
GAK  P er so n ne l  Rec or ds    (S ee  CEI ,  CGI ,  GACD,  GBI ,  an d  GCI)  GAK  

 P e r so nne l  f i l e s  r e qu i r ed  b y  t he  d i s t r i c t  s ha l l  b e  c on f id en t i a l  a n d  i n  t he  

c us t od y  o f  t he  r e co rd s  cus to d i a n  a nd / o r  t h e  su pe r i n t e nd en t .   E mp l o yees  h a ve  t he  

r i gh t  t o  i n spe c t  t he i r  f i l e s  u po n  p ro pe r  no t i ce  u nde r  t he  s up e r v i s i on  o f  a n  

a pp ro pr i a t e  s up e r vi so r .   A l l  r e co rds  an d  f i l e s  ma in t a i ned  b y  t he  d i s t r i c t  sh ou ld  

b e  sc r ee ned  pe r i od i ca l l y  b y  t he  c us t od i an  o f  r e co r ds .  

 A l l  pe r s on ne l  f i l e s  an d  e va lu a t i o n  do cu me nt s ,  i nc lu d in g  t ho se  s t o r e d  b y  

e l ec t r o n i c  mea ns ,  sha l l  be  a deq ua t e l y  s ecu re d .  

 Re qu es t s  f o r  Re fe r enc es  

 Un les s  o t he r wi se  a l l o wed  b y  l a w ,  a  r e ques t  b y  a  t h i rd  pa r t y  f o r  r e l e as e  o f  

a n y  pe r so nne l  r ec o rd  sha l l  r e qu i r e  t he  wr i t t en  c on se n t  o f  t h e  e mp lo yee ,  a nd  

s ha l l  be  su b mi t t e d  t o  t he  r ec o r ds  c us t od i a n  wh o  s ha l l  r e s po nd  to  t he  r eq ues t  a s  

t he  l a w  a l l o ws .  

 Up on  r ece i p t  o f  a  wr i t t e n  r e qu es t  d i s t r i c t  o f f i c i a l s  may  p ro v id e  

i n fo r ma t i on  r e ga rd i ng  p a s t  a nd  p r ese n t  emp l o yee s  t o  p r os pec t i ve  e mpl o ye r s  i n  

c o mpl i an ce  wi th  c u r r e n t  l a w .   In fo r ma t io n  t h a t  ma y  b e  p ro v i ded  wi l l  i nc l ude :  

  e mp lo yme n t  da t e ( s ) ;  

  j ob  d esc r ip t i on  a nd  du t i e s  wh i l e  i n  t he  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 to r y ;  

  wh eth e r  t h e  e mpl o yee  wa s  vo l un t a r i l y  o r  i n vo l un t a r i l y  r e l ease d  f ro m 

s e r v i ce  a nd  t h e  r ea son s  fo r  t he  s e pa r a t i o n ;  

  wr i t t en  e mp lo yee  eva l ua t i ons  wh i ch  we re  co nd uc t e d  p r i o r  t o  t he  

e mp lo ye e ' s  s e pa r a t i on  f r o m t he  e mp lo ye r  an d  t o  wh ic h  a n  emp l o yee  

s ha l l  be  g i ve n  a  c op y  u po n  r eq ues t .  
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Immu n i t y  P r o v ide d  

Un les s  o t he rw i se  p ro v i de d  b y  l aw ,  an  emp l o ye r  who  r e sp ond s  i n  wr i t i n g  

t o  a  wr i t t e n  r eq ues t  c on ce r n in g  a  cu r r e n t  o r  f o r mer  e mp lo ye e  f r o m a  p r osp ec t i ve  

e mp lo ye r  o f  t ha t  e mp lo yee  s ha l l  b e  a bs 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 sc l os u re  o f  t he  i n fo r ma t i on  no t ed  ab o ve  t o  wh i ch  a n  e mp lo ye e  ma y  h a ve  

a cce s s .  
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