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	EMPLOYEE DATA FORM
PERSONAL DATA

	
An asterisk (*) indicates that a data field selection is required.  SEE PAGE 2.
Two asterisks (**) indicate that a data field definition is available.  SEE PAGE 2.



	Please select only ONE of the following:
	[bookmark: Text65]Employee ID#:       

	[bookmark: Check7]|_|  New Hire
	[bookmark: Check8]|_|  Re-Hire
	[bookmark: Check9]|_|  Change
	

	[bookmark: Text66]Last Name:
      
	[bookmark: Text67]Legal First Name:
     
	[bookmark: Text68]Preferred First Name
(if different):       
	[bookmark: Text69]Middle Name
     

	[bookmark: Text70]Country:
USA
	[bookmark: Text71]Home Address:
     
	Please select only ONE:
[bookmark: Check10][bookmark: Check11]|_|  Permanent 
|_|  Temporary

	[bookmark: Text72]City:
     
	[bookmark: Text74]State:
     
	[bookmark: Text75]Zip Code:
     

	[bookmark: Text76]Mailing Address:
     
	[bookmark: Text77]City:
     
	[bookmark: Text78]State:
     
	[bookmark: Text79]Zip Code:
     

	[bookmark: Dropdown16]Referral Source:*

	[bookmark: Text149]Specific Referral Source Name:
     

	[bookmark: Text83][bookmark: Text141][bookmark: Text142]Primary Home Phone#:  (     )       -      
	[bookmark: Check5][bookmark: Check6]Gender:  Please select only ONE:  |_|  Male   |_|  Female

	[bookmark: Dropdown3]Secondary PhoneType:*  
	[bookmark: Text85][bookmark: Text88][bookmark: Text89]Secondary Phone #:
(     )       -      
	[bookmark: Dropdown4]Other PhoneType:*  

	[bookmark: Text87][bookmark: Text90][bookmark: Text91]Other Phone #:
(     )       -      

	[bookmark: Text80]Highest Education Level:*            
	Degree (Year Earned or Expected):

	Major:
     
	Minor:
     
	[bookmark: Text120]School:
     

	[bookmark: Dropdown5]Marital Status:*

	[bookmark: Dropdown6][bookmark: Text93][bookmark: Text147]Birth Date(mm/dd/yy):
      /       /      
	Citizenship Status:*

	[bookmark: Dropdown17]Race or Ethnic Category(s):**


	[bookmark: Text121]Primary
Language:
     
	[bookmark: Dropdown10]Speaking
Proficiency:*

	[bookmark: Dropdown11]Reading
Proficiency:*

	[bookmark: Dropdown12]Writing
Proficiency:*

	[bookmark: Check12]|_|  Native Language
[bookmark: Check13]|_|  Teacher
[bookmark: Check14]|_|  Translator

	[bookmark: Text122]Secondary
Language:
     
	[bookmark: Dropdown13]Speaking
Proficiency:*

	[bookmark: Dropdown14]Reading
Proficiency:*

	[bookmark: Dropdown15]Writing
Proficiency:*

	|_|  Native Language
|_|  Teacher
|_|  Translator

	[bookmark: Text96][bookmark: Text97][bookmark: Dropdown18]Military Status:**

	Military Discharge Date:
       (mm/dd/yy)
      /       /      
	Social Security Number:
     
	Disabled: Please select ONE:
[bookmark: Check1][bookmark: Check2]|_|  Yes  |_|  No

	[bookmark: Text102][bookmark: Check3][bookmark: Check4]Special Disabled Veteran:**
Please select ONE:
|_|  Yes   |_|  No
	Primary Emergency
Contact Name:       
	[bookmark: Dropdown7][bookmark: Dropdown8]Relationship to Employee:*
 (immediate family) or  other

	[bookmark: Text105]Address:
     
	[bookmark: Text106]City:
     
	[bookmark: Text108]State:
     
	[bookmark: Text109]Zip Code:
     

	[bookmark: Text110][bookmark: Text111][bookmark: Text112]Primary Phone #:
(     )       -      
	[bookmark: Dropdown9]Primary Phone Type:* 

	[bookmark: Text114][bookmark: Text115][bookmark: Text116]Other Phone #:
(     )       -      
	[bookmark: Dropdown19]Other Phone Type:*


	Employee’s Signature:



	Employee Printed Name:

