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               MEMORANDUM

	Office of Human Resources

Towson University

8000 York Road

Towson, MD 21252-0001

t. 410 704-2162
f. 410 704-2603

	
	TO:


	New TU Faculty and Staff  

	
	
	
	
	
[image: image2]

	
	
	FROM:


	Phillip Ross, III
	

	
	
	
	Associate Vice President, Office of Human Resources

	
	 
	SUBJECT:


	Completion of New Employee Demographic Form for Human Resources Information System

	   
	This form needs to be completed by every TU employee in order to obtain necessary information for our employee database.  The information is vital to Towson University’s ability to produce mandatory Federal, State, and local reports.  Additionally, the data is used to produce internal ad hoc reports.

There are two methods of completing the New Employee Demographic Form, “On-Line” or “Manually.”  The following explains how to complete each.  Please note that some responses require the use of a code number or abbreviation.  
· On-Line completion:
· Please complete the information requested in the text fields, 

.   Using the “Tab” key is the easiest way to

     move to the next response field.
· Some questions require marking a check box, (.  With your mouse, click only one box, (,  to indicate your response. 

        (
Where drop-boxes, 

( 

,  are provided, click the arrow, 
--

     then click the appropriate response within the drop-box.  Note
     that several of the lists are quite lengthy and are continued in
     more than one drop-box.  Should a drop-box not contain the
     appropriate response, click the blank space at the top of the
     list, then, depress the tab key to move to the next drop-box.
· Manual completion:
· Please complete the information requested, but for those areas on the form marked with a reference code #, find the corresponding code # on the Demographic Code Sheet.
· Select the appropriate “Code” from the list and enter it on the New Employee Demographic Form. 
Thank you in advance for your cooperation.

PR/rmc

	
	


NEW EMPLOYEE DEMOGRAPHIC FORM

	Last Name, First Name, MI*
	     
	,        
	     
	
	Social Sec. #
	     

	    
	(last)
	        First
	                                                       Middle Initial

	  *NOTE: In accordance with Social Security regulations, your name must be recorded exactly as stated on your Social Sec. Card.

	

	Date of Birth- Mo/Day/Yr
	     
	
	Gender
	 FORMCHECKBOX 
Male    FORMCHECKBOX 
Female
	Salutation   #1
	 FORMDROPDOWN 

	

	
	
	
	
	

	Ethnic Group (select 1 or more) #2                  
	 FORMDROPDOWN 
  FORMDROPDOWN 

	 Marital Status #3
	 FORMDROPDOWN 


	

	Military/Veteran Status         #4
	 FORMDROPDOWN 

	Citizen of U.S.A.
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No /or  FORMCHECKBOX 
Perm. Resident

	

	Local Home Information:

	

	Full Street Address
	     

	

	City, State & Zip Code
	     

	

	County of Residence
	     
	
	10 Digit Home Phone 
	     

	

	Home Email Address
	     

	

	Campus Location:  (if unknown at this time, please leave blank)

	

	Campus Phone #
	            
	(5 digit)
	
	Room No.
	     
	

	

	Building Name
	     
	

	

	Visa Information:  (if applicable)

	

	Visa Code                              #5
	 FORMDROPDOWN 
  FORMDROPDOWN 
   FORMDROPDOWN 

	Status Expiration Date:
	     

	

	Citizenship Country
	     
	 Birth Country
	     

	

	Emergency Contact:

	

	Name
	     
	  Relationship  
	 FORMDROPDOWN 


 FORMDROPDOWN 


	

	10 Digit Home Phone 
	     
	Other 10 Digit Phone  
	      
	 FORMCHECKBOX 
Home   FORMCHECKBOX 
 Cell Phone

	

	Educational History: 

	

	Highest Degree Awarded   #7
	 FORMDROPDOWN 
  FORMDROPDOWN 
  FORMDROPDOWN 
  FORMDROPDOWN 
  FORMDROPDOWN 


	
	
	
	
	

	Year Obtained
	     
	
	Is This A Terminal Degree (highest in discipline)
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No   FORMCHECKBOX 
Unknown

	

	Major Discipline Program
	     

	

	Institution Name
	     

	

	Degree Country
	     

	

	List Any Previous Employment With The University Of Maryland System And/Or State Of Maryland:

	

	Agency/Institution Name
	     

	

	Dates Employed
	     

	

	Position(s) Held
	     

	

	  (list below any additional applicable employment)

	
	

	Agency/Institution Name
	     

	

	Dates Employed
	     

	

	Position(s) Held
	     

	

