
Employee Access to Personnel Files 

If a state does not appear on the following chart it is due to our not finding any 
evidence a statute exists for that state.  

Additional Resources: Retention Requirements for Personnel Files 

Click the letter corresponding to the state name below.  
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State Statute 
Alabama Sec. 1, H. 332 Notwithstanding any other laws, rules or regulations to the contrary, when 

a document pertaining to disciplinary action, including, but not limited to, written 
reprimands, suspensions, notes pertaining to oral reprimands or counseling's regarding a 
state employee, or notes pertaining to matters that may be used regarding the employee in 
a disciplinary action are placed in the employee's personnel file, the agency that is the 
employer must supply a copy of the documentation to the employee no later than 10 days 
after its inclusion in his or her personnel file. If the information is not provided to the 
employee within 10 days as required, the reprimands or notes must be removed from the 
employee's file and may not be used against the employee in any future proceeding or 
disciplinary action  

16-22-14 A school district employee, or any person designated in writing by the 
employee, may, upon request, review all of the contents in his or her personnel file and 
receive copies of any documents contained in the file. No document shall be withheld 
from the employee or his or her representative. A representative of the employee may 
accompany him or her during the personnel file review. The employee may answer or 
object in writing to any material in his or her file and the answer or objection shall be 
attached to the appropriate material. 

Alaska 23.10.430. (a) An employer shall permit an employee or former employee to inspect and 
make copies of the employee's personnel file and other personnel information maintained 
by the employer concerning the employee under reasonable rules during regular business 
hours. The employer may require an employee or former employee who requests copies 
of material under this subsection to pay the reasonable cost of duplication. (b) This 
section does not supersede the terms of a collective bargaining agreement. (c) In this 
section, (1) "employee" means a person employed by an employer; (2) "employer" means 
a person who employs one or more other persons and includes the state, the University of 
Alaska, the Alaska Railroad, and political subdivisions of the state.  

39.25.080 (c) A state employee has the right to examine the employee's own personnel 
files and may authorize others to examine those files. (d) An applicant for state 
employment who appeals an examination score may review written examination 
questions relating to the examination unless the questions are to be used in future 
examinations. 

Arkansas 25-19-105 (a)(1)(A) Except as otherwise specifically provided by this section or by laws 
specifically enacted to provide otherwise, all public records shall be open to inspection 
and copying by any citizen of the State of Arkansas during the regular business hours of 
the custodian of the records. (B)(i) However, access to inspect and copy public records of 
the Department of Correction and the Department of Community Correction shall be 
denied to: (a) A person who at the time of the request has pleaded guilty to or been found 
guilty of a felony and is incarcerated in a correctional facility; and (b) The representative 
of a person under subdivision (a)(1)(B)(i)(a) of this section unless the representative is the 
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person's attorney who is requesting information that is subject to disclosure under this 
section. (ii) Access to inspect and copy public records of the Department of Correction 
and the Department of Community Correction shall be denied to a person under 
subdivision (a)(1)(B)(i)(a) of this section regardless of whether the records are in the 
possession of the Department of Correction, the Department of Community Correction, or 
another agency of the state. (2)(A) A citizen may make a request to the custodian to 
inspect, copy, or receive copies of public records. (B) The request may be made in 
person, by telephone, by mail, by facsimile transmission, by electronic mail, or by other 
electronic means provided by the custodian. (C) The request shall be sufficiently specific 
to enable the custodian to locate the records with reasonable effort. (3) If the person to 
whom the request is directed is not the custodian of the records, the person shall so notify 
the requester and identify the custodian, if known to or readily ascertainable by the 
person. (b) It is the specific intent of this section that the following shall not be deemed to 
be made open to the public under the provisions of this chapter: (1) State income tax 
records; (2) Medical records, adoption records, and education records as defined in the 
Family Educational Rights and Privacy Act of 1974, 20 U.S.C. § 1232g, unless their 
disclosure is consistent with the provisions of that act; (3) The site files and records 
maintained by the Arkansas Historic Preservation Program of the Department of 
Arkansas Heritage and the Arkansas Archeological Survey; (4) Grand jury minutes; (5) 
Unpublished drafts of judicial or quasi-judicial opinions and decisions; (6) Undisclosed 
investigations by law enforcement agencies of suspected criminal activity; (7) 
Unpublished memoranda, working papers, and correspondence of the Governor, members 
of the General Assembly, Supreme Court Justices, Court of Appeals Judges, and the 
Attorney General; (8) Documents that are protected from disclosure by order or rule of 
court; (9)(A) Files that if disclosed would give advantage to competitors or bidders and 
records maintained by the Arkansas Economic Development Commission related to any 
business entity's planning, site location, expansion, operations, or product development 
and marketing, unless approval for release of those records is granted by the business 
entity. (B) However, this exemption shall not be applicable to any records of expenditures 
or grants made or administered by the commission and otherwise disclosable under the 
provisions of this chapter; (10)(A) The identities of law enforcement officers currently 
working undercover with their agencies and identified in the Arkansas Minimum 
Standards Office as undercover officers. (B) Records of the number of undercover 
officers and agency lists are not exempt from this chapter; (11) Records containing 
measures, procedures, instructions, or related data used to cause a computer or a 
computer system or network, including telecommunication networks or applications 
thereon, to perform security functions, including, but not limited to, passwords, personal 
identification numbers, transaction authorization mechanisms, and other means of 
preventing access to computers, computer systems or networks, or any data residing 
therein; (12) Personnel records to the extent that disclosure would constitute a clearly 
unwarranted invasion of personal privacy; (13) Home addresses of nonelected state 
employees, nonelected municipal employees, and nonelected county employees contained 
in employer records, except that the custodian of the records shall verify an employee's 
city or county of residence or address on record upon request; (14) Materials, 
information, examinations, and answers to examinations utilized by boards and 
commissions for purposes of testing applicants for licensure by state boards or 
commissions; (15) Military service discharge records or DD Form 214, the Certificate of 
Release or Discharge from Active Duty of the United States Department of Defense, filed 
with the county recorder as provided under § 14-2-102, for veterans discharged from 
service less than seventy (70) years from the current date; and (16)(A) Records, including 
analyses, investigations, studies, reports, recommendations, requests for proposals, 
drawings, diagrams, blueprints, and plans, containing information relating to security for 
any public water system. (B) The records shall include: (i) Risk and vulnerability 
assessments; (ii) Plans and proposals for preventing and mitigating security risks; (iii) 
Emergency response and recovery records; (iv) Security plans and procedures; and (v) 



Any other records containing information that if disclosed might jeopardize or 
compromise efforts to secure and protect the public water system. (C) This subdivision 
(b)(16) shall expire on July 1, 2007. (c)(1) Notwithstanding subdivision (b)(12) of this 
section, all employee evaluation or job performance records, including preliminary notes 
and other materials, shall be open to public inspection only upon final administrative 
resolution of any suspension or termination proceeding at which the records form a basis 
for the decision to suspend or terminate the employee and if there is a compelling public 
interest in their disclosure. (2) Any personnel or evaluation records exempt from 
disclosure under this chapter shall nonetheless be made available to the person about 
whom the records are maintained or to that person's designated representative. (3)(A) 
Upon receiving a request for the examination or copying of personnel or evaluation 
records, the custodian of the records shall determine within twenty-four (24) hours of the 
receipt of the request whether the records are exempt from disclosure and make efforts to 
the fullest extent possible to notify the person making the request and the subject of the 
records of that decision. (B)(i) If the subject of the records cannot be contacted in person 
or by telephone within the twenty-four-hour period, the custodian shall send written 
notice via overnight mail to the subject of the records at his or her last known address. 
Either the custodian, requester, or the subject of the records may immediately seek an 
opinion from the Attorney General, who, within three (3) working days of receipt of the 
request, shall issue an opinion stating whether the decision is consistent with this chapter. 
(ii) In the event of a review by the Attorney General, the custodian shall not disclose the 
records until the Attorney General has issued his or her opinion. (C) However, nothing in 
this subsection shall be construed to prevent the requester or the subject of the records 
from seeking judicial review of the custodian's decision or the decision of the Attorney 
General. (d)(1) Reasonable access to public records and reasonable comforts and facilities 
for the full exercise of the right to inspect and copy those records shall not be denied to 
any citizen. 2)(A) Upon request and payment of a fee as provided in subdivision (d)(3) of 
this section, the custodian shall furnish copies of public records if the custodian has the 
necessary duplicating equipment. (B) A citizen may request a copy of a public record in 
any medium in which the record is readily available or in any format to which it is readily 
convertible with the custodian's existing software. (C) A custodian is not required to 
compile information or create a record in response to a request made under this section. 
(3)(A)(i) Except as provided in § 25-19-109 or by law, any fee for copies shall not exceed 
the actual costs of reproduction, including the costs of the medium of reproduction, 
supplies, equipment, and maintenance, but not including existing agency personnel time 
associated with searching for, retrieving, reviewing, or copying the records. (ii) The 
custodian may also charge the actual costs of mailing or transmitting the record by 
facsimile or other electronic means. (iii) If the estimated fee exceeds twenty-five dollars 
($25.00), the custodian may require the requester to pay that fee in advance. (iv) Copies 
may be furnished without charge or at a reduced charge if the custodian determines that 
the records have been requested primarily for noncommercial purposes and that waiver or 
reduction of the fee is in the public interest. (B) The custodian shall provide an itemized 
breakdown of charges under subdivision (d)(3)(A) of this section. (e) If a public record is 
in active use or storage and therefore not available at the time a citizen asks to examine it, 
the custodian shall certify this fact in writing to the applicant and set a date and hour 
within three (3) working days at which time the record will be available for the exercise 
of the right given by this chapter. (f)(1) No request to inspect, copy, or obtain copies of 
public records shall be denied on the ground that information exempt from disclosure is 
commingled with nonexempt information. (2) Any reasonably segregable portion of a 
record shall be provided after deletion of the exempt information. (3) The amount of 
information deleted shall be indicated on the released portion of the record and, if 
technically feasible, at the place in the record where the deletion was made. (4) If it is 
necessary to separate exempt from nonexempt information in order to permit a citizen to 
inspect, copy, or obtain copies of public records, the custodian shall bear the cost of the 
separation. (g) Any computer hardware or software acquired by an entity subject to § 25-



