Descriptor Code: DI-BR

PERSONNEL RECORDS REVIEW PROCEDURE

Personnel records subject to open records laws shall be available during school
hours for review by members of the public under the following procedures:

1.

The request to view an employee's record may be made in writing, in
person, or by phone. Written requests shall become a part of the file.

The file may be viewed in the administrative office or a copy may be
mailed to the person requesting to view the file if that person so chooses.
A school district employee other than the employee whose file is being
reviewed shall be present during the review of the file to maintain the
security of the file's contents.

Copies of any documents in the file will be made upon request and at
reasonable charge in accordance with law to the person requesting them.
The charge may include the cost of materials, use of equipment, and labor
for making the copies, and time spent in locating the file. The cost of
mailing may also be included in the charge if the copy is to be mailed. This
charge shall be applied uniformly and without discrimination.

The employee may be notified that the file will be reviewed or has been
reviewed.

Review of the Director's folder shall follow the same procedures. The
Board President or other board member may serve as the school employee
who is present during the viewing of the file.

End of East Central Center for Exceptional Children Policy DI-BR................ Adopted 5.22.23
First and Final Reading: 5.22.23


http://ndsba.org/policies/williston/index.asp�

	1TUReturnU1T to Index
	PERSONNEL RECORDS REVIEW PROCEDURE




