
University of Houston • Clear Lake 
MEMORANDUM OF ADMINISTRATIVE POLICY 

SECTION: Human Resources 

AREA: General 

SUBJECT: Public Access to Personnel Files 

I. PURPOSE

Number: 02.A.31 

1.1. 

1.2. 

II.         POLICY

2.1

2.2 

2.3 

2.4 

This document has been established to facilitate compliance with federal 
and state regulations, ensure the integrity of personnel files and the 
accessibility of file information, and preserve the confidentiality of 
records when such disclosure would constitute an unwarranted invasion 
of privacy. 

This document applies to the personnel records of all employees, 
regardless of status, classification, full-time equivalency (FTE), or 
duration of employment, who have been hired by the University of 
Houston Clear Lake.

It is the policy that University of Houston Clear Lake human resources 
department will establish and maintain accurate and complete centralized 
personnel record files for all its employees, with only one official file on each 
employee. 

The University of Houston- Clear Lake will comply with all aspects of the 
Public Information Act pertaining to access and maintenance of personnel­
related information. Requests for information covered by the Public 
Information Act are subject to the provisions of SAM 03.H.02 - Open 
Records. 

The University of Houston Clear Lake will respect individual privacy and 
maintain in confidence all information and records pertaining to its 
employees to the extent practicable. 

The policy of the University of Houston Clear Lake is to ensure equal 
opportunity in all its educational programs and activities, and all terms and 
conditions of employment without regard to age, race, color, disability, 
religion, national origin, veteran's status, genetic information, or sex 
(including pregnancy), except where such a distinction is required by law. 
Additionally, UH-Clear Lake prohibits discrimination in all aspects of 
employment and educational programs on the basis of sexual orientation, 
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