19-103(5)(A) after July 1, 2001, shall be in full compliance with the requirements of this 
section and shall not impede public access to records in electronic form. (h) 
Notwithstanding any Arkansas law to the contrary, at the conclusion of any investigation 
conducted by a state agency in pursuit of civil penalties against the subject of the 
investigation, any settlement agreement entered into by a state agency shall be deemed a 
public document for the purposes of this chapter. However, the provisions of this 
subsection shall not apply to any investigation or settlement agreement involving any 
state tax covered by the Arkansas Tax Procedure Act, § 26-18-101 et seq. 

California 1198.5 (a) Every employee has the right to inspect the personnel records that the 
employer maintains relating to the employee's performance or to any grievance 
concerning the employee. (b) The employer shall make the contents of those personnel 
records available to the employee at reasonable intervals and at reasonable times. Except 
as provided in paragraph (3) of subdivision (c), the employer shall not be required to 
make those personnel records available at a time when the employee is actually required 
to render service to the employer. (c) The employer shall do one of the following: (1) 
Keep a copy of each employee's personnel records at the place where the employee 
reports to work. (2) Make the employee's personnel records available at the place where 
the employee reports to work within a reasonable period of time following an employee's 
request. (3) Permit the employee to inspect the personnel records at the location where the 
employer stores the personnel records, with no loss of compensation to the employee. (d) 
The requirements of this section shall not apply to: (1) Records relating to the 
investigation of a possible criminal offense. (2) Letters of reference. (3) Ratings, reports, 
or records that were: (A) Obtained prior to the employee's employment. (B) Prepared by 
identifiable examination committee members. (C) Obtained in connection with a 
promotional examination. (4) Employees who are subject to the Public Safety Officers 
Procedural Bill of Rights, Chapter 9.7 (commencing with Section 3300) of Division 4 of 
Title 1 of the Government Code. (5) Employees of agencies subject to the Information 
Practices Act of 1977 (Title 1.8 (commencing with Section 1798) of Part 4 of Division 3 
of the Civil Code). (e) The Labor Commissioner may adopt regulations that determine the 
reasonable times and reasonable intervals for the inspection of records maintained by an 
employer that is not a public agency. (f) If a public agency has established an independent 
employee relations board or commission, an employee shall first seek relief regarding any 
matter or dispute relating to this section from that board or commission before pursuing 
any available judicial remedy. (g) In enacting this section, it is the intent of the 
Legislature to establish minimum standards for the inspection of personnel records by 
employees. Nothing in this section shall be construed to prevent the establishment of 
additional rules for the inspection of personnel records that are established as the result of 
agreements between an employer and a recognized employee organization. (6) The 
employer shall make the contents of those personnel records available for inspection to 
the current or former employee, or his or her representative, at reasonable intervals and at 
reasonable times, but not later than 21 calendar days from the date of a written or oral 
request, as specified, for these records. Upon a written request from a current or former 
employee, or his or her representative, the employer shall also provide copies of the 
personnel records, at a charge not to exceed the actual cost of reproduction, not later than 
21 calendar days from the date of the request. 

Colorado 8-12-114 (5) Any employer that provides written information to a prospective employer 
about a current or a former employee shall send, upon the request of such current or 
former employee, a copy of the information provided to the last-known address of the 
person who is the subject of the reference. Any person who is the subject of such a 
reference may obtain a copy of the reference information by appearing at the employer's 
or former employer's place of business during normal business hours. The employer or 
former employer may charge a fair and reasonable amount for reproduction costs if 
multiple copies are requested.  
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22-2-11 (3) Except when requested by the governor or a committee of the general 
assembly, all papers filed in the department of education which contain personal 
information about applicants for employment, employees, or holders of teachers' 
certificates or letters of authorization or about pupils test scores are classified as 
confidential in nature; however, each teacher has the right to inspect and to have copies 
made at his expense of all information pertaining to himself on file in the department of 
education. The teacher may challenge any such record by formal letter or other evidence, 
which shall be added to the state records. The state board may authorize any material to 
be added to or removed from a teacher's official records in its custody. It is unlawful for 
any officer, employee, or other person to divulge, or to make known in any way, any such 
personal information without the written consent of said applicant, employee, teacher, or 
pupil; but the information may be divulged or made known in the normal and proper 
course of administration of programs relating thereto without such written consent. 
Nothing in this subsection (3) shall be construed in a manner to prohibit the publication of 
statistics relative to the aforementioned information when so classified as to prevent the 
identification of teachers or pupils involved in said statistics.  

24-72-204 (2)(a)(II) - (3)(a)(II)(A). Test questions, scoring keys, and other examination 
data pertaining to administration of a licensing examination, examination for 
employment, or academic examination; except that written promotional examinations and 
the scores or results thereof conducted pursuant to the state personnel system or any 
similar system shall be available for inspection, but not copying or reproduction, by the 
person in interest after the conducting and grading of any such examination. Public 
employee personnel files shall be available to the person in interest and to the duly 
elected and appointed public officials who supervise such person's work. 

Connecticut 31-128 Each employer shall, within a reasonable time after receipt of a written request 
from an employee, permit such employee to inspect his personnel file if such a file exists. 
Such inspection shall take place during regular business hours at a location at or 
reasonably near the employee's place of employment. Each employer who has personnel 
files shall be required to keep any personnel file pertaining to a particular employee for at 
least one year after the termination of such employee's employment. Each employer shall, 
within a reasonable time after receipt of a written request from an employee, permit an 
inspection of medical records pertaining to such employee which may be in such 
employer's possession. Such inspection shall take place during regular business hours at a 
location at or reasonably near the employee's place of employment and shall be made by a 
physician chosen by such employee or by a physician chosen by the employer with such 
employee's consent. Each employer that has medical records shall be required to keep any 
medical records pertaining to a particular employee for at least three years following 
termination of employment. Medical records, if kept by an employer, shall be kept 
separately and not as part of any personnel file. Nothing in this chapter shall be construed 
as a requirement that an employee or his physician be permitted to remove his personnel 
file or medical records or any part of such file or records from the place on the employer's 
premises where it is made available for inspection. Each employer shall retain the right to 
protect his files and records from loss, damage or alteration to insure their integrity. Each 
employer may require that inspection of any personnel file or medical records take place 
in the presence of a designated official. If upon inspection of his personnel file or medical 
records an employee disagrees with any of the information contained in such file or 
records, removal or correction of such information may be agreed upon by such employee 
and his employer. If such employee and employer cannot agree upon such removal or 
correction then such employee may submit a written statement explaining his position. 
Such statement shall be maintained as part of such employee's personnel file or medical 
records and shall accompany any transmittal or disclosure from such file or records made 
to a third party. No individually identifiable information contained in the personnel file or 
medical records of any employee shall be disclosed by an employer to any person or 

http://www.cga.state.ct.us/�


entity not employed by or affiliated with the employer without the written authorization 
of such employee except where the information is limited to the verification of dates of 
employment and the employee's title or position and wage or salary or where the 
disclosure is made: (1) To a third party that maintains or prepares employment records or 
performs other employment-related services for the employer; (2) pursuant to a lawfully 
issued administrative summons or judicial order, including a search warrant or subpoena, 
or in response to a government audit or the investigation or defense of personnel-related 
complaints against the employer; (3) pursuant to a request by a law enforcement agency 
for an employee's home address and dates of his attendance at work; (4) in response to an 
apparent medical emergency or to apprise the employee's physician of a medical 
condition of which the employee may not be aware; (5) to comply with federal, state or 
local laws or regulations; or (6) where the information is disseminated pursuant to the 
terms of a collective bargaining agreement. Where such authorization involves medical 
records the employer shall inform the concerned employee of his or his physician's right 
of inspection and correction, his right to withhold authorization, and the effect of any 
withholding of such authorization upon such employee. Each employer shall, within a 
reasonable time after receipt of a written request from an employee, provide such 
employee with a copy of all or part of his personnel file or provide such employee's 
physician with a copy of such employee's medical records, provided such request 
reasonably identifies the materials to be copied. Such employer may charge a fee for 
copying such file or records or any part of such file or records. Such fee shall be 
reasonably related to the cost of supplying the requested documents. No employer shall 
be required to permit an inspection of any employee's personnel file or medical records 
on more than two occasions in any calendar year. 