	Within the last 2 years, have you worked for the Department of Defense at or above the rank of major, and/or 

	grade 13, step 1?                           
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	

	
	
	     
	
	     

	Signature
	
	Department
	
	Date


REV 11/26/07
Demographic Code Sheet
	

	#1 Salutation (Prefix)
	
	#5 Visa Code  (continued)
	
	#7 Highest Education (continued) 

	Code
	Translation
	
	Code
	Translation
	
	Code
	Translation

	Br
	Brother
	
	G2
	Int’l Organization Rep. & Family
	
	DBA   
	Doctor of Business Admin

	Col  
	Colonel
	
	G3  
	Int’l Organization Rep. & Family
	
	DD   
	Doctor of Divinity/Ministry

	Dean 
	Dean
	
	G4  
	Int’l Organization Rep. & Family
	
	DDS   
	Doctor of Dentistry

	Dr  
	Doctor
	
	G5  
	Staff of G1, G2, G3, or G4 
	
	DE   
	Doctor of Engineering

	Fr  
	Father
	
	H1  
	Professional, Specialty Occupation
	
	DED   
	Doctor of Education

	Lt  
	Lieutenant
	
	H2  
	Temporary Worker
	
	DIP  
	Diploma

	Miss 
	Miss
	
	H3  
	Trainee
	
	DMA   
	Doctor of Musical Arts

	Mr 
	Mr 
	
	H4  
	Spouse or Child of H1, H2, or H3
	
	DOC  
	Doctorate Non-Medical

	Mrs
	Mrs
	
	I  
	Foreign Media Rep & Spouse or 
	
	DOP   
	Doctor of Optometry

	Ms
	Ms
	
	
	Child
	
	DOS   
	Doctor of Osteopathy

	Prof  
	Professor
	
	J1
	Exchange Visitor
	
	DPM   
	Doctor of Podiatry

	Rb  
	Rabbi
	
	J2  
	Spouse or Child of J-1
	
	DPW   
	Doctoral Program Work

	Rev  
	Reverend
	
	K1
	Fiancee/Fiance of U.S. Citizen
	
	DRARTS   
	Doctor of Arts

	Sgt  
	Sergeant
	
	K2  
	Child of K1
	
	DSW   
	Doctor of Social Work

	Sr  
	Sister
	
	K3  
	US Citizen's Spouse, pending PR  
	
	DVM   
	Doctor of Veterinary Medicine

	
	
	
	K4
	Child of K3
	
	ECE   
	Early Childhood Education Cert

	#2 Ethnic Group
	
	L1
	Intra-company Transferee
	
	EDD   
	Doctor of Education
	

	Code
	Translation
	
	L2
	Spouse or Child of L1
	
	ELM   
	Elementary Education Cert

	AMIND
	Amer. Indian/Alaska Native
	
	NAT  
	NATO Officers, Staff, Family
	
	GCSE   
	General Cert - Secondary Educ.

	ASIAN
	Asian
	
	O1  
	Extraordinary Ability Employee
	
	GN   
	Graduate Nurse with Masters

	Black
	Black/African American
	
	O2  
	Personnel Accompanying O1
	
	HS   
	High School Graduate/GED
	

	HISPA
	Hispanic/Latino
	
	O3  
	O1, O2 Spouse or Child
	
	JD
	Juris Doctor/Dr of Laws

	NSPEC
	Not Specified
	
	R1  
	Religious Worker
	
	JSD   
	Doctor of Juridical Science

	PACIF
	Native Nawaiian/Oth Pacific  
	
	R2  
	R1 Spouse or Child
	
	LLM   
	Master of Laws

	
	  Islander
	
	RF
	Refugee Status Approved
	
	MA   
	Master of Arts

	White
	White
	
	TD  
	Spouse or Child of TN
	
	MAE   
	Master of Art Education

	
	
	
	TN  
	NAFTA Professional
	
	MAS   
	Master's Degree

	#3 Marital Status
	
	TPS  
	Temporary Protected Status
	
	MBA   
	Master of Business Admin
	

	Code
	Translation
	
	V1 
	Spouse of PR, pending PR 
	
	MCE   
	Master of Civil Engineering

	C 
	 Common Law
	
	V2  
	Child of PR, pending PR
	
	MD   
	Doctor of Medicine

	D 
	 Divorced
	  
	V3  
	Family of PR, pending PR
	
	MDI   
	Master of Divinity

	E 
	 Separated
	  
	WB  
	Business Visa Waiver
	
	ME   
	Master of Engineering

	H 
	 Head of Household
	  
	WT  
	Tourist Visa Waiver
	
	MED   
	Master of Education
	

	M 
	 Married
	  
	
	
