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POLICY STATEMENT (R¥*)
General statement.

There shall be one (1) evaluation file containing a dated copy of all documents used in the evaluation process, other than evaluation
for tenure, promotion, and successive fixed multi-year appointments. When evaluations and other personnel decisions are made, other
than for tenure, promotion, and successive fixed multi-year appointments, the only documents which may be used are those contained
in that file. Such documents shall be placed in the evaluation file within a reasonable time after receipt by the custodian of the file.
The location of the evaluation file will be in the Dean/ Director’s office or in the Department Chairperson’s office and employees
shall be notified, upon written request, of the location. A copy of the annual evaluation will be maintained in the Division of Human
Resources.

Access.

An employee may examine the evaluation file, upon reasonable advance notice, during the regular business hours of the office in
which the file is kept, normally within the same business day as the employee requests to see it, and under such conditions as are
necessary to insure its integrity and safekeeping. Upon request, an employee may paginate with successive whole numbers the
materials in the file, and may attach a concise statement in response to any item therein. Upon request, an employee is entitled to one
(1) free copy of any material in the evaluation file. Additional copies may be obtained by the employee upon the payment of a
reasonable fee for photocopying. A person designated by the employee may examine that employee’s evaluation file with the written
authorization of the employee concerned, and subject to the same limitations on access that are applicable to the employee.

Use of Evaluative Materials.

(@) In the event a complaint is filed, the University, Board, UFF complaint representatives (designated by the faculty
member), the Panel designated to hear policy disputes under the BOT-UFF Policy on Neutral, Internal Resolution of Policy
Disputes, and the employee bringing the complaint shall have the right to use copies of materials from the employee’s
evaluation file in the complaint process.

(b) In the event of a grievance arising from the Collective Bargaining Agreement, the University, Board, UFF grievance
representatives (designated by the faculty member), the arbitrator and the employee bringing the grievance shall have the
right to use copies of materials from the employee’s evaluation file in the grievance.

Anonymous Material.

There shall be no anonymous material in the evaluation file except for numerical summaries of student evaluations that are part of a
regular evaluation procedure of classroom instruction and/or written comments from students obtained as part of that regular
evaluation procedure. If written comments from students in a course are included in the evaluation file, all of the comments obtained
in the same course must be included.

Peer Committee Evaluations.

Evaluative materials, or summaries thereof, prepared by peer committees as part of a regular evaluation system, may be placed in an
evaluation file when signed by a representative of the committee.




Removal of Contents.

Materials shown to be contrary to fact shall be removed from the file. This section shall not authorize the removal of materials from
the evaluation file when there is a dispute concerning a matter of judgment or opinion rather than fact. Materials may also be removed
pursuant to the resolution of a grievance arising from the Collective Bargaining Agreement or of a complaint arising from a BOT-
UFF Policy.

Limited Access Information.

Information reflecting evaluation of employee performance shall be available for inspection only by the employee, his or her
representative (upon written authorization from the employee), University and Board officials who use the information in carrying out
their responsibilities, peer committees responsible for evaluating employee performance, and others engaged by the parties to resolve
disputes, or by others by court order. However, such limited access status shall not apply to summary data, by course, for the common
"core" items contained in student course evaluations that have been selected as such by the Board or the University and made
available by the University to the public on a regular basis.

Privacy of Social Security Numbers.
Generally, University personnel records are public records and under the Sunshine Law are open for public inspection. However,

employees’ social security numbers are not public records. An individual’s social security number must be removed from any record
inspected or released in response to a public records request.

REASON FOR POLICY (O%)

To provide guidelines for the establishment, maintenance and use of employee evaluation files within the employee’s respective
academic unit.

HISTORY (R¥*)
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RESPONSIBLE UNIVERSITY DIVISION/DEPARTMENT (R*)

The University Policies and Procedures Library is updated
regularly. In order to ensure a printed copy of this document

is current, please access it online at http://policies.fiu.edu/.

Division of Academic Affairs
Florida International University

RESPONSIBLE ADMINISTRATIVE OVERSIGHT (R*)

Office of the Provost For any questions or comments, the “Document Details”
11200 S.W. Eighth Street - PC 526 view for this policy online provides complete contact
Miami, Florida 33199 information.

Telephone: (305) 348-2151
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