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Kingswood Home for Children Employment Process

Step One: Fill out the application  
Thank you for your interest in serving the Lord at Kingswood Home for Children. To help us get to know you better, please complete and sign the application and waiver agreement.  Please have your references complete and sign the letter of reference.  Please note one of these references must be a former employer.  
 
Step Two: Return completed application and references 
Please drop off your application and waiver at the office during normal office hours or mail to PO Box 5000 Bean Station, TN 37708.  Have each of your references mail the completed reference form to the same address. 

Step Three: Phone Interview  
If selected, you will be contacted to set up a preliminary phone interview and given more information about the position and about Kingswood Home for Children.  
 
Step Four: On-Campus Interview  
If selected for an in-person interview, you will visit our campus at 160 Wachtel Rd Bean Station TN  37708.  During the interview you may meet Program Director, Executive Director, and other relevant employees. 


Step Five: Employment Decision  
After prayerfully considering the outcome of that visit, we will notify you of our decision. 
 
 



…Investing in Children and Changing Futures









Date of Application: ____________________	Available Start Date: __________________

Position Applying For: _____________________________ 	 	 	 

Name: _______________________________________________________________________
		Last		First			Middle		(Maiden) 
 
Address: _____________________________________________________________________
  	 	Street			City 			State 		Zip	 
 
Phone Numbers:	________________________	_____________________________ 
				(Home)					(Cell)
E-mail address: _______________________________________________________________ 

 
EDUCATION 
	  
	 
Name/Address of School 
	Numbers of Years Completed 
	Level of Diploma/Degree Achieved
	Major/ 
Minor 

	 
High School 
	 
	 
	 
	 

	 
College or University 
	 
	 
	 
	 

	 
College or University 
	 
	 
	 
	 

	 
Trade, Business or  
Correspondence School 
	 
	 
	 
	 

	Professional Certificates or Licenses Held: 
 
	

	Subjects or Special Studies: 
	

	Extra-Curricular Activities: 
	

	Have you had any special education or training in residential group childcare and/or child welfare? _____________ If yes, explain: 
 
 
 
 
	


	

EMPLOYMENT HISTORY
	Former Employer (list below last three employers starting with last one first.) 
	

	Present or last employer 

	Address 
 
City                                            State 

	Type of Business                                              Phone:  
	Number of Years Employed 
	

	Title and duties 
 
	

	Supervisor’s name and title 
 
	 
	

	Reason for leaving 
 
 
	If still employed, may we check references? 
 
_____ Yes              _____ No 




	Previous employer 

	

	Type of Business                                              Phone:  
	Address 
 
City                                            State 

	Title and duties 
 
	Number of Years Employed 
	

	Supervisor’s name and title 
 
	

	Reason for leaving 
 
 
	If still employed, may we check references? 
 
_____ Yes              _____ No 
	





	Previous employer 

	

	Type of Business                                              Phone:  
	Address 
 
City                                            State 

	Title and duties 
 
	Number of Years Employed 
	

	Supervisor’s name and title 
 
	

	Reason for leaving 
 
 
	If still employed, may we check references? 
 
_____ Yes              _____ No 
	





REFERENCES 
	LIST THREE REFERENCES NOT RELATED TO YOU AND BY WHOM YOU HAVE NOT BEEN EMPLOYED. 
	

	NAME 
	OCCUPATION OR TITLE 
	ADDRESS & PHONE NO.  
	YEARS KNOWN 

	 
 
	 
 
 
	                                                                                                              
	 

	 
 
	 
 
 
	 
	 

	 



	 
 
 
	 
	 



 

	Persons to notify in case of accident or emergency: 
 	 
           	_____________________________________________________________________ 
             Name 	 	 	 	 	Address   	 	 	 	Phone 
 
 
 
          _____________________________________________________________________ 
             Name 	 	 	 	 	Address   	 	 	 	Phone 
 

Personal Life

Briefly explain why you want to work at Kingwood Home for Children.  __________________
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 





Why are you interested in working with children? ____________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

What personal strengths do you have to offer that would be particularly helpful in the ministry of Kingswood Home for Children? ____________________________________________________________________________
 
_____________________________________________________________________________
 
_____________________________________________________________________________

 
What areas of concern do you wish to discuss before accepting a position in ministry to children?  
 