	
	MEE   
	Master of Electrical Enginrg

	S 
	 Single
	
	#7 Highest Education 
	
	MFA   
	Master of Fine Arts
	

	W 
	 Widowed
	
	Code
	Translation
	
	MGA   
	Master of Government Admin

	
	
	
	08   
	8th Grade
	
	MLA   
	Master of Liberal Arts

	#4 Military/Veteran Status
	
	09   
	9th Grade
	
	MLS   
	Master in Library Science
	

	Code
	Translation
	
	10   
	10th Grade
	
	MM   
	Master of Music

	2  
	No Military Service
	
	11   
	11th Grade
	
	MME   
	Master of Mechanical Enginrg

	3  
	Veteran of the Vietnam Era
	
	A   
	Advanced Level
	
	MPA   
	Master of Public Admin

	4  
	Other Protected Veteran
	
	AA   
	Associate of Arts
	
	MPH   
	Master of Public Health

	5  
	Active Reserve
	
	AAS   
	Associate of Applied Science
	
	MPW   
	Master Program Work
	

	6  
	Inactive Reserve
	
	ABA  
	Associate of Business Admin
	
	MS   
	Master of Science
	

	7  
	Retired Military
	
	AD 
	Associate Degree
	  
	MSA   
	Master of Science in Acct

	8  
	Veteran (VA Ineligible)
	
	AE 
	Associate of Engineering
	
	MSL   
	Master of Science - Law

	9  
	Vietnam & Other Protected  Vet
	
	AS 
	Associate of Science
	
	MT   
	Master of Theology

	B  
	Pre  Vietnam  Era Veteran
	
	BA 
	Bachelor of Arts
	
	NB   
	Nurse with Bachelors

	N  
	Not a Vietnam  Era Veteran
	
	BBA
	Bachelor of Business Admin
	
	NG   
	Non-Graduate

	P  
	Post  Vietnam  Era Veteran
	
	BD 
	Bachelor's Degree
	
	PDR   
	Post Doctorate Non Medical

	X  
	Not a Veteran
	
	BE 
	Bachelor of Engineering
	
	PHC   
	Pharmaceutical Chemistry

	
	
	
	BFA 
	Bachelor of Fine Arts
	
	PHD   
	Doctor of Philosophy

	#5 Visa Code
	
	BN 
	Bachelor of Nursing Degree
	
	PHE   
	Doctor of Engineering
	

	Code
	Translation
	
	BS 
	Bachelor of Science
	
	PHS   
	Doctor of Science
	

	A1 
	Ambassador, Diplomat & Family
	
	BSC 
	Business School Certificate
	
	RN   
	Registered Nurse

	A2  
	Foreign Gov't Employee & Fam
	
	BSL  
	Bachelor of Science-Law
	
	SCD   
	Doctor of Science
	

	A3  
	Staff of A1 or A2 & Family
	
	BSW  
	Business School Work
	
	SEC   
	Secretarial Certificate

	AR1  
	Lawful Permanent Resident (PR)
	
	BT   
	Bachelor of Theology
	
	SED   
	Secondary Education Cert

	ASY  
	Asylum Granted (not yet PR)
	
	CADV   
	Certificate of Advanced Study
	
	SJD   
	Doctor of the Science of Law
	

	B1  
	Temporary Visitor for Business
	
	CER   
	Certificate
	
	TC   
	Teaching Certificate

	B2  
	Temporary Visitor for Pleasure
	
	Coll1   
	1 Yr of College (0-29 credits)
	
	TS   
	Trade School Certificate

	E1  
	Treaty Trader & Spouse or Child
	
	Coll2   
	2 Yrs of College (30-59 credits)
	
	TSM   
	Telecommunication Sci Mgt Cert

	E2  
	Treaty Investor & Spouse or Child
	
	Coll3   
	3 Yrs of College (60-89 Credits)
	
	TSW   
	Trade School Work

	F1  
	Student (including OPT)
	
	Coll4   
	4 Yrs of College
	
	UNK   
	Unknown

	F2  
	Spouse or Child of F1
	
	CSC   
	Computer Science Certificate
	
	
	

	G1  
	Int’l Organization Rep. & Family
	
	CTA   
	Certificate of Achievement
	
	
	

	     (continued in next column)
	
	     (continued in next column)
	
	
	








[image: image1.png]TOWSON

llllllllll



_961915016.doc
[image: image1.png]TOWSON

llllllllll







