[image: image1.jpg]


Advanced Sciences and Technologies, LLC
	[image: image1.jpg]
	SUBJECT
Employee Reference Checks
	NUMBER

4004


	REV


	PAGE

2 of 2

	POLICIES AND STANDARD PRACTICES
	APPROVAL


FRANK A. VALENTI, 

PRESIDENT/CEO
	EFFECTIVE

03/01/2006
SUPERCEDES DATED





1.
GENERAL
1.1 The privacy of an individual is directly affected by the collection, maintenance, use and dissemination of personal information.

1.2 The opportunities for an individual to secure employment, insurance and credit, and his/her right due process, and other legal protections are endangered by the misuse of certain personal information.

1.3 The entitlement of an individual to privacy is a personal and fundamental right protected by the Constitution of the United States.

1.4 The collection, maintenance, use or dissemination of any record of identifiable personal information must be done in a manner that assures that such action is for a necessary and lawful purpose and that the information I current and accurate for its intended use and the adequate safeguards are provided to prevent misuse of such information.

1.5 Violators of any individual’s right to privacy may be liable for civil suit for any damage which occurs to the individual.

2.
PURPOSE
To establish the Policy and Standard Practice which will apply to the handling of all reference checks and ensure that protection of the best interests of existing and former employees and of the company.

3.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to respond to reference checks in the manner indicated below.

3.1 Current Employees
The Human Resources/Personnel Department may respond with a spirit of cooperation to any and all questions which deal with verification of information in personnel files, provided the Human Resources/Personnel employee assigned to this activity had clearly identified the individual making the inquiry and has positively established a “need to know” the information to be verified. No questions involving opinion or conjecture should be answered.

3.2 Terminated Employees
The Human Resources/Personnel Department may respond with name, dates of employment, title and verifications of salary, provided the person making the inquiry has clearly established his/her identity and “need to know”.

3.3 In no event will the company assume liability for personal opinion, conjecture or information furnished which is not within the scope of this policy.

3.4 Each new employee will be required to sign a Personal Reference which will become a part of the permanent personnel file.

4.
RESPONSIBILITY
4.1 The AS&T’s Corporate Director of Human Resources has overall responsibility for the administration of this policy and questions concerning it should be directed to him/her.

4.2 The Senior Executive at each facility will be responsible for the application of this policy at that facility.

5.
FORMS
An initial distribution of the Personal Reference Check is being furnished to each AS&T’s Human Resources Office. Requests for additional copies of the form should be directed to the Corporate Director of Human Resources.

The following form is incorporated into this policy by reference and can be found in the forms section:

· Personal Reference Check
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