l e c t r o n i c  me a n s ,  s h a l l  b e  a d e q u a t e l y  s e c u r e d .  

 Re q u e s t s  f o r  Re f e r e n c e s  

 Un l e s s  o t h e r w i s e  a l l o we d  b y  l a w ,  a  r e q u e s t  b y  a  t h i r d  p a r t y  f o r  r e l e a s e  

o f  a n y  p e r s o n n e l  r e c o r d  s h a l l  r e q u i r e  t h e  wr i t t e n  c o n s e n t  o f  t h e  e mp l o ye e ,  a n d  

s h a l l  b e  s u b mi t t e d  t o  t h e  r e c o r d s  c u s t o d i a n  wh o  s h a l l  r e s p o n d  t o  t h e  r e q u e s t  a s  

t h e  l a w  a l l o ws .  

 Up o n  r e c e i p t  o f  a  wr i t t e n  r e q u e s t  d i s t r i c t  o f f i c i a l s  ma y  p r o v i d e  i n f o r -

ma t i o n  r e ga r d i n g  p a s t  a n d  p r e s e n t  e mp l o ye e s  t o  p r o s p e c t i ve  e mp l o ye r s  i n  c o m-

p l i a n c e  w i t h  c u r r e n t  l a w .   In f o r m a t i o n  t h a t  ma y  b e  p r o v i d e d  w i l l  i n c l u d e :  

 e mp l o yme n t  d a t e ( s ) ;  

 j o b  d e s c r i p t i o n  a n d  d u t i e s  wh i l e  i n  t h e  d i s t r i c t ’ s  e mp l o y ;  

 l a s t  s a l a r y  o r  wa ge ;  

 wa ge  h i s t o r y ;  

 wh e t h e r  t h e  e mp l o ye e  wa s  vo l u n t a r i l y  o r  i n vo l u n t a r i l y  r e l e a s e d  f r o m 

s e r v i c e  a n d  t h e  r e a s o n s  f o r  t h e  s e p a r a t i o n ;  

 wr i t t e n  e mp l o ye e  e va l u a t i o n s  wh i c h  we r e  c o n d u c t e d  p r i o r  t o  t h e  e m-

p l o ye e ' s  s e p a r a t i o n  f r o m t h e  e mp l o ye r  a n d  t o  wh i c h  a n  e mp l o ye e  

s h a l l  b e  g i ve n  a  c o p y  u p o n  r e q u e s t .  
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GAK  P e r s o n n e l  Re c o r d s  GAK - 2  

Immu n i t y  P r o v i d e d  

Un l e s s  o t h e r w i s e  p r o v i d e d  b y  l a w ,  a n  e mp l o ye r  wh o  r e s p o n d s  i n  wr i t i n g  

t o  a  wr i t t e n  r e q u e s t  c o n c e r n i n g  a  c u r r e n t  o r  f o r me r  e mp l o ye e  f r o m a  p r o s p e c -

t i ve  e mp l o ye r  o f  t h a t  e mp l o ye e  s h a l l  b e  a b s o l u t e l y  i mmu n e  f r o m c i v i l  l i a b i l i t y  

f o r  d i s c l o s u r e  o f  t h e  i n f o r ma t i o n  n o t e d  a b o ve  t o  wh i c h  a n  e mp l o ye e  ma y  h a ve  

a c c e s s .  

 

Ap p r o ve d :    K AS B Re c o mme n d a t i o n  –  7 / 0 2 ;  4 / 0 7  

BOE  P o l i c y  Ap p r o va l  Da t e :  1 2 / 1 3 / 2 0 1 0 ;  E f f e c t i ve  Da t e :  1 / 3 / 2 0 1 1  
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Request to Release Personnel Records 

(re: USD 263 Policy GAK) 

 

To: ________________________________:  (Superintendent/records custodian:  USD 263) 

 

From: ________________________________  (Employee or former employee) 

 

I hereby request that my personnel records be copied and released to: 

 

 

________________________________________________________________________ 

 (Name of Organization/Official to whom records are to be sent) 

 

Signed:   _____________________________________________________________ 

 

Date:  ______________________________________________________________ 

 

 

By requesting this release of my personnel records, I understand the administration may release the fol-

lowing information: 

 

 my employment  da t e ( s ) ;  

 my job  desc r ip t ion  and  du t i es  wh i l e  i n  t he  d i s t r i c t ’ s  employ;  

 my l as t  s a l a ry o r  wage ;  

 my wage  h i s to ry;  

 whether  I  was  vo lun ta r i l y o r  i nvo lun ta r i l y r e l eased  f rom se rv i ce  

and  the  reasons  fo r  t he  separa t ion ;  

 wri t t en  employee  eva lua t ions ,  wh ich  were  conduc ted  p r io r  t o  my 

separa t ion  f rom USD  263 .  

 

 

c /USD f i l e s  
 

 


