MILFORD EXEMPTED VILLAGE SCHOOL DISTRICT
777 Garfield Avenue

Milford, Ohio  45150

APPLICATION FOR CLASSIFIED EMPLOYMENT
AN EQUAL OPPORTUNITY EMPLOYER

Date of Application:_____________
Date of Application Received:_____________
GENERAL INFORMATION
  (NOTE:  Please fill in the boxes below using CAPITAL LETTERS)

Last Name






     First Name



       Initial

Street Address


City









     State
        Zip Code

           
          -

      -



  

  -

  -
Home Phone





        Alternate Phone


Permanent Address (if Different)



     Contact Name
                   Permanent Phone Number (if Different)

City/ State/ Zip Code







E-mail Address
· -



Are you a US Citizen?      


[image: image1] Yes       No
Applicant’s Social Security Number

OPTIONAL

EMPLOYMENT PREFERENCES
Are you applying for a posted job opening(s)?   
[image: image3] Yes      
[image: image4] No

Indicate the type of employment you are seeking, marking all that apply.

[image: image5]  Full Time    
[image: image6]  Part Time    
[image: image7]  12 Month    
[image: image8]  10 Month    
[image: image9]  9 Month    
[image: image10]  Substitute    

Indicate below all employment positions that you wish to be considered for:


[image: image11]  Bus Driver
   
[image: image12]  Food Service Worker    
[image: image13]  Mechanic

[image: image14]  Transportation Aide        
[image: image15]  Technology Support


[image: image16]  Custodian
   
[image: image17]  Instructional Aide
  
[image: image18]  Library/ Media Aide

[image: image19]  Extended Day
    
[image: image20]  Secretarial/ Clerical


[image: image21]  Maintenance
   
[image: image22]  Nurse/ Health Aide (RN or LPN)     
[image: image23]  Aide/Students with Disabilities   
[image: image24]  Other
Are you interested in applying for our substitute list?  

 
[image: image25] Yes      
[image: image26] No
Educational Training:  Do you have a high school diploma?   
[image: image27] Yes   
[image: image28] No     Or a GED?  
[image: image29] Yes  
[image: image30] No       
School




     City     
     

State
     
High School:

Trade School:
College:

Other Training:

EMPLOYMENT EXPERIENCE
Start with your present or last job.  Include military service assignments and volunteer activities.  Exclude organization names which indicate race, color, religion, sex, or national origin.

	Employer
	Telephone
	Dates Employed
	Work Performed

	 
	(     )
	From
	To
	

	Address
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Job Title
	 
	Hourly Rate/ Salary
	 

	 
	 
	Starting
	Final
	 

	Supervisor
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Reason for Leaving
	
	 
	 
	 

	 
	 
	 
	 
	 

	Employer
	Telephone
	Dates Employed
	Work Performed

	 
	(     )
	From
	To
	

	Address
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Job Title
	 
	Hourly Rate/ Salary
	 

	 
	 
	Starting
	Final
	 

	Supervisor
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Reason for Leaving
	
	 
	 
	 

	 
	 
	 
	 
	 

	Employer
	Telephone
	Dates Employed
	Work Performed

	 
	(     )
	From
	To
	

	Address
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Job Title
	 
	Hourly Rate/ Salary
	 

	 
	 
	Starting
	Final
	 

	Supervisor
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Reason for Leaving
	
	 
	 
	 

	 
	 
	 
	 
	 

	Employer
	Telephone
	Dates Employed
	Work Performed

	 
	(     )
	From
	To
	

	Address
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Job Title
	 
	Hourly Rate/ Salary
	 

	 
	 
	Starting
	Final
	 

	Supervisor
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Reason for Leaving
	
	 
	 
	 

	 
	 
	 
	 
	 


If you need additional space, please continue on a separate sheet of paper.

