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Request to Release Personnel Records 

USD 231 Policy  

 

To: ________________________________:  (Superintendent/records custodian:  USD ___) 

 

From: ________________________________  (Employee or former employee) 

 

I hereby request that my personnel records be copied and released to: 

 

 

________________________________________________________________________ 

 (Name of Organization/Official to whom records are to be sent) 

 

Signed:   _____________________________________________________________ 

 

Date:  ______________________________________________________________ 

 

 

By requesting this release of my personnel records, I understand the administration may release the 

following information: 

 

  m y emplo yment  date ( s ) ;  

  m y job  desc r ip t ion  and  du t i es  wh i l e  i n  t he  d i s t r i c t ’s  em ploy;  

  m y l as t  s a l a r y o r  wage ;  

  m y wage  h i s to r y;  

  whether  I  was  volun ta r i l y o r  i nvo lun ta r i l y r e l eased  f rom se rv i ce 

and  the  reasons  fo r  t he  separa t ion ;  

  wri t t en  emplo yee  eva luat ions ,  which  were  conduc ted  p r io r  t o  my 

separa t ion  f rom USD 231 
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