BOYS & GIRLS CLUB
OF THE SMOKY MOUNTAINS

EMPLOYMENT APPLICATION

Equal Opportunity Emplover
(Revised 10/08)

GENERAL INFORMATION:

Name (print)

First Middle Last

Present Address:

City: State: Zip Code:

Previous Address if not at present address for three years:

Are you over the age of 18? Social Security # Phone #
Emergency Contact Name: Phone #
First Last
EDUCATION:
School Name and Location Major From To Degree Received
High School
College

Technical School

Have you received any special training such as first éid/CPR, art classes, computer training etc. If so please list: '

Volunteer Experience working with youth: If yes please explain:

Professional Societies, Associations, Awards, Publications:




On the back of this page write a brief explanation of why you want to work with the Boys & Girls Club:

No

If No describe on back of page

No

If yes describe on back of page

Background Information:

Do you have a valid Tennessee Drivers License? Yes
Have you ever been arrested or convicted of a crime? Yes
Are there any days or times you are not available to work? Yes

If yes describe on back of page

If hired will you get your license to drive a bus at club expense? Yes

If no describe on back of page

Previous Employment:

Please start by listing your most recent or present employer and work back.

Previous Employment: Title:

Company Phone # Address:

City: State: Zip:
Supervisors Name: Date Started: Date Left:
Reason for Leaving?

Previous Employment: Title:

Company Phone # Address:

City: State: Zip:
Supervisors Name: Date Started: Date Left:
Reason for Leaving?

Previous Employment: Title:

Company Phone # Address:

City: ' State: Zip:
Supervisors Name: Date Started: Date Left:

Reason for Leaving?




Professional References:

List three professional references that can verify information regarding your character, general reputation, and
professional abilities.

Name of Reference Best Phone # Relationship to Address Number of Years
Applicant Known

For Office Use Only:

“Every prospective employee must have at least 3 verified references”

Verifications:

T have received, read and had an opportunity to discuss with a supervisor the Summary of Child Care Requirements,
the information sheet on Cytomegalovirus.

Signed: Date Confirmed: Supervisor Name:
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TENNESSEE DEPARTMENT OF EDUCATION
SUMMARY OF CHILD CARE APFROVAL REQUIREMENTS

‘This is a section by eection summary of the State Board of Education Scheol Administered Child Care Rules, Chapter
0520-12-1. Child care centers inspected by the Department of Education must meet the requirements as defined by the
rules in Chapter 0520-12-1 to receive a Centificate of Approval. The unabridged Sehool administered Child Care_r}lles
are available on the Tennessee Secretary of State website, www.state.tn.ug'sovnley/052010520-12/0520-12:01.pdf OF by writing the
Office of School-based Support Services, Tennessee Department of Education, Andrew Johnson Tower, 710 James
Robertson Plwy, Nashville, Tennesses 37243-0375. -

1. Organization and Adminisiration, Chapter Section 0520-12-1-.06:
A Child Care Center must have an adequate budget. Records, including health, must be kept on all children.
There must be a transportation plan, including the names of persons to whom the child may be released for each
child .

o  Staffrecords must also be kept on each employee that include educational background, reference checks, TBI check,
in-service training, physical exams and performance reviews,

»  The center must have their Certificate of Approval posted, provide parents with a copy of the policies and procedures
& this summary as wcll as a preplacement visit.

¢ Parents must have access to all areas of the center when their child is present.

s The prarents must receive an educational program regarding child abuse detection, reporting and prevention.

o If the center provides transportation, the driver should be appropriately licensed, there must be liability insurance and the
children must have adequate space & supervision. Transportation provided by the center ot under center authorization shall
comply with state law. ‘

