Change to Personal Details Form
Current Details
	Employee/PayNo. *
	     
	Surname *
	     

	Forename(s) *
	     
	Division/ School *
	     


New Information
Only complete those sections where a change has occurred. For name change please send copy of supporting documentation e.g., marriage certificate, name change deed, etc.
	Name
	Mr/Mrs/Ms/Miss
	Forenames
	Surname

	
	     
	     
	     

	Address
	     


	Tel No.
	     

	Marital Status
	Married/ Widowed/ Divorced
	     

	Nationality
	     


	Next of kin or other person to be 
notified in case of
illness or accident
	Name
	Relationship

	
	     

	     

	
	Address
	

	
	     


	
	Telephone Number
	Home
	     

	
	
	Work
	     

	
	
	Mobile
	     


	New qualifications or training
(showing examining body and level where appropriate)
	     

	Date Obtained

	
	
	     


	Bank

(Where Paid By Direct Credit)
	Name and address of bank / Building Society 
	Bank Code
	Account No

	
	     

	     
	     


	Building Society Roll No:
	     



	Professional Status Granted
	Body
	Level
	Designator Letters
	By Exam

(Yes/No)

	
	     
	     
	     
	     


	New Information Effective

	From
	     

	Date
	     

	Signature
	     

	Print Name
	     


Please retain a copy for your own personal records.

The data in your record may be used in anonymised form, for statistical analysis by SCC. This use may result in publication and release of anonymised data to other approved users (i.e., Your Payroll Provider and the Office of National Statistics), for payroll purposes and to meet our public duty under the Equality Act 2010. This ensures transparency in relation to the makeup of our workforce and enables any shortfalls to be identified and addressed. Your record will not be used by the School or SCC or any other bodies in a way that would affect you individually.

You may wish to note that your name and contact details will not be made available to any body other than SCC and Capita and that precautions are taken to minimise the risk of identification of individuals from any published and released data.
Under the General Data Protection Regulations, you have the right to a copy of the data held about you. In line with SCC’s retention policy, your personal data will be retained for your period of employment + 7 years. More detailed information about the School’s handling of your personal data can be found in its privacy notice available on the school website or available on request.  Additionally, Southampton City Council’s Privacy Policy can be found online at
http://www.southampton.gov.uk/privacy or on request.
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