McCurdy School

“A Quality Education with a Christian Emphasis™

IChecklist & Hiring Process|

In order to have your file complete for consideration, the following items need to be on file:

Q

Typed letter of introduction addressing the following (1-2 pages in length):
» why you are applying to McCurdy School
» why you want to work with children
» how you create a climate that meets the diverse needs of all students
» how you assess student learning (teachers)/students benefiting from your services (others)
» how you could contribute to the mission of McCurdy School (see next page)

Completed and signed “Application for Certified Positions”
Typed Resume

Unofficial transcripts from all post-secondary institutions attended
Copies of current teaching certificates or licenses

Signed “Agreement, Authorization, Waiver, and Release” form
Signed “Criminal History Affidavit” form

Complete and mail to current or most recent employer the “Confidential Pre-Employment Reference
Check” form

Complete and mail to relevant employer(s) the “Certified Employment Verification” form. Make
copies as needed.

Once the items above are on file, the following will be necessary for hire:

Q

Q

An interview

Satisfactory Reference Checks

If you are recommended for hire, the following will become necessary:

Q

a

Satisfactory background investigation (paid by applicant)
Satisfactory fingerprinting (paid by applicant)

Pass the pre-employment drug screening test

Proof of New Mexico licensure or proof of certifiability

Official transcripts from all colleges/universities attended
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McCurdy School

Our Mission; McCurdy School, a project related to the General Board of Global
Ministries of the United Methodist Church, is committed to providing quality
education in a Christ-centered environment, which develops a Christian value
system, respecting rich cultural diversity, and empowering students to develop as
whole persons to become lifelong learners, reaching their highest potential as
responsible citizens in service to a changing world.

Application for a Certified School Position

Position(s) applied for: Grade(s)/Subject(s):
- - O Teacher

Applicant Information 0 Administrator
O Other:

Name Social Security Number

Last First Middle
Other Names Telephone Number/Cell Phone
Address
Street City State Zip Code
On what date are you able to begin work? Category: __ Full Time __ Part Time
f . | f I Include a minimum of three references who have knowledge of your teaching
Professional References experience, i.e. superintendent, principal, supervising teacher, college
: supervisors, etc. Experienced candidates must include references from the
school districts in which previously employed.

Name Address Telephone home/work/cell

[ [Certification]
—

License(s) now held: including out-of-state

Type State Endorsement Expires

Type State Endorsement Expires

License(s) applied for:

Type State Endorsement Expires

Other subjects in which you could become licensed to teach:



Educational Background] This page must be completed in full. “See resume” is not sufficient.

Name of College Dates Attended Type of Degree Dates Conferred Major/Minor
/University Mo/Yr to Mo/Yr
City & State

Work Experience]

School Experience

Hours
From To Type of Work per Employer’s Address Phone
Mo./Yr. | Mo./Yr. Week Name

Experience Other Than Teaching

Hours
From To Type of Work per Employer’s Address Phone
Mo./Yr. | Mo./Yr. Week Name

Total years of teaching under contract? Do not include student teaching or substitute teaching:

Are you presently under contract, have you checked and can you be released if you are offered a position? ___Yes __ No

In which areas do you have experience: Remedial Reading Techniques Working with At-Risk Students
Special Education 6 Traits Writing Classroom Technology Applications Standards-Based Education

Do you speak a language other than English: specify

What extra-curricular assignments would you be interested in?




Release & Signature

Agreement, Authorization, Waiver and Release

| hereby certify that the information contained in this application is true, accurate, and complete to the best of my
knowledge and belief. | understand and agree that any misrepresentation or willful omission of facts shall be
sufficient cause for disqualification of my application or for termination of my employment. Failure to provide all
or part of the information requested may result in the refusal of McCurdy School to further consider me for possible
employment.

I hereby authorize McCurdy School and its agents to investigate my work history, education history and to conduct
personal inquiries, including without limitation evaluations, criminal arrest and convictions records, reference
checks, and release of investigatory information possessed by any private or public employer of any state, local or
federal agency. | expressly waive, in connection with any request for a provision of such information, any claims,
including without limitation defamation, emotional distress, invasion of privacy or interference with contractual
relations that | might otherwise have against McCurdy School, its agents and officials, or any providers of such
information.

I understand that McCurdy School may send a copy of this Agreement and Authorization to each individual or entity
from whom it is seeking reference or background information. | hereby authorize the party receiving a copy of this
signed form (including photocopy or facsimile copy) to provide and release complete information as may be
requested, and | hereby waive any claim of confidentiality | may have with regard to such information. A facsimile
copy of this authorization with my signature shall be as valid as the original.