_____________________________________________________________________________
 
_____________________________________________________________________________
 
_____________________________________________________________________________ 
 


Spiritual Life 
 
Name and Address of Church: ____________________________________________________ 
 
_____________________________________________________________________________ 
 
Pastor: _____________________________   	Phone: ______________________________ 
 
 


Describe your involvement in the life of your church: __________________________________ 
 
_____________________________________________________________________________
 
_____________________________________________________________________________


Describe your spiritual gifts and how you are using them: ______________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 
How do you maintain vitality in your spiritual life? What are your goals for spiritual maturity? 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 

What is your definition of a Christian?  _____________________________________________ 
_____________________________________________________________________________

Describe your Christian experience, how and when you came to faith in Christ. _____________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 


What does the Lordship of Christ mean as it applies to your life? _________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________
____________________________________________________________________________ 


How do you seek the Lord’s will for your life? _______________________________________ 

_____________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________

Please identify some truths about God that you are especially eager for children to understand.  
 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 
_____________________________________________________________________________
 

How do you seek accountability in your Christian walk? _______________________________ 
 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________




We believe that certain controversial issues are clearly settled in Scripture.  Abortion, homosexual behavior, pornography, sexual immorality, and entertainment which portray are wrong and sinful.  Are you in agreement with this statement? _____________________________________________________________________________

If no, please explain: _____________________________________________________________________________ 
_____________________________________________________________________________


Do you use alcohol? _______ 


Do you use illegal drugs? _________ 


Do you use tobacco? ______    


Do you use profanity? _______ 

 
Are you involved with pornography in any way? __________ 


If yes to any of the above, please explain: ___________________ 
 
____________________________________________________________________________ 
 

Have you ever been convicted of, or pleaded guilty or no contest to any abuse or sexual misconduct? _____________________________________________________________________________

_____________________________________________________________________________
 	 	 	 	 


The employment process at Kingswood Home for Children requires favorable outcomes while processing fingerprints, background check, and drug test to ensure the safety of our children.

Have you ever been convicted of any misdemeanor or felony? _______________________
 
If yes, please give date, offense, and sentence.  ___________________________________

_________________________________________________________________________

_________________________________________________________________________

 _________________________________________________________________________
 



I authorize investigation of all statements contained in this application. I understand that misrepresentation or omission of pertinent facts is cause for dismissal. Further, I understand and agree that my employment is for no definite time and may, regardless of the date of payment of my wages and salary, be terminated at any time without previous notice if due cause is determined by the administration of Kingswood Home for Children. 
 

 
 Date: ______________________ 	Signature: ___________________________________ 



Letter of Reference -----Former Employer
 
The Department of Children’s Services requires Kingswood Home for Children to maintain letters of reference on all employees who have direct contact with the children in our care. 
 
 
__________________________________ is requesting that you serve as a reference. Would you please answer the following questions to the best of your ability? 
 
 
Your name________________________________ 
 
Address__________________________________ 
 
_________________________________________ 
 
Phone____________________________________ 
 
How long have you known this person? ______________ 
 
In what capacity?  _________________________________________
  
Would you please make a statement concerning the character of this person especially his/her integrity and ability and enthusiasm for working with children and youth? 

____________________________________________________________________________

____________________________________________________________________________
 
____________________________________________________________________________
 
____________________________________________________________________________

	
							_____________________________
									Signature
 



Letter of Reference

The Department of Children’s Services requires Kingswood Home for Children to maintain letters of reference on all employees who have direct contact with the children in our care. 
 
 
__________________________________ is requesting that you serve as a reference. Would you please answer the following questions to the best of your ability? 
 
