

        

    


        
Skip to content

    
                    
                                    
                                        
                                        
                        Search
                         Search
                
                    
                        
                    
                
            
                            
                    
                        
                        Search this site
                    
                
 
                
                    
                        
                        Search Brandeis.edu
                    
                

                    

    



        
            
	
	        		
              
                
                    
                
              
            
        		
			Search 
			
				
                
					
                
				
			
			
				
					
					    
                    
				
			
		
		
			Menu 
			
				
					
					    
                    
				
			
			
				
					
					    
                    
				
			
		
	


            
                













    	
                                                            Who We Are
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Administration                    
        
	
                            
                                Benefits and Wellness                                                          
        
	
                            
                                Compensation                    
        
	
                            
                                Employee Relations, Labor Relations and Compliance                    
        
	
                            
                                Talent and Learning                     
        
	
                            
                                Occupational Health                     
        


                            
	
                                                            Careers at Brandeis
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Search Open Positions                    
        
	
                            
                                How to Apply                    
        
	
                            
                                Maps and Directions                    
        
	
                            
                                Framework for the Future                    
        


                            
	
                            
                                Total Rewards Philosophy for Staff                    
        
	
                                                            Employee Benefits
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                                                            Medical and Family Leave Programs
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                                                            Coverage, By Employee Classification
                                                        
	
                            
                                Leave Request, Reporting and Tracking Process                    
        
	
                            
                                Terms to Know                    
        
	
                            
                                Frequently Asked Questions                    
        


                            
	
                            
                                Benefits Eligibility                    
        
	
                            
                                Qualifying Life Events and Open Enrollment                    
        
	
                            
                                Review Benefits & Update Beneficiary and Dependent Demographics                     
        
	
                            
                                Useful Links                    
        


                            
	
                                            Onboarding 
                                    
	
                                            University Policies and Procedures 
                                    
	
                            
                                Health, Well-Being, and Safety Resources                    
        
	
                                                            Resources for Current Employees
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Employee Assistance Program                    
        
	
                            
                                Calendar of Events                    
        
	
                            
                                Health, Well-Being, and Safety Resources                    
        
	
                                            Collective Bargaining Agreements 
                                    
	
                                            Employee Recognition 
                                    
	
                            
                                Employment and Income Verification                    
        
	
                                            Forms 
                                    
	
                            
                                Fraudulent Unemployment Claims                     
        
	
                                            Managers' Resources 
                                    
	
                                                            Talent Advancement Program
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                News and Announcements                    
        
	
                            
                                Frequently Asked Questions                    
        


                            
	
                                                            Annual Staff Salary Increase Program 
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                News and Announcements                    
        
	
                            
                                Annual Merit Compensation Training                    
        
	
                            
                                Frequently Asked Questions                    
        


                            
	
                                            Training and Professional Development 
                                    
	
                            
                                Vaccination Clinics for Faculty and Staff                    
        


                            
	
                                                            Resources for New Employees
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Where to Go for What                    
        
	
                            
                                Useful Links                    
        


                            
	
                            
                                Contact Us                    
        
	
                            
                                                Home
                                
        





    	
                                                            Who We Are
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Administration                    
        
	
                            
                                Benefits and Wellness                                                          
        
	
                            
                                Compensation                    
        
	
                            
                                Employee Relations, Labor Relations and Compliance                    
        
	
                            
                                Talent and Learning                     
        
	
                            
                                Occupational Health                     
        


                            
	
                                                            Careers at Brandeis
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Search Open Positions                    
        
	
                            
                                How to Apply                    
        
	
                            
                                Maps and Directions                    
        
	
                            
                                Framework for the Future                    
        


                            
	
                            
                                Total Rewards Philosophy for Staff                    
        
	
                                                            Employee Benefits
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                                                            Medical and Family Leave Programs
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                                                            Coverage, By Employee Classification
                                                        
	
                            
                                Leave Request, Reporting and Tracking Process                    
        
	
                            
                                Terms to Know                    
        
	
                            
                                Frequently Asked Questions                    
        


                            
	
                            
                                Benefits Eligibility                    
        
	
                            
                                Qualifying Life Events and Open Enrollment                    
        
	
                            
                                Review Benefits & Update Beneficiary and Dependent Demographics                     
        
	
                            
                                Useful Links                    
        


                            
	
                                            Onboarding 
                                    
	
                                            University Policies and Procedures 
                                    
	
                            
                                Health, Well-Being, and Safety Resources                    
        
	
                                                            Resources for Current Employees
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Employee Assistance Program                    
        
	
                            
                                Calendar of Events                    
        
	
                            
                                Health, Well-Being, and Safety Resources                    
        
	
                                            Collective Bargaining Agreements 
                                    
	
                                            Employee Recognition 
                                    
	
                            
                                Employment and Income Verification                    
        
	
                                            Forms 
                                    
	
                            
