INFORMATION/PUBLIC RECORDS REQUEST POLICY

OFFICE OF HUMAN RESOURCES

Public Records:  The public may review any Eastern Oregon University documents that are designated public records.  See ORS 192.005(5) for the definition of “public records.”  

Appropriate information about employees may be released upon request and without the employee’s consent.  Such information is limited to:  job title, academic rank, tenure status,   dates of employment, and verification of salary.  All other personnel records of Oregon University employees are confidential pursuant to ORS 351.065 and Administrative Rule 580-022-0095.  

Confidential personnel records:  Confidential personnel records will only be released to employees, institutional personnel with a legitimate need to review them in order to fulfill their official responsibilities, to another party with written consent from the employee, or upon receipt of a valid subpoena or other court order or process or as required by State statute, Federal law, or valid federal or State rules, regulations or orders.
Employee files:  Employees may request copies of information contained in their personnel file.  When the request for copies becomes excessive (i.e., the entire file), or there is an expectation that the employee should have copies of the information (i.e. earnings statements), Human Resources may  charge 25¢ per page for copies.  When the material requested requires more than a half hour to assemble due to the scope of the request, a charge of $25 per hour (rounded up to the nearest hour) may be assessed to cover staff time required to make the information available.  

NON-CONFIDENTIAL PERSONNEL RECORDS:  Requests for personnel records that are considered “public records”:

(1) “Copies of documents:  25¢ per page for documents that are readily available and require less than a half hour to research and assemble.

(2) Other materials such as computer tapes, microfilm, and microfiche copies, audio tape cassettes, computer services, etc., shall be provided at a fee reasonably calculated to reimburse the University for actual costs incurred in making records available to the public.”

When materials are not readily available, such as in the case of files in the archives (i.e., terminated employee files), or require more than a half hour to assemble due to the scope of the request, a charge of $25 per hour (rounded up to the nearest hour) may be assessed to cover staff time required to make the information available.

FEES:   Fees are payable in advance or when the materials are furnished.  If the cost of providing documents is estimated to be in excess of $100, a deposit of 50% of the estimate is required, with the balance payable when the materials are furnished.  When actual cost is less than the estimate, the balance will be promptly refunded.

12/1/05

