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	Confidential Employee Record
	
	

	
	 Employee’s Name:
	
	
	Employee/Payroll #
	
	
	

	
	                                                                           Last                                    First                                        Middle
	
	

	
	
	
	
	

	 
	Address Information
	
	

	
	Date
	Address
	City
	State
	Zip
	Phone
	
	

	
	     /     /
	
	
	
	
	 (       )
	
	

	
	     /     /
	
	
	
	
	 (       )
	
	

	
	     /     /
	
	
	
	
	 (       )
	
	

	
	     /     /
	
	
	
	
	 (       )
	
	

	 
	
	
	
	

	 
	Status
	
	

	
	 Part-Time
	
	 Full Time
	
	 Contract Labor
	Security Clearance/Level
	Date Granted
	Hire Date
	Benefits Calc. Date

(if different from Hire Date)
	
	

	
	 Half-Time
	
	 Temporary
	
	
	
	/    /
	/    /
	
	
	

	 
	
	
	
	

	 
	Personal Information
	
	
	

	
	Social Security Number
	Number of Dependents
	Gender
	Date of Birth
	
	

	
	                _                 _
	
	Male
	Female
	 /     /
	
	

	 
	
	
	
	

	 
	Federal Withholding
	
	

	
	Date
	/     /
	/     /
	/     /
	/     /
	/     /
	/     /
	/     /
	
	

	
	Exemptions Claimed
	
	
	
	
	
	
	
	
	

	
	Additional Amount Withheld
	
	
	
	
	
	
	
	
	

	
	State Tax
	
	
	
	
	
	
	
	
	

	
	City Tax
	
	
	
	
	
	
	
	
	

	 
	
	
	
	

	 
	Insurance
	
	Benefits Data
	
	
	Employee Name _____________________________________ # ____________



	
	Insurance
	Date Eligible
	Date Joined
	Date Withdrawn
	
	
	Benefits

(If applicable)
	Date Eligible
	Date Joined
	Date Withdrawn
	
	

	
	Medical-Self
	/     /
	/     /
	/     /
	
	
	SARSEP
	/     /
	/     /
	/     /
	
	

	
	Medical-Dependent
	/     /
	/     /
	/     /
	
	
	
	/     /
	/     /
	/     /
	
	

	
	Dental-Self
	/     /
	/     /
	/     /
	
	
	
	/     /
	/     /
	/     /
	
	

	
	Dental-Dependent
	/     /
	/     /
	/     /
	
	
	
	/     /
	/     /
	/     /
	
	

	
	HRA
	/     /
	/     /
	/     /
	
	
	
	/     /
	/     /
	/     /
	
	

	
	FSA
	/     /
	/     /
	/     /
	
	
	COBRA Compliance Data
	
	

	
	Group Life / AD&D
	/     /
	/     /
	/     /
	
	
	Benefits Ending Date
	Qualifying Event
	
	

	
	Voluntary Life
	/     /
	/     /
	/     /
	
	
	Employee
	/     /
	
	
	
	

	
	LTD
	/     /
	/     /
	/     /
	
	
	Cobra
	/     /
	
	
	
	

	
	
	/     /
	/     /
	/     /
	
	
	Employee Notified
	/     /
	
	
	
	

	
	
	/     /
	/     /
	/     /
	
	
	Employee
	Accepted
	Rejected
	No Response
	
	

	 
	
	
	
	

	 
	Emergency
	
	
	

	
	In Emergency, Notify
	City
	State
	Zip
	Day Phone
	Night Phone
	
	

	
	
	
	
	
	 (       )
	 (       )
	
	

	
	
	
	
	
	 (       )
	 (       )
	
	

	 
	
	
	
	

	 
	Separation Record
	
	
	

	
	 Resignation
	Date
	 Reason 
	
	
	

	
	 Termination
	/     /
	
	
	
	

	
	 Layoff 
	
	 Reason
	
	
	

	
	
	
	
	
	
	

	
	Recommended for Re-employment
	
	 By
	
	
	

	
	 Yes
	
	  No
	
	
	
	
	

	 
	
	
	
	

	Confidential Employee Record
	
	

	 
	Education
	
	
	

	
	School/Location
	Major Area of Study
	Degree/Diploma
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	

	
	
	
	
	
	

	 
	
	
	
	

	 
	Conferences or Seminars
	
	
	

	
	Date From
	Date To
	Course Name
	Location
	Comments
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	

	 
	
	
	
	

	 
	Registrations / Certification Information
	
	
	

	
	Date Received
	License / Certification
	Number
	Expiration Date
	Comments
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	

	
	/     /
	
	
	/     /
	
	
	


	Confidential Employee Record
	

	 
	Awards, Authorship, Lectures, etc.
	
	 

	
	Date 
	Comments
	 

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	 

	 
	
	
	

	 
	Organizations
	
	 

	
	Date Received
	Comments
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	 
	
	
	

	 
	Subject and Accident Information
	
	 

	
	Date Received
	Comments
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	
	/     /
	
	

	Confidential Employee Record
	

	 
	Performance Appraisals and Warnings
	
	 

	
	  Performance Appraisals
	 Warnings
	 

	
	Date
	Code*
	Date
	Code*
	Date
	Comments
	 

	
	/     /
	
	/     /
	
	/     /
	
	 

	
	/     /
	
	/     /
	
	/     /
	
	 

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	

	
	/     /
	
	/     /
	
	/     /
	
	 

	
	/     /
	
	/     /
	
	/     /
	
	 

	
	
	
	

	A.
	End of Probationary Period
	C.
	Annual Review
	E.
	Other
	1.
	
	3.

	B.
	Merit
	D.
	Promotion
	
	
	2.
	
	4.

	
	
	
	
	
	
	
	

	
	
	
	

	 
	Confidential Wage/Salary History
	
	 

	
	Date From
	Date To
	Position and Labor Category
	Supervisor
	Rate of Pay
	Reasons for Change*

(see codes below)
	 

	
	
	
	
	
	Amount
	Per
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	

	
	/     /
	/     /
	
	
	
	
	
	
	


*

	A.
	Demotion
	F.
	Merit Increase
	K.
	Resignation
	O.
	Other

	B.
	Discharge
	G.
	Probationary Period Complete
	L.
	Retirement
	
	1.

	C.
	New Hire
	H.
	Promotion
	M.
	Step Increase
	
	2.

	D.
	Layoff
	I.
	Reevaluation of Existing Job
	N.
	Transfer
	
	3.

	E.
	Length of Service Increase
	J.
	Rehired
	
	
	
	4.


[image: image2.png]


