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It is the policy of the District Board of Trustees that employee personnel records, as required by law and deemed essential for efficient operations, will be maintained by the Board.  Employees are requested to report promptly changes in personnel record information to their immediate supervisor or the Human Resources Department.  Supervisors are responsible for forwarding any changes in personnel information received by them to the Human Resources Department.

EMPLOYEE RECORD CONFIDENTIALITY
All letters and documents and other material of any kind or character which relate to or are germane to employee performance, including but not limited to all performance evaluations and records of conferences related to performance, shall be open to inspection only by the employee or by officials of the college who are responsible for supervision of the employee.  Except as required for use by the president in the discharge of official responsibilities, information from such records shall be released only upon authorization, in writing, from the employee or upon order of a court‑competent jurisdiction.  (SBE 6A‑14.47).  These records are the only ones covered by the Florida Statutes (FS 1012.81) on limited access. 
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