2. Staff, Chapter Section 0520-12-1-07:
A. Qualifications: :
» The director is responsible for the day to day operations, including staff and program.
s Another person must be left in charge if the director is out.
s  Any person with a condijtion that could be harmfiu] to a child or a person convicted of a ctime harmful to or
involving a child must not be present.
Staff must have knowletge of child behavior and development.
Staff muat be physically, mentally and emotionally stable.
All new employses must have orientation and child abuse prevention training before working with the children.
The director must have at least a high school diploma and 4 years experience working with children.
All caregivers must be 18 years of age and one caregiver in each group must bave a high school diploma. -
Directors must have 18 hours in-service training each year and caregivers 12 hours,
Supervision and Grouping of Children: '
Each group must have adult supervision at all times and adult/child ratios should be followed.
There must be a second adult available when more than 12 children are present.
Swimnming and field trips require ratios be doubled,
Each group must have their own space,
Infants and toddlers must have theit own space and not grouped with older children,
At naptime ratios may be refaxed for groups except infants and toddlers.
Minimum staffing requirements per groups of children (adult:child ratio) must be maintained.
Please refer to ratio charts for specific adult:child ratios for each age group.
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Equipment, Chapter Section 0520-12-1-.08:

All equipment must be in good condition and kept clean,

There must be age appropriate equipment for all groups with variety.

Children must have a place for their belongings. :

Large pieces of equipment must be secured,

Infants are to have space to climb, crawl and pull up that isn’t in a playpen or crib.

There must be enough equipment so children have choices.

There must be an outdoor play area when children are in care for 3 or more daylight hours.
Children up to 5 years of age must be offered 2 paptime if in care for 6 or more hours.

For napping children, cots or 2 inch mats must be provided and each child must have a cover to place under them
and another available to place over them. : :
¢ Infants must have individual cribs with open tops.
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4, Program, Chapter Section 0520-12-1~,09:

A. Schedule and Routines:
Routines such as snacks, meals and naps must oceur about the same time of day.
Children must have time for free play as well as adult-directed activities.
Children must have choices regarding activities and an opportunity to help plan activities.
1f TV programs, tapes and computers are used, other choices should be available.
Parents must be informed of shows and movies to be shown.
Staff must monitor computers.
Qutdoor play must be offered, weather permitting.
A rest period must be offered for children up to 5 years of age in care 6 or more hours.
Children should be able to form their own sleep patterns. '
A quict area must be available for children.
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Behavior Management and Guidance:
Carogivers must be knowledgenble of developmentally appropriate behavior.
Disciptine must be appropriate and redirection should be used when possible.
. No.corporal punishment is allowed.
Good behavior must be praised and encouraged.
Toilet training shall nover be started until a child has been in the progrant long enough to feel comfortable and is
sble to communicate his/her feelings.
Educational Activities:
Children must have opportunities for learning, self expression, and participation in activities each day.
Activities that provide for both large and small muscle use must be provided.
Children must receive: child abuse awareness and personal safety information.
Child care programs shall pravide opportunities for learning self expression and participation in a variety of
creative activities.
D. Nighttime Care:
« If children receive night care, caretakers must provide a calm nurturing environment and a routine bygiene plan
must be in place.
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5, THealth and Safety, Chapter Section 0520-12-1-.10
A. Children Health:
e  Children must have immunizations in accordance with current TN law and the center must have documentation
for this as well as a physical for each infant/toddler.

There must be a staff member present at al! times who has current CPR and first aid training.

A first aict kit must be on the premises as well as a first aid chart.

There must be no fireanms on the premises.

All dangerous utensils and tools must be out of reach of children.

General emergency telephone numbers must be posted and staff must have availability to children's emergency
numbers at all ticges.

» Instructions for any child's special health needs must be documented.

s  Parents must be notified if their child is hurt and becomes ill.

«  All parents must be notified of any communicable diseases.

¢  Medications must be labeled with instractions and must be kept under lock.

» Documentation of administration and side effects must be kept.

s There i5 to be no smoking in the presence of children.

» ‘The dispering area must be appropriate, near handwashing lavatory and cleaned after each changing.
B. Staff Health:

o Staff must have documentation they are physically and mentally able work with children,
»  Physicals are required every 3 years.

C. Safety:
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6. Food, Chapter Section 0520-12-1-.11
A. Nutritional Needs:
»  Children will receive meals and snacks based on the amount of time spext in the program.

