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Employee Name 

(First Name, Last Name) 
 

Effective Date of Change  

 

Employee Instructions:  

1. Complete this form electronically and be sure to save it as you go.  

2. Complete any fields for change below in the “Employee Personal Information” section.  

3. Email the form to your HR Representative as soon as possible.   

EMPLOYEE PERSONAL INFORMATION 

Preferred Pronouns 

(Ex: She, her, hers.  
He, him, his. 
They, them, their. 

Ze, hir.) 

 

Preferred First 
Name 

 

Formal/Legal First 
Name 

 

Middle Name  

Last Name  

Street Address  

City  

Province/State  

Country  

Zip/Postal Code  

Home Phone 
Number 

 

Mobile Phone 
Number 
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Email Address  

Direct Deposit 

Insert an image of your voided cheque, or refer to your online banking 
information and provide your banking details here.  

 

 

Emergency  
Contact 1 

Name  
Home 
Phone 

 

Mobile  Email  

Relationship to you:  

Emergency  
Contact 2 

Name  
Home 
Phone 

 

Mobile  Email  

Relationship to you:  

! The following fields are optional and are collected for:   

 Diversity & Inclusion reporting purposes 

 Understanding and reviewing accommodation requirements 

 Understanding medical emergency situations. 

All answers remain strictly confidential and are only seen by the HR Office.  

Gender Identity 

  Woman 

  Man 

  Genderqueer or non-binary 

  Agender 

  Other. Please specify:  

Since hire, are you a 
person living with a 
disability?  

  Yes 

  No 
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Create your HR materials 

• 260+ premium templates to create  
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spreadsheets and manager guides 

• Download your HR folders 
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Support your HR Function 
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• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
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pre-assembled folders and templates to 
create your own master HR toolkit to 
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• Pricing.   
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Do you require 
accommodations 
for a disability?  

  Yes (please specify) 

  No 

Medical Alerts 
Do you have any 
medical conditions 
you would like to 
disclose in the case of 
a medical emergency? 

 

TO BE COMPLETED BY HR 

To reduce the size of this document, remove any rows that do not show a change.  

Staff #  

Reason for Data 
Entry 

 

Date of Change 

(YYYY-MM-DD) 
 

Engagement Status 
  Active 

  Leave 

  Laid off 

  Terminated 

Title  

Department  

Contractor or 
Employee 

  Contractor 

  Employee 

Position Status 
  Full-time 

  Part-time 

  Temporary, full-time 

  Temporary, part-time 

Pay Type  
  Hourly       Salaried       Project 
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Salary  

Hourly Rate  

Work Hours/Week  

Job Type  

Manager  

Department Head  

Eligible for 
Standard Benefits? 

  Yes 

  No 

Annual Vacation 
Days 

 

 

COMMENTS 

 

APPROVALS 

Where required.  

Authorized by Manager (Print Name):  

 

Title:  

Signature                                                                                          Date 
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Authorized by Next Level Manager (Print Name):  

 

Title:  

Signature                                                                                          Date 

Authorized by HR (Print Name):  

 

Title:  

Signature                                                                                          Date 
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