


SOP #21-007 
Employment References 

September 19, 2012 
Page 2 of 2 

 

 

1-1. POLICY.   
 
It is the policy of the Town of Davie to standardize the information that may be disclosed 
in responding to inquiries concerning former employees.  
 
All requests for information regarding present or former employees (potential employers, 
credit institutions, welfare agencies, attorney, and similar individuals or entities) are to be 
forwarded to the Human Resources Department regardless of whether the inquiry is by 
telephone or in writing. The servicing Human Resources professional shall have the sole 
authorization to provide employee information to outsiders. 
 
Managers and supervisors are not authorized to provide reference and other information 
concerning former employees, unless written approval is obtained from the Director of 
Human Resources. All such requests for information are to be referred to the Human 
Resources Department.  
 
This policy limits the disclosure of information to specific items, such as length of 
employment and positions held. Requests for any additional information will require a 
signed waiver from the former employee. 
 
Human Resources will be responsible for answering all requests for record copying to 
employees and to outside individuals and/or organizations regarding employee records. 
 
 

1-2. SCOPE.   
 
This operating procedure applies to all employees of the Town of Davie (Town) in the 
Regular Service (regardless of probationary or other status), as well as all Executive, 
Part-Time, Seasonal employees, and Volunteers. 
 
 

 


