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PREVIOUS EMPLOYMENT

Employer Dates
Address City/State/Zip
Position Reason for Leaving
Employer Dates
Address City/State/Zip
Position Reason for Leaving
Employer Dates
Address City/State/Zip
Position Reason for Leaving
RELIGIOUS BACKGROUND

Do you have a personal assurance that you are a born-again Christian? YES / NO
Church Attendance Pastor
How Often Do You Attend?

Church Activities or Positions You Are Involved In

PROFESSIONAL REFERENCES

Please give three references who are qualified to speak of your professional training and
experience. List your current or most recent principal or Head of School first.

NAME POSITION/RELATIONSHIP PHONE
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SPIRITUAL REFERENCES

Please give three references who are qualified to speak of your spiritual experience and Christian
service. List your current church pastor or leader first.

NAME POSITION/RELATIONSHIP PHONE

1.

2.

3.

PERSONAL REFERENCES

Please list three references who are qualified to speak of your personal character and moral values.
NAME POSITION/RELATIONSHIP PHONE

1.

2.

3.

GENERAL INFORMATION
Are you familiar with BJUPress / IEW Curriculum? (circle all that apply) YES / NO
Have you ever taught the BJUPress / IEW Curriculum? (circle all that apply) YES / NO

Are you interested in teaching Part Time Full Time

Have you sought God’s guidance regarding this application? YES / NO

STATEMENT OF BELIEFS

Arlington Heights Christian School is a Kingdom Education School. We subscribe to the
following Biblical teachings:
* We believe in one eternally existent, infinite God. We believe in the Trinity: God has
revealed Himself as Father, Son, and Holy Spirit (Gen. 1; Deut. 6:4-5; Matt. 28:19-20)
*  Webelieve Jesus is divine and was fully God and fully man at the same time (Matt. 1:2025;
16:15-16).
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We believe the Holy Spirit is active today, convincing the world of sin, giving new life to
those who repent and believe, sanctifying believers, and guiding into all truth. (John 7:39;
14:15-26; 16:7-15).

We believe the Bible was inerrantly inspired by God and reveals the will of God in all
matters of faith and salvation (Luke 24:44-47; 2 Tim. 3:15-17; 1 Peter 1:10-12).

We believe original sin, the corruption of man by Satan, continues to exist in a Christian’s

life until cleansed by the Holy Spirit (Gen. 3; Romans 5:12-14; 7:7-9; Gal. 5:16-25).

We believe salvation is grounded on Jesus’ sufferings, shedding of blood and death on the
cross, and resurrection (Luke 24:46; John 3:14-17; Rom. 3:21-16; 4:5-9; 5:1-19; 8:117).
We believe man is morally responsible for his use of free will and that his freedom of
choice is never taken from him by God (Gen. 1:26-27; Rom. 2:1-16; 3:1-12; 5:6-14;
6:1516; 7:14-25; 10:6-8)

We believe repentance involves a sense of personal guilt and a voluntary training away

from sin (Mark 1:14-15; Luke 3:1-14).

We believe that in salvation a person is seen by God as if he had never sinned, is given a
new life, and is adopted into God’s family (John 1:12-13; 3:3-8; Rom. 3:21-26; 4:5-9; 5:1-
19; 8:1-17).

We believe God give a pure heart to those who are brought into complete devotion to God
and that this work of God’s grace is complete sanctification (John 7:37-39; 14:1523; 17:6-
20; Rom. 6:11-13; 8:1-14; 12:1-2).

We believe Jesus will come to earth again and those who are His will go to live with Him
eternally (Matt. 25:31-46; John 14:1-3; Rev. 1:7-8; 22:7-20).

We believe those who are not His when Jesus returns will spend eternity in Hell (Gen.

18:25; John 3:16-18; 5:25-29; 11:21-27; Rom. 2:1-16; 14:7-12).
We believe communion is a sacrament that declares Jesus’ sacrificial death (Matt. 26:2629;

Mark 14:22-25; Luke 22:17-20; John 6:28-58).
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We believe God can and does heal. We believe God allows providential agencies and
persons to aid in the healing process (Matt. 4:23-24; 9:18-35; John 4:46-54; James 5:1316).
We believe a person receives the fruit of the Spirit (Gal. 5:22-25) when he becomes a
believer. We believe the gift of the Spirit (Rom. 12:6-8; I Cor. 12:1-31; Eph. 4:11-12) are
given by God’s will alone. We believe no gift to be superior to any other and that none is

universally given to all believers.

BIBLICAL PRINCIPLES OF BEHAVIOR

We expect our teachers, and urge our students to live by Biblical principles of behavior. We

believe that those who profess to be children of God will earnestly desire to live by those

principles.

Love God with all your heart, soul, mind and strength and your neighbor as yourself
(Exodus 20:3-6; Mark 12:28-31).

Press upon the attention of the unsaved the claims of the Gospel (Matt. 28:19-20; Acts 1:8).
Be courteous to all persons (Eph. 4:32; 1 Peter 2:17).

Be helpful to all in love, bearing with each others’ personalities (Rom. 12:13; Gal. 6:2, 10).
Seek to do good to the bodies and souls of all. Feed the hungry, clothe the naked, visit the
sick and imprisoned minister to the needy as opportunity and ability are given (Matt.
3:10; 2 Cor. 9:8-10).

Contribute to the support of the ministry of the local church where you are a member with
regular tithes and offerings (Mal. 3:10; 2 Cor. 9:6-10).

Attend the services of your church regularly. Develop a personal devotional life that
reflects your devotion to God and the Lordship of Jesus in your life (Heb. 10:25; Acts
17:11; 2 Tim. 2:15; 3:14-16).

Keep Sunday a “holy” day as opposed to a “Holiday” (Exodus 20:8-11; Mark 2:27).

Be honest in all matters, refusing to take advantage of another (Lev. 19:10-11; 1 Cor.

6:710).
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* Dress in Christian simplicity and modesty (1 Tim. 2:8-10; 1 John 2:15-17).
* Participate only in those entertainments, music, and literature that will aid you in

representing Jesus. You are His representative to your world (1 Cor. 10:31; 2 Cor. 6:1417).