31-69a (a) In addition to the penalties provided in this chapter and chapter 568, any 
employer, officer, agent or other person who violates any provision of this chapter, [or] 
chapter 563a, chapter 557 or subsection (g) of section 31-288, shall be liable to the Labor 
Department for a civil penalty of three hundred dollars for each violation of said chapters 
and for each violation of subsection (g) of section 31-288, except that any person who 
violates (1) a stop work order issued pursuant to subsection (c) of section 31-76a, shall be 
liable to the Labor Department for a civil penalty of one thousand dollars and each day of 
such violation shall constitute a separate offense, and (2) any provision of section 31-12, 
31-13 or 31-14, subsection (a) of section 31-15 or section 31-18, 31-23 or 31-24 shall be 
liable to the Labor Department for a civil penalty of six hundred dollars for each violation 
of said sections. (b) The Attorney General, upon complaint of the Labor Commissioner, 
shall institute civil actions to recover the penalties provided for under subsection (a) of 
this section. Any amount recovered shall be deposited in the General Fund and credited to 
a separate nonlapsing appropriation to the Labor Department, for other current expenses, 
and may be used by the Labor Department to enforce the provisions of chapter 557, 
chapter 563a, this chapter and subsection (g) of section 31-288 and to implement the 
provisions of section 31-4.  

31-75  (a) No employer shall discriminate in the amount of compensation paid to any 
employee [solely] on the basis of sex. Any difference in pay based on sex shall be 
deemed a discrimination within the meaning of this section. [, provided nothing herein 
shall be deemed to prevent the operation of employment practices which recognize length 
of service or merit rating as a factor in determining wage or salary rates. (b) If an 
employee can demonstrate that his or her employer discriminates on the basis of sex by 
paying wages to employees at the employer's business at a rate less than the rate at which 
the employer pays wages to employees of the opposite sex at such business for equal 
work on a job, the performance of which requires equal skill, effort and responsibility, 
and which are performed under similar working conditions, such employer must 
demonstrate that such differential in pay is made pursuant to (1) a seniority system; (2) a 
merit system; (3) a system which measures earnings by quantity or quality of production; 



or (4) a differential system based upon a bona fide factor other than sex, such as 
education, training or experience. Said bona fide factor defense shall apply only if the 
employer demonstrates that such factor (A) is not based upon or derived from a sex-based 
differential in compensation, and (B) is job-related and consistent with business necessity. 
Such defense shall not exist where the employee demonstrates that an alternative 
employment practice exists that would serve the same business purpose without 
producing such differential and that the employer has refused to adopt such alternative 
practice. (c) No employer shall discharge, expel or otherwise discriminate against any 
person because such person has opposed any discriminatory compensation practice or 
because such person has filed a complaint or testified or assisted in any proceeding 
pursuant to section 31-76, as amended by this act.  

31-76 (a) The Labor Commissioner shall carry out the provisions of section 31-75, as 
amended by this act, either upon complaint or upon [his] the commissioner's own motion. 
For this purpose, the commissioner, or [his] the commissioner's authorized representative, 
may enter places of employment, inspect payrolls, investigate work and operations on 
which employees are engaged, question employees and take such action as is reasonably 
necessary to determine compliance with section 31-75, as amended by this act. [Any] At 
the request of any employee who has received less than the wage to which the employee 
is entitled under section 31-75, as amended by this act, the commissioner may take an 
assignment of such wage claim in trust and may bring any legal action necessary to 
collect such claim. In any action brought by the commissioner, the employer who violates 
the provisions of section 31-75, as amended by this act, [shall be] may be found liable to 
the employee or the employees affected for the difference between the amount of wages 
paid and the maximum wage paid any other employee for equal work, compensatory 
damages and, if the violation is found to be intentional or committed with reckless 
indifference to the employee's or employees' rights under section 31-75, as amended by 
this act, punitive damages. [Action to recover such difference may be maintained in any 
court of competent jurisdiction by any one or more employees. ] Any agreement to work 
for less than the wage to which such employee is entitled under section 31-75, as 
amended by this act, shall not be a defense to such action. [At the request of any 
employee who has received less than the wage to which he is entitled under section 31-
75, the commissioner may take an assignment of such wage claim in trust and may bring 
any legal action necessary to collect such claim. If judgment is rendered against an 
employer in any civil action brought to collect wages under the provisions of this section, 
the employer shall be required to pay the taxable costs and such reasonable attorney's fees 
as may be allowed by the court. (b) Unless and except to the extent that a wage claim has 
been assigned to the commissioner pursuant to subsection (a) of this section, an action to 
redress a violation of section 31-75, as amended by this act, may be maintained in any 
court of competent jurisdiction by any one or more employees. Any agreement to work 
for less than the wage to which such employee is entitled under section 31-75, as 
amended by this act, shall not be a defense to such action. An employer who violates 
section 31-75, as amended by this act, may be found liable for the difference between the 
amount of wages paid and the maximum wage paid any other employee for equal work, 
compensatory damages, attorney's fees and costs, punitive damages if the violation is 
found to be intentional or committed with reckless indifference to the employee's or 
employees' rights under section 31-75, as amended by this act, and such legal and 
equitable relief as the court deems just and proper.  (c) For purposes of this section, 
discrimination in compensation under section 31-75, as amended by this act, occurs when 
a discriminatory compensation decision or practice is adopted, when an individual is 
subject to a discriminatory compensation decision or practice, or when an individual is 
affected by application of a discriminatory compensation decision or practice, and shall 
be deemed to be a continuing violation each time wages, benefits or other compensation 
is paid, resulting in whole or in part from such a decision or practice.  (d) No action shall 
be brought or any prosecution instituted for any violation of section 31-75, as amended by 



this act, [unless within one year after the commission of the act complained of. Any 
person who violates section 31-75 or any employer who discriminates in any manner 
against any employee because such employee has filed a complaint or taken any other 
action as herein provided shall, upon conviction, be fined for each violation not more than 
two hundred dollars except within two years after such violation or any act described in 
subsection (c) of this section, or within three years if such violation is intentional or 
committed with reckless indifference.  

Delaware 19:732 - 734 An employer shall, at a reasonable time, upon request of an employee, 
permit that employee to inspect that employee's own personnel files used to determine 
that employee's own qualifications for employment, promotion, additional compensation, 
termination or disciplinary action. The employer shall make these records available 
during the regular business hours of the office where these records are usually and 
ordinarily maintained, when sufficient time is available during the course of a regular 
business day to inspect the personnel files in question. The employer may require the 
requesting employee to inspect such records on the free time of the employee. At the 
employer's discretion, the employee may be required to file a written form to request 
access to the personnel file. This form is solely for the purpose of identifying the 
requesting individual to avoid disclosure to ineligible individuals. To assist the employer 
in providing the correct records to meet the employee's need, the employee shall indicate 
in the written request either the purpose for which the inspection is requested or the 
particular parts of the employee's personnel record which the employee wishes to inspect. 
Nothing in this subchapter shall be construed as a requirement that an employee be 
permitted to remove the employee's own personnel file, any part thereof or a copy of the 
contents of such file from the place of the employer's premises where it is made available 
for inspection. The taking of notes by employees is permitted. The employer shall retain 
the right to protect the employer's files from loss, damage or alteration to insure the 
integrity of the files. The employer may require inspection of the personnel file in the 
presence of a designated official. The employer must allow sufficient inspection time, 
commensurate with the volume content of the file. Except for reasonable cause the 
employer may limit inspection to once every calendar year. If upon inspection of the 
employee's personnel file an employee disagrees with any of the information contained in 
such file or records, removal or correction of such information may be agreed upon by 
such employee and the employee's employer. If such employee and employer cannot 
agree upon such removal or correction then such employee may submit a written 
statement explaining the employee's position. Such statement shall be maintained as part 
of such employee's personnel file or medical records and shall accompany any transmittal 
or disclosure from such file or records made to a third party. 