I hereby release any person or entity providing information or records, in accordance with this Agreement,
Authorization, Waiver, and Release, from any and all claims or liability for compliance.

I AM ALSO WAIVING MY RIGHT OF ACTION, CAUSE OF ACTION, OR OTHER MEANS OF REDRESS |
MAY HAVE AGAINST ANY PERSON OR ENTITY SUPPLYING EMPLOYMENT-RELATED
INFORMATION, INCLUDING, BUT NOT LIMITED TO, INFORMATION CONCERNING MY
BACKGROUND, WORK HISTORY, AND DISCIPLINARY HISTORY, TO THE SCHOOL DISTRICT UNDER
A GUARANTEE OF CONFIDENTIALITY.

I understand and agree that if I am considered a finalist for, or | am actually recommended for employment, | will
submit to a criminal background investigation, including pre-employment drug testing and mandatory
fingerprinting, at my expense, to determine my acceptability for employment. | understand that any further
employment offer is contingent upon, and expressly subject to, the satisfactory completion of all background checks.
| further understand and agree that if the results of any such background check are not satisfactory in the sole
discretion of McCurdy School, that McCurdy School may provide me written notice of the withdrawal of its offer,
and that | shall be entitled to no further process or procedure.

I understand that the information contained in this application, and the information submitted by me or obtained
pursuant to this agreement and authorization, is confidential for the exclusive use of McCurdy School and its agents
for employment decisions and will not be transferred to any other entity without my written authorization unless
required to be disclosed upon request by either New Mexico or Federal Law.

I have read this authorization, release of all claims, and | expressly agree to the terms set forth herein.

Signature of Applicant Date Printed Name of Applicant

McCurdy School is an Equal Opportunity Employer.
Return Application Materials To:
McCurdy School
Superintendent
261 McCurdy Road
Espanola, NM 87532
(505) 753-7221

How were you referred to McCurdy School? Please mark one of the following:
Advertisement Employee Friend Web Site Job Fair ___ Other:



[Criminal History Affidavit

Most positions with McCurdy School involve contact with our student population. We ask that you provide the information on
this form to help us evaluate your suitability to perform in this capacity. Pursuant to New Mexico State Statutes, all applicants
for employment are expected to provide us with this information. This insert is part of the application itself and any
misrepresentation or omission of fact may be grounds for disqualification from further consideration or for termination of
employment regardless of when the misrepresentation or omission is discovered.

I, , being an applicant for, or having been offered, a position with McCurdy School do hereby swear
and certify that this document is a true, accurate, and full disclosure of my personal and professional background history.

Check ONE of the following:

| certify that | am not awaiting trial on, | have never been convicted of, and/or have never admitted committing any of the
offenses described in this document in this state or any similar offenses in any other jurisdiction, and that | have never been put
on, and am not currently on probation for any criminal offense in this jurisdiction or any other jurisdiction.

| certify that the statements (see note at bottom of the next section) | attach to this form give a true, accurate, and full
account of any offenses described in this document that I may have committed or been charged with in this state or any other
jurisdiction.

*% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *% *%

Please circle “yes” or “no” for the following questions.

1. | Are you presently being investigated or under a procedure to consider your discharge for misconduct by your present
employer or, if you offered a resignation, by your previous employer? Yes

2. | Have you ever been reprimanded, disciplined, discharged, or asked to resign from a prior position or had a Yes
professional license suspended, annulled, or revoked in any state or country?

3. | Have you ever resigned from a prior position without being asked, but under circumstances involving your Yes
employer’s investigation of sexual contact with another person, of mishandling funds, or of criminal conduct?

4. | Have you ever been convicted of a sex- or drug-related offense? Yes
5. | Have you ever been charged with, or investigated for, sexual abuse? Yes

6. | Have you ever been charged with, pleaded guilty or “no contest” to, or been convicted of any crime involving sexual
abuse of any person or any other crime? Yes

7. | Have you (a) ever been convicted of a crime, other than a minor traffic offense, (b) ever entered a plea of guilty or a
plea of “no contest,” or (c) has any court ever deferred further proceedings without entering a finding of guilty and Yes
placed you on probation or in a public service or education program for any crime other than a minor traffic offense?