Special Skills and Qualifications
Summarize special skills and qualifications acquired from employment or other experience 




REFERENCES  
(Please PRINT)
	NAME
	ADDRESS
	POSITION
	PHONE #

	 
	 
	 
	(Home/Work)

	 
	
	 
	(W)

	 
	
	 
	(H)

	 
	 
	 
	(W)

	 
	 
	 
	(H)

	 
	
	 
	(W)

	 
	
	 
	(H)

	 
	 
	 
	(W)

	 
	 
	 
	(H)


How many days of work have you missed in the last two years?  _________________________________

If you are currently employed, what are your hours?_________

May we contact your present employer?       
[image: image31]  Yes     
[image: image32] No    


Please answer the questions for each specific highlighted position identified you wish to apply for. If additional space is needed for any answer, you must attach a separate sheet of paper.
CLERICAL/ SECRETARIAL/ EDUCATIONAL AIDE
Can you type?  If yes, words per minute:   
[image: image33]  Yes    
[image: image34]  No      









      WPM


Can you operate a computer?     
[image: image35]  Yes    
[image: image36]  No      







What computer software programs can you operate? __________________________________________
Describe your computer training: ______________________________________
________________________________________________________

Please check if you have experience in or training for:


[image: image37]  Accounting
    
[image: image38]  Medical   
    
[image: image39]  Transcription
   
[image: image40]  Microcomputer
    
[image: image41]  Work with Disabled

[image: image42]  Data Entry
    
[image: image43]  Teaching
    
[image: image44]  Media/ Library
   
[image: image45]  Adding Machine
    
[image: image46]  Working with Students


[image: image47]  Childcare
    
[image: image48]  Payroll
    
[image: image49]  Copy Machine
   
[image: image50]  Word Processing
    
[image: image51]  Main Frame Computer

TRANSPORTATION
Do you have a Driver’s license?    
[image: image52]  Yes     
[image: image53]  No    State ______  License # ______________________

Do you have a Commercial Drivers License (CDL)?   
[image: image54]  Yes     
[image: image55]  No 

         State: ___________
      License #: ______________________     Endorsement _________________________________

Have you tested positive in the past two years for 
         
[image: image56]  Yes     
[image: image57]  No

      alcohol or substance abuse? 





Have you ever driven a school bus?
 

         
[image: image58]  Yes     
[image: image59]  No

Have you ever been involved in a traffic accident?  
         
[image: image60]  Yes     
[image: image61] No    Date ___________________

Have you ever been arrested for traffic violations? 
         
[image: image62]  Yes     
[image: image63] No    Date ___________________

Has your license ever been revoked? 


         
[image: image64]  Yes     
[image: image65] No    Date ___________________

Have you ever been denied certification as a bus driver?   
[image: image66]  Yes     
[image: image67] No    Date ___________________

Have you ever had your auto insurance revoked or been   
[image: image68]  Yes     
[image: image69] No    Date ___________________

      refused auto insurance?  





If your answer to any of the above seven questions is “yes”, please explain:


MAINTENANCE/ CUSTODIAN
Please check if you have experience in or training for:

[image: image70]  Masonry
  
[image: image71] Electrical Work        
[image: image72] Boiler Operation          
[image: image73] Tractor Operation         
[image: image74] Heating/ Ventilation


[image: image75] Carpentry
  
[image: image76] Plumbing Work        
[image: image77] Buffer Operation         
[image: image78] Mopping/ Waxing         
[image: image79] Welding/ Machine Trade


[image: image80] Landscaping
  
[image: image81] Drivers License        
[image: image82] Air Conditioning         
[image: image83] Cleaning/ Sanitation     
[image: image84] Asbestos Abatement
CAFETERIA

Have you had any experience with commercial food service?    
[image: image85]  Yes     
[image: image86]  No

Specify type: _______________________________________________________
Please check if you have experience in or training for:


[image: image87] Sanitation



[image: image88] Quality Cooking



[image: image89]  Inventory Control


[image: image90] Cashiering



[image: image91] Food Preparation



[image: image92]  Customer Service


[image: image93] Dish Washing



[image: image94] Food Service Management

ADDITIONAL QUESTIONS FOR ALL POSITIONS

Essential functions for specific positions may require heavy lifting (50-75 pounds).  Is there anything that would prevent you from performing this function?


[image: image95]  Yes    
[image: image96]  No        If yes, please explain: __________________________________________________

Are there any factors that would interfere with your ability to perform the essential functions of the position(s) for which you have applied?


[image: image97] Yes      
[image: image98] No    (If yes, explain)  

________________________________________________________________________

Do you need any reasonable accommodations in order to perform the essential functions?


