Little People’s Place Child Development Center

Employment Application

125 N. Moonlight

Gardner, KS  66030

Thank you for your interest in working at Little People’s Place.  This sheet is for your information, please tear it off and keep it for reference.

Little People’s Place is firmly committed to the concept and practice of equal employment opportunity.  We administer our employment practices without regard to race, color, creed, religion, sex, sexual orientation, national origin, physical or mental disability, a perceived disability or record of a disability, veteran status, marital status or age (as determined by law) or any other characteristics protected by applicable law.

Please complete the attached application and authorization for release of information forms.  Please print all information so it may be easily read.  Be certain all forms are completely filled out and signed.  Use the abbreviation “N/A” if a particular provision or section in the application is not applicable to you.  Incomplete applications will not be considered.  If you have any questions, please ask. 

Employment decisions are made solely on the basis of qualifications to perform the work for which you are applying.  Qualifications include education, training, work experience and other factors which are relevant in determining job performance.  Credentials and experience will be verified through schools, former employers and licensing/certification agencies (if applicable).

Little People’s Place follows strict guidelines on references and we ask for your assistance in expediting the reference process.  Please contact all reference sources to advise them that Little People’s Place will contact them and request that they promptly respond to the inquiry.  Please confirm that all reference names and phone numbers are accurate.  The hiring manager may contact you for additional reference sources if she has difficulty contacting those listed on the Employment History Sheet.

If you require an accommodation to participate in the pre-employment process, please advise Little People’s Place’s representative of your requested accommodation.

The information submitted in your application will be used to conduct a criminal background check.  Conviction of a crime is not an automatic bar to employment.  However, some positions may not be held by persons convicted of certain crimes in accordance with Little People’s Place policy and with state law. 

APPLICANT INFORMATION

Full Name (First – Middle – Last)  _________________________________________________________

Address (Street) ________________________________________________________________________

Address (City, State ZIP) ________________________________________________________________

E-mail address:  ________________________________________________________________________

Social Security Number: _________________________________________________________________

Telephone (H): _____________________________ (W) _______________________________________

Indicate any other names under which your employment or academic records have been filed: _____________________________________________________________________________________

GENERAL INFORMATION

Are you at least 18 years old?   ________YES   ___________NO (You may still be considered for some positions for employment if you are under age 18.)

Position applied for: ___________________________________

Have you been informed of, understand and have the ability to perform the essential functions of the job with or without accommodation?  ___________YES  ___________NO

Class age group preferred: _____________  

Number of hours per week desired: ____________

Do you have the legal right to work in the United States?  __________YES  _____________NO

If you answered ‘yes’ you will be required to present documentation showing your proof of citizenship or employment authorization and identity.  

If you are applying for a position which requires the operation of a motor vehicle, owned or leased by Little People’s Place, or you must use your own vehicle for company purposes, please complete the following:

Do you have a valid driver’s license?  _________YES  _________NO

If yes, indicate state and DL number ______________________________________

Have you been convicted of any moving violations or been involved in a vehicular accident in the last 3 years? ____________YES  ___________NO

If ‘yes’, please list and explain all incidents below:

	Date
	Description of Violation or Accident
	Convicted? CHECK ONE
	Fine Paid? CHECK ONE

	
	
	__ YES __NO __N/A
	__ YES __NO __N/A

	
	
	__ YES __NO __N/A
	__ YES __NO __N/A

	
	
	__ YES __NO __N/A
	__ YES __NO __N/A


EDUCATION

Highest level of education completed:

____High School/GED  ____Associate’s  ____Bachelor’s  ____Master’s ____Ph.D.

Names of colleges, universities, or other postsecondary institutions attended (List most recent education first) 

	School
	Dates Attended
	Major
	Minor
	Degree or number of credits earned

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Have you had training in Signs/Symptoms of Communicable Disease or Infection Control?  YES      NO

Have you had training in Mandated Reporting of Abuse and Neglect?                                   YES      NO

Have you had training in First Aid?                                                                                       YES      NO

Are you certified in Infant/Child CPR?                                                                                  YES      NO

EXPERIENCE

May we contact your current employer?  _________YES  _____________NO

List all previous work experience.  List most recent employer first.  Include all military service and status of discharge(s) from the military.  You should list volunteer experience in addition to paid work experience (write V in salary column).  Prior employers listed under EXPERIENCE will be contacted before people listed under ADDITIONAL REFERENCES.

Company name:  _______________________________________________________________________

Address:  _____________________________________________________________________________

Phone number:  ________________________________________________________________________

Position held:  _________________________________________________________________________

Dates employed (MM/YY):  ______________________________________________________________

Responsibilities:  _______________________________________________________________________

Name of supervisor:  ____________________________________________________________________

Salary (start/end): _______________________________________________________________

Company name:  _______________________________________________________________________

Address:  _____________________________________________________________________________

Phone number:  ________________________________________________________________________

Position held:  _________________________________________________________________________

Dates employed (MM/YY):  ______________________________________________________________

Responsibilities:  _______________________________________________________________________

Name of supervisor:  ____________________________________________________________________

Salary (start/end): _______________________________________________________________

Company name:  _______________________________________________________________________

Address:  _____________________________________________________________________________

Phone number:  ________________________________________________________________________

Position held:  _________________________________________________________________________

Dates employed (MM/YY):  ______________________________________________________________

Responsibilities:  _______________________________________________________________________

Name of supervisor:  ____________________________________________________________________

Salary (start/end): _______________________________________________________________

IF NOT STATED ABOVE:  include experience in licensed child care centers on the back or on an additional piece of paper.  