District of 
Columbia 

1-631.05 (a)(1) The official personnel record of a District employee shall be disclosed to 
the employee or any representative of his or her choice. All such disclosure shall be made 
in the presence of a representative of the agency having custody of the records. (2) The 
following information which may be in an official personnel record shall not be disclosed 
to any employee: (A) Information which has been received on a confidential basis from a 
person under an agreement that the identity of the source of the information will not be 
disclosed: Provided, however, that such information may be disclosed if all information 
identifying the source of the information is deleted in such a manner to positively 
preclude identity of the source; (B) Medical information, which, in the judgment of the 
employee's physician would be injurious to the health of the employee, if disclosed; (C) 
Criminal investigative reports; (D) Suitability inquiries and confidential questionnaires 
undertaken in accordance with rights afforded under this chapter; and (E) Test and 
examination materials which may continue to be used for selection and promotion 
purposes: Provided, however, that the description of test and general results thereof shall 
be disclosed. b) Each employee shall have the right to present information immediately 
germane to any information contained in his or her official personnel record and seek to 
have irrelevant, immaterial, or untimely information removed from the record. (c) For the 
purpose of this subchapter, information other than a record of official personnel action is 
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untimely if it concerns an event more than 3 years in the past upon which an action 
adverse to an employee may be based. Immaterial, irrelevant, or untimely information 
shall be removed from the official record upon the finding by the agency head that the 
information is of such a nature. Prior to the removal of any information in the file, the 
employer shall notify the employee and give him or her an opportunity to be heard. 

Florida 112.533 A law enforcement officer or correctional officer has the right to review his or 
her official personnel file at any reasonable time under the supervision of the designated 
records custodian. A law enforcement officer or correctional officer may attach to the file 
a concise statement in response to any items included in the file identified by the officer 
as derogatory, and copies of such items must be made available to the officer.  

231.291 (e) Upon request, a school employee, or any person designated in writing by a 
school employee, shall be permitted to examine the personnel file of such employee. The 
employee shall be permitted conveniently to reproduce any materials in the file, at a cost 
no greater than the fees prescribed in s. 119.07(1). (f) The custodian of the record shall 
maintain a record in the file of those persons reviewing the file each time it is reviewed.  

240.253 (1) Each university shall adopt rules prescribing the content and custody of 
limited-access records that the university may maintain on its employees. Such limited-
access records are confidential and exempt from the provisions of s. 119.07(1). Such 
records are limited to the following: (a) Records containing information reflecting 
academic evaluations of employee performance shall be open to inspection only by the 
employee and by officials of the university responsible for supervision of the employee. 

Hawaii 92F-21 Each public agency that maintains any accessible personal record shall make that 
record available to the individual to whom it pertains, in a reasonably prompt manner and 
in a reasonably intelligible form. Where necessary the agency shall provide a translation 
into common terms of any machine readable code or any code or abbreviation employed 
for internal agency use.  

92F-22 An agency is not required by this part to grant an individual access to personal 
records, or information in such records: (1) Maintained by an agency that performs as its 
or as a principal function any activity pertaining to the prevention, control, or reduction of 
crime, and which consist of: (A) Information or reports prepared or compiled for the 
purpose of criminal intelligence or of a criminal investigation, including reports of 
informers, witnesses, and investigators; or (B) Reports prepared or compiled at any stage 
of the process of enforcement of the criminal laws from arrest or indictment through 
confinement, correctional supervision, and release from supervision. (2) The disclosure of 
which would reveal the identity of a source who furnished information to the agency 
under an express or implied promise of confidentiality. (3) Consisting of testing or 
examination material or scoring keys used solely to determine individual qualifications 
for appointment or promotion in public employment, or used as or to administer a 
licensing examination or an academic examination, the disclosure of which would 
compromise the objectivity, fairness, or effectiveness of the testing or examination 
process. (4) Including investigative reports and materials, related to an upcoming, 
ongoing, or pending civil or criminal action or administrative proceeding against the 
individual. (5) Required to be withheld from the individual to whom it pertains by statute 
or judicial decision or authorized to be so withheld by constitutional or statutory 
privilege.  

92F-23 Upon the request of an individual to gain access to the individual's personal 
record, an agency shall permit the individual to review the record and have a copy made 
within ten working days following the date of receipt of the request by the agency unless 
the personal record requested is exempted under section 92F-22. The ten-day period may 
be extended for an additional twenty working days if the agency provides to the 
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individual, within the initial ten working days, a written explanation of unusual 
circumstances causing the delay. 

Idaho 33-518. The board of trustees of each school district, including any specially chartered 
district, shall provide for the establishment and maintenance of a personnel file for each 
employee of the school district. Each personnel file shall contain any and all material 
relevant to the evaluation of the employee. The employee shall be provided timely notice 
of all materials placed in the personnel file and shall be afforded the opportunity to attach 
a rebuttal to any such materials. Personnel files are declared to be confidential and 
excepted from public access under any provision of the Idaho Code, including, but not 
limited to, sections 9-301 and 59-1009, Idaho Code, provided that each employee or 
designated representative shall be given access to his own personnel file upon request and 
shall be provided copies of materials contained therein, with the exception of 
recommendation letters, in a timely manner upon request. 

Illinois 820:40/2 -40/6 Every employer shall, upon an employee's request which the employer 
may require be in writing on a form supplied by the employer, permit the employee to 
inspect any personnel documents which are, have been or are intended to be used in 
determining that employee's qualifications for employment, promotion, transfer, 
additional compensation, discharge or other disciplinary action, except as provided in 
Section 10. The inspection right encompasses personnel documents in the possession of a 
person, corporation, partnership, or other association having a contractual agreement with 
the employer to keep or supply a personnel record. An employee may request all or any 
part of his or her records, except as provided in Section 10. The employer shall grant at 
least 2 inspection requests by an employee in a calendar year when requests are made at 
reasonable intervals, unless otherwise provided in a collective bargaining agreement. The 
employer shall provide the employee with the inspection opportunity within 7 working 
days after the employee makes the request or if the employer can reasonably show that 
such deadline cannot be met, the employer shall have an additional 7 days to comply. The 
inspection shall take place at a location reasonably near the employee's place of 
employment and during normal working hours. The employer may allow the inspection to 
take place at a time other than working hours or at a place other than where the records 
are maintained if that time or place would be more convenient for the employee. Nothing 
in this Act shall be construed as a requirement that an employee be permitted to remove 
any part of such personnel records or any part of such records from the place on the 
employer's premises where it is made available for inspection. Each employer shall retain 
the right to protect his records from loss, damage, or alteration to insure the integrity of 
the records. If an employee demonstrates that he or she is unable to review his or her 
personnel record at the employing unit, the employer shall, upon the employee's written 
request, mail a copy of the requested record to the employee. After the review time 
provided in Section 2, an employee may obtain a copy of the information or part of the 
information contained in the employee's personnel record. An employer may charge a fee 
for providing a copy of such information. The fee shall be limited to the actual cost of 
duplicating the information. Personnel record information which was not included in the 
personnel record but should have been as required by this Act shall not be used by an 
employer in a judicial or quasi-judicial proceeding. However, personnel record 
information which, in the opinion of the judge in a judicial proceeding or the hearing 
officer in a quasi-judicial proceeding, was not intentionally excluded from the personnel 
record may be used by the employer in the proceeding if the employee agrees or has been 
given a reasonable time to review the information. Material which should have been 
included in the personnel record shall be used at the request of the employee. An 
employee who is involved in a current grievance against the employer may designate in 
writing a representative of the employee's union or collective bargaining unit or other 
representative to inspect the employee's personnel record which may have a bearing on 
the resolution of the grievance, except as provided in Section 10. The employer shall 
allow such a designated representative to inspect that employee's personnel record in the 
same manner as provided under Section 2. If the employee disagrees with any 
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information contained in the personnel record, a removal or correction of that information 
may be mutually agreed upon by the employer and the employee. If an agreement cannot 
be reached, the employee may submit a written statement explaining the employee's 
position. The employer shall attach the employee's statement to the disputed portion of 
the personnel record. The employee's statement shall be included whenever that disputed 
portion of the personnel record is released to a third party as long as the disputed record is 
a part of the file. The inclusion of any written statement attached in the record without 
further comment or action by the employer, shall not imply or create any presumption of 
employer agreement with its contents. If either the employer or the employee knowingly 
places in the personnel record information which is false, the employer or employee, 
whichever is appropriate, shall have remedy through legal action to have that information 
expunged. 
[Editor's note: The state of Illinois provides the following definition for the term 
"employee": "Employee" means a person currently employed or subject to recall after 
layoff or leave of absence with a right to return to a position with an employer or a former 
employee who has terminated service within the preceding year (Sec. 40/1).] 

Iowa 91B.1 An employee, shall have access to and shall be permitted to obtain a copy of the 
employee's personnel file maintained by the employee's employer, as defined in section 
91A.2, including but not limited to performance evaluations, disciplinary records, and 
other information concerning employer-employee relations. However, an employee's 
access to a personnel file is subject to all of the following: 1. The employer and employee 
shall agree on the time the employee may have access to the employee's personnel file, 
and a representative of the employer may be present. 2. An employee shall not have 
access to employment references written for the employee. 3. An employer may charge a 
reasonable fee for each page of a copy made by the employer for an employee of an item 
in the employee's personnel file. For purposes of this subsection, "reasonable fee" means 
an amount equivalent to an amount charged per page for copies made by a commercial 
copying business. 

