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Viewing Personnel Records
I. Purpose:  
The purpose of this guideline is to outline the necessary steps to be followed when an employee wishes to view their personnel records.  The Administrative Assistant for the Coal City Fire Protection District is the keeper of personnel records.
II. Guideline:  
a. Requests must be made to the Administrative Assistant for viewing your personal personnel records.

i. Disciplinary records

ii. Employee evaluations

b. The Administrative Assistant will ask that you sign a request form including the date that you requested the viewing of their records.

c. Copies of records may be provided to the employee making the request providing they are their personal records.  

i. Originals will remain on file.

d. Copies of training records will be made available upon request.
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