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4007 
Personnel Records 

 
The district shall maintain a personnel file regarding each employee.  
All materials in a personnel file, except for employment references and 
information that was gathered in the process of assessing an applicant 
for hiring, shall be available to the employee for review within a 
reasonable period of time of the employee’s request.  Employees (or 
individuals to whom employees have given written authorization) may 
inspect the contents of their personnel files only in the presence of an 
administrator or a person designated by the administration.  
 
An employee may respond to any document(s) in his or her personnel 
file by submitting a written response to the person responsible for 
keeping the file, who shall attach the response to file copies of the 
disputed document. 
 
No person other than school officials engaged in their professional 
duties shall be granted access to employees’ personnel files, and the 
contents of such files shall not be divulged in any manner to any 
unauthorized person.  An attorney acting on behalf of the board of 
education or administration is deemed to be a school official. 
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