INSTRUCTIONS FOR COMPLETING APPLICATION
In order to be considered for employment, this application must be completed entirely (resumes will not substitute a complete application).  If you have any questions, please contact the Human Resources office at (208) 743-6573 ext. 214 or 232, or by emailing HR@LCECP.org.  Hearing impaired applicants may contact the agency by phone using the state relay website at www.hamiltonrelay.com. Job descriptions are at www.lcearlychildhood.org.  
In order to complete this application some users may need to change the macro security settings in Word.  A message bar may appear at the top of the document: “Security Warning Some active content has been disabled”.  The user must click on “Options” and then enable macros.  If a message bar does not appear but you are unable to type in the entry fields, you will need to change your Word options to enable macros.  This may be accomplished by doing the following:

Word 2007: click on the Windows button, “Word Options”, “Trust Center”, “Trust Center Settings”, then enable macros.  
Word 2002-2003: click “Tools”, “Options”, “Security”, “Advanced”, change settings from “High” to “Medium”.
Word 2000: Click “Tools”, “Macros”, “Security”, change from “High” to “Medium”.
You may need to restart Word for the changes to take effect.  Please contact Human Resources with any questions.
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Completely fill in your contact information, position(s) applying for and the date.  Answer questions 1-7. 

Question 4: Performance Standards, #45 CFR 1301.31, require that all individuals employed by LCECP undergo a Criminal Background Investigation looking at any felony convictions.
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Completely fill in the Education section including any continuing education. 

Describe your course of study, any specialized training or education including licenses, certifications, and any additional information regarding your knowledge, skills, and abilities as they relate to the position. 

Attach a current transcript for any position that requires a degree.  All teaching, family advocate, and management positions require transcripts.  You may submit an “unofficial transcript” rather than requesting an official copy sent directly to us from the institution. 
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Completely fill in Employment History.  Any relevant experience, paid or unpaid, including paid jobs, practicum time, student teaching, substituting, or volunteering in any capacity is of interest to us. 
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Please read, initial and sign/date.  If submitting electronically, you may initial electronically and leave the signature line blank. If you are interviewed we will require your signature at the time of interview. 

Voluntary Affirmative Action Form 

Your voluntary completion of this form will assist us in assessing our affirmative action program.  This information will be used for statistical purposes as well as for implementing our affirmative action program.  We appreciate you taking the time to fill out this form and returning it with your application.  In accordance with Federal law and US Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age or disability.  Thank You. 

To Submit Application:

Fax: 
208-750-1489

Email:
HR@LCECP.org
Mail:
1816 18th Avenue


Lewiston, ID 83501

APPLICATION FOR EMPLOYMENT
Lewis-Clark Early Childhood Program

1816 18th Avenue

Lewiston, ID 83501

(208)743-6573
· Head Start – A Federally Funded Program

· Early Head Start – A Federally Funded Program

· Early Childhood Education and Assistance Program – A Washington State Funded Program
Lewis-Clark Early Childhood Program is an Equal Opportunity Employer.  Please notify Human Resources if you need any accommodation or assistance with any part of this application.  
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(First)



(Middle)
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(Street)



(City)

(State)

(Zip)
Home Phone: [image: image3.wmf]

 Cell Phone: [image: image4.wmf]


Email/Other Contact: [image: image5.wmf]


Position(s) Applied For: [image: image6.wmf]

 Date:  [image: image7.wmf]



1. Are you or have you ever been a parent in any Head Start, Early Head Start, or any  Lewis-Clark Early Childhood Program?
2. Are you currently employed?
3. Are you prevented from lawfully becoming employed in this country because of Visa or Immigration Status?
4. Have you ever been convicted of a felony?
Program Performance Standards require that all individuals employed by LCECP must undergo a criminal background investigation, looking at felony convictions.  Specific felony convictions prohibit employment in programs serving children. 
5. A.    Do you have a valid driver’s license? 

(Not required for Direct Service Aide positions)

B. Do you have access to an automobile to use if needed on the job?
(Not required for Direct Service Aide positions)
6. When would you be available to start in this position?

