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AGENDA 

Westtown Township Board of Supervisors  
Workshop 

Westtown Township Municipal Building 
1039 Wilmington Pike, Westtown 

Monday, March 2, 2020 
 

 
Executive Session at 5:00 pm 

Public Session at 6:30 pm 
 
 

1. Executive Session  

2. Westtown Township Personnel Files Access Policy 

3. Oakbourne Mansion Roadside Marker Location 
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ACCESS TO PERSONNEL FILES POLICY  
 
The Township endeavors to maintain the privacy of personnel files and their contents.  
 
A personnel file is a Township maintained file that includes such information as the employee’s job 
application, resume, records of training, documentation of performance appraisals, salary increases, 
and other employment records.  Personnel files shall not contain any records relating to any medical 
condition of an employee.  Records relating to any medical condition of an employee shall be 
maintained in a separate file. 
 
A personnel file and its contents are confidential.  Access to a personnel file and its contents is 
restricted excepted as set forth in this policy.  A personnel file may only be accessed in a manner 
consistent with this policy.  If access is not explicitly permitted as enumerated below, then access to 
a personnel file shall be denied.    
 
The Township Manager shall maintain the personnel file for the Township Manager and each 
employee, and the personnel file shall be maintained in a secured locked cabinet or area.  The 
personnel file and its contents shall not be removed from the Township Building.  Electronic 
personnel records shall be protected from unauthorized access.  
 
Upon written request, any employee may examine the contents of his or her personnel file under the 
direct supervision of the Township Manager.  An employee may obtain a copy of the information or 
part of the information contained in the employee’s personnel file.  An employee shall not remove 
any original document from nor alter any original document contained in his or her personnel file. 
 
Members of the Board of Supervisors and the Township Manager may have access to all personnel 
files.  The Department Head of the department in which the employee works shall have access to 
the personnel file of only those employees in that department. 
 
There are limited circumstances in which the Township will release information contained in a 
personnel files to persons outside the Township.  These circumstances include:  
 

1. In response to a valid search warrant, subpoena, court order, or order of an authorized 
administrative agency;  

2. To an authorized governmental agency as part of any investigation of the Township’s 
compliance with applicable law;   

3. To the Township’s agents and attorneys, when necessary; 
4. In a lawsuit, administrative proceeding, grievance or arbitration in which the employee and 

Township are parties; 
5. In a workers’ compensation proceeding; 
6. To administer benefit plans; 
7. To an authorized health care provider; 
8. To first aid or safety personnel, when necessary; and  
9. To a potential future employer or other person requesting a verification of employment.  

 
If the Township receives a search warrant, subpoena, court order, or order of an authorized 
administrative agency requesting any material or document contained in, or a request permitting 
access to the personnel file, the Township shall notify its solicitor.  
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Oakbourne Mansion Roadside Marker 
Proposed Location with approximate scale 

View from S Concord Rd heading south 

 

 

View from S Concord Rd heading north 
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Oakbourne Mansion Sign (95WX36HX26D) 

 

Proposed Oakbourne Mansion Marker (24HX30W) 

 

https://www.google.com/url?sa=i&url=https://sewahstudios.com/product/double-arch/&psig=AOvVaw39e_t0KCee7fjQDKLDFc_t&ust=1582898650495000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCMiN7JDz8ecCFQAAAAAdAAAAABAF

	W E S T T O W N     T O W N S H I P

