Reguests for employment information for current and former employees

Arkansas Code Annotated § 11-3-204 provides employers with protection from legal liability
when they provide employment history information about a current or former employee if
the current or former employee has consented to the release of his or her information in
writing. This is contrary to a commonly held belief that employers are allowed to disclose
basic information such as dates of employment, job title and whether the individual is
eligible for re-hire.

In order to comply with this law, all employees of HSU are instructed to direct any requests
for employment information about a current or former employee to Human Resources.
Human Resources has a “Consent to Disclose Employment History” form that can be given
to current and former employees. Human Resources will keep the completed consent forms
on file.

Please be aware that no employee of HSU should provide employment history information
related to any current or former employee without written confirmation from Human
Resources that the individual has consented to the release of his or her information.

Once a release form has been signed, HSU may only disclose the following information
about a current or former employee’'s employment history to a prospective employer:

(A) Date and duration of employment;

(B) Current/last pay rate and wage history;

(C) Job description and duties;

(D) The last written performance evaluation prepared prior to the date of the request;

(E) Attendance information;

(F) Results of drug or alcohol tests administered within one (1) year prior to the
request;

(G) Threats of violence, harassing acts, or threatening behavior related to the
workplace or directed at another employee;

(H) Whether the employee was voluntarily or involuntarily separated from employment
and the reasons for the separation; and

(1) Whether the employee is eligible for rehire.
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COMSENT TO DISCLOSE EMPLTYMENT HISTORY

"y,

Printed nzme

heroby giva my consent to Hernversan State Unlversity and Its emplayaes to provide
informatian with regard to my ernployrment at Henderson Stale University to the following
prespeciive smpfovers:

Pundorstand that T am egrecing =nat Henderson State University may disclose the foflowing
infermatizn absut my 2mploymect history to the 2bove-lisbed prospective employar:

(4] Date and duration of emplaymeant;

(B) Currantflast pay ate and wags qistany;

(C) Jab description and Authes;

v0) The last written performance eva‘uation prepared prior to the date of the request;
tEy atlendonce infprmation:

(F) Results of druyg ar atcohs| tests adminlslersed within one £1) yoar prioe o Lhe
requast;

(G} Threais of viclence, harassing acts, ar threatering Behavior retated to the
workplace ordirectad at ansther emplgyee:

{h]) Whather the emplayes was voluniarty or Invelurtarly sepamtad from employment
2nd [he reasens far the saparatlan: and

(11 Whether the employee is sligiale for rebere,

[ understand that thls consent will be valid far e langth of time that ry apolicat'an with

the zbove ffsted prospoctive ernployer is considerad active but in ne evenl longer Han slx
v6) manths from the date liskad on this form,
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