[Company Logo]   [Company Name]
EMPLOYEE PHOTO REGISTER
	Company:
	[Company Name]

	Location:
	[Work Location]

	Maintained by:
	[HR Name]



	Sl.
	Employee ID
	Employee Name
	Date Taken
	Purpose
	Consent for Optional Use (Y/N)
	Storage Location
	Deletion Due
	Deleted On
	HR Initials

	1
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[ID card / Access system]
	[Y/N]
	[HRMS / Folder path]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Initials]

	2
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Purpose]
	[Y/N]
	[Location]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Initials]

	3
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Purpose]
	[Y/N]
	[Location]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Initials]



Permitted purposes
1. Essential: photo ID card, access control, HRMS profile.
1. Optional (consent needed): intranet directory, website, brochures, event coverage.
Employee consent for optional use
I, [Employee Name], agree that my photograph may be used for: [Optional Purpose]. I understand I can withdraw this consent at any time by writing to HR, and that withdrawal will not affect my employment.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]


Privacy notice: [Company Name] collects the details on this page only for identification, access control and any optional purpose you have agreed to. Access is limited to authorised HR staff, and the record will be kept for as long as the purpose continues and in any case not after your exit, except where a record must be retained, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.
Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