Kentucky 18A.020 (3) Upon written request, a state employee shall have the right to examine his 
personnel file. An employee may comment in writing on any item in his file. Such 
comments shall be made a part of his file and shall be attached to the specific record or 
document to which they pertain. (4) Upon written request a state employee, an applicant 
for employment, and an eligible on a register shall have the right to inspect and to copy 
any record and preliminary documentation and other supporting documentation that 
relates to him, except that an applicant, an eligible, or a state employee shall not have the 
right to inspect or to copy any examination materials. 

Louisiana 23:1125. A. Whenever an employee who is being treated by his choice of medical 
provider shall, at the request of the employer, the employer's insurer, or the representative 
of the employer or its insurer, submit to any type of medical examination and a medical 
report is received by said requester, such employee or his representative shall be entitled 
to a copy of the written report of the results of said examination within thirty days from 
the date the requester receives the report. B. Whenever an employee has accepted medical 
treatment by a health care provider referred by the employer, the employer's insurer, or 
the representative of the employer or its insurer, he shall be entitled to receive a copy of 
any medical records of the medical provider that are in the possession of the employer or 
its insurer within thirty days from the date of the written demand upon the employer, the 
employer's insurer, or the representative of the employer or its insurer. C. Such written 
report or records shall be furnished to said employee or his representative at no cost to the 
employee.  

23:1237. A. No school employee shall be denied access to his personnel file. The 
contents of a school employee's personnel file shall not be divulged to third parties absent 
the express written consent of the school employee, except when ordered by a court or by 
subpoena, and no school system employee other than the personnel file custodian or the 
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superintendent of schools for the system, or the designee of either who shall be a school 
system employee shall be allowed access to a school employee's personnel file without 
the school employee's express written consent, unless that employee is charged with the 
duty of supervising that particular school employee's performance. In the case that a 
personnel file should be accessed by the superintendent or someone designated by him, 
the employee whose file was so accessed shall receive written notice of the fact and the 
name and title of the person who was permitted access. All persons permitted access 
under this Section shall maintain the confidentiality of those documents in the file which 
are not matters of public record. B. Any school employee requesting to see his personnel 
file shall be given access to his entire personnel file, except for any portion of the file 
maintained at his specific work site, at a single location and within a reasonable time after 
making the request. Such an employee s hall be given access to any portion of his 
personnel file maintained at his work site, at such site and at any reasonable time.  

2533 A. No law enforcement officer shall have any comment adverse to his interest 
entered in his personnel file, or any other file used for any personnel purposes by his 
employer, without the law enforcement officer's having first read and signed the 
instrument containing the adverse comment indicating he is aware of such comment, 
except that such entry may be made if, after reading such instrument, the law enforcement 
officer refuses to sign it. Should a law enforcement officer refuse to sign, that fact shall 
be noted on that document and signed or initialled by such officer. B. A law enforcement 
officer shall have thirty days within which to file a written response to any adverse 
comment entered in his personnel file. Such written response shall be attached to and 
shall accompany the adverse comment. C.(1) A law enforcement officer, upon written 
request, shall have any record of a formal complaint made against the officer for any 
violation of a municipal or parish ordinance or state criminal statute listed in Paragraph 
(2) of this Subsection involving domestic violence expunged from his personnel file, if 
the complaint was made anonymously to the police department and the charges are not 
substantiated within twelve months of the lodging of the complaint. (2)(a) Any violation 
of a municipal or parish ordinance or state statute defining criminal battery and assault. 
(b) Any violation of other municipal or parish ordinances or state statutes including 
criminal trespass, criminal damage to property, or disturbing the peace if the incident 
occurred at either the home of the victim or the officer or the violation was the result of 
an obvious domestic dispute. 

Maine 26:631. The employer shall, upon written request from an employee or former employee, 
provide the employee, former employee or duly authorized representative with an 
opportunity to review and copy the employee's personnel file if the employer has a 
personnel file for that employee. The reviews and copying must take place at the location 
where the personnel files are maintained and during normal office hours unless, at the 
employer's discretion, a more convenient time and location for the employee are 
arranged. In each calendar year, the employer shall provide, at no cost to the employee, 
one copy of the entire personnel file when requested by the employee or former employee 
and, when requested by the employee or former employee, one copy of all the material 
added to the personnel file after the copy of the entire file was provided. The cost of 
copying any other material requested during that calendar year is paid by the person 
requesting the copy. For the purpose of this section, a personnel file includes, but is not 
limited to, any formal or informal employee evaluations and reports relating to the 
employee's character, credit, work habits, compensation and benefits and nonprivileged 
medical records or nurses' station notes relating to the employee that the employer has in 
the employer's possession. Records in a personnel file may be maintained in any form 
including paper, microfiche or electronic form. The employer shall take adequate steps to 
ensure the integrity and confidentiality of these records. An employer maintaining records 
in a form other than paper shall have available to the employee, former employee or duly 
authorized representative the equipment necessary to review and copy the personnel file. 
Any employer who, following a request pursuant to this section, without good cause fails 
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to provide an opportunity for review and copying of a personnel file, within 10 days of 
receipt of that request, is subject to a civil forfeiture of $25 for each day that a failure 
continues. The total forfeiture may not exceed $500. An employee, former employee or 
the Department of Labor may bring an action in the District Court or the Superior Court 
for such equitable relief, including an injunction, as the court may consider to be 
necessary and proper. The employer may also be required to reimburse the employee, 
former employee or the Department of Labor for costs of suit including a reasonable 
attorney's fee if the employee or the department receives a judgment in the employee's or 
department's favor, respectively. For the purposes of this section, the term "non-
privileged medical records or nurses' station notes" means all those materials that have 
not been found to be protected from discovery or disclosure in the course of civil 
litigation under the Maine Rules of Civil Procedure, Rule 26, the Maine Rules of 
Evidence, Article V or similar rules adopted by the Workers' Compensation Board or 
other administrative tribunals.  

20A:6102. 1. An employee or former employee of a school administrative unit, or the 
employee's representative, is entitled to review the following documents and reports: A. 
The employee's teacher action plan and other support system documents and reports 
maintained for certification purposes upon written request to the custodian designated to 
maintain those records; B. The employee's personnel file on written request to the 
superintendent if the superintendent of schools has a personnel file for the employee; and 
C. Any confidential records or documents provided to the commissioner pursuant to 
section 6101, subsection 3, if the records or documents were not simultaneously provided 
to the employee. 2. Time and place. Review of support system documents or a personnel 
file shall take place where the file is kept during normal school hours. 3. Contents. For 
purposes of this section, a "personnel file" includes, but is not limited to: A. Formal or 
informal employee work evaluation compiled and maintained for employment purposes; 
and B. Reports relating to the employee's character, credit, work habits, compensation 
and benefits. 

Maryland 10-616(i) (1) Subject to paragraph (2) of this subsection, a custodian shall deny 
inspection of a personnel record of an individual, including an application, performance 
rating, or scholastic achievement information. (2) A custodian shall permit inspection by: 
(i) the person in interest; or (ii) an elected or appointed official who supervises the work 
of the individual. (Note: Only public employers are covered under Maryland's public 
records law (10-616(i)(2)).  

[Editors Note:] Effective, June 4, 2007, Title 7 Subtitle 1, Chapter 2, sections 2 and 4 are 
amended as follows: a custodian of a personnel file will have 10 days to respond to a 
request for a personnel record.  

Massachusetts 149: 52C Any employer receiving a written request from an employee shall provide the 
employee with an opportunity to review his personnel record within five business days of 
such request. The review shall take place at the place of employment and during normal 
business hours. An employee shall be given a copy of his personnel record within five 
business days of submission of a written request for such copy to his employer. If there is 
a disagreement with any information contained in a personnel record, removal or 
correction of such information may be mutually agreed upon by the employer and the 
employee. If an agreement is not reached, the employee may submit a written statement 
explaining the employee's position which shall thereupon be contained therein and shall 
become a part of such employee's personnel record. The statement shall be included when 
said information is transmitted to a third party as long as the original information is 
retained as part of the file. If an employer places in a personnel record any information 
which such employer knew or should have known to be false, then the employee shall 
have remedy through the collective bargaining agreement, other personnel procedures or 
judicial process to have such information expunged. The provisions of this section shall 

http://mlis.state.md.us/�
http://www.state.ma.us/legis/�


not prohibit the removal of information contained in a personnel record upon mutual 
agreement of the employer and employee for any reason. 

