
P.O. Box 2008 . New Britain, Connecticut 06050 (203) 827-7700 

RESOLUTION 

concerning 

EVALfATION AND FILE MAINTENANCE FOR TEE EXECUTIVE OFFICES 

at 

CONNECTICUT STATE LNIVERSITY 

JULY 25, 1986 

BE IT RESOLVED, That Articles 7.11 through 7.12.8 of "The 

Board of Trustees for the Connecticut State 

lhiversity Personnel Policies for Management 

Personnel and Confidential Professional 

Personnel" dated February 3, 1984, be 

amended to include the policy stated in the 

Addendum to this Resolution. 

A Certi%ied True Copy: 

I Central Connecticut State Universitv New Britain 
1 Eastern Connecticut State University Wiilirnantic 

president 

1 An Equal Opportunity Employer 

Southern Connecticut State University 0 New Haven 
Western Connecticut State University e Danbury 





Addendum t o  BR# 86-122 

APPENDIX A 

EVALUATION AND FILE MAINTENANCE PROCEDURES FOR THE EXECUTIVE OFFICES 

7 .11  Eva lua t ion  of CSU Personnel  

T h i s  paragraph complies w i t h  g u i d e l i n e s  e s t a b l i s h e d  by t h e  Board of 
Governors and p e r t a i n s  only t o  t h e  CSU Adminis t ra t ion s t a f f .  The four  
u n i v e r s i t y  campuses a r e  s p e c i f i c a l l y  excluded.  

The U n i v e r s i t y  P re s iden t  shall  be eva lua ted  by t h e  Executive Committee 
of t h e  Board of T r u s t e e s .  The Un ive r s i t y  P re s iden t  s h a l l  eva lua t e  
t h o s e  employees who r e p o r t  d i r e c t l y  t o  t h e  O f f i c e  of P re s iden t .  The 
U n i v e r s i t y  Vice P r e s i d e n t s  and The S t a t e  Un ive r s i t y  Executive 
A s s i s t a n t  t o  the P res iden t  f o r  Un ive r s i t y  Re la t ions  w i l l  eva lua t e  t h e  
performance of management and c o n f i d e n t i a l  p r o f e s s i o n a l  personnel  who 
r e p o r t  t o  them. Such e v a l u a t i o n s  w i l l  normally t a k e  p l ace  between 
June 1 and September 1, except  t h a t  more f r equen t  e v a l u a t i o n s  may 
occur a t  t h e  d i s c r e t i o n  of t h e  e v a l u a t o r .  Eva lua t ions  w i l l  be based 
upon o b j e c t i v e s  e s t a b l i s h e d  f o r  t h e  per iod  s i n c e  t h e  l as t  eva lua t ion  
and /o r  upon t h e  i n d i v i d u a l ' s  accomplishments dur ing  t h a t  per iod  of 
time. Employees s h a l l  be shown t h e  o r i g i n a l  of t h e i r  e v a l u a t i o n s  and 
s h a l l  i n i t i a l  and date t h e  o r i g i n a l  e v a l u a t i o n  i n d i c a t i n g  t h a t  they '  
have read t h e  document. Employees may append s t a t emen t s  t o  t h e i r  
e v a l u a t i o n s .  

'7.12 Maintenance of Personnel  F i l e s  Within t h e  Executive Of f i ce s  

7 . 1 2 . 1  It i s  t h e  purpose of t h e  paragraphs  fol lowing t o  i nco rpo ra t e  i n  
p l a i n  language requirements  of t h e  Personal  Data A c t  and r e l a t e d  
S t anda rds .  - 