« Menus must be posted.
¢ Consideration must be given to daily food requixements when planning menu.
+ Special diets and ingtructions must be provided in writing. .
s  When introdneing new foods to infants and toddlers, guidelines must be followed.
¢ Parents and caregivets shall work together when wesning an infant and will not begin weaning when children
are new to the program.
B. Meal Service:
o Children are to have appropriate size tables and chairs for meals and adults must sit with them,
* Servings must be adequate.
»  Formula must be refrigerated upon receiving and not placed back in the refrigerator once warmed.
s  Openbaby food jars must not be accepted. _
 Infants shall be held while being fed untit the child is able to sit in a high chair, infant seat or at the table.
7. Physical Facilities, Chapter Section 0520-12-1-.12;
»  Centsrs must be in buildings that are not hazardous or dangerous to children.
«  All facilities must have annual fire and health inspections. ’
s  All centers must have a working telephone.
» Centers must have 30 square feat of usable space per child, including naptime.
» Playgrounds must have 50 square feet per child and safeguards must be in place, if warranted.
8. Care of Children with Special Needs, Chapter Section 0520-12-1-.13:

¢  When a center serves children with special needs, they are to receive the same care and participate in the same
activities, as appropriate.

»  Adsptations must be directed towards helping the child become independent and developing self-help skills,

« Specialized services provided must be documented and information shared with appropriate parties.



CYTOMEGALOVIRUS

During a pregnancy when a woman who has never had CMV (cytomegalovirus) infection
becomes infected with CMV, there is a potential risk that after birth the infant may have
CMV-related complications, the most common of which are associated with hearing loss,
visual impairment, or diminished mental and motor capabilities. Throughout the
pregnancy, practice good personal hygiene, especially handwashing with soap and water,
after contact with diapers or oral secretions (particularly with a child who is in day care).

Childcare

Most healthy people working with infants and children face no special risk from CMV
infection. However, for women of child-bearing age who previously have not been
infected with CMV, there is a potential risk to the developing unborn child (the risk is
described above in the Pregnancy section). Contact with children who are in day care,
where CMV infection is commonly transmitted among young children (particularly
toddlers), may be a source of exposure to CMV. Since CMYV is transmitted through
contact with infected body fluids, including urine and saliva, child care providers
(meaning day care workers, special education teachers, as well as mothers) should be
educated about the risks of CMV infection and the precautions they can take. Day care
workers appear to be at a greater risk than hospital and other health care providers, and

- this may be due in part to the increased emphasis on personal hygiene in the health care
setting.

Recommendations for individuals providing care for infants and children:

« Employees should be educated concerning CMV, its transmission, and hygienic
practices, such as handwashing, which minimize the risk of infection.

» Susceptible nonpregnant women working with infants and children should not
routinely be transferred to other work situations.

« Pregnant women working with infants and children should be informed of the risk
of acquiring CMV infection and the possible effects on the unborn child.

» Routine laboratory testing for CMV antibody in female workers is not specifically
recommended due to its high occurrence, but can be performed to determine their
immune status.



) . www.verifiedperson.com
11 West 42nd Street
Vemﬂed Person

New York, NY 10036
212.278.8000 phone
212.938.1119 fax

Consent Form for a Criminal Background Check

I understand that __ Boys & Girls Club of the Smoky Mountains
will conduct a criminal history background check as part of the procedure for processing
my employment/volunteer application.

[ understand that _ Boys & Girls Club of the Smoky Mountains

will conduct an investigation that verifies my social security number and includes
obtaining information regarding my past employment and criminal background. I
understand the criminal history background check will include my counties of residence
to search for criminal records.

1 also understand that before I am denied employment based on information obtained in
the report, I will receive a copy of the report and a written description of my rights under
the Fair Credit Reporting Act.

I understand if I disagree with the accuracy of any information in the report,

{must notify _Boys & Girls Club representatives within three (3) business days of
receipt of the report. If I notify __Mark Ross within this time, I will have a
reasonable opportunity to address the information contained in the criminal history
background check report.

I understand that the information contained in the criminal history background check will
be available to those persons involved in making employment decisions or performing
the background investigation and that this information will be used for the purpose of
making employment decisions.

Name
Date
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APPLICANT WAIVER

| am applying for employment/ Iicen'sing/ education/ adoption with the

following agency/entity:

By signing this waiver, | am agreeing to the release of any and all of
my criminal history, including anyjuvenil'e history that may be in the

TBI and FBI criminal databases, to the aforementioned entity/agency. -

Applicant

Date

]

-
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