7. How did you learn about this position?
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EDUCATION

	
	School Name
	Location
	Degree Received
	Field of Study

	High 
School/ GED:
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	College/ University:
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	Technical/ Trade:
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	Other:
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Describe course of study:
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 Describe any specialized training, certifications, licenses, etc.:
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Share any additional information as it relates to this position that may be helpful in evaluating your application: [image: image32.wmf]

 
EMPLOYMENT HISTORY

Do not substitute a resume for job experience, as the interview panel will not have access to resumes.  
PRESENT OR LAST POSITION:
	Employer:
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	Dates Employed:
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	Average Hrs/Week:
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	Address:
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	Supervisor Name:
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	Last Salary:
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	Job Title:
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	Supervisor Phone #:
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	May we contact employer?
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Duties/Responsibilities (be specific):
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Reason for leaving or considering a change:[image: image43.wmf]


EMPLOYMENT HISTORY cont.
PRIOR POSITION:

	Employer:
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	Dates Employed:
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	Average Hrs/Week:
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	Address:
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	Supervisor Name:
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	Last Salary:
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	Job Title:
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	Supervisor Phone #:
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	May we contact employer?
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Duties/Responsibilities (be specific):
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Reason for leaving or considering a change:[image: image54.wmf]


PRIOR POSITION:

	Employer:
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	Dates Employed:
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	Average Hrs/Week:
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	Address:
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	Supervisor Name:
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	Last Salary:
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	Job Title:
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	Supervisor Phone #:
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	May we contact employer?
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Duties/Responsibilities (be specific):
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Reason for leaving or considering a change:[image: image65.wmf]


EMPLOYMENT HISTORY cont.
PRIOR POSITIONS:

	Employer:
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	Dates Employed:
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	Average Hrs/Week:
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	Address:
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	Reason for leaving:
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	Job Title:
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	Employer:
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	Dates Employed:
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	Average Hrs/Week:
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	Address:
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	Reason for leaving:
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	Job Title:
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	Employer:
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	Dates Employed:
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	Address:
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	Reason for leaving:
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	Job Title:
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REFERENCES
Give the name, address and telephone number of two personal references whom we may contact and who are not related to you and who are not previous employers.
	Name:
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PLEASE READ THE FOLLOWING CAREFULLY BEFORE SIGNING:

If applying electronically, please type your initials and leave the signature line blank.  If we decide to schedule an interview we will have you sign at that time.
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability.

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400 Independence Avenue, S.W., Washington, DC 20250-9410 or call (800) 795-3272 or (202) 720-6382. INITIAL HERE:    
Interviews are given on a competitive basis, using job related factors, after a written application has been received and reviewed.  Because of the large number of applications received, not everyone who applies for a vacant position will be interviewed.  INITIAL HERE:    
I understand that an incomplete application will not be considered for an interview. INITIAL HERE:    
I understand that, if selected, I will be required to provide proof of my identity and my legal right to work in the United States prior to actual employment with the Lewis-Clark Early Childhood Program.  Failure to do so will result in immediate termination of my employment.  INITIAL HERE:    
I authorize all previous employers and supervisors, including all persons with and for whom I have worked, to give the Lewis-Clark Early Childhood Program representatives any and all information regarding me and my previous employment.  I release the Lewis-Clark Early Childhood Program, and all previous employers and supervisors from liability for any damages that may result from furnishing information to the Lewis-Clark Early Childhood Program.  INITIAL HERE:    
In consideration of my employment, I agree to the instructions, rules and policies of the Lewis-Clark Early Childhood Program.  My employment and compensation can be terminated at any time with or without cause and with or without notice of either the program or myself.  INITIAL HERE:    
Signature





Date

AFFIRMATIVE ACTION FORM
For identifying applicants

Position Applied for: [image: image90.wmf]


Date of Application: [image: image91.wmf]


Race:

[image: image92.wmf]White (Not Hispanic or Latino)


[image: image93.wmf]Black or African American (Not Hispanic or Latino)


[image: image94.wmf]Hispanic or Latino
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Gender:
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