 
Your name________________________________ 
 
Address__________________________________ 
 
_________________________________________ 
 
Phone____________________________________ 
 
How long have you known this person? ______________ 
 
In what capacity?  _________________________________________
  
Would you please make a statement concerning the character of this person especially his/her integrity and ability and enthusiasm for working with children and youth? 

____________________________________________________________________________

____________________________________________________________________________
 
____________________________________________________________________________
 
____________________________________________________________________________

	
							_____________________________
									Signature
	

									

Letter of Reference 
 
The Department of Children’s Services requires Kingswood Home for Children to maintain letters of reference on all employees who have direct contact with the children in our care. 
 
 
__________________________________ is requesting that you serve as a reference. Would you please answer the following questions to the best of your ability? 
 
 
Your name________________________________ 
 
Address__________________________________ 
 
_________________________________________ 
 
Phone____________________________________ 
 
How long have you known this person? ______________ 
 
In what capacity?  _________________________________________
  
Would you please make a statement concerning the character of this person especially his/her integrity and ability and enthusiasm for working with children and youth? 

____________________________________________________________________________

____________________________________________________________________________
 
____________________________________________________________________________
 
____________________________________________________________________________

	
							_____________________________
									Signature



WAIVER AGREEMENT & STATEMENT FOR CRIMINAL HISTORY CHECKS

This form must be completed and signed by every current or prospective employee, volunteer, contractor/vendor, and foster/adoptive parent for whom criminal history records are requested by a qualified entity.

	I hereby authorize  
	Kingswood Home for Children
	to submit a set of fingerprints through the TBI vendor and 


this form to the Tennessee Bureau of Investigation (TBI), for the purpose of accessing and reviewing Tennessee and national criminal history that may pertain to me directly from the FBI, pursuant to 28 CFR, Sections 16.30-16.34. By signing this Waiver Agreement, it is my intent to authorize the dissemination of any national criminal history record that may pertain to me to the Qualified Entity with which I am or am seeking to be a child care provider (employee, volunteer, contractor or foster/adoptive parent).
I understand that, until the criminal history background check is completed, you may choose to deny me unsupervised access to entity locations. I further understand that, upon request, you will provide me with a copy of the criminal history background report, if any, you receive on me and that I am entitled to challenge the accuracy and completeness of any information contained in any such report. I may obtain
a prompt determination as to the validity of my challenge before you make a final decision about my status as an employee, volunteer, contractor, sponsor family.

	A national criminal history background check on me is being requested by
	Kingswood Home for Children

	Address:
	160 Wachtel Rd

	City:
	Bean Station
	State:
	TN
	Zip:
	37708



[bookmark: Check1][bookmark: Check2]I have |_|   OR have not |_| been convicted of a crime.   PLEASE CHECK ONE
If convicted, describe the crime(s) and the particulars of the conviction(s) in the space below:
	     




[bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6]I am a current or prospective (check one):    Employee |_|     Volunteer |_|     Contractor/Vendor |_|	Sponsor Family  |_|

	Signature:
	



	Printed Name:
	     



	Address:
	     



	City:
	     
	State:
	     
	Zip:
	     



	Date of Birth Required:
	     

	
I  have been given a copy of the Applicant’s Policy Rights:
	


	Applicant’s Signature
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NONCRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS
As an applicant who is the subject of a national fingerprint-based criminal history record check for a noncriminal justice purpose (such as an application for employment or a license, an immigration or naturalization matter, security clearance, or adoption), you have certain rights which are discussed below.
· You must be provided written notification1 that your fingerprints will be used to check the criminal history records of the FBI.
· You must be provided, and acknowledge receipt of, an adequate Privacy Act Statement when you submit your fingerprints and associated personal information. This Privacy Act Statement should explain the authority for collecting your information and how your information will be used, retained, and shared.2
· If you have a criminal history record, the officials making a determination of your suitability for the employment, license, or other benefit must provide you the opportunity to complete or challenge the accuracy of the information in the record.
· The officials must advise you that the procedures for obtaining a change, correction, or update of your criminal history record are set forth at Title 28, Code of Federal Regulations (CFR), Section 16.34.
· If you have a criminal history record, you should be afforded a reasonable amount of time to correct or complete the record (or decline to do so) before the officials deny you the employment, license, or other benefit based on information in the criminal history record.3
You have the right to expect that officials receiving the results of the criminal history record check will use it only for authorized purposes and will not retain or disseminate it in violation of federal statute, regulation or executive order, or rule, procedure or standard established by the National Crime Prevention and Privacy Compact Council.4
If agency policy permits, the officials may provide you with a copy of your FBI criminal history record for review and possible challenge. If agency policy does not permit it to provide you a copy of the record, you may obtain a copy of the record by submitting fingerprints and a fee to the FBI. Information regarding this process may be obtained at https://www.fbi.gov/services/cjis/identity-history-summary-checks

