PERSONNEL RECORDS
Our Company maintains a file for each staff member containing necessary personnel information including work history, job assignments, evaluations, letters of reference, and education. The personnel files are confidential. 

It is important that the personnel files be kept up-to-date. Your failure to advise us of changes may result in loss or denial of benefits, such as pension, insurance, or your rights to insurance continuation. It is your responsibility to provide up-to-date information. You should notify your immediate supervisor of any changes in the following:

· Name

· Home Address
· Home Telephone Number

· Marital Status

· Number of Dependents
· Whom to Notify in Case of Emergency

· Beneficiary(ies)
· Expiration of work authorization documents

· Additional Licenses or Certifications
· Additional Education

Similarly, you should advise us of changes in the status of your dependents. This is necessary due to benefits, tax, and other requirements.

All requests for information by organizations or individuals not associated with the Company for information on past or present employees must be sent to [NAME/TITLE].

