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SAMPLE PERSONNEL FORM
Employers keep personnel records for a variety of reasons:
· It is required by law.

· It allows them to track absence levels, staff turnover, sickness, accidents, lateness, discipline etc, and take appropriate and timely action

· It ensures that workers receive their correct pay, holidays, pension and other entitlements and benefits. 
· It can help monitor fair and consistent treatment of staff, for example in relation to promotion and discipline;

· It can help plan and track employee development.

· It can provide a defense for the employer if legal issues arise.

SAMPLE PERSONNEL FORM


Employee Information:

Employee Name:         
_______________________________________________ 
Mailing Address:

_______________________________________________

E-Mail:


_______________________________________________

Telephone Numbers:

W: _____________  H:______________ C:____________

Social Insurance Number:    
_______________________ Date of Birth: ____________                    

Emergency Contact:

_____________________
Tel #:___________________


Employment Information:


Employee Position:         _______________________
ID#: ___________________
Employee Type:              _______________________
Hrs per Week:  ___________
Supervisor:

    _______________________
Employment Start Date: _______________________
Starting Wage/Salary:
    _______________________

Salary/Wage Adjustment:
___________________
Date:
__________________
Salary/Wage Adjustment:
___________________
Date:
__________________

Employment Record
	Date
	Position
	Rate
	Supervisor
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Leave Information:

	Type of Leave
	Start Date
	Finish Date
	Comment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Training Information:

	Dates
	Training or Seminar
	Length of Event
	Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


For further recommendations on documents to include in personnel files, click on:
http://hrtoolbox.tamu.edu/compliance/Personnel-File-Checklist.pdf
http://www.biztree.com/Templates/App_Images/Preview3/Checklist---Personnel-File.swf[image: image1.png]
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