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TEACHER PERSONNEL FILE
There shall be one personnel file on each certified teacher. The said file shall be located in the superintendent's office. The file shall contain all evaluation responses, current contracts, current transcripts, and current teaching certificates.
Employees shall have the right, upon request, to review the contents of their personnel file and to receive at district expense a copy of any documents contained therein.
Material to be placed in the employee's personnel file shall not be entered or filed unless and until the employee is give notice and an opportunity to review and comment thereon. An employee shall have the right to enter, and have attached to any statement, his/her own comments thereon. Such review shall take place during the teacher's conference hour, planning time, or outside school hours. Any material placed in the file must be signed and dated by the teacher.  Refusal of employee to sign said review shall be documented and signed by the Administration and Association representatives.
Hearsay or false material shall be removed from an employee's file. When any material in the personnel file is three (3) years old, it shall be removed from the file.
Parental Notice
If the school district receives Title I funds, the No Child Left Behind Act requires the district to provide parents with notice that they may request information about the professional qualifications of classroom teachers, The notice to parents must include the following:

1.
Whether the teacher has met state qualifications for the grade levels and subject areas taught.
2.
Whether the teacher is teaching under emergency or other provisional status.
3.
The baccalaureate degree of the teacher and any other graduate certification or degree held by the teacher, and the subject area(s) of the certification or degree.

4.
Whether the child is provided services by paraprofessionals, and, if so, their qualificatious.
If a parent requests the above-listed information, the district is required to provide the information in a timely manner. If the district bas hired a teacher who is not highly qualified and the teacher has taught a child for four or more weeks, the district is required to provide the parents notice that their child has been taught by a teacher who is not highly qualified.
REFERENCE:

51 O.S. §24A.7.
70 o.s. §6-101.11
P. L. 107-110, No Child Left Behind Act of 2001
The Americans With Disabilities Act
CROSS-REFERENCE:
Policy GBA, Open Records Act