Signature Date
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ALL APPLICANTS

Personal Questions

1. Please give a brief testimony and statement of your personal relationship with Jesus Christ.

2. The Christian employee is most effective when he/she models the Christian life. Share what

this means to you in your personal habits, values, recreation, etc.

3. In a brief paragraph, please explain how you would make your positions/teaching distinctively

Christian.

4. List your favorite scripture verse(s) and explain why they are your favorite.
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ALL APPLICANTS

Doctrinal Questions

The Scriptures

How do you understand the “inspiration” and “authority” of the Scripture? (2 Tim. 3:14-17; 2
Peter 1:20-21; Rev. 22:18-19; Jude 3, Heb. 4:12; John 10:35; Isaiah 40:8; Prov. 30:5; Psalm 19:7-
10; 119:9-11; 89; 105; 140; Romans 15:4).

How do you use the Scriptures in your Christian life (especially in your personal devotional life)?

God
What are your views of God and His purpose in this world? (Gen. 1:1; Deut. 6:4; Isaiah 45:5-7;
Psalm 19:1-3; 139; John 3:16; 2 Peter 3:9)

Jesus Christ
Do you believe Jesus Christ was fully God, fully man, or both? (John 10:27-30; 14:9-10; Phil 2:5-
8; Col. 2:9)

Do you believe the virgin birth is important? Why or why not? (Isaiah 7:14; Matt. 1:25; Luke
1:26-35; John 1:1-3, 14, 18; 1 John 1:3)
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What does Christ’s resurrection mean to you? (1 Cor. 15)

Do you believe that Christ’s death on the cross was absolutely necessary to save mankind? (1 Peter

2:24; Romans 3:25; 5:8)

The Holy Spirit
Who is the Holy Spirit? (Acts 1:8; 5:3-4; Matt. 28:19; 2 Cor. 13:14; Heb. 9:14; John 14: 16-19;
15:26; 16:7; 12-15).

What ministry do you believe the Holy Spirit has with unbelievers? (John 16:7-11).

What ministries to you believe the Holy Spirit performs in believers? (Rom. 8:9, 11, 14-17; 5:5; 1
Cor. 2:14-16; 6:19-29; 12:4-7, 11, Gal. 5:22-23; Eph. 1:13; 4; 4:30; 2 Thess. 2:13).



Always Holding Christ Supreme

Arlington Heights Christian School
9550 Leopard Corpus Christi, TX 78410
(361) 241-4460

Mankind
What does the Bible teach about the origin of man? (Gen. 1:26-27; 2:7; 2:15-25).

What do you believe the Scriptures teach concerning the “fall of man”? (Gen. 2:16-25; 3:1-19;
Rom. 1:19-32; 3:10-18, 23; 3:10-18, 23; 5:12; 6:23; Eph. 2:1-3).

The Church
When do you believe the Church began? (Matt. 16:18-19; Acts 2:1-21; 38-47).

Why do you believe it is important to be a member of a local church? (Heb. 10:25; 1 Cor. 12:1426).
What do you believe the Bible says about prayer? (Luke 11:1-13; 18:1-8; Matt. 6:5-15; 7:7-8; Phil
4:4-7).
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Is a regular time of personal prayer important to you? Why or why not?

What do you believe God’s Word teaches concerning your responsibility to reach our lost world

for Jesus Christ? (Matt. 3:1-3; 4:7; 9:37-38; 28:18-20).
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TEACHER, TEACHER ASSISTANTS, ADMINISTRATOR POSITIONS
**Please complete this page ONLY if you are applying for a Teaching, Teaching Assistant or

School Administrator Position

What is your philosophy of Christian education?

How would you handle discipline in your classroom?

AHCS holds the aim of Christian education is to teach students how to live for God in a

nonChristian world. State your thoughts.

What does it mean to you to teach a Biblical Worldview?
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Declaration of Moral Integrity Form

Arlington Heights Christian School expects all of its employees, as well as its volunteers who have
unsupervised access to children, to model the same Christian values and lifestyle that it seeks to
inculcate in its students.

As an applicant for a ministry position as an employee or as a volunteer at this school, I, (print

name) , recognize, understand, and agree to

live by the Christian moral standards of the school.

I declare that as a follower of Christ, I am not engaging in and commit to not engage in
inappropriate sexual conduct. Inappropriate conduct includes, but is not limited to, such behaviors
as the following: heterosexual activity outside of marriage (e.g., premarital sex, cohabitation,
extramarital sex), homosexual activity, sexual harassment, use of (including the viewing of)
pornographic material or websites, and sexual abuse or improprieties toward minors as defined by
Scripture and federal or state law.

I declare that the above statement is factual and true. My signature below indicates that I meet
the moral integrity standards and Christian role model lifestyle requirements of this Christian

school.

Applicant’s Signature Date

Administrator’s Signature after discussion with applicant/volunteer Date
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Lifestyle Statement

Arlington Heights Christian School is a religious, non-profit organization representing Jesus
Christ throughout the local community.

Arlington Heights Christian School requires its employees to be born-again Christians, living
their lives as Christian role models (Romans 10:9-10, I Timothy 4:12; Luke 6:40). Employees will
conduct themselves in a way that will not raise questions regarding their Christian testimonies. A
Christian lifestyle should reflect the Biblical perspective of integrity and appropriate personal and
family relationships, business conduct and moral behavior. An employee is expected to
demonstrate a teachable spirit, an ability to share love for others, a willingness to live contentedly
under authority and a commitment to follow the Matthew 18 principle when an issue arises with
fellow employees or management.

The Arlington Heights Christian School Statement of Faith expects employees to maintain a
lifestyle based on Biblical standards of moral conduct. Moral misconduct, which violates the bona
fide occupational qualification for employees to be Christian role models, includes, but is not
limited to promiscuity, homosexual behavior and/or sexual orientation bi-sexuality, polygamy
transgender identity or any other violation of the unique roles of male and female (Exodus 20:14;
Leviticus 18:7-23; 20:10-21; Deuteronomy 5:16; Matthew 5:27-28; 15:19; Romans 1:21-27; 1
Corinthians 6:9-20).