Michigan 423.503-505 An employer, upon written request which describes the personnel record, 
shall provide the employee with an opportunity to periodically review at reasonable 
intervals, generally not more than 2 times in a calendar year or as otherwise provided by 
law or a collective bargaining agreement, the employee's personnel record if the employer 
has a personnel record for that employee. The review shall take place at a location 
reasonably near the employee's place of employment and during normal office hours. If a 
review during normal office hours would require an employee to take time off from work 
with that employer, then the employer shall provide some other reasonable time for the 
review. The employer may allow the review to take place at another time or location that 
would be more convenient to the employee. After the review provided in section 3, an 
employee may obtain a copy of the information or part of the information contained in the 
employee's personnel record. An employer may charge a fee for providing a copy of 
information contained in the personnel record. The fee shall be limited to the actual 
incremental cost of duplicating the information. If an employee demonstrates that he or 
she is unable to review his or her personnel record at the employing unit, then the 
employer, upon that employee's written request, shall mail a copy of the requested record 
to the employee. If there is a disagreement with information contained in a personnel 
record, removal or correction of that information may be mutually agreed upon by the 
employer and the employee. If an agreement is not reached, the employee may submit a 
written statement explaining the employee's position. The statement shall not exceed 5 
sheets of 8-1/2-inch by 11-inch paper and shall be included when the information is 
divulged to a third party and as long as the original information is a part of the file. If 
either the employer or employee knowingly places in the personnel record information 
which is false, then the employer or employee, whichever is appropriate, shall have 
remedy through legal action to have that information expunged. 

Minnesota 181.961 Upon written request by an employee, the employer shall provide the employee 
with an opportunity to review the employee's personnel record. An employer is not 
required to provide an employee with an opportunity to review the employee's personnel 
record if the employee has reviewed the personnel record during the previous six months; 
except that, upon separation from employment, an employee may review the employee's 
personnel record only once at any time within one year after separation. (a) The employer 
shall comply with a written request pursuant to subdivision 1 no later than seven working 
days after receipt of the request if the personnel record is located in this state, or no later 
than 14 working days after receipt of the request if the personnel record is located outside 
this state. (b) With respect to current employees, the personnel record or an accurate copy 
must be made available for review by the employee during the employer's normal hours 
of operation at the employee's place of employment or other reasonably nearby location, 
but need not be made available during the employee's working hours. The employer may 
require that the review be made in the presence of the employer or the employer's 
designee. After the review and upon the employee's written request, the employer shall 
provide a copy of the record to the employee. (c) With respect to employees who are 
separated from employment, upon the employee's written request, the employer shall 
provide a copy of the personnel record to the employee. Providing a copy of the 
employee's personnel record to the employee satisfies the employer's responsibility to 
allow review as stated in subdivision 1. (d) The employer may not charge a fee for the 
copy. The employer may deny the employee the right to review the employee's personnel 
record if the employee's request to review is not made in good faith. The burden of proof 
that the request to review is not made in good faith is on the employer.  

181.962 (1) the employer and the employee may agree to remove or revise the disputed 
information; and (2) if an agreement is not reached, the employee may submit a written 
statement specifically identifying the disputed information and explaining the employee's 
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position. (b) The employee's position statement may not exceed five written pages. The 
position statement must be included along with the disputed information for as long as 
that information is maintained in the employee's personnel record. A copy of the position 
statement must also be provided to any other person who receives a copy of the disputed 
information from the employer after the position statement is submitted. (a) No 
communication by an employee of information obtained through a review of the 
employee's personnel record may be made the subject of any action by the employee for 
libel, slander, or defamation, unless the employee requests that the employer comply with 
subdivision 1 and the employer fails to do so. (b) No communication by an employer of 
information contained in an employee's personnel record after the employee has exercised 
the employee's right to review pursuant to section 181.961 may be made the subject of 
any common law civil action for libel, slander, or defamation unless: (1) the employee 
has disputed specific information contained in the personnel record pursuant to 
subdivision 1; (2) the employer has refused to agree to remove or revise the disputed 
information; (3) the employee has submitted a written position statement as provided 
under subdivision 1; and (4) the employer either (i) has refused or negligently failed to 
include the employee's position statement along with the disputed information or 
thereafter provide a copy of the statement to other persons as required under subdivision 
1, or (ii) thereafter communicated the disputed information with knowledge of its falsity 
or in reckless disregard of its falsity. (c) A common law civil action for libel, slander, or 
defamation based upon a communication of disputed information contained in an 
employee's personnel record is not prohibited if the communication is made after the 
employer and the employee reach an agreement to remove or revise disputed information 
and the communication is not consistent with the agreement. 

Nebraska 79-8,109 Any teacher, administrator, or full-time employee of any public school district 
shall, upon his or her request, have access to his or her personnel file maintained by the 
district and shall have the right to attach a written response to any item in such file. Such 
teacher, administrator, or employee may in writing authorize any other person to have 
access to such file, which authorization shall be honored by the district. Such access and 
right to attach a written response shall not be granted with respect to any letters of 
recommendation solicited by the employer which appear in the personnel file. No other 
person except school officials while engaged in their professional duties shall be granted 
access to such file, and the contents thereof shall not be divulged in any manner to any 
unauthorized person. 

Nevada 613.075 1. Any person or governmental entity who employs and has under his direction 
and control any person for wages or under a contract of hire, or any labor organization 
referring a person to an employer for employment, shall, upon the request of that 
employee or person referred: (a) Give him a reasonable opportunity, during the usual 
hours of business, to inspect any records kept by that employer or labor organization 
containing information used: (1) By the employer or labor organization to determine the 
qualifications of that employee and any disciplinary action taken against him, including 
termination from that employment; or (2) By the labor organization with respect to that 
person's position on its list concerning past, present and future referrals for employment; 
and (b) Furnish him with a copy of those records. 1. The records to be made available do 
not include confidential reports from previous employers or investigative agencies, other 
confidential investigative files concerning the employee or person referred or information 
concerning the investigation, arrest or conviction of that person for a violation of any law. 
2. An employer or labor organization shall allow an employee or person referred to 
submit a reasonable written explanation in direct response to any written entry in the 
records of employment regarding the employee or person. Any such written explanation 
must be reasonable in length, in a format prescribed by the employer and maintained by 
the employer or labor organization in the records of employment. 3. An employer or labor 
organization shall not maintain a secret record of employment regarding an employee or 
person referred. 4. Upon termination of employment, an employer shall allow an 
employee to inspect his records of employment within 60 days after his termination of 
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employment and shall, if requested by that former employee within that period, furnish 
him with a copy of those records. 5. An employer or labor organization may only charge 
an employee or person referred an amount equal to the actual cost of providing access to 
and copies of his records of employment. 6. The employee or person referred shall, if he 
contends that any information contained in the records is inaccurate or incomplete, notify 
his employer or the labor organization in writing of his contention. If the employer or 
labor organization finds that the contention of that employee or person is correct, it shall 
change the information accordingly. 7. No copies may be furnished to an employee or 
former employee under this section unless he has been or was employed for more than 60 
days. 

New 
Hampshire 

275:56 I. Except as provided in paragraph III, every employer shall provide a reasonable 
opportunity for any employee who so requests to inspect such employee's personnel file 
and further, upon request, provide such employee with a copy of all or part of such file. 
An employer may only charge the employee a fee reasonably related to the cost of 
supplying the requested documents. II. If, upon inspection of his personnel file, an 
employee disagrees with any of the information contained in such file, and the employee 
and employer cannot agree upon removal or correction of such information, then the 
employee may submit a written statement explaining his version of the information 
together with evidence supporting such version. Such statement shall be maintained as 
part of the employee's personnel file and shall be included in any transmittal of the file to 
a third party and shall be included in any disclosure of the contested information made to 
a third party. III. The provisions of this section shall not require the disclosure of: (a) 
Information in the personnel file of a requesting employee who is the subject of an 
investigation at the time of his request if disclosure of such information would prejudice 
law enforcement; or (b) Information relating to a government security investigation. 

North Carolina 126-24. (1) A state employee, applicant for employment, former employee, or his 
properly authorized agent, may examine his own personnel file in its entirety except for 
(i) letters of reference solicited prior to employment, or (ii) information concerning a 
medical disability, mental or physical, that a prudent physician would not divulge to a 
patient. An employee's medical record may be disclosed to a licensed physician 
designated in writing by the employee.  

126-25. A state employee, former employee or applicant for employment who objects to 
material in his file may place in his file a statement relating to the material he considers to 
be inaccurate or misleading. An employee, former employee or applicant for employment 
who objects to material in his file because he considers it inaccurate or misleading may 
seek the removal of such material from his file in accordance with the grievance 
procedure of that department, including appeal to the StatePersonnel Commission. When 
a department, division, bureau, commission, or other agency agrees or is ordered by the 
State Personnel Commission or by the General Court of Justice of this State to remove 
inaccurate or misleading material from an employee's file, which information was placed 
in the file by the supervisor or other agent of management, it shall destroy the original 
and all copies of the material removed and may not retain any inaccurate or misleading 
information derived from thematerial removed.  

