
 

Employee Information Change Form 

Employee Name:     SS#: 

Check all that apply: Name change       Address Change      Phone Number Change   Emergency Contact Change                              

Name Change 

Note: Legal name changes require 1 of the following: gov’t issued ID, social security card, or marriage certificate with 

new name. Complete a new email application for school email to reflect this change. 

School/Building: 

New Legal Name:     

Document provided: State ID or passport Social Security Card Marriage Certificate 

Address Change 

New Address: 

City: State: Zip code: 

Phone Number Change 

New Primary Phone Number: 

   🙘 Please return completed forms to the Office of Human Capital Services 🙘 

Changed with DESE (if licensed) Yes No – (link to DESE name change form)  

Emergency Contact Change 

Primary Contact: 

Name:  Relationship:  

Phone (1):                                                                       Phone (2):  

Secondary Contact: 

Name:  Relationship:  

Phone (1):                                                                       Phone (2):  

https://www.doe.mass.edu/licensure/academic-prek12/name-change.html
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