Have you ever been discharged or forced to resign from a position?  __________YES  ___________NO

If yes, please explain: ___________________________________________________________________

ADDITIONAL REFERENCES 

(List business/professional other than former supervisors.  Family members, significant others and close personal friend are not acceptable.)

	Name
	Relationship
	Phone Number
	Occupation
	Years Known

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Have you ever been convicted of, plead guilty or plead no contest to any crime?  [In answering this question, do not provide information concerning any criminal history records that have been ordered sealed, expunged, or impounded.]  ____________YES  __________NO  

Conviction of a crime is not an automatic bar to employment with Little People’s Place.  However, some positions may not be held by persons convicted of certain crimes in accordance with company policy and local, state or federal law.  If yes, please state the nature of the offense, where the offense occurred, date and sentence imposed.

_____________________________________________________________________________________

Office Skills

Calculator ___________YES  ___________NO

Computers ___________YES  ___________NO   Type: ________________________

Spreadsheets  _________YES  ___________NO   Program: _____________________

Word Processing  ______YES  ___________NO   Software: _____________________

Are there any other experiences, skills or training that you feel would qualify you for work with Little People’s Place?  ________________________________________________________________________

PLEASE READ CAREFULLY

APPLICANT CERTIFICATION, AGREEMENT AND RELEASE

I, ____________________________ (print your name), understand that any false answers or statements or omissions made by me on this application or any supplement thereto or any false statements made to a representative of Little People’s Place during the interview process, will be sufficient grounds for immediate discharge, no matter when discovered.  

I understand that while it is expected that the relationship between myself and Little People’s Place is mutually beneficial, I recognize that employment with Little People’s Place is not for a specific term and can be terminated by me or Little People’s Place at any time, for any reason, with or without cause.  I understand that, if hired, I will be considered an employee at-will and nothing herein shall be construed as a contract of employment.  I understand that my at-will employment status cannot be changed or modified by any oral representation made by any Little People’s Place employee or representative, and further that any change in my at-will employment status must be made in writing and specifically state that it modifies the at-will employment status, which can be signed only by Little People’s Place’s owners.

I agree that, if I am employed by Little People’s Place, sometime in the future some potential employer may contact Little People’s Place or its representatives concerning my work record and my work performance at Little People’s Place.  I hereby consent to and authorize persons employed by Little People’s Place to divulge any and all information they consider relevant to any person representing themselves to be an employer or potential employer of mine with respect to my work record and/or performance of my job at Little People’s Place.  I understand that all information provided herein is public record and is subject to review upon request.

I understand and voluntarily agree that, if hired, I will complete all educational courses and take all tests required by Little People’s Place or local, state or federal law or regulation, and that failure to complete such courses or to take such tests when required or requested may result in my immediate dismissal.  I also understand and agree that if hired, in the performance of my duties as an employee of Little People’s Place, I must hold in confidence any and all information that I come in contact with regarding my employer or its business.

I understand that any potential offer of employment is conditional pending the results of employment and other references required by Little People’s Place, the results of any local, state required, or federal criminal background check(s) and/or satisfaction of all state licensing requirements, which may include medical or drug testing where applicable by law.  I understand that the references and criminal background check(s) will be used, among other things, to determine my suitability for employment with Little People’s Place.  

I understand that Little People’s Place does not tolerate abuse of any kind against a child.  Incidents involving abuse of a child are referred to the proper authorities.

I have read and agree to the preceding Applicant Certification, Agreement and Release and further understand and agree that a copy of this Certification, Agreement and Release shall be as valid as the original.

______________________________           ___________________

Signature



Date

LITTLE PEOPLE’S PLACE CHILD DEVELOPMENT CENTER

CRIMINAL BACKGROUND CHECK

RELEASE

I authorize the release of all criminal records maintained by local, state and federal criminal records bureaus, agencies and departments, where allowed by law, including child abuse and child protection registries, to Little People’s Place.  I understand that this information will become part of my employment record with Little People’s Place and may be used to determine my eligibility for employment or continued employment with Little People’s Place.

I hereby unconditionally release Little People’s Place and any local, state and federal bureau, agency and department and their agents, employees, officers or directors from any and all legal liability in any way related to or arising from the provisions or utilization of such records.

A photocopy of this release shall have the same force and effect as the original release signed by me.

Signature:  _______________________________________________

Name (please print):  _______________________________________

Date:  ___________________________________________________

Address:  _________________________________________________

--------------------------------------------------------------------------------------------------------------------------------

LITTLE PEOPLE’S PLACE CHILD DEVELOPMENT CENTER

REFERENCES RELEASE

RELEASE TO GIVE REFERENCE TO LITTLE PEOPLE’S PLACE

I authorize any person, including but not limited to any school, current or past employer, organization or entity disclosed in my application, resume or interview, to provide any information regarding me, including, without limitation, information concerning my performance, reputation, character, and fitness to supervise children excluding medical records/information.  I acknowledge that the information divulged may be used by Little People’s Place to determine my eligibility for employment or continued employment with Little People’s Place.

I unconditionally release any person, school employer, organization or entity from any and all legal liability for providing such information and in making any statements about me to Little People’s Place.

A photocopy of this signed release shall have the same force and effect as the original release signed by me.

Signature:  _______________________________________________

Name (please print):  _______________________________________

Date:  ___________________________________________________

Address:  _________________________________________________

