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	ABC Fire Department General Operating Guideline



Personnel File


This is a sample of a standard operating guideline (SOG) on this topic. You should review the content, modify as appropriate for your organization, have it reviewed by your leadership team and if appropriate your legal counsel. Once adopted, make sure the SOG is communicated to members, implemented and performance monitored for effective implementation.

Policy: 
To maintain specific personal information on each member as deemed appropriate and in compliance with state law.

Procedure:
Customize the attachment to meet local needs.




This is a sample guideline furnished to you by VFIS. Your organization should review this guideline and make the necessary modifications to meet your organization’s needs. The intent of this guideline is to assist you in reducing exposure to the risk of injury, harm or damage to personnel, property and the general public. For additional information on this topic, contact your VFIS Risk Control representative.
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A Division of Glatfelter Insurance Group
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Personnel File

€3VFIS.

A Dvisionof Glatetor nsurance Grotp

(Attach Photo Here)

Address:

City/Town: State: Zip:
Telephone #: (Home) (Business)

Employer:

Address:

City/Town: State: Zip:

Social Security No.:

Driver License No.:

Married: Year: Spouse’s Name:
Dependents:

Name DOB Name DOB

Name DOB Name DOB
Date Joined Dept.: Date Terminated: Reason:
Include Beneficiary Forms In File.

Equipment Issue
Item Ser. #or Size Date Iss. Date Ret.
Offices Held
Title From - To Remarks By
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