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■ REQUEST FOR ACCESS TO PERSONNEL FILE
Department of Human Resources

Directions:  Instructional Dean or Supervisor of Employment Services must be present while an employee reviews his/her personnel file.  In order to allow for a mutually convenient time for all parties involved, a realistic appointment date should be requested.  This completed form must be returned to the Supervisor of Employment Services.

Name:_______________________________________

Division:_____________________________________

Date of Request:  ____/____/____




    a.m.
Preferred appointment dates/times: 
____/____/____   ___________ p.m.









    a.m.






____/____/____   ___________ p.m.

{     }   Please check if a Bergen Community College Association Representative will be 
present.

Signature _______________________________________

_________________________________________________________________________

OFFICE USE ONLY:

Date of Appointment: ____/____/____





a.m.
Time of Appointment:____________p.m.
File checked out by:_______________________________

File returned by:__________________________________

______________________________________________________________________________

APPROVAL

Instructional Dean:_____________________________________

Date: ____/____/____
Supervisor of Employment Services:_______________________

Date: ____/____/____
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