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The Human Resources Office shall maintain an individual personnel file for each regular
College employee. The file will contain documents pertinent to the individual’s employment
at the College in accordance with State Board of Education Rules and the Florida Statutes.

Personnel records shall contain information for efficient personnel administration which shall
include the following:

Dates of appointment

Periods of employment

Contract status

Duties performed

Records of leave

Evidence for each factor used to calculate salary
Certifications from previous employers
Retirement system records

All forms required of an employee, including the loyalty oath and any required academic
transcripts and credentials, must be submitted within thirty (30) days of an employee’s first
day of employment. Salary payments may be withheld for failure to meet this requirement.

Personnel records are subject to the Public Records Act, Chapter 119, Florida Statutes and
the State Board of Education Rules. The State Board of Education Rules define those
records where there shall be limited access. The President or the president’s designee shall
approve the release of any personnel records in accordance with applicable state and
federal laws, rules and regulations.

College of Central Florida offers equal access and opportunity in employment, admissions and educational activities. The college will not discriminate on the basis of race, color,
ethnicity, religion, sex, age, marital status, national origin, genetic information, veteran status or disability status and any other factors prohibited under applicable federal, state,
and local civil rights laws and regulations in its employment practices or in the admission and treatment of students. Recognizing that sexual harassment constitutes
discrimination on the basis of sex and violates this policy statement, the college will not tolerate such conduct. The Title IX Coordinator has been designated to handle inquiries
regarding nondiscrimination policies and can be contacted at the Ocala Campus, 3001 S.W. College Road, at 352-291-4410 or Compliance@cf.edu.



mailto:Compliance@cf.edu