153A-98. (1) A County employee or his duly authorized agent may examine all portions 
of his personnel file except (i) letters of reference solicited prior to employment, and (ii) 
information concerning a medical disability, mental or physical, that a prudent physician 
would not divulge to his patient. The board of commissioners of a county that maintains 
personnel files shall establish procedures whereby an employee who objects to material in 
his file on grounds that it is inaccurate or misleading may seek to have the material 
removed from the file or may place in the file a statement relating to the material.  

160A-168 (1) A city employee or his duly authorized agent may examine all portions of 
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his personnel file except (i) letters of reference solicited prior to employment, and (ii) 
information concerning a medical disability, mental or physical, that a prudent physician 
would not divulge to his patient. (c1)Even if considered part of an employee's personnel 
file, the following information need not be disclosed to an employee nor to any other 
person: (1) Testing or examination material used solely to determine individual 
qualifications for appointment, employment, or promotion in the city's service, when 
disclosure would compromise the objectivity or the fairness of the testing or examination 
process. (2) Investigative reports or memoranda and other information concerning the 
investigation of possible criminal actions of an employee, until the investigation is 
completed and no criminal action taken, or until the criminal action is concluded. (3) 
Information that might identify an undercover law enforcement officer or a law 
enforcement informer. (4) Notes, preliminary drafts and internal communications 
concerning an employee. In the event such materials are used for any official personnel 
decision, then the employee or his duly authorized agent shall have a right to inspect such 
materials. The city council of a city that maintains personnel files shall establish 
procedures whereby an employee who objects to material in his file on grounds that it is 
inaccurate or misleading may seek to have the material removed from the file or may 
place in the file a statement relating to the material.  

162A-6.1 (1) A Water and Sewer authority employee or his duly authorized agent may 
examine all portions of his personnel file except (i) letters of reference solicited prior to 
employment, and (ii) information concerning a medical disability, mental or physical, that 
a prudent physician would not divulge to his patient. Even if considered part of an 
employee's personnel file, the following information need not be disclosed to an 
employee (1) Testing or examination material used solely to determine individual 
qualifications for appointment, employment, or promotion in the city's service, when 
disclosure would compromise the objectivity or the fairness of the testing or examination 
process. (2) Investigative reports or memoranda and other information concerning the 
investigation of possible criminal actions of an employee, until the investigation is 
completed and no criminal action taken, or until the criminal action is concluded. (3) 
Information that might identify an undercover law enforcement officer or a law 
enforcement informer. (4) Notes, preliminary drafts and internal communications 
concerning an employee. In the event such materials are used for any official personnel 
decision, then the employee or his duly authorized agent shall have a right to inspect such 
materials. An authority that maintains personnel files shall establish procedures whereby 
an employee, who objects to material in his file on grounds that it is inaccurate or 
misleading, may seek to have the material removed from the file or may place in the file a 
statement relating to the material.  

115C-321. (1) A school district employee, applicant for employment, former employee, 
or his times in its entirety except for letters of reference solicited prior to employment.  

115D-29 - 115D-30 (1) A community college employee, applicant for employment, 
former employee, or his properly authorized agent, may examine his own personnel file at 
all reasonable times in its entirety except for letters of reference solicited prior to 
employment. An employee, former employee or applicant for employment who objects to 
material in his file may place in his file a statement relating to the materials he considers 
to be inaccurate or misleading. An employee, former employee or applicant for 
employment who objects to material in his file because he considers it inaccurate or 
misleading, and the material has not been placed there in connection with agrievance 
procedure established by the board of trustees, may seek the removal of such material 
from the file through grievance procedures to be established by each board of trustees.  

131E-257.2 (1) A public hospital employee or the employee's duly authorized agent may 



examine all portions of the employee's personnel file, except letters of reference solicited 
prior to employment. Even if considered part of an employee's personnel file, the 
following information need not be disclosed to an employee nor to any other person: (1) 
Testing or examination material used solely to determine individual qualifications for 
appointment, employment, or promotion in the public compromise the objectivity or the 
fairness of the testing or examination process. (2) Investigative reports or memoranda and 
other information concerning the investigation of possible criminal actions of an 
employee, until the investigation is completed and no criminal action taken, or until the 
criminal action is concluded. (3) Information that might identify an undercover law 
enforcement officer or a law enforcement informer. (4) Notes, preliminary drafts, and 
internal communications concerning an employee. In the event such materials are used 
for any official personnel decision, then the employee or his duly authorized agent shall 
have a right to inspect such materials. The governing board of a public hospital that 
maintains personnel files shall establish procedures whereby an employee who objects to 
material in his or her file on grounds that it is inaccurate or misleading may seek to have 
the material removed from the file or may place in the file a statement relating to the 
material. 

North Dakota 54-06-21. A state employee or the employee's designated representative must be 
permitted to examine the employee's official personnel file by appointment during normal 
business hours. The employee must be permitted to reproduce at the employee's expense 
any material in the employee's file. 

Ohio 4113.23. (A) No employer or physician, other health care professional, hospital, or 
laboratory that contracts with the employer to provide medical information pertaining to 
employees shall refuse upon written request of an employee to furnish to the employee or 
former employee or their designated representative a copy of any medical report 
pertaining to the employee. The requirements of this section extend to any medical report 
arising out of any physical examination by a physician or other health care professional 
and any hospital or laboratory tests which examinations or tests are required by the 
employer as a condition of employment or arising out of any injury or disease related to 
the employee's employment. However, if a physician concludes that presentation of all or 
any part of an employee's medical record directly to the employee will result in serious 
medical harm to the employee, he shall so indicate on the medical record, in which case a 
copy thereof shall be given to a physician designated in writing by the employee. (B) The 
employer may require the employee to pay the cost of furnishing copies of the medical 
reports described in division (A) of this section but in no case shall the employer charge 
more than twenty-five cents for each page of a report. 

Oregon 652.750. (1) As used in this section:(a) 'Employer' has the meaning given that term in 
ORS 656.005. b) 'Personnel does not include records of an individual relating to the 
conviction, arrest or investigation of conduct constituting a violation of the criminal laws 
of this state or another state or the United States, confidential reports from previous 
employers or records maintained in compliance with ORS 351.065. 2) Within 45 days 
after receipt of the request of an employee, the employer shall provide reasonable 
opportunity for the employee to inspect, at the place of employment or place of work 
assignment, the personnel records of the employee that are used or have been used to 
determine the employee's qualification for employment, promotion, additional 
compensation or employment termination or other disciplinary action. Within 45 days 
after receipt of the request of the employee, the employer shall furnish a certified copy of 
the records. (3) Upon termination of employment, the employer shall keep the terminated 
employee's personnel records for not less than 60 days. The terminated employee may 
request a certified copy of the records within the 60-day period or at any time thereafter if 
the employer has the records at the time of the request. Within 45 days after receipt of the 
request, the employer shall furnish a certified copy of the records. (4) Notwithstanding 
the time periods described in subsections (2) and (3) of this section, if the employee's 
personnel records are not readily available, the employer and the employee may agree to 
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extend the time within which the employer must provide the employee reasonable 
opportunity to inspect the records or furnish the employee a certified copy of the records.  

342.850 Teacher's personnel file shall be open for inspection by the teacher, the teacher's 
designees and the district school board and its designees. District school boards shall 
adopt rules governing access to personnel files, including rules specifying whom school 
officials may designate to inspect personnel files.  

351.065 (1) The State Board of Higher Education may, for each institution, division and 
department under its control adopt rules and specific orders by or through the institutional 
executive of each institution governing access to personnel records of the institution, 
division or department, which are less than 25 years old. (2) Rules adopted under 
subsection (1) of this section shall require that personnel records be subjected to 
restrictions on access unless upon a finding by the institutional executive that the public 
interest in maintaining individual rights to privacy in an adequate educational 
environment would not suffer by disclosure of such records. Access to such records may 
be limited to designated classes of information or persons, or to stated times and 
conditions, or to both, but cannot be limited for records more than 25 years old. (3) No 
rule or order promulgated pursuant to this section shall deny to a faculty member full 
access to the member's personnel file or records kept by the board or its institutions, 
schools or departments, except as provided in paragraphs (d) and (e) of this subsection. 
(a) The number of files relating to the evaluation of a faculty member shall be limited to 
three, to be kept in designated, available locations. (b) Any evaluation received by 
telephone shall be documented in each of the faculty member's files by means of a written 
summary of the conversation with the names of the conversants identified. (c) A faculty 
member shall be entitled to submit, for placement in the three files, evidence rebutting, 
correcting, amplifying or explaining any document contained therein and other material 
which the member believes might be of assistance in the evaluation process. (d) Letters 
and other information submitted in confidence to the board or its institutions, schools or 
departments prior to July 1, 1975, shall be maintained in the files designated. However, if 
a faculty member requests access to those files, the anonymity of the contributor of letters 
and other information obtained prior to July 1, 1975, shall be protected. The full text shall 
be made available except that portions of the text which would serve to identify the 
contributor shall be excised by a faculty committee. Only the names of the contributors 
and the excised portions of the documents may be kept in a file other than the three 
prescribed by paragraph (a) of this subsection. (e) Confidential letters and other 
information submitted to or solicited after July 1, 1975, by the board or its institutions, 
schools or departments prior to the employment of a prospective faculty member are 
exempt from the provisions of this section. However, if the member is employed by the 
board or its institutions, schools or departments, the confidential pre-employment 
materials shall be placed in the three authorized files. If a faculty member requests access 
to the member's files, the anonymity of the contributor of confidential pre-employment 
letters and other pre-employment information shall be protected. The full text shall be 
made available, except that portions of the text which would serve to identify the 
contributor shall be excised and retained in a file other than the three designated in 
paragraph (a) of this subsection. (f) Classroom survey evaluation by students of a faculty 
member's classroom or laboratory performance shall be anonymous. The record of 
tabulated reports shall be placed in at least one of the files designated in paragraph (a) of 
this subsection. All survey instruments used to obtain evaluation data shall be returned to 
the faculty member. (g) After July 1, 1975, the board, its institutions, schools or 
departments when evaluating its employed faculty members shall not solicit nor accept 
letters, documents or other materials, given orally or in written form, from individuals or 
groups who wish their identity kept anonymous or the information they provide kept 
confidential. (4) No rule or order promulgated pursuant to this section limits the authority 
of the institution, division or department to prepare, without identification of individual 



