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Employee Information Sheet
This form must be completed and signed by a supervisor

Client Company Name: __________________________________________________________________
Employee Name: _______________________________________________________________________
Employee Address: _____________________________________________________________________
City: _____________________________
State: _________________
Zip: ________________
Social Security #: _________________________

Phone#: ________________________________
Date of Birth: ____________________________

Gender: ________________________________
Email Address: ________________________________________________________________________
*** The Following section must be filled out and signed by a supervisor after the ***

Employee has completed the rest of this packet.

Hire Date: ______________________________

Start Date: ______________________________
Position/Job Duties: ____________________________________________________________________
Workers Comp Code: _____________________

Dept. Name/Number: _____________________
Hourly Rate: $ _____ /Hour
or 
Salary Amount: $ __________ /Pay Cycle (not annually)

Supervisor Signature: ___________________________________         Date: _______________________
Supervisor Name (please print): ___________________________________________________________
Phone: 561.750.4488
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To be completed by Employee
Name: ____________________________________________________  Date:  _____________________

Completion of the information below will assist Key Vista Associates, Inc. in filing government required reports.  Submission of the information is voluntary and therefore failure to provide this information will not subject you to any adverse employment action.  The information you provide is confidential.

This information will be used for Equal Employment Opportunity reporting requirements.

It is the policy of Key Vista Associates, Inc. to provide equal employment opportunity to all persons.  Key Vista Associates, Inc. does not discriminate against any person on the basis of color, race, religion, sex, age, national origin, marital status, veteran’s status, disability, or any other basis prohibited by applicable federal, state or local laws.
1. Race/Ethnic Groups (Please Check One)

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

· White (Not Hispanic or Latino) – A person having origins in any of the original people of Europe, North Africa, or the Middle East.

· Black or African American (Not Hispanic or Latino) – A person 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.

· Asian (Not Hispanic or Latino) – A person having origins in any of the original peoples of the Far East, South Asia, or the Indian Subcontinent including,  for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, The Philippine Islands, Thailand and Vietnam.
· American Indian or Alaskan Native (Not Hispanic or Latino) – A person having origins in any of the original peoples of North and South America (including Central America), and who maintains tribal affiliation or community recognition.
· Two or More Races (Not Hispanic or Latino) – All persons who identify with more than one of the above.

2. Sex (Please Check One)

· Male

· Female
Phone: 561.750.4488
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To be completed by Employer
3. Job Categories (Please Check One)

· Executive/Senior Level Officials and Managers – Individuals, who plan, direct and formulate policy, set strategy and provide overall direction.
· First/Mid Level Officials and Managers – Individuals who oversee day-to-day operations and direct implementation of operations within specific parameters set by Executive/Senior level Officials and Managers.
· Professionals – A Occupations requiring either college graduation or experience of such kind and amount as to provide comparable background.
· Technicians – Occupations requiring a combination of basic scientific knowledge and manual skill which can be obtained through 2 years of post high school education, such as is offered in many technical institutes and junior colleges, or through on-the-job training.
· Sales Workers – Occupations engage wholly or primarily in direct selling.
· Administrative Support Workers – Administrative support occupations, including all clerical-type work regardless of level of difficulty, where the activities are predominately non-manual through some manual work not directly involved with altering or transporting the products is included.
· Craft Workers – Manual workers of relatively high level (precise production and repair) having a thorough and comprehensive knowledge of the process involved in their work.  Exercise considerable independent judgment and usually received and extensive period of training.
· Operatives – Workers who operate transportation or materials moving equipment, or who operate machine or processing equipment, or who perform other factory-type duties of intermediate skill level which can be mastered in a few weeks and require only limited training.

· Laborers and Helpers – handlers, equipment cleaners, helpers and other workers in manual occupations which generally require no special training and who perform elementary duties that may be learned in a few days and require the application of little or no independent judgment.  Farm workers (laborers) are placed here, as well as farming, forestry, and fishing occupations not elsewhere covered.
· Service Workers – Workers in both protective and non-protective service occupations.  Includes non-protective workers in professional and personal service, amusement and recreation, food service, maintenance, and unarmed sentinel occupations.  Also includes protective workers in police and detection, fire fighting and fire protection, armed guard and security occupations. 
Co. Representative Name:___________________________________________
 Date:_________
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