MARRIAGE AND HUMAN SEXUALITY - We believe that all matters of faith and conduct must
be evaluated on the basis of Holy Scripture, which is our infallible guide (2 Timothy 3:16-17).
Since the Holy Bible does speak to the nature of human beings and their sexuality, it is imperative

that we correctly understand and articulate what the Bible teaches on these matters.

Arlington Heights Christian School believes that the term “marriage” has only one meaning: the
uniting of one man and one woman in a single, exclusive covenant union, as delineated in
Scripture. (Genesis 2:18-25) and that God intends sexual intimacy to occur only between a man

and a woman who are married to each other and that God has commanded that no intimate sexual
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activity is engaged in outside of marriage between a man and a woman (Genesis 1:27-28; 2:21-24;
Matthew 19:4-9; Mark 10:5-9; Ephesians 5:22-23).

SEXUAL IMMORALITY - Arlington Heights Christian School believes that sexual acts
outside marriage are prohibited as sinful. Consequently, Arlington Heights Christian School
members must resist and refrain from any and all sexual acts outside marriage — including but not
limited to adultery, fornication, incest, zoophilia, pornography, prostitution, masturbation,
voyeurism, pedophilia, exhibitionism, sodomy, polygamy, polyamory, solo-gamy, or same-sex
sexual acts. (Exodus 20:14, Leviticus 18:7-23, Leviticus 20:10-21, Deuteronomy 5:18, Matthew
15:19, Matthew 5:27-28, Romans 1:26-27, I Corinthians 6:9-13, I Thessalonians 4:3, Hebrews
13:4, Galatians 5:19, Ephesians 4:17-19, Colossians 3:5).

SEXUAL IDENTITY - Arlington Heights Christian School believes that God created mankind
in His image male (man) and female (woman) sexually different but with equal personal dignity.
Consequently, Arlington Heights Christian School members must affirm their biological sex and
refrain from any and all attempts to physically change, alter, or disagree with their predominant
biological sex — including but not limited to elective sex-reassignment, transvestite, transgender,
or non-binary “genderqueer” acts of conduct (Genesis 1:26-28, Romans 1:26-32, I Corinthians

6:9-11).

SEXUAL ORIENTATION - Arlington Heights Christian School believes that God created
and ordered human sexuality to the permanent, exclusive, comprehensive, and conjugal “one
flesh” union of man and woman, intrinsically ordered to procreation and biological family, and in
furtherance of the moral, spiritual, and public good of binding father, mother, and child.
Consequently, Arlington Heights Christian School members must affirm the sexual
complementarity of man and woman and resist any and all same-sex sexual attractions and refrain
from any and all same-sex sexual acts or conduct, which are intrinsically disordered. (Genesis
1:27, Genesis 2:24, Matthew 19:4-6, Mark 10:5-9, Romans 1:26-27, 1 Corinthians 6:9-11,
Ephesians 5:25-27, Revelation 19:7-9, Revelation 21:2).
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SEXUAL REDEMPTION - Arlington Heights Christian School believes that all have sinned
and fall short of the glory of God and should seek redemption through confession, repentance,
baptism, and faith in Jesus Christ. Consequently, Arlington Heights Christian School members
must welcome and treat with respect, compassion and sensitivity all who experience same-sex
attractions or confess sexually immoral acts but are committed to resisting sexual temptation,
refraining from sexual immorality, and conforming their behavior to Arlington Heights Christian
School Statement of Faith (Matthew 11:28-30, Romans 3:23, Ephesians 2:1-10, I Corinthians
10:13, Hebrews 2:17-18, Hebrews 4:14-16).

CELIBACY - Arlington Heights Christian School believes that Holy Scripture grants two life
enhancing options for human sexual behavior: (1) conjugal “one flesh” marital union of one man
and one woman, and (2) celibacy. Either is a gift from God, given as He wills for His glory and
the good of those who receive and rejoice in His gift to them. Celibacy and faithful singleness is
to be celebrated and affirmed within the Arlington Heights Christian School. (Genesis 1:27-28;
2:18; 21-24; Matthew 19:4-6; Mark 10:5-8; Hebrews 13:4; I Corinthians 7:1-8; Matthew 19:12; 1
Corinthians 12:12-13; Romans 12:10; I Timothy 5:1-2).

APPLICATION

All of our members, employees, and volunteers must affirm and adhere to this Doctrinal and

Religious Absolute statement on marriage and human sexuality to qualify for involvement with
Arlington Heights Christian School. This is necessary to accomplish our religious mission, goals
and purpose. Behavior or counter-witnessing that does otherwise will impede and burden our
integrity and religious mission. We believe that God’s grace can wipe the slate of guilt and sin,

though the consequences are still incurred.
AUTHORITY

The Bible is the inspired and infallible Word of God acting as the source of authority over morality,
our beliefs, Christian lifestyle and conduct. The Board of Elders of Abundant Life Fellowship
and the Board of Directors of Arlington Heights Christian School are charged with the
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ministerial responsibility of Biblical interpretation and promulgating religious policy. The Board
of Elders of Abundant Life Fellowship and the Board of Directors of Arlington Heights
Christian School will determine life application as well as final matters relating to church
theology, philosophy Christian practice, faith, divine truth, morality, and theological and doctrinal

resolutions.

Applicant’s Signature Date

Administrator’s Signature after discussion with applicant/volunteer Date
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Christian Conciliation and Binding Arbitration

I , agree to attempt to resolve differences

with others (parents, fellow workers, administration) by following the biblical pattern of Matthew
18:15-17. Should I have unresolved issues with my employer after utilizing the Matthew 18
principle, the parties agree to be bound by the following mediation and binding arbitration
agreement in an attempt to resolve issues and bring reconciliation:

Mediation and Binding Arbitration Agreement

The parties to this agreement are Christians and believe that the Bible commands them to make
every effort to live at peace and to resolve disputes with each other in private or within the Christian
community in conformity with the biblical injunctions of 1 Corinthians 6:1-8, Matthew 5:23-24,
and Matthew 18:15-20. Therefore, the parties agree that any claim or dispute arising out of, or
related to, this agreement or any aspect of the employment relationship, including claims under
federal, state, and local statutory or common law, the law of contract, and law of tort, shall be
settled by biblically based mediation.

