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G A K  Pe r s o nne l  R e c o r ds  ( Se e  C E I ,  C G I ,  G A C D  a nd  G C I )  G A K  

 Pe r s onne l  f i l e s  r eq u i r ed  b y  t he  s e r v i ce  cen t e r  s ha l l  b e  conf i den t i a l  a nd  

i n  t he  cus t ody  of  t he  r ecor ds  cus t od i a n  a nd / or  t he  ch i e f  f i na nc i a l  o f f i ce r .   

E mpl oyees  ha ve  t he  r i gh t  t o  i ns pec t  t he i r  f i l e s  upon  pr ope r  no t i ce  unde r  t he  

s upe r v i s i on  of  a n  a ppr opr i a t e  s upe r v i s or .   A l l  r ecor ds  a nd  f i l e s  ma i n t a i ned  b y  

t he  s e r v i ce  cen t e r  s houl d  b e  s c r eened  pe r i od i ca l l y  b y  t he  cus t od i a n  of  r ecor ds .  

 A l l  pe r s onne l  f i l e s  a nd  eva l ua t i on  document s ,  i nc l ud i ng  t hos e  s t o r ed  b y  

e l ec t r on i c  mea ns ,  s ha l l  b e  a deq ua t e l y  s ecur ed .  

 R eq ues t s  fo r  R e fe r ences  

 Unl e s s  o t he r wi s e  p r ov i ded  b y  l a w,  a l l  r eq ues t s  b y  a  t h i r d  pa r t y  fo r  

r e l ea s e  o f  a ny  pe r s onne l  r ecor d  s ha l l  r eq u i r e  t he  wr i t t en  cons en t  o f  t he  

empl oyee ,  a nd  s ha l l  b e  s ub mi t t ed  t o  t he  b us i nes s  o f f i ce  who s ha l l  r e s pond  t o  

t he  r eq ues t  a s  t he  l a w a l l ows .  

 Upon  r ece i p t  o f  a  wr i t t en  r eq ues t  s e r v i ce  cen t e r  o f f i c i a l s  ma y  pr ov i de  

i n for ma t i on  r ega r d i ng  pa s t  a nd  pr e s en t  empl o yees  t o  p r os pec t i ve  empl oye r s  i n  

compl i a nce  wi t h  cur r en t  l a w.   In for ma t i on  t ha t  ma y  b e  pr ov i ded  wi l l  i nc l ude :  

•  empl oyment  da t e ( s ) ;  

•  j ob  des c r i p t i on  a nd  du t i e s  whi l e  i n  t he  s e r v i ce  cen t e r ’ s  empl oy;  

•  l a s t  s a l a r y  o r  wa ge ;  

•  wa ge  h i s t o r y ;  

•  whe t he r  t he  empl oyee  wa s  v o l un t a r i l y  o r  i nvo l un t a r i l y  r e l ea s ed  f r om 

s e r v i ce  a nd  t he  r ea s ons  fo r  t he  s epa r a t i on ;  

•  wr i t t en  empl oyee  eva l ua t i ons  whi ch  wer e  conduc t ed  pr i o r  t o  t he  

empl oyee ' s  s epa r a t i on  f r om t he  empl oye r  a nd  t o  whi ch  a n  empl oyee  

s ha l l  b e  g i ven  a  copy  upon  r eq ues t .  



 

©KASB. This material may be reproduced for use in the service center.  It may not be reproduced, either in whole or in part, in any form 

whatsoever, to be given, sold or transmitted to any person or entity including but not limited to another service center, organization, company or 

corporation without written permission from KASB. 

G A K  Pe r s o nne l  R e c o r ds  G A K - 2  

Immuni t y  P r ov i ded  

Unl e s s  o t he r wi s e  p r ov i ded  b y  l a w,  a n  empl oye r  who r e s ponds  i n  wr i t i ng  

t o  a  wr i t t en  r eq ues t  conce r n i ng  a  cur r en t  o r  fo r mer  empl oyee  f r om a  

pr os pec t i ve  empl oye r  o f  t ha t  empl oyee  s ha l l  b e  a b s o l u t e l y  i mmune  f r om c i v i l  

l i a b i l i t y  fo r  d i s c l os ur e  o f  t he  i n for ma t i on  no t ed  ea r l i e r  i n  t h i s  po l i cy  t o  whi ch  

a n  empl oyee  ma y  ha ve  a cces s .  

P r oh i b i t i on  on  Ai d i ng  a nd  Ab e t t i ng  Sex ua l  Ab us e  

Pur s ua n t  t o  t he  f ede r a l  E ve r y  S t udent  Succeeds  Ac t ,  t he  b oa r d  pr oh i b i t s  

t he  b oa r d ,  i nd i v i dua l  b oa r d  memb er s ,  a nd  a ny  i nd i v i dua l  o r  en t i t y  who i s  a  

s e r v i ce  cen t e r  empl oyee ,  con t r a c t or  o r  a gen t  f r om a s s i s t i ng  a  s e r v i ce  cen t e r  

empl oyee ,  con t r a c t or ,  o r  a gen t  i n  ob t a i n i ng  a  new j ob  i f  t he  b oa r d ,  i nd i v i dua l ,  

o r  en t i t y  knows ,  o r  ha s  p r ob a b l e  ca us e  t o  b e l i eve ,  t ha t  s uch  s e r v i ce  cen t e r  

empl oyee ,  con t r a c t or ,  o r  a gen t  enga ged  i n  s ex ua l  mi s conduc t  r ega r d i ng  a  mi nor  

o r  s t uden t  i n  v i o l a t i on  of  t he  l a w.   For  t he  pur pos es  o f  t h i s  po l i cy ,  i t  s ha l l  no t  

b e  deemed a s s i s t i ng  i n  ob t a i n i ng  a  new j ob  i f  t he  a for ement i oned  i nd i v i dua l s  o r  

en t i t i e s  pa r t i c i pa t e  i n  t he  r ou t i ne  t r a ns mi s s i on  of  a dmi n i s t r a t i ve  a nd  pe r s onne l  

f i l e s  i n  a ccor da nce  wi t h  l a w a nd  t h i s  po l i cy .  
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