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The Office of Human Resources maintains personnel files on each employee.  The files contain documentation 
of the employment relationship with the University.  An employee may review the contents of his/her 
personnel file upon written request to the Director of Human Resources.  The State of Wisconsin regulation 
related to personnel files is available at: http://dwd.wisconsin.gov/er. 

The contents of an employee's record are confidential.  The University's response to directory information, 
employment and wage verification will be limited to requests in writing with the employee's written consent. 

An employee should notify the Office of Human Resources if they need to change their name, address, 
telephone number, marital status, dependent information, or beneficiary designation.  These changes may 
affect withholding tax, insurance status or any number of items.  Such changes should be reported promptly 
so the University can assist the employee with any needed paperwork.   

Because appointment as a ranked faculty member may lead to a continuing relationship with Marian 
University, it is essential that there be adequate and detailed documentation to support every action 
involving each individual, especially those actions pertaining to appointment, promotion, tenure, 
termination and dismissal.  

  

Faculty Official Personnel File    

Basic documents to be found in each faculty member's file in the Chief Academic Officer’s office:  

a. Letter of application (original)  
b. Appointment and acceptance letters (original)  
c. Personal data (race, sex, date of birth, marital status, etc.)  
d. Hiring transaction documents (payroll notices, etc.)  
e. Performance reviews and evaluations  
f. Payroll change documents (salary increases or changes, changes in status)  

http://dwd.wisconsin.gov/er


 
g. Current official transcripts with an updated resume'  
h. Human rights compliance forms (employee requisitions, search activities)  

This file is available on a need to know basis only to the Board of Trustees; Legal Counsel; the Chief 
Academic Officer; chairperson or dean of the school in which the faculty member holds appointment; chair 
of the Promotion and Tenure Committee; the Office of Human Resources; the individual faculty member; 
or others specifically designated by the signature of the President of the University. 

The faculty member may, for the cost of duplications, obtain copies of any non-confidential matters in the 
official personnel file.  Any such copies will be made by a member of the Chief Academic Officer’s staff.  

A review of faculty personnel files is governed by Sec. 103.12 of the Wisconsin Statutes. A member of the 
faculty can look at his/her own file, or can designate a representative to look at his/her file. 

Further, Marian University may permit access to and copying from such files pursuant to lawful requests 
and identification of federal or state agencies relevant to investigations, hearings, or other proceedings 
pending before such agencies or the courts. Personnel files for ranked, per course and special appointment 
faculty will be maintained by the Chief Academic Officer.  A separate file for each of these faculty will 
contain:  

a. A copy of the faculty member's term contracts;  
b. Personal data (race, sex, date of birth, marital status, etc.)  
c. Performance reviews and evaluations  
d. Current official transcripts and an updated resume  
e. Any additional information the faculty member wishes to place in the file pertaining to 

professional background or accomplishments  

Access to such files is defined above.  

 


