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CHANGES IN PERSONAL STATUS - HR-llI-22

POLICY:

It is the responsibility of every employee to notify their immediate Supervisor and the
Human Resources Department of a change in personal information that affects the
employment relationship i.e. changes in name, address, telephone number, emergency
contact, marital status, or the number of dependants either by addition or deletion (for
benefit purposes). It is very important that our personnel records be kept current at all

times.

After a status change, it is essential to report to the Human Resources Department in
person, to make the necessary changes, where applicable, in Pension Plan, Life
Insurance beneficiaries, etc.

Delay in attending to this matter can result in employees or their dependants being
deprived of adequate coverage when needed, and/or cause correspondence to be

unnecessarily misdirected.

Human Resources will ensure any other affected departments are notified of the
changes (i.e. payroll receives the new address).
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