If resolution of the dispute and reconciliation do not result from mediation, the matter shall then
be submitted to an independent and objective arbitrator for binding arbitration. The parties agree
that the mediation and arbitration process will be conducted in accordance with the “Rules of
Procedure for Christian Conciliation” (“Rules”)*. Consistent with these “Rules,” each party to the
agreement shall agree to the selection of the arbitrator. The parties agree that if there is an impasse
in the selection of the arbitrator, the Institute for Christian Conciliation* shall be asked to provide
the name of a qualified person who will serve in that capacity. Consistent with the “Rules,” the
arbitrator shall issue a written opinion within a reasonable time.

The parties to this contract agree that these methods shall be the sole remedy for any controversy
or claim arising out of the employment relationship or this agreement, and they expressly waive
their right to file a lawsuit against one another in any civil court for such disputes, except to enforce
a legally binding arbitration decision. The parties to this agreement have had an opportunity to
consult legal counsel before signing this agreement.

Employee’s Signature Date

Administrator’s Signature Date
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AUTHORIZATION FOR BACKGROUND CHECK
(Please read and sign this form in the space provided below. Your written authorization is

necessary for completion of the application process.)

I, , hereby authorize Arlington Heights Christian

School to investigate my background and qualifications for purposes of evaluating whether I am
qualified for the position for which I am applying. I understand that Arlington Heights
Christian School will utilize an outside firm or firms to assist it in checking such information,
and I specifically authorize such an investigation by information services and outside entities of
the company's choice. I also understand that I may withhold my permission and that in such a
case, no investigation will be done, and my application for employment will not be processed

further.

Signature of Employee Date

Employee's Name - Printed



- w_4 Employee’s Withholding Certificate OMB No. 1545-0074

Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.

Department of the Treasury Give Form W-4 to your employer. 2 @ 23

Internal Revenue Service Your withholding is subject to review by the IRS.

Step 1: (a) First name and middle initial Last name (b) Social security number

Enter Address Does your name match the

Personal name on your social security

: card? If not, to ensure you get

Information City or town, state, and ZIP code credit for your earnings,
contact SSA at 800-772-1213
or go to www.ssa.gov.

(c) |:| Single or Married filing separately
|:| Married filing jointly or Qualifying surviving spouse

|:| Head of household (Check only if you’re unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, other details, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
Multiple Jobs also works. The correct amount of withholding depends on income earned from all of these jobs.

or Spouse Do only one of the following.

Works (a) Reserved for future use.

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below; or

(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
option is generally more accurate than (b) if pay at the lower paying job is more than half of the pay at the
higher paying job. Otherwise, (b) is more accurate . . . . . . . . . .

TIP: If you have self-employment income, see page 2.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim Multiply the number of qualifying children under age 17 by $2,000 $
Dependent Multiply the number of other dependents by $500 $
and Other ultiply the number of other dependents by e
Credits Add the amounts above for qualifying children and other dependents. You may add to
this the amount of any other credits. Enter the totalhere . . . . . . . . . . 3 |$
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you
(optional): expect this year that won't have withholding, enter the amount of other income here.
Other This may include interest, dividends, and retirementincome . . . . . . . . |4a)|$
Adjustments (b) Deductions. If you expect to claim deductions other than the standard deduction and
want to reduce your withholding, use the Deductions Worksheet on page 3 and enter
theresulthere . . . . . . . . . . . . . . . . . . . . . .. |4a0|%
(c) Extra withholding. Enter any additional tax you want withheld each pay period . . |4(c)|$
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
Here
Employee’s signature (This form is not valid unless you sign it.) Date
Employers | Employer’s name and address First date of Employer identification
Only employment number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 10220Q Form W-4 (2023)



Form W-4 (2023)

Page 2

General Instructions
Section references are to the Internal Revenue Code.

Future Developments

For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go to www.irs.gov/FormWA4.

Purpose of Form

Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. If too little is
withheld, you will generally owe tax when you file your tax
return and may owe a penalty. If too much is withheld, you
will generally be due a refund. Complete a new Form W-4
when changes to your personal or financial situation would
change the entries on the form. For more information on
withholding and when you must furnish a new Form W-4,
see Pub. 505, Tax Withholding and Estimated Tax.

Exemption from withholding. You may claim exemption
from withholding for 2023 if you meet both of the following
conditions: you had no federal income tax liability in 2022
and you expect to have no federal income tax liability in
2023. You had no federal income tax liability in 2022 if (1)
your total tax on line 24 on your 2022 Form 1040 or 1040-SR
is zero (or less than the sum of lines 27, 28, and 29), or (2)
you were not required to file a return because your income
was below the filing threshold for your correct filing status. If
you claim exemption, you will have no income tax withheld
from your paycheck and may owe taxes and penalties when
you file your 2023 tax return. To claim exemption from
withholding, certify that you meet both of the conditions
above by writing “Exempt” on Form W-4 in the space below
Step 4(c). Then, complete Steps 1(a), 1(b), and 5. Do not
complete any other steps. You will need to submit a new
Form W-4 by February 15, 2024.

Your privacy. If you have concerns with Step 2(c), you may
choose Step 2(b); if you have concerns with Step 4(a), you
may enter an additional amount you want withheld per pay
period in Step 4(c).

Self-employment. Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employee. If you want to pay income and self-employment
taxes through withholding from your wages, you should
enter the self-employment income on Step 4(a). Then
compute your self-employment tax, divide that tax by the
number of pay periods remaining in the year, and include
that resulting amount per pay period on Step 4(c). You can
also add half of the annual amount of self-employment tax to
Step 4(b) as a deduction. To calculate self-employment tax,
you generally multiply the self-employment income by
14.13% (this rate is a quick way to figure your self-
employment tax and equals the sum of the 12.4% social
security tax and the 2.9% Medicare tax multiplied by
0.9235). See Pub. 505 for more information, especially if the
sum of self-employment income multiplied by 0.9235 and
wages exceeds $160,200 for a given individual.

Nonresident alien. If you’re a nonresident alien, see Notice
1392, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1(c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2) are married filing jointly and you and your
spouse both work.

