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POLICY AND PROCEDURE
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Director, Human Resources

Policy

The home telephone numbers and addresses (postal) of any full-time or part-time  employees, including adjunct faculty,  shall not be released.  Procedures for contacting faculty members are listed below.  The procedures described below also restrict employee information that may not be given over the telephone.
Procedures

1.0  Contacting an Employee

The following alternatives are available if someone needs to contact an employee:

· Most full-time employees have voice mail boxes at their extension numbers. Ask callers to leave a message at their voice mail box. This generally is the most efficient way of reaching full-time employees.
· Adjunct  instructors generally do not have offices or telephones on campus. These instructors may  disclose  convenient contact times to their students.  Information must not be released over the telephone.
· If a caller wants to leave a written message for an employee, the answerer will take the message (with date and time of call) and place it in the appropriate mailbox.  If the call is taken at the switchboard, the operator will transfer the caller to the employee’s voice mail.

· If the caller wants to speak to someone other than their instructor about a class, direct them to the appropriate department chair or the academic affairs office.
· If the caller is unusually insistent, the answerer could obtain the caller’s number and then try to contact the employee with information about the call.     

2.0 Calls to Confirm Employment

Callers who want to confirm that a given person is a current employee at Great Basin College will be directed to the human resources department, who will provide the following information:  Hire date and current title. 
3.0 Calls to Confirm Past Employment 

Callers who want to confirm the past employment of a person will be directed to the human resources department, who will provide the following information:  Hire date and title at time of termination.   
4.0 Reference Checks

Employees may give a reference for a former GBC employee (or anyone) who is seeking a position with another organization.  However, caution is recommended.  Consent should be obtained from the former employee to permit a reference check, and information provided should be factual.  No employee is legally obligated to give a reference for anyone, other than the information that the human resources office provides under 2.0 and 3.0 above.
Approved by President’s Council:  August 12, 2008 

Contact the assistant to the president for any questions, corrections, or additions.
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