If you decide to challenge the accuracy or completeness of your FBI criminal history record, you should send your challenge to the agency that contributed the questioned information to the FBI. Alternatively, you may send your challenge directly to the FBI. The FBI will then forward your challenge to the agency that contributed the questioned information and request the agency to verify or correct the challenged entry. Upon receipt of an official communication from that agency, the FBI will make any necessary changes/corrections to your record in accordance with the information supplied by that agency. (See 28 CFR 16.30 through 16.34.)
1 Written notification includes electronic notification but excludes oral notification.
2 https://www.fbi.gov/services/cjis/compact-council/privacy-act-statement
3 See 28 CFR 50.12(b).
4 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d) and 906.2(d).

AGENCY PRIVACY REQUIREMENTS FOR NONCRIMINAL JUSTICE APPLICANTS
Authorized governmental and non-governmental agencies/officials that conduct a national fingerprint- based criminal history record check on an applicant for a noncriminal justice purpose (such as employment or a license, immigration or naturalization matter, security clearance, or adoption) are obligated to ensure the applicant is provided certain notice and other information and that the results of the check are handled in a manner that protects the applicant’s privacy. These obligations are pursuant to the Privacy Act of 1974, Title 5, United States Code (U.S.C.) Section 552a, and Title 28, Code of Federal Regulations (CFR), Section 50.12, among other authorities.
· Officials must provide to the applicant written notification11 that his/her fingerprints will be used to check the criminal history records of the FBI.
· Officials must ensure that an applicant receives, and acknowledges receipt of, an adequate Privacy Act Statement when the applicant submits his/her fingerprints and associated personal information.2
· Officials using the FBI criminal history record (if one exists) to make a determination of the applicant’s suitability for the employment, license, or other benefit must provide the applicant the opportunity to complete or challenge the accuracy of the information in the record.
· Officials must advise the applicant that procedures for obtaining a change, correction, or update of an FBI criminal history record are set forth at 28 CFR 16.34.
· Officials should not deny the employment, license, or other benefit based on information in the criminal history record until the applicant has been afforded a reasonable time to correct or complete the record or has declined to do so.
· Officials must use the criminal history record solely for the purpose requested and cannot disseminate the record outside the receiving department, related agency, or other authorized entity.3
The FBI has no objection to officials providing a copy of the applicant’s FBI criminal history record to the applicant for review and possible challenge when the record was obtained based on positive fingerprint identification. If agency policy permits, this courtesy will save the applicant the time and additional FBI fee to obtain his/her record directly from the FBI by following the procedures found at 28 CFR 16.30
through 16.34. It will also allow the officials to make a timelier determination of the applicant’s suitability.
Each agency should establish and document the process/procedures it utilizes for how/when it gives the applicant notice, what constitutes “a reasonable time” for the applicant to correct or complete the record, and any applicant appeal process that is afforded the applicant. Such documentation will assist State and/or FBI auditors during periodic compliance reviews on use of criminal history records for noncriminal justice purposes.
1 Written notification includes electronic notification but excludes oral notification.
2 See https://www.fbi.gov/services/cjis/compact-council/privacy-act-statement
3 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d), 50.12(b) and
906.2(d).
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