(ORGANIZATION) Guideline 002.09.01
Release of Information / Reference
Subsections: None
	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Functions Guideline
	CEO
	March 22, 2011

	· Financial Functions Guideline
	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 2007
	
	Next Review Due: 2013

	Dates Reviewed: 2011
	
	Dates Revised: 

	Dates Revisions Announced to Staff:  1/25/2010



	Purpose:
	To provide information about past employment with (ORGANIZATION) to new or prospective employers.

	Mandated by:
	n/a

	Applies to:
	All former (ORGANIZATION) staff.

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	n/a


Text of Policy:

(ORGANIZATION) will provide the following information to a new or prospective employer seeking to verify previous employment with (ORGANIZATION) without a written or verbal authorization from the former employee / contractor:
1. Former employee / contractor dates of employment / contract

2. Former employee or contractor’s job title

If the former employee / contractor provides written or verbal consent, her / his former supervisor, or the (ORGANIZATION) CEO, can provide a more detailed reference.  The reference should include only information that can be substantiated by the former employee / contractor’s personnel file or evaluations.

If a former colleague is asked to provide a personal reference, that person must make it very clear to the new or prospective employer that they are not acting as a representative of (ORGANIZATION).













