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Section 13:
Personnel Files & Records 

13.1 ACCESSING PERSONNEL FILES

Each employee shall be allowed to review his/her personnel file during regular business hours, upon request to the Fiscal Officer.  

Employees may request copies of documents in their file but at no time will they be permitted to remove, deface or destroy any contents of their file.  If the employee believes that there are inaccuracies in documents in their file, a written statement, signed & dated by the employee, may be attached to the documents containing the alleged inaccuracy.

All personnel files will be kept secured at all times in the Village of Harveysburg office.

The Village will only release personnel file records only pursuant to federal or state law, public records law, regulations or court order.

13.2  
UPDATING FILES 

An employee's education, training and experience background information are important factors in the promotion procedure.  These items should be reviewed by the employee periodically to be sure they are up-to-date.  Certificates of completion for all state mandated training should be filed with the Fiscal Officer.

	