If you (and your spouse) have a total of only two jobs, you
may check the box in option (c). The box must also be
checked on the Form W-4 for the other job. If the box is
checked, the standard deduction and tax brackets will be
cut in half for each job to calculate withholding. This option
is roughly accurate for jobs with similar pay; otherwise, more
tax than necessary may be withheld, and this extra amount
will be larger the greater the difference in pay is between the
two jobs.

ﬂ Multiple jobs. Complete Steps 3 through 4(b) on only
one Form W-4. Withholding will be most accurate if
you do this on the Form W-4 for the highest paying job.

Step 3. This step provides instructions for determining the
amount of the child tax credit and the credit for other
dependents that you may be able to claim when you file your
tax return. To qualify for the child tax credit, the child must
be under age 17 as of December 31, must be your
dependent who generally lives with you for more than half
the year, and must have the required social security number.
You may be able to claim a credit for other dependents for
whom a child tax credit can’t be claimed, such as an older
child or a qualifying relative. For additional eligibility
requirements for these credits, see Pub. 501, Dependents,
Standard Deduction, and Filing Information. You can also
include other tax credits for which you are eligible in this
step, such as the foreign tax credit and the education tax
credits. To do so, add an estimate of the amount for the year
to your credits for dependents and enter the total amount in
Step 3. Including these credits will increase your paycheck
and reduce the amount of any refund you may receive when
you file your tax return.

Step 4 (optional).

Step 4(a). Enter in this step the total of your other
estimated income for the year, if any. You shouldn’t include
income from any jobs or self-employment. If you complete
Step 4(a), you likely won’t have to make estimated tax
payments for that income. If you prefer to pay estimated tax
rather than having tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individuals.

Step 4(b). Enter in this step the amount from the
Deductions Worksheet, line 5, if you expect to claim
deductions other than the basic standard deduction on your
2023 tax return and want to reduce your withholding to
account for these deductions. This includes both itemized
deductions and other deductions such as for student loan
interest and IRAs.

Step 4(c). Enter in this step any additional tax you want
withheld from your pay each pay period, including any
amounts from the Multiple Jobs Worksheet, line 4. Entering
an amount here will reduce your paycheck and will either
increase your refund or reduce any amount of tax that you
owe.

CAUTION
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Step 2(b)—Multiple Jobs Worksheet (Keep for your records.)

If you choose the option in Step 2(b) on Form W-4, complete this worksheet (which calculates the total extra tax for all jobs) on only
ONE Form W-4. Withholding will be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest
paying job. To be accurate, submit a new Form W-4 for all other jobs if you have not updated your withholding since 2019.

Note: If more than one job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional

tables.

1 Two jobs. If you have two jobs or you’re married filing jointly and you and your spouse each have one

job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job” row and the
“Lower Paying Job” column, find the value at the intersection of the two household salaries and enter
that value on line 1. Then, skip to line 3 .

Three jobs. If you and/or your spouse have three jobs at the same time, complete lines 2a, 2b, and
2c below. Otherwise, skip to line 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job” row and the annual wages for your next highest paying job
in the “Lower Paying Job” column. Find the value at the intersection of the two household salaries
and enter that value on line 2a .

b Add the annual wages of the two highest paying jobs from line 2a together and use the total as the
wages in the “Higher Paying Job” row and use the annual wages for your third job in the “Lower
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount
on line 2b

¢ Add the amounts from lines 2a and 2b and enter the result on line 2¢c .

Enter the number of pay periods per year for the highest paying job. For example, if that JOb pays
weekly, enter 52; if it pays every other week, enter 26; if it pays monthly, enter 12, etc.

Divide the annual amount on line 1 or line 2c by the number of pay periods on line 3. Enter this
amount here and in Step 4(c) of Form W-4 for the highest paying job (along with any other additional
amount you want withheld)

2a

2b
2c

Step 4(b)—Deductions Worksheet (Keep for your records.)

R

Enter an estimate of your 2023 itemized deductions (from Schedule A (Form 1040)). Such deductions
may include qualifying home mortgage interest, charitable contributions, state and local taxes (up to

$10,000), and medical expenses in excess of 7.5% of yourincome . . . . . . . . . . . . 14

¢ $27,700 if you’re married filing jointly or a qualifying surviving spouse

2  Enter: » $20,800 if you’re head of household

» $13,850 if you’re single or married filing separately

3 If line 1 is greater than line 2, subtract line 2 from line 1 and enter the result here. If line 2 is greater

than line 1, enter “-0-”

4 Enter an estimate of your student loan interest, deductible IRA contributions, and certain other
adjustments (from Part Il of Schedule 1 (Form 1040)). See Pub. 505 for more information . . . . 4

5 Add lines 3 and 4. Enter the result here and in Step 4(b) of FormW-4 . . . . . . . . . . . 5

Privacy Act and Paperwork Reduction Act Notice. We ask for the information
on this form to carry out the Internal Revenue laws of the United States. Internal
Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to
provide this information; your employer uses it to determine your federal income
tax withholding. Failure to provide a properly completed form will result in your
being treated as a single person with no other entries on the form; providing
fraudulent information may subject you to penalties. Routine uses of this
information include giving it to the Department of Justice for civil and criminal
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and
territories for use in administering their tax laws; and to the Department of Health
and Human Services for use in the National Directory of New Hires. We may also
disclose this information to other countries under a tax treaty, to federal and state
agencies to enforce federal nontax criminal laws, or to federal law enforcement
and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax returns and return information are
confidential, as required by Code section 6103.

