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1. Files and payroll information for all employees will be kept confidential, with access restricted to 
the Library Manager.  

2. Employees may have access to their personnel files by following access procedures, which can 
be found in the employee handbook. 

3. Any written reprimand, warning, or other record of disciplinary action shall remain on the file 
for a period of 2 years unless the action is proved to be unjustified, in which case it shall be 
removed immediately from the files. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


