
HARTNELL COMMUNITY COLLEGE DISTRICT 
 
AP 7145   Personnel Files 
 
References:   Education Code Section 87031; Labor Code Section 1198.5; collective 

bargaining agreements 
 
Personnel records are kept in the Human Resources Office, and are private, accurate, complete, 
and permanent. 
 
Every employee has the right to inspect his or her own personnel records pursuant to Labor 
Code, section 1198.5. Procedures and timing for inspecting personnel records are found in 
collective bargaining agreements, whose provisions prevail over these. All procedures require 
giving the Human Resources Office 24 hours’ notice of a request to inspect files.  An employee’s 
review of his or her file shall take place during normal business hours, at a time when the 
employee is not required to render services to the District.  
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