The average time and expenses required to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.
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Married Filing Jointly or Qualifying Surviving Spouse
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | ¢0- [$10,000 -|$20,000 - | $30,000 -|$40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - | $90,000 -|$100,000 - $110,000 -
Wage &Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $0 $850 $850 | $1,000 | $1,020 | $1,020 | $1,020 | $1,020 | $1,020 | $1,020 | $1,870
$10,000 - 19,999 0 930 | 1,850 | 2,000 | 2200 | 2220 | 2220 | 2220 | 2220 | 2220 | 3200 | 4,070
$20,000 - 29,999 850 | 1,850 | 2,920 | 3120 | 3,320 | 35340 | 3,340 | 35340 | 3,340 | 4,320 | 5320 | 6,190
$30,000 - 39,999 850 | 2,000 | 3120 | 3320 | 3520 | 3540 | 3540 | 3540 | 4520 | 5520 | 6520 | 7,390
$40,000 - 49,999 1,000 | 2,200 | 3320 | 3520 | 3720 | 3,740 | 3740 | 4720 | 5720 | 6720 | 7,720 | 8,590
$50,000 - 59,999| 1,020 | 2,220 | 3340 | 3540 | 3740 | 3,760 | 4,750 | 5750 | 6,750 | 7,750 | 8,750 | 9,610
$60,000- 69,999 1,020 | 2,220 | 3340 | 3540 | 3740 | 4750 | 5750 | 6,750 | 7,750 | 8,750 | 9,750 | 10,610
$70,000- 79,999 1,020 | 2,220 | 3340 | 3540 | 4720 | 5750 | 6,750 | 7,750 | 8,750 | 9,750 | 10,750 | 11,610
$80,000- 99,999 1,020 | 2,220 | 4170 | 5370 | 6570 | 7,600 | 8600 | 9,600 | 10,600 | 11,600 | 12,600 | 13,460
$100,000 - 149,999| 1,870 | 4,070 | 6,190 | 7,390 | 8590 | 9,610 | 10,610 | 11,660 | 12,860 | 14,060 | 15,260 | 16,330
$150,000 - 239,999| 2,040 | 4,440 | 6,760 | 87160 | 9,560 | 10,780 | 11,980 | 13,180 | 14,380 | 15,580 | 16,780 | 17,850
$240,000 - 259,999| 2,040 | 4,440 | 6760 | 8160 | 9,560 | 10,780 | 11,980 | 13,180 | 14,380 | 15,580 | 16,780 | 17,850
$260,000 - 279,999| 2,040 | 4,440 | 6760 | 87160 | 9,560 | 10,780 | 11,980 | 13,180 | 14,380 | 15,580 | 16,780 | 18,140
$280,000 - 299,999| 2,040 | 4,440 | 6760 | 87160 | 9,560 | 10,780 | 11,980 | 13,180 | 14,380 | 15,870 | 17,870 | 19,740
$300,000 - 319,999| 2,040 | 4,440 | 6760 | 8160 | 9,560 | 10,780 | 11,980 | 13,470 | 15,470 | 17,470 | 19,470 | 21,340
$320,000 - 364,999| 2,040 | 4,440 | 6760 | 8550 | 10,750 | 12,770 | 14,770 | 16,770 | 18,770 | 20,770 | 22,770 | 24,640
$365,000 - 524,999| 2,970 | 6,470 | 9,890 | 12,390 | 14,890 | 17,220 | 19,520 | 21,820 | 24,120 | 26,420 | 28,720 | 30,880
$525,000 and over | 3,140 | 6,840 | 10,460 | 13,160 | 15,860 | 18,390 | 20,890 | 23,390 | 25,890 | 28,390 | 30,890 | 33,250
Single or Married Filing Separately
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 -|$20,000 - | $30,000 - | $40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - [ $90,000 - |{$100,000 - $110,000
Wage &Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $310 $890 | $1,020 | $1,020 | $1,020 | $1,860 | $1,870 | $1,870 | $1,870 | $1,870 | $2,030 | $2,040
$10,000 - 19,999 890 | 1630 | 1,750 | 1,750 | 2,600 | 3,600 | 3,600 | 3,600 | 3,600 | 3760 | 3,960 | 3,970
$20,000- 29,999 1,020 | 1,750 | 1,880 | 2,720 | 3720 | 4,720 | 4,730 | 4,730 | 4,890 | 5090 | 5290 | 5,300
$30,000- 39,999 1,020 | 1,750 | 2,720 | 3,720 | 4720 | 5720 | 5730 | 5890 | 6,090 | 6290 | 649 | 6,500
$40,000- 59,999 1,710 | 3450 | 4570 | 5570 | 6570 | 7,700 | 7,910 | 8110 | 8310 | 8510 | 8710 | 8720
$60,000- 79,999| 1,870 | 3,600 | 4,730 | 5860 | 7,060 | 8260 | 8460 | 8660 | 8860 | 9,060 | 9260 | 9,280
$80,000- 99,999 1,870 | 3,730 | 5060 | 6,260 | 7,460 | 8660 | 8860 | 9,060 | 9,260 | 9,460 | 10,430 | 11,240
$100,000 - 124,999| 2,040 | 3970 | 5300 | 6,500 | 7,700 | 8900 | 9,110 | 9,610 | 10,610 | 11,610 | 12,610 | 13,430
$125,000 - 149,999| 2,040 | 3970 | 5300 | 6,500 | 7,700 | 9,610 | 10,610 | 11,610 | 12,610 | 13,610 | 14,900 | 16,020
$150,000 - 174,999| 2,040 | 3970 | 5610 | 7,610 | 9,610 | 11,610 | 12,610 | 13,750 | 15,050 | 16,350 | 17,650 | 18,770
$175,000 - 199,999| 2,720 | 5450 | 7,580 | 9,580 | 11,580 | 13,870 | 15,180 | 16,480 | 17,780 | 19,080 | 20,380 | 21,490
$200,000 - 249,999| 2,900 | 5930 | 8,360 | 10,660 | 12,960 | 15260 | 16,570 | 17,870 | 19,170 | 20,470 | 21,770 | 22,880
$250,000 - 399,999| 2,970 | 6,010 | 8440 | 10,740 | 13,040 | 15340 | 16,640 | 17,940 | 19,240 | 20,540 | 21,840 | 22,960
$400,000 - 449,999| 2,970 | 6,010 | 8440 | 10,740 | 13,040 | 15340 | 16,640 | 17,940 | 19,240 | 20,540 | 21,840 | 22,960
$450,000 and over | 3,140 | 6,380 | 9,010 | 11,510 | 14,010 | 16,510 | 18,010 | 19,510 | 21,010 | 22,510 | 24,010 | 25,330
Head of Household
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 -|$20,000 - | $30,000 - | $40,000 - | $50,000 - | $60,000 - [ $70,000 - | $80,000 - [ $90,000 - |{$100,000 - $110,000
Wage &Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $620 $860 | $1,020 | $1,020 | $1,020 | $1,020 | $1,650 | $1,870 | $1,870 | $1,890 | $2,040
$10,000 - 19,999 620 | 1,630 | 2,060 | 2220 | 2220 | 2220 | 2850 | 3850 | 4,070 | 4,090 | 4,290 | 4,440
$20,000 - 29,999 860 | 2,060 | 2490 | 2650 | 2,650 | 3280 | 4,280 | 5280 | 5520 | 5720 | 5920 | 6,070
$30,000- 39,999 1,020 | 2,220 | 2650 | 2,810 | 3440 | 4440 | 5440 | 6460 | 6,880 | 7,080 | 7,280 | 7,430
$40,000- 59,999 1,020 | 2,220 | 3130 | 4,290 | 5290 | 6290 | 7480 | 8680 | 9,100 | 9,300 | 9,500 | 9,650
$60,000- 79,999 1,500 | 3,700 | 5130 | 6,290 | 7,480 | 8680 | 9,880 | 11,080 | 11,500 | 11,700 | 11,900 | 12,050
$80,000- 99,999 1,870 | 4,070 | 5690 | 7,050 | 8250 | 9,450 | 10,650 | 11,850 | 12,260 | 12,460 | 12,870 | 13,820
$100,000 - 124,999| 2,040 | 4,440 | 6,070 | 7,430 | 8630 | 9,830 | 11,030 | 12,230 | 13,190 | 14,190 | 15,190 | 16,150
$125,000 - 149,999| 2,040 | 4,440 | 6070 | 7,430 | 8630 | 9,980 | 11,980 | 13,980 | 15,190 | 16,190 | 17,270 | 18,530
$150,000 - 174,999| 2,040 | 4,440 | 6070 | 7,980 | 9,980 | 11,980 | 13,980 | 15980 | 17,420 | 18,720 | 20,020 | 21,280
$175,000 - 199,999| 2,190 | 5390 | 7,820 | 9,980 | 11,980 | 14,060 | 16,360 | 18,660 | 20,170 | 21,470 | 22,770 | 24,030
$200,000 - 249,999| 2,720 | 6,190 | 8,920 | 11,380 | 13,680 | 15980 | 18,280 | 20,580 | 22,090 | 23,390 | 24,690 | 25,950
$250,000 - 449,999| 2,970 | 6,470 | 9,200 | 11,660 | 13,960 | 16,260 | 18,560 | 20,860 | 22,380 | 23,680 | 24,980 | 26,230
$450,000 and over | 3,140 | 6,840 | 9,770 | 12,430 | 14,930 | 17,430 | 19,930 | 22,430 | 24,150 | 25,650 | 27,150 | 28,600
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g Health and Human
Services