The Milford Exempted Village Schools require a TB Test for all employees.  Have you had a TB Test?


[image: image99] Yes      
[image: image100] No      When  _____________  Where ___________________________________________

IN YOUR OWN HANDWRITING

1.  Please briefly describe the characteristics you possess which make you an outstanding candidate.





2.  Why did you apply for a position in Milford Exempted Village Schools?





3.  Please describe your experience working with children:





4.  What special training, schooling or work experiences have you had which qualifies you for the job you have applied for?




In order to be considered for employment you must fully complete the following questionnaire regardless of the position you want.
1.
Are you presently being investigated or under a procedure to consider

            
[image: image101]  Yes     
[image: image102] No

your discharge for misconduct by your present employer or have you 
offered a resignation to your previous employer?

2.
Have you ever been discharged or asked to resign from a prior position?


[image: image103]  Yes     
[image: image104] No  
3.
Have you ever been convicted of, found guilty of or pled guilty to any



[image: image105]  Yes     
[image: image106] No  

misdemeanor other than traffic offenses?

4.
Have you ever been convicted of, found guilty of or pled guilty to any felony?


[image: image107]  Yes     
[image: image108] No  
5.
Have you ever had a criminal conviction sealed or expunged?




[image: image109]  Yes     
[image: image110] No  
6.
Have you ever had a teaching certificate limited, suspended or revoked?


[image: image111]  Yes     
[image: image112] No  
7.
Have you ever surrendered a teaching certificate, license or permit?



[image: image113]  Yes     
[image: image114] No  
8.
Have you ever been convicted of, found guilty of or pled guilty to



[image: image115]  Yes     
[image: image116] No
domestic violence?
If you have answered yes to any of the previous questions, please explain, in detail, including the date of the charge, the court action, the offense in question, and the address of the court involved (attach additional sheets if necessary):


Employment Procedures:

The following factors shall be the key criteria in the evaluation of candidates for employment:

1.  Credentials, skills and preparations



2.  Experience and past performance record



3.  Ability to perform essential functions



4.  Evaluation of recommendations
(You may attach a resume and a picture, although neither is required)

Applicant’s Statement

READ CAREFULLY BEFORE SIGNING

I agree that any claim or lawsuit relating to my service with Milford Exempted Village School District must be filed no more than six (6) months after the date of the employment action that is the subject of the claim or lawsuit.  I waive any statute of limitations to the contrary.
This application will be considered active for twelve (12) months from the date filed.  If I am employed by the Milford Exempted Village School District, it becomes part of my official employment record.

My signature below authorizes the school district to conduct a background investigation and authorizes release of information in connection with my application for employment.  This investigation may include such information as criminal or civil convictions, driving record, previous employers and educational institutions, personal references, professional references and other appropriate sources.  I waive my right of access to any such information, and without limitation, hereby release the school district and the reference source from any liability in connection with its release or use.  This release includes the sources cited above and specific examples as follows:  the local sheriff, (information on all criminal convictions or certification that no data on criminal convictions are maintained), information from the Ohio or other State Department of Social Services child protective services unity and any locality to which they may refer for release of information pertaining to any findings of child abuse or neglect investigation involving me.

Furthermore, I certify that I have made true, correct and complete answers and statements on this application in the knowledge that they may be relied upon in considering my application.  I understand that any omission, falsely answered statement made by me on this application, or any supplement to it, will be sufficient grounds for failure to employ or for my discharge should I become employed with the school district.

I UNDERSTAND THAT ALL FINALISTS FOR ANY POSITION WILL BE REQUIRED TO SIGN A CONVICTION HISTORY RECORD CHECK RELEASE. 

Date   ______________________ Signature _________________________________________________





     Print Name​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ _________________________________________________


FOR PERSONNEL DEPARTMENT USE ONLY

Arrange Interview



[image: image117]  Yes     
[image: image118] No
Date  _____________________

Remarks _____________________________________________________________________________

Experience Credit:

Military  __________

Total  __________________
  Step  _____________________

Employed    
[image: image119]  Yes     
[image: image120] No 


   Effective Date of Employment  ______________________

Assignment ___________________________  Building  _______________________________________

Interviewer(s)





      Comments

  and date

