July 1, 2018 — June 30, 2021 West Valley-Mission Classified Employee Association

ARTICLE 12

PERSONNELFILES

121 Personnel Files:
The personnel file is District property and there shall be one District personnel file
for each worker, which shall be maintained in the Human Resource Department
(Personnel Services). The personnel files shall contain the following minimum
items of information:

Required tuberculosis clearance

Transcripts of academic records, if appropriate

Licenses, if applicable

Signed application form and other appropriate employment documents
Payroll documents

Performance appraisals and performance plans

Leave documentation

Disciplinary actions

Letters of commendation approved by the President, Vice Chancellor, or
Associate Vice Chancellor of Human Resources.
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12.1.1 Personnel files shall not contain ratings, reports, or recruitment files
which were obtained prior to employment or were obtained in
connection with a promotional examination. The personnel file will
contain the application document and the job announcement associated
with the change of assignment.

12.1.2 Workers shall have the right to examine his/her personnel file and to
obtain copies of materials contained therein. Workers are encouraged to
make an appointment. Materials obtained prior to employment are
excluded from this agreement. Upon written request, workers from
Mission College may request the personnel file be reviewed at Mission
which will require the file being transported from one location to
another. Personnel files will be reviewed in the presence of a Human
Resources staff member.

12.1.3 All personnel files shall be kept in confidence and shall be available for
inspection only to other workers of the District when actually necessary
in the proper administration of the District’s affairs or the supervision of
the worker. The worker’s personnel files shall be available for
examination by the worker’s representative with written authorization
by the worker. The worker agrees that in so authorizing, he/she shall
indemnify and hold harmless the District from any



12.1.5

Adverse Material:

Adverse material produced by a third party must be signed by the
complainant and submitted in writing within twenty (20) working days
of the incident or occurrence. The supervisor shall provide a copy to the
worker at least two (2) working days prior to the supervisor investigating
the complaint. If the adverse material is determined to warrant
disciplinary action, the supervisor shall follow the terms of the
agreement. If the material is not determined to warrant disciplinary
action, the material will not be placed in the personnel file.
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