Child Care Licensing Request for Background Check

Use this form to request background checks required by Texas Administrative Code (TAC) §745.605. You can also submit
background check requests through HHSC’s Child Care Provider website.

See the chart below for instructions based on operation type for submitting background check requests.

If, Then,
Your operation is a licensed child care center, your operation must submit background check requests via HHSC'’s, Child
school-age program, before- or after-school Care Provider page.

program, licensed child care home, registered
home or residential care provider,

Your operation is a listed family home, employer- |your operation may submit background check requests via HHSC’s Child Care
based child care operation or shelter operation, |Provider page, email the form to CBCUbackgroundchecks@dfps.state.tx.us,
fax the background check form to 512-339-5871, or mail the background check
form to: HHSC, Centralized Background Check Unit, P.O. Box 149030, Mail
Code 121-7, Austin, TX 78714-9030.

Directions: Complete the following information for each person required to have a background check. Download additional forms
from the HHS forms website https://hhs.texas.gov/laws-requlations/forms.

Operation Information

Operation Name Operation No. Operation Area Code and Telephone No.
TX State University Child Development Ce | 59795 515-245-2521

Operation Address (Street, City, State, ZIP Code)
102 Leuders, San Marcos, TX 78666

Operation Mailing Address (Street, City, State, ZIP Code) County
601 University, San Marcos, TX 78666 Hays

Verification Signatures

| verified (by reviewing the person’s Social Security card or driver license) that the information on this form contains no willful
misrepresentation, and that the information given is true and complete to the best of my knowledge. | understand that HHSC may
contact others and, at any time, seek proof of any information contained here. | understand that any willful misrepresentation or
failure to provide identifying information within the stated time limit is a cause for denial of the application or revocation of my
license, registration, or listing.

Di Fontenot

Printed Name of Director, Owner or Operator Signature of Director, Owner or Operator Date Signed


mailto:CBCUbackgroundchecks@dfps.state.tx.us

Form 2971
Page 2/ 01-2019-E

Individual’s Identifying Information
[] Initial [ ] Renewal [ ] Fingerprint Check Required [ ] FBI Results in DPS Clearinghouse

First Name Middle Name Last Name

List any other names the individual uses or has used in the past, including married and maiden names, below. If you do not
provide every name that the individual has used, you may receive inaccurate results.

Other First Names Other Middle Names Other Last Names

Address (Street, City, State, ZIP Code)

County Area Code and Telephone No. | Date of Birth Gender:
(OMale  (OFemale

List any other city in Texas where the person has been a resident and any addresses, including county, where the person has lived outside of
Texas in the previous five years.

Ethnicity (must accompany race): Race
(CHispanic (OAsian (OBlack (OWhite  (ONative Hawaiian/Pacific Islander
(ONon-Hispanic (OAmerican Indian/Alaskan Native
Social Security No. |Photo ID Type:
|:| Driver License: No. State |:| Canadian SIN:
[ ] State ID: [ ] Military ID:
[ ] Passport: [ ] Permanent Resident Card:

Contact information is required to schedule a fingerprint appointment. Provide both an email address and phone number for the
individual.

Email Area Code and Telephone No.

Please enter the person’s email address. Do NOT enter the operation’s email address. Providing an email address will allow
notifications requiring action from this person to be received quickly.

