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PURPOSE:

To establish a consistent process for responding to requests from current and former WNMU
employees for access to information contained in their employment files and for obtaining
copies of such records.

POLICY:

1. Inspection of Employment File

Any current or former WNMU employee may request an appointment with the Human
Resources Department to inspect the documents maintained in their employment file.
Employees may review all documents in their employment file that are available for
disclosure under applicable federal and state law and University policy. Employees are
not permitted to remove, alter, or destroy original documents or to remove the
employment file from the Human Resources Department.

2. Copies of Employment Records
Upon request, Human Resources will provide copies of an individual document, multiple
documents, or the complete employment file within a reasonable period of time,
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subject to applicable law and University policy. The employee must provide appropriate
photo identification to verify their identity before records are released.

Records Outside the Employment File

Requests for University records that are not maintained in an employee's employment
file, including internal documentation or communications, will be processed in
accordance with applicable University policies and federal and state public-records
requirements. When a Public Records Request is required, the request may be
submitted through the University's Public Records Request portal:
https://admin.wnmu.edu/request/.

Requests from Non-Employees

Requests for personnel or employment records from individuals other than the
employee to whom the records pertain will not be processed as employee-file requests
by the Human Resources Department. Such requests must be submitted and processed
in accordance with applicable federal and state law and the University's public-records
procedures. When applicable, requests may be submitted through the University's
Public Records Request portal: https://admin.wnmu.edu/request/.

Confidential and Protected Information

Nothing in this policy shall be construed to require the University to disclose information
that is confidential, privileged, protected, or otherwise exempt from disclosure under
applicable federal or state law. When appropriate, Human Resources may redact or
withhold such information in accordance with applicable law and University policy.
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