	[bookmark: Text133][bookmark: Text137][bookmark: Text138]Date (dd/mm/yy):
      /       /      


Revised:  11/13/2013

LISTING / DEFINITION OF EDF PERSONAL DATA FIELD CHOICES
	Highest Education Level

2-Year College Degree
Bachelor’s
Doctorate
High School Graduate or Equivalent
Less than High School Graduate
Master’s
MD, DDS, JD
Post-Doctorate
Some College
Some Graduate School
Technical School


Proficiency

High
Moderate
Low
	Referral Source

Advertisement 
Agency
College Recruiting
Employee
Executive Referral
Former Employee
Internet
Job Fair
Nation Job
Networking
None
Open House
Other Source
Phone Inquiry
SN Form
Talent Scout
Tech School
Unsolicited
Walk-In
Williams Website

	Phone Type

Campus
Dormitory
Home
Main
Other
Work Pager
Pager 2
Personal Business
Telex
Work Cell
Work Fax
Marital Status

Common-Law
Divorced
Head of Household
Married
Separated
Single
Widowed
	Citizenship Status

Alien Permanent
Alien Temporary
Canadian Citizen
Employment VISA
Native
Naturalized
Other
Permanent Resident

Relationship (Immediate Family)

Brother
Daughter
Father
Foster Daughter
Foster Son
Mother
Sister
Son
Spouse
	Relationship(Other)

Aunt
Domestic Partner-Adult
Employee
Estate
Ex-Spouse
Father-In-Law
Friend
Grandchild
Grandfather
Grandmother
Mother-In-Law
Neighbor
Nephew
Niece
Other Relative
Other
Roommate
Uncle



	Special Disabled Veteran:
	Person who: (A) Is entitled to compensation (or who but for the receipt of military retired pay would be entitled to compensation)  under laws administered by the Dept of Veterans Affairs for a disability (1) rated at 30% or more, or (2) rated at 10 or 20% in the case of a veteran who has been determined under Section 3106 of Title 38, U.S.C., to have a serious employment handicap, or (B) A person who was discharged or released from active duty because of a service-connected disability.


	Race and Ethnicity Categories: 
	Race/ethnic designations as used by the Equal Employment Opportunity Commission do not denote scientific definitions of anthropological origins.  For these purposes, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as belonging.  However, no person should be counted in more than one race/ethnic group.  Race/ethnic categories for this survey are:


	  Hispanic or Latino
	· A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin regardless of race.

	  American Indian or Alaskan Native (Not Hispanic or 
  Latino)
	· A person with origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

	  Asian (Not Hispanic or Latino)
	· A person with origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

	  Black or African-American (Not Hispanic or Latino)
	· All persons having origins in any of the Black racial groups of Africa.

	  Native Hawaiian or Other Pacific Islander (Not Hispanic or 
  Latino)
	· A person having origins in any of the peoples of Hawaii, Guam, Samoa, or other Pacific Islands

	  White (Not Hispanic or Latino)
	·  All persons having origins in any of the original peoples of Europe, the Middle East, or North America. 

	  Two or More Races (Not Hispanic or Latino)
	·  All persons who identify with more than one of the above five races.

	
Military Status:
	

	  Active Military
  Retired Military  
  Active Reserve
	

	  Inactive Reserve
	

	  No Military Service
	

	  Other Eligible U.S. Veteran
	· Veterans who served in the military, ground, naval or air  service of the United States on active duty during a war or in a campaign or expedition for which a campaign  badge has been authorized.   This includes a large number of military engagements.  The information required to make this determination is available on the Internet at: http://www.opm.gov/veterans/html/vgmedal2.htm

	  Other Veteran
	· All veterans who do not fall into one of the other defined categories.

	  
	

	  Eligible Vietnam  Era Veteran 
	(A) Served on active duty for a period of more than 180 days (NOT dishonorably discharged) or 
(B) was discharged from active duty for a service connected disability; if any part of such active duty:
(1) occurred in the Republic of Vietnam between Feb 28, 1961 and May 7, 1975; or
(2) occurred between August 5, 1964 and May 7, 1975, in all other cases.

	  Viet Vet/Active Reserve
	

	  Viet Vet/Inactive Reserve
	

	  Viet Vet/Retired
	

	  Viet and Other Eligible Veteran
	Vets who meet the requirements of both these categories.
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