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CHANGE IN PERSONAL CIRCUMSTANCES 
 
Policy 
In order that records can be kept up to date, it is important that individuals notify their 
Manager immediately of any changes in personal circumstances during the course of 
employment. 
 
Procedure 
Employees must notify their manager of the changes to their personal details, as follows:- 
 

• Home address and telephone number (if employee does not live in) 
• Bank address, Sort Code and Account Number 
• Marital status  
• Change of Name  
• Second jobs 
• Birth of a child 
• Next of Kin — Name, Address and relationship. 
• If you become registered disabled or consider that you may be disabled in 

accordance with the Equality Act 2010. Please refer to our Equality and Diversity 
Policy if you have concerns. 

 
All information gathered as the result of monitoring will be dealt with in accordance with  
Data Protection Act legislation. 
 
HR records 
 
All HR records are kept on the Company’s computer systems or hard copy files are kept on 
site within locked cabinets. 
 
The company holds personal data about you and, by signing your Terms and Conditions of 
Employment you have consented to that data being processed by Inn Cornwall Limited.   
Agreement to the Inn Cornwall Limited processing your personal data is a condition of your 
employment.   The Inn Cornwall Limited also holds limited sensitive personal data about its 
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employees and, by signing your Terms and Conditions of Employment, you give explicit 
consent to the Inn Cornwall Limited holding and processing that data, for example, sickness 
absence records, health needs, and equal opportunities monitoring data. 
 
You have the right, on request, to receive a copy of the personal information that Inn 
Cornwall Limited holds about you, including your personnel file, and to demand that any 
inaccurate data be corrected or removed.   You have the right on request:- 
 
To be told by the Inn Cornwall Limited whether and for what purpose personal data about 
you is being processed 
 
To be given a description of the data and the recipients to whom it may be disclosed 
To have communicated in an intelligible form the personal data concerned, and any 
information available as to the source of the data. 
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