persons who have not consented thereto, statistical or demographic reports from 
personnel records. (5) Any category of personnel records specifically designated as 
confidential pursuant to valid rules or orders pursuant to this section shall not be deemed 
a public record for the purposes of ORS 192.420. 

Pennsylvania 1322 - 1323 An employer shall, at reasonable times, upon request of an employee, permit 
the employee or an agent designated by the employee to inspect his or her own personnel 
files used to determine his or her own qualifications for employment, promotion, 
additional compensation, termination or disciplinary action. The employer shall make 
these records available during the regular business hours of the office where these records 
are usually and ordinarily maintained, when sufficient time is available during the course 
of a regular business day, to inspect the personnel files in question. The employer may 
require the requesting employee or the agent designated by the employee to inspect such 
records on the free time of the employee or agent. At the employer's discretion, the 
employee may be required to file a written form to request access to the personnel file or 
files or to indicate a designation of agency for the purpose of file access and inspection. 
This form is solely for the purpose of identifying the requesting individual or the 
designated agent of the requesting individual to avoid disclosure to ineligible individuals. 
To assist the employer in providing the correct records to meet the employer's need, the 
employee shall indicate in his written request, either the purpose for which the inspection 
is requested, or the particular parts of his personnel record which he wishes to inspect or 
have inspected by the employee's agent. Nothing in this act shall be construed as a 
requirement that an employee be permitted to remove his personnel file, any part thereof, 
or copy of the contents of such file from the place of the employer's premises where it is 
made available for inspection. The taking of notes by employees is permitted. The 
employer shall retain the right to protect his files from loss, damage or alteration to insure 
the integrity of the files. The employer may require inspection of the personnel file in the 
presence of a designated official. The employer must allow sufficient inspection time, 
commensurate with the volume content of the file. Except for reasonable cause the 
employer may limit inspection to once every calendar year. 

Rhode Island 28-6.4-1 (a) Every employer shall, upon not less than seven (7) days advance notice, 
holidays, Saturdays, and Sundays excluded, and at any reasonable time other than the 
employee's work hours and upon the written request of an employee, permit an employee 
to inspect personnel files which are used or have been used to determine that employee's 
qualifications for employment, promotion, additional compensation, termination, or 
disciplinary action. This inspection shall be made in the presence of an employer or 
employer's designee. The employee shall not be permitted to make any copies of nor 
remove his or her personnel file from the immediate place of inspection located on the 
business premises. The employer may charge the employee a fee reasonably related to the 
cost of supplying copies of requested documents. This section does not apply to records 
of an employee relating to the investigation of a possible criminal offense or records 
prepared for use in any civil, criminal, or grievance proceedings, any letter of reference, 
recommendations, managerial records kept or used only by the employer, confidential 
reports from previous employers, and managerial planning records. (b) Employers are not 
required to permit an inspection of any employee's personnel file or records on more than 
three (3) occasions in any calendar year. 

Utah 67-18-3 It is the purpose of this act to provide public employees in the state with the right 
to examine and make copies of documents in their own personnel files. Upon receipt of a 
written request from an employee to examine such employee's personnel file, the 
employer shall produce the file for inspection and copying. 

Vermont 317 all information in a personnel files of an individual employee of any public agency 
shall be made available to that individual employee or his designated representative. 

Virginia 2.2-3705 Personnel records access shall not be denied to the person who is the subject 
thereof. Any person who is the subject of any personnel record and who is 18 years of age 
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or older may waive, in writing, the protections afforded by this subdivision. If the 
protections are so waived, the public body shall open such records for inspection and 
copying. 

Washington 49.12.240 Every employer shall, at least annually, upon the request of an employee, 
permit that employee to inspect any or all of his or her own personnel file(s). 

Wisconsin 103.13 (2) Every employer shall, upon the request of an employee, which the employer 
may require the employee to make in writing, permit the employee to inspect any 
personnel documents which are used or which have been used in determining that 
employee's qualifications for employment, promotion, transfer, additional compensation, 
termination or other disciplinary action, and medical records, except as provided in subs. 
(5) and (6). An employee may request all or any part of his or her records, except as 
provided in sub. (6). The employer shall grant at least 2 requests by an employee in a 
calendar year, unless otherwise provided in a collective bargaining agreement, to inspect 
the employee's personnel records as provided in this section. The employer shall provide 
the employee with the opportunity to inspect the employee's personnel records within 7 
working days after the employee makes the request for inspection. The inspection shall 
take place at a location reasonably near the employee's place of employment and during 
normal working hours. If the inspection during normal working hours would require an 
employee to take time off from work with that employer, the employer may provide some 
other reasonable time for the inspection. In any case, the employer may allow the 
inspection to take place at a time other than working hours or at a place other than where 
the records are maintained if that time or place would be more convenient for the 
employee. An employee who is involved in a current grievance against the employer may 
designate in writing a representative of the employee's union, collective bargaining unit 
or other designated representative to inspect the employee's personnel records which may 
have a bearing on the resolution of the grievance, except as provided in sub. (6). The 
employer shall allow such a designated representative to inspect that employee's 
personnel records in the same manner as provided under sub. (2). If the employee 
disagrees with any information contained in the personnel records, a removal or 
correction of that information may be mutually agreed upon by the employer and the 
employee. If an agreement cannot be reached, the employee may submit a written 
statement explaining the employee's position. The employer shall attach the employee's 
statement to the disputed portion of the personnel record. The employee's statement shall 
be included whenever that disputed portion of the personnel record is released to a 3rd 
party as long as the disputed record is a part of the file. The right of the employee or the 
employee's designated representative under sub. (3) to inspect personnel records under 
this section includes the right to inspect any personal medical records concerning the 
employee in the employer's files. If the employer believes that disclosure of an 
employee's medical records would have a detrimental effect on the employee, the 
employer may release the medical records to the employee's physician or through a 
physician designated by the employee, in which case the physician may release the 
medical records to the employee or to the employee's immediate family. The right of the 
employee or the employee's designated representative to inspect his or her personnel 
records does not apply to: (a) Records relating to the investigation of possible criminal 
offenses committed by that employee. (b) Letters of reference for that employee. (c) Any 
portion of a test document, except that the employee may see a cumulative total test score 
for either a section of the test document or for the entire test document. (d) Materials used 
by the employer for staff management planning, including judgments or 
recommendations concerning future salary increases and other wage treatments, 
management bonus plans, promotions and job assignments or other comments or ratings 
used for the employer's planning purposes. (e) Information of a personal nature about a 
person other than the employee if disclosure of the information would constitute a clearly 
unwarranted invasion of the other person's privacy. (f) An employer who does not 
maintain any personnel records. (g) Records relevant to any other pending claim between 
the employer and the employee which may be discovered in a judicial proceeding. The 
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right of the employee or the employee's representative to inspect records includes the 
right to copy or receive a copy of records. The employer may charge a reasonable fee for 
providing copies of records, which may not exceed the actual cost of reproduction. 

Wyoming 16-4-203 (c ) (iii) Personnel files shall be available to the duly elected and appointed 
officials who supervise the work of the person in interest. Applications, performance 
ratings and scholastic achievement data shall be available only to the person in interest 
and to the duly elected and appointed officials who supervise his work. Employment 
contracts, working agreements or other documents setting forth the terms and conditions 
of employment of public officials and employees are not considered part of a personnel 
file and shall be available for public inspection. (Note: the above referenced provisions 
apply only to public employers). 
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