                                Fraudulent Unemployment Claims                     
        
	
                                            Managers' Resources 
                                    
	
                                                            Talent Advancement Program
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                News and Announcements                    
        
	
                            
                                Frequently Asked Questions                    
        


                            
	
                                                            Annual Staff Salary Increase Program 
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                News and Announcements                    
        
	
                            
                                Annual Merit Compensation Training                    
        
	
                            
                                Frequently Asked Questions                    
        


                            
	
                                            Training and Professional Development 
                                    
	
                            
                                Vaccination Clinics for Faculty and Staff                    
        


                            
	
                                                            Resources for New Employees
                                                                    
      
        
          
            
              
            
          
        
        
          
            
              
            
          
        
      
    
                    	
                            
                                Where to Go for What                    
        
	
                            
                                Useful Links                    
        


                            
	
                            
                                Contact Us                    
        
	
                            
                                                Home
                                
        




                    
    
        
            	
                      					                            Academics
                                                            
                            				
        					
            					
            						
            							
            								
            								
            						
            					
            					
            						
            							
            								
            								
            						
            					
                            
        				
        					 
                                                                    
                                                                                                                Degree Programs                                                                    
	 
                                                                     
                                                                                                                Majors and Minors                                                                    
	 
                                                                    
                                                                                                                Graduate Programs                                                                    
	 
                                                                     
                                                                                                                The Brandeis Core                                                                    
	 
                                                                     
                                                                                                                School of Arts and Sciences                                                                    
	 
                                                                    
                                                                                                                Brandeis Online                                                                    
	 
                                                                     
                                                                                                                Brandeis International Business School                                                                    
	 
                                                                     
                                                                                                                Graduate School of Arts and Sciences                                                                    
	 
                                                                     
                                                                                                                Heller School for Social Policy and Management                                                                    
	 
                                                                     
                                                                                                                Rabb School of Continuing Studies                                                                    
	 
                                                                     
                                                                                                                Precollege Programs                                                                    
	 
                                                                     
                                                                                                                Faculty and Researcher Directory                                                                    
	 
                                                                     
                                                                                                                Brandeis Library                                                                    
	 
                                                                     
                                                                                                                Academic Calendar                                                                    


                        			
	
                      					                            Admissions & Aid
                                                            
                            				
        					
            					
            						
            							
            								
            								
            						
            					
            					
            						
            							
            								
            								
            						
            					
                            
        				
        					 
                                                                     
                                                                                                                Undergraduate Admissions                                                                    
	 
                                                                     
                                                                                                                Brandeis International Business School                                                                    
	 
                                                                     
                                                                                                                Brandeis Online                                                                    
	 
                                                                     
                                                                                                                Graduate School of Arts and Sciences                                                                    
	 
                                                                     
                                                                                                                Heller School for Social Policy and Management                                                                    
	 
                                                                     
                                                                                                                Rabb School of Continuing Studies                                                                    
	 
                                                                     
                                                                                                                Summer School                                                                    
	 
                                                                     
                                                                                                                Precollege Programs                                                                    
	 
                                                                     
                                                                                                                Financial Aid                                                                    


                        			
	
                      					                            Research
                                                            
                            				
        					
            					
            						
            							
            								
            								
            						
            					
            					
            						
            							
            								
            								
            						
            					
                            
        				
        					 
                                                                     
                                                                                                                Research that Matters                                                                    
	 
                                                                     
                                                                                                                Resources for Researchers                                                                    
	 
                                                                     
                                                                                                                Brandeis Researchers in the News                                                                    
	 
                                                                     
                                                                                                                Provost Research Grants                                                                    
	 
                                                                     
                                                                                                                Recent Awards                                                                    
	 
                                                                     
                                                                                                                Faculty Research                                                                    
	 
                                                                     
                                                                                                                Student Research                                                                    
	 
                                                                     
                                                                                                                Centers and Institutes                                                                    
	 
                                                                     
                                                                                                                Office of the Vice Provost for Research                                                                    
	 
                                                                     
                                                                                                                Office of the Provost                                                                    


                        			
	
                      					                            Athletics
                                                            
                        			
	
                      					                            Student Life
                                                            
                            				
        					
            					
            						
            							
            								
            								
            						
            					
            					
            						
            							
            								
            								
            						
            					
                            
        				
        					 
                                                                     
                                                                                                                Housing/Community Living                                                                    
	 
                                                                     
                                                                                                                Dining                                                                    
	 
                                                                     
                                                                                                                Campus Calendar                                                                    
	 
                                                                     
                                                                                                                Student Engagement                                                                    
	 
                                                                     
                                                                                                                Clubs and Organizations                                                                    
	 
                                                                     
                                                                                                                Community Service                                                                    
	 
                                                                     
                                                                                                                Dean of Students Office                                                                    
	 
                                                                     
                                                                                                                Athletics                                                                    
	 
                                                                     
                                                                                                                Orientation                                                                    
	 
                                                                     
                                                                                                                Hiatt Career Center                                                                    
	 
                                                                     
                                                                                                                Spiritual Life                                                                    
	 
                                                                     
                                                                                                                Diversity                                                                    
	 
                                                                     
                                                                                                                Graduate Student Affairs                                                                    
	 
                                                                    
                                                                                                                Directory of Campus Contacts                                                                    


                        			
	
