ARTICLE 11. PERSONAL FILES
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Contents

Data pertaining to the employment of a Mamtik be placed in an

official personal file within the office of his/hetean/director. These data may include the usual
pre-employment materials (such as college transgrigtters of application, curriculum vitae and
letters of reference), evaluation and observatiports, signed letters of reference and evaluations
which the Member or the University has solicitether implicitly or explicitly, correspondence,
health and counselling records for the obtainingvbich the Member or his/her physician or
counsellor has given permission, copies of matenaflecting professional development and
achievements and copies of materials reflectingstiary history of the Member. Copies of the
data contained in the official personal file in thiice of the dean/director may also be kept in
department files in the office of the departmerace

Notwithstanding the above, the parties asketdge that the University is required by statute t
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keep certain records which may contain data penigito the employment of a Member which
may not be in the personal file. The Universityess that such data shall be kept safe and secure
and shall be utilized by the University solely tbe purposes required by statute and/or to fulfill
the University’s obligations pursuant to the Cdilee Agreement. The University

may also utilize such data with the informed cohse@nwriting, of the Member.

The Member retains the right, at his/her sole dison, to withdraw any such

consent given to the University.

Confidential information shall be signed lettefseference and evaluations which the Member or
the University has solicited prior to April 23, Z00either implicitly or explicitly, unless the
author of the letter of reference or evaluatioquestion has provided written authorization for its
release to the Member and any information constlemnfidential by any other article of this
Agreement.

Anonymous material shall not be kept in a persdit@l Anonymous material concerning a
Member is material of which the authorship hashbesn disclosed to the Member.

Statistical data arising from an approved teaclewgluation pursuant to Article 35 shall not be
considered to be anonymous.

The original copy of open-ended comments on amggatdgaching evaluations pursuant to Article
35 shall be provided to the Member by the Departribrad. These comments are solely for the
personal use and information of the Member. Noycsiall be made of any such comments by
the University.

Anonymous materials shall include any oral or terit comment received by the University
related to a Member’s performance or conduct whiaeeMember has not received a copy of the
written comment(s) including authorship and/or daded summary of the oral comment(s)
including authorship within a reasonable periotiroe of receipt by the University.

No anonymous material may be used in any dis@pjiror evaluative proceeding or action
involving a Member. The University may inquireiovestigate into matters raised by anonymous
material.

Letters of reprimand shall be considered outdated shall be removed from the file when the
dean/director determines that the deficiency giviisg to the reprimand has been overcome or
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remedied and so advises the Member in writing.

A Member may request that the dean/director asshsgher the letter should be removed. The
removal of a letter of reprimand shall not be usoembly denied.

The Member shall have the right to have includedhis/her personal file his/her written
comments on the accuracy or the meaning of angeotdntents of his/her personal file, including
any explanation in defense against any serioustimeint of the Member's professional conduct,
and to add any relevant third party documentsedita.

Procedures

Upon written request to the dean/diredtoe, Member or his/her duly authorized represergativ
shall have the right to examine, during regularceffhours, the contents of his/her personal file,
except for confidential information and informatidine disclosure of which is prohibited by

legislation.

Members shall be informed in writing andeiiee a copy of every addition to his/her persditeal
within five (5) working days of the addition so tisenable the Member to file any explanation
and/or defense to the content of the document.

Members shall be advised in writing of thenoval of any document from their personal file
within five (5) working days of the removal.

The Member shall be allowed to examinehhis/personal file only in the presence of the
dean/director or his/her designate. The Membelt sba be allowed to remove his/her personal
file or any part thereof from the faculty/schooldmpartment office.

The Member, upon written request to thentie@ctor, and at his/her expense, may obtainesopi
of the documents in his/her personal file whichraseconsidered confidential by this or any other
article.

All personal files shall have a log shekiclv shall form part of the personal file and thg sheet
shall indicate the date that the file was perused the name of the person perusing the file,
provided that no entry as to name or date shalldoessary if the file is perused by the Member or
by the dean/director or department head.

No information contained in a personal $lall be made available by the dean/director ital th
parties, except as authorized in writing by the Memor as provided for by any article of this
Agreement. In this context, the Member's departnfead, and the senior Administrative
Officers of the University together with their exded managerial and confidential staff are not
third parties.

Contents of personal files, the effectiagedof which precedes September 26, 1975, may eepos
within a department or some other location rathentwithin the office of the dean/director. A
Member, upon written request to the dean/directaa)l have access as provided for in this article
to such a personal file.



