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Social Security Number Declaration Policy

Federal law requires employers to maintain accurate Social Security Numbers of their employees or be subject to fines and penalties.  Wayne County institutes the following Policy effective immediately regarding the collection of Social Security information. 

1. All new hires must complete a Social Security Declaration Form (P/HR 492) and present the Department of Personnel/Human Resources with his/her Social Security Card and picture identification.  Failure to do so will result in withdrawal of the employment offer.

2. All current employees must ensure that the number and name on his/her Social Security card matches the information on their payroll check and W-2 Form.  

If an employee has changed his/her name and wants his/her payroll check to reflect this name change, the employee must first officially change his/her name with the Social Security Administration.  This can be done by completing Form SS-5.  This form is available on the Social Security Administration website www.socialsecurity.gov.  

Once in receipt of the new Social Security card, employees must complete a Personnel Information Change Form (P/HR 801).  The Form and a copy of the new Social Security Card must be submitted to the Department of Personnel/Human Resources.

Submission of fraudulent information or failure to update Social Security Information may be cause for discipline, up to and included termination.

Social Security Numbers will be collected and stored in accordance with The Social Security Number Privacy Act and Wayne County Policy.
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