                      					                            Arts
                                                            
                            				
        					
            					
            						
            							
            								
            								
            						
            					
            					
            						
            							
            								
            								
            						
            					
                            
        				
        					 
                                                                     
                                                                                                                Division of Creative Arts                                                                    
	 
                                                                     
                                                                                                                Brandeis Arts Engagement                                                                    
	 
                                                                     
                                                                                                                Rose Art Museum                                                                    
	 
                                                                     
                                                                                                                Bernstein Festival of the Creative Arts                                                                    
	 
                                                                     
                                                                                                                Theater Arts Productions                                                                    
	 
                                                                     
                                                                                                                Brandeis Concert Series                                                                    
	 
                                                                    
                                                                                                                Public Sculpture at Brandeis                                                                    
	 
                                                                     
                                                                                                                Women's Studies Research Center                                                                    
	 
                                                                     
                                                                                                                Creative Arts Award                                                                    


                        			
	
                      					                            About
                                                            
                            				
        					
            					
            						
            							
            								
            								
            						
            					
            					
            						
            							
            								
            								
            						
            					
                            
        				
        					 
                                                                    
                                                                                                                Our Story                                                                    
	 
                                                                    
                                                                                                                Our Jewish Roots                                                                    
	 
                                                                     
                                                                                                                The Framework for the Future                                                                    
	 
                                                                    
                                                                                                                Mission and Diversity Statements                                                                    
	 
                                                                    
                                                                                                            Fast Facts                                                                    
	 
                                                                    
                                                                                                            Visiting                                                                    
	 
                                                                    
                                                                                                                Distinguished Faculty                                                                    
	 
                                                                    
                                                                                                                Nobel Prize 2017                                                                    
	 
                                                                    
                                                                                                                Notable Alumni                                                                    
	 
                                                                    
                                                                                                            Administration                                                                    
	 
                                                                     
                                                                                                                Working at Brandeis                                                                    
	 
                                                                     
                                                                                                                Commencement                                                                    
	 
                                                                     
                                                                                                                Offices Directory                                                                    


                        			


                	
                        Students
                    
	
                        Faculty & Staff
                    
	
                        Alumni & Friends
                    
	
                        Parents & Families
                    


            	
                Popular Resources
                
                    
                        
                            
                        
                    
                    
                        
                            
                        
                    
                
                	
                        75th Anniversary
                    
	
                        Campus Calendar
                    
	
                        Directory
                    
	
                        Employment
                    
	
                        Latte
                    
	
                        New Students
                    
	
                        News/Media
                    
	
                        Shuttle Schedules
                    
	
                        Support at Brandeis
                    
	
                        Workday
                    
	
                        Sites A-Z
                    


                 


    

    

            

        

        
            








    
        
    		
                
                                        
                                    			    The Office of Human Resources

                                    			
                                                                                                                                                                            Home /
                                                        
            				                                                                                                        				                                                                    University Policies and Procedures /
                                                                                                                                                                                    Personnel Files
                                        			
                    

                

    		

    	

    


            
                
                    





























            Personnel Files

    

                                         Personnel files are maintained by the Office of Human Resources. Personnel files are confidential, and no personally identifiable information about an employee will be disclosed by the Office of Human Resources in response to any inquiry outside of the university without his or her prior written consent, unless it is requested under a subpoena or other legal process.

Applicability

This policy applies to Brandeis staff and faculty, including former employees.

Guidelines

Employees may review their own personnel file by requesting an appointment, during business hours, with the Office of Human Resources. Employees may obtain a copy of their personnel file upon written request.

A personnel file is any record kept by an employer that identifies an employee, to the extent that the record is used, has been used or may be used relative to an employee’s qualifications for employment, promotion, transfer, additional compensation or disciplinary action.

Employees will be notified within 10 days whenever any negative information is added to their personnel file.

If there is a disagreement with any information contained in the personnel record, removal or correction of such information may be mutually agreed upon by the university and the employee. If no agreement is reached, the employee may submit a written statement explaining his or her position, which will then become part of the personnel file. Such a statement shall be included when the relevant information is transmitted to a third party, as long as the original information remains in the file.

Employees may authorize the release of employment verification information in their personnel file by submitting a written request to the Office of Human Resources.

Employees are responsible for maintaining current and accurate personal information on file with the university.
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                            Disclaimer

                                                            
                                
This policy is for general guidance only. It does not create an employment contract or any right to continued employment at Brandeis University. Brandeis University reserves the right to modify, revoke, suspend, terminate and/or change any and all policies and procedures at any time, with or without notice.

Office of Human Resources
01/2018
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