7 . 1 2 . 2  C o n f i d e n t i a l  employee f i l e s  l o c a t e d  i n  t h e  Executive Offices 
of t h e  Board of T r u s t e e s  f o r  t h e  Connecticut  S t a t e  Un ive r s i t y  l oca t ed  
a t  1615 S tan l ey  S t r e e t ,  N e w  B r i t a i n ,  CT 06050 (P.O. Box 2008) s h a l l  
inc l f ide ,  bu t  not  be l i m i t e d  t o ,  a p p l i c a t i o n  f o r  employment and 
suppor t ing  documentation,  recommendations, e v a l u a t i o n s ,  d i s c i p l i n a r y  
a c t i o n s ,  b e n e f i t - r e l a t e d  forms and correspondence reasonably r e l a t e d  
t o  pe r sona l  s t a t u s  of employees. These f i les  s h a l l  be maintained 
under t h e  d i r e c t i o n  of t h e  Assoc ia te  f o r  Facu l ty  and S t a f f  A f f a i r s .  A 
subse t  of t h e s e  f i l e s  related t o  p a y r o l l  s h a l l  be s e p a r a t e l y  
mainta ined by t h e  des ignee  of t h e  Vice P res iden t  f o r  Finance and 
Management. 

7 . 1 2 . 3  The purpose of mainta ining t h e s e  f i l e s  i s  t o  keep accu ra t e  
r e c o r d s  f o r  p a y r o l l ,  r e t i r e m e n t ,  employment, j ob - r e l a t ed  communica- 
t i o n s ,  d i s c i p l i n a r y  ac t ions  and o t h e r  a c t i v i t i e s  related t o  on-the-job 
performance and state employee s t a t u s .  The f i l e  c o n t a i n s  d a t a  on 
i n d i v i d u a l s  working i n  t h e  Execut ive  O f f i c e s  of t h e  Board of T rus t ee s .  
The Personnel  F i l e  f o r  t h e  Execut ive  O f f i c e  i s  a manual f i l e  augmented 
by a  computer genera ted  personne1;payrol l  d a t a  base known as t h e  MSA 
system. 
J u l y  10 ,  1986 





7 . 1 2 . 4  Each employee f i l e  s h a l l  c o n t a i n  a f i v e  yea r  l o g  of every 
i n s t a n c e  of access t o  t h a t  f i l e  excep t  by t h e  e v a l u a t o r  of t h e  
employee, Assoc i a t e  f o r  Facu l ty  and S t a f f  Affairs ,  o r  employee 
a s s igned  by t h e  Assoc i a t e  f o r  Facu l ty  and S t a f f  A f f a i r s  t o  
p e r s o n n e l - r e l a t e d  f i l e  maintenance.  The p a y r o l l  and a t t endance  
r e c o r d s  sha l l  be made a v a i l a b l e  f o r  t h e  purpose of a u d i t s  upon t h e  
d i r e c t i v e  of t h e  Vice P re s iden t  f o r  F i n a n c i a l  A f f a i r s  w i t h  t h e  
agreement of t h e  Vice P re s iden t  f o r  Personne l .  

7 . 1 2 . 5  Employees s h a l l  have a c c e s s  t o  t h e i r  personne l  f i l e  a t  the 
mutual  convenience of t h e  Assoc i a t e  f o r  F a c u l t y  and S t a f f  A f f a i r s  and 
t h e  employee. Nothing may be added, removed, o r  altered, i n  a 
pe r sonne l  f i l e  excep t  upon t h e  agreement of t h e  Assoc i a t e  f o r  Facu l ty  
and S t a f f  Affairs (see below). Upon employee r e q u e s t ,  a copy of any 
document(s)  w i t h i n  t h e  f i l e  s h a l l  be g iven  t o  t h e  employee. There may 
be a r e f u s a l  t o  d i s c l o s e  c e r t a i n  medica l ,  p s y c h i a t r i c  o r  phychological  
d a t a  if a  d e t e r m i n a t i o n  i s  reached t h a t  d i s c l o s u r e  would be 
d e t r i m e n t a l  t o  t h e  person  r e q u e s t i n g  the d a t a .  