No

No

No

No

No

No

No

Note: If you have answered yes to any of the previous seven questions, please attach sheet(s) explaining in detail. Include
the date of the charge, the court action, the offense in question, and the address of the court involved, and sign each sheet
in the upper right corner.

The crimes referred to in this document include but are not limited to the following:

Sexual abuse of a minor Sexual contact with a minor Arson

A dangerous crime against a child or children Aggravated assault of a minor Burglary or Robbery
Sexual exploitation of a minor First or second degree murder D.U.I./D.W.I.
Contributing to the delinquency of a minor Voluntary manslaughter Child Abuse
Distribution of controlled or illegal substances Sexual assault Incest

Commercial exploitation of a minor Kidnapping Molestation of a child

I understand and agree that any offer of employment that | may receive, or have received, from McCurdy School is
conditioned by law upon the school’s receipt of information pursuant to a fingerprint-based check of my personal and
professional history. I further understand and agree that any offer of employment may be withdrawn immediately and
without further process on the basis of material omissions or false statements in the affidavit, a positive drug test, or if
any information received by McCurdy School is inconsistent with any statement or omission by me on this affidavit.

Signature Date Printed Name Social Security Number
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[Confidential Pre-Employment Reference Check Form|

Part | — To be completed by the applicant

I have applied for the position of with McCurdy School. | authorize you to provide the
information on this form with the understanding that it will become the confidential property of McCurdy school for
their use in considering my suitability for any position for which I apply with McCurdy School and subject to the
provisions of the Agreement, Authorization, Waiver, and Release form.

First Name Last Name Middle Name Social Security Number

To:

Employer Name Address/City/State/Zip Code

Thank you for your assistance,

Applicant Signature Date

Fhkkkkkhhkkhkkhhkkhhkhhhkkhkhhkkhhhkhhkkhhhkihkhkhhhhhihhdhhrhhrhhhhrhkhirhkhhhihkhihhihhihhhhhrhhihhrkhhkrhhihkihhihihhiikikx

Part Il — To be completed by your district/organization

Please give the applicant’s dates of employment: From: To:

Position of applicant when employed by you/your district or company:

Applicant’s reason for leaving:

Area of Evaluation Excellent | Average | Poor

I Academic
A. Knowledge of subject areas

B. Positive effort toward academic growth

. Personal
Shows evidence of leadership

>

Dress and grooming

Shows a good sense of judgement

Self-control

Dependability

Tact

1. ob Effectiveness

Ability to perform job

Poise/voice effectiveness

Organization

Meets needs of students

Shows enthusiasm and initiative

Maintains proper discipline

I|m|MO0w > g mmoo|m

Ability to work in a technology-driven environment
(instructional delivery with computers)

Correctness in use of language

elationship with students, colleagues, and parents
Maintains rapport with students

<
oo

Maintains rapport with colleagues

Maintains rapport with parents

Student-oriented program

mo|o|®|>

Culturally sensitive to diverse students and their needs




Area of Evaluation

Excellent | Average | Poor

V. Professional Attributes

A. Is willing to accept suggestions

B. Complies with school and school system policies

C. Accepts school staff assignments beyond job

responsibilities

VI. Responsibility for Routines

A. s punctual

B. Makes records and reports promptly

C. Makes room/office attractive and interesting

D. Iswilling to assume responsibility for student behavior in

all school situations

E. Takes care of materials and facilities
VIL. OVERALL EVALUATION
1. How long have you known the applicant and in what capacity?
2. Are you aware of any questionable habits that will have a negative effect on the job for which he/she is

applying? If so, please explain.

3. Would you hire the applicant for a similar position? If no, please explain.
3. Please add any further comments you wish to share.
Signature Date
Printed Name Title

Name of School/Organization

Phone Number

Please complete and return to:

Superintendent
McCurdy School
261 McCurdy Road
Espanola, NM 87532

Phone: (505) 753-7221 x214
FAX (505) 753-7830



[Certified Employment Verification]

To be completed by the applicant:

Last Name First Name Middle Name

Social Security Number Date of Birth

B s L L L S S o o e o 2 2 2 2 2 2 o o

To be completed by all past and present relevant employers:

The above applicant has applied for employment with McCurdy School. Please complete
this form for the years of experience earned in your district or organization. Please use a
separate line for each school year.

School Year School District/ Position Held Hours/Day | Days/Year
Organization Or Grade Assignment

Signature Date

Printed Name Title

Name of School or Organization Phone Number

Please complete and return to:
Superintendent, McCurdy School
261 McCurdy Road
Espanola, NM 87532
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