7 . 1 2 . 6  Employees wishing t o  c o n t e s t  t h e  accuracy ,  completeness o r  
r e l evancy  of documents i n  t h e  personne l  f i l e  s h a l l  submit a reques t  
f o r  a d d i t i o n ,  d e l e t i o n ,  o r  c o r r e c t i o n ,  i n  w r i t i n g  t o  the Assoc ia te  f o r  
F a c u l t y  and S t a f f  A f f a i r s .  The d a t e d  r e q u e s t  s h a l l  p rov ide  d e t a i l e d  
r e a s o n s  f o r  t h e  proposed change. The matter s h a l l  be referred t o  t h e  
Vice P r e s i d e n t  f o r  Personne l  w i t h  t h e  recommendation of t h e  Associa te  
f o r  F a c u l t y  and S t a f f  A f f a i r s .  The d e c i s i o n  i n  t h e  matter by t h e  Vice 
P r e s i d e n t  f o r  Personne l  sha l l  be f i n a l ,  b i n d i n g ,  and i s s u e d  w i th in  30 
days  of t h e  i n i t i a l  w r i t t e n  r e q u e s t .  Conten t s  of t h e  Vice P re s iden t  
f o r  P e r s o n n e l ' s  f i l e  and t h e  Assoc i a t e  f o r  Facu l ty  and S t a f f  Affairs' 
f i l e  may on ly  be changed upon t h e  Agreement of t h e  CSU P r e s i d e n t .  

7 . 1 2 . 7  An employee 's  f i l e  may be opened t o  an  o u t s i d e  agency only  
pu r suan t  t o  subponea o r  o t h e r  l e g a l  p r o c e s s ,  excep t  f o r  access as 
prov ided  i n  7 . 1 2 . 4 .  An a f f e c t e d  employee s h a l l  be promptly n o t i f i e d  
of any such a r e q u e s t .  . 
7 . 1 2 . 8  There are numerous r u l e s  and r e g u l a t i o n s  p e r t a i n i n g  t o  v a r i o u s  
k i n d s  of r e c o r d s .  I n  p l a i n  E n g l i s h ,  Sec .  11-8a and b g i v e s  t h e  s tate 
l i b r a r i a n  power over  r e t e n t i o n  s chedu le s  f o r  documents i n c l u d i n g  
d e s t r u c t i o n  of t h o s e  wi thou t  h i s t o r i c a l  v a l u e  accord ing  t o  s t i l l  o t h e r  
r e g u l a t i o n s .  I n  a d d i t i o n  t h e  At to rney  General  h a s  i s s u e d  a number of 
r e g u l a t i o n s  known as S tandards  pursuan t  t o  P u b l i c  A c t  84-380 and 
subsequen t ly  c l a r i f i e d  c e r t a i n  q u e s t i o n s  r e l a t i n g  t o  d i s c l o s u r e  of 
documents. F i n a l l y ,  Sec .  1-15 through Sec.  1-21K set ou t  r u l e s  f o r  
f i l e s  of one k ind  o r  a n o t h e r .  Most of t h i s  m a t e r i a l  i s  no t  of direct 
i n t e r e s t  t o  most CSU employees. I f  however, there are any q u e s t i o n s  
related t o  t h e s e  s t a t u t e s  and r e g u l a t i o n s ,  t h e  Assoc i a t e  f o r  Facu l ty  
and S t a f f  Affairs w i l l  be d e l i g h t e d  t o  p rov ide  a copy t o g e t h e r  wi th  
our  best p l a i n  Eng l i sh  i n t e r p r e t a t i o n  of their  c u r r e n t  s t a t u s  and 
meaning. 





C O ~ C T I C U T  STATE UNIVERSITY 

BOARD OF TRUSTEES 

EXECUTIVE OFFICES 

STAFF EVALUATION 

NAME : FOR PERIOD TO 

I have read the evaluation above: Evaluator : 

Reviewed by: 
Name of employee date 

(Copy to employee; original to personnel file) 