Role at Operation:

() Adoptive Parent (O Contracted Service Provider () Director () Foster Parent () Foster/Adoptive Parent
(O Household Member () Frequent/Regular Visitor (O Licensed Administrator (O Owner/Permit Holder
() StaffIEmployee (O Unverified Respite Provider () Volunteer

Job Duties/Title:

For foster/adoptive homes only: Relationship between child/children to be placed and the foster/adoptive parent(s) or prospective
foster/adoptive parent(s):

O Relative O Fictive Kin O Unrelated

Will this person be supervised by a caregiver who is counted in the child-caregiver ratio?....................ccce.. (OYes (ONo

(The supervising caregiver should be an employee of your operation or a caregiver in a foster and/or adoptive home who is
otherwise able to have unsupervised access to children in your care, and who is not restricted from supervising others.)

What age(s) of children will this person be caring for?

O 0 — 17 months O 18 months — 2 years O 3 years — 4 years O 5 years — 13 years O 14 years — 17 years
(O over17years () N/A




Employment Eligibility Verification USCIS

Department of Homeland Security Form I-9

. . L . OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 10/31/2022

JND S,

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the
documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later
than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)
Address (Street Number and Name) Apt. Number City or Town State ZIP Code
Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's E-mail Address Employee's Telephone Number

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

|:| 1. A citizen of the United States

|:| 2. A noncitizen national of the United States (See instructions)

|:| 3. A lawful permanent resident  (Alien Registration Number/USCIS Number):

|:| 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy):
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9: Do ﬁ?ﬁ&’:&f ?ﬁff g;ace
An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:
OR

2. Form 1-94 Admission Number:

OR

3. Foreign Passport Number:

Country of Issuance:

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):
| did not use a preparer or translator. D A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town State ZIP Code

@ Employer Completes Next Page @

Form I-9 10/21/2019 Page 1 of 3



Employment Eligibility Verification USCIS
Form I-9

OMB No. 1615-0047
Expires 10/31/2022

Department of Homeland Security
U.S. Citizenship and Immigration Services

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Acceptable Documents.")

. Last Name (Family Name) First Name (Given Name) M.I. | Citizenship/Immigration Status
Employee Info from Section 1
List A OR List B AND List C
Identity and Employment Authorization Identity Employment Authorization

Document Title

Document Title

Document Title

Issuing Authority

Issuing Authority

Issuing Authority

Document Number

Document Number

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Expiration Date (if any) (mm/dd/yyyy)

Expiration Date (if any) (mm/dd/yyyy)

Document Title

QR Code - Sections 2 & 3

Additional Information Do Not Write In This Space

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy): (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) | City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable)
Last Name (Family Name)

B. Date of Rehire (if applicable)
First Name (Given Name) Middle Initial Date (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title Document Number Expiration Date (if any) (mm/dd/yyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative

Form I-9 10/21/2019 Page 2 of 3



LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LIST A LIST B LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization
Employment Authorization OR AND
1. U.S. Passport or U.S. Passport Card 1. Diriver's license or ID card issued by a 1. A Social Security Account Number
- . State or outlying possession of the card, unless the card includes one of
2. Permanent Resident Card or Alien . : . . . S
. . : United States provided it contains a the following restrictions:
Registration Receipt Card (Form [-551) - .
photograph or |pformat|on SUCh- as (1) NOT VALID FOR EMPLOYMENT
] - name, date of birth, gender, height, eye
3. Foreign passport that contains a color, and address (2) VALID FOR WORK ONLY WITH
temporary [-551 stamp or temporary INS AUTHORIZATION
Ir—esa5d1ag|r|enitr?1(:nri10rt:rt]|to\r/1iso: a machine- 2. ID card |ssuted by fgderal, stglte or local (3) VALID FOR WORK ONLY WITH
9 government agencies or en ities, DHS AUTHORIZATION
— provided it contains a photograph or
4. Employment Authorization Document information such as name, date of b|rth, 2. Certification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms
1-766) DS-1350, FS-545, FS-240)
3. School ID card with a photograph . — )
5. For a nonimmigrant alien authorized 3. Original or certified copy of birth
to work for a specific employer 4. Voter's registration card certificate issued by a State,
because of his or her status: 5. US. Milt d or draft " county, municipal authority, or
. U.S. Military card or draft recor i i
. Foroinpassor an y o or e s e
b. Form 1-94 or Form |-94A that has 6. Military dependent's ID card
the following: 7. U.S. Coast Guard Merchant Mariner 4. Native American tribal document
(1) The same name as the passport; Card 5. U.S. Citizen ID Card (Form 1-197)
and 8. Native American tribal document
(2) An endorsement of the alien's : . 6. Identification Card for Use of
nonimmigrant status as long as 9. Driver's license issued by a Canadian Resident Citizen in the United
that period of endorsement has government authority States (Form 1-179)
not yet expired and the —
proposed employment is not in For persons under age 18 who are | 7- Employment authorization
conflict with any restrictions or unable to present a document document issued by the .
limitations identified on the form. listed above: Department of Homeland Security

6. Passport from the Federated States

of Micronesia (FSM) or the Republic 10. School record or report card

of the Marshall Islands (RMI) with 11. Clinic, doctor, or hospital record
Form 1-94 or Form [-94A indicating
nonimmigrant admission under the 12. Day-care or nursery school record

Compact of Free Association Between
the United States and the FSM or RMI

Examples of many of these documents appear in the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form I-9 10/21/2019 Page 3 of 3
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Employee Direct Deposit Authorization

Instructions

Employee: Fill out and return to your employer.
Employer: Save for your files only.

This document must be signed by employees requesting automatic deposit of paychecks and
retained on file by the employer. Do not send this form to Intuit. Employees must attach a voided
check for each of their accounts to help verify their account numbers and bank routing numbers.

Account 1
Account 1 type: O Checking O Savings

Bank routing number (ABA number):

Account number:

Percentage or dollar amount to be deposited to this account:

Account 2 (remainder to be deposited to this account)
Account 2 type: O Checking O Savings

Bank routing number (ABA number):

Account number:

attach a voided check for each account here

Authorization (enter your company name in the blank space below)

This authorizes (the “Company”)
to send credit entries (and appropriate debit and adjustment entries), electronically or by any other
commercially accepted method, to my (our) account(s) indicated below and to other accounts | (we) identify in
the future (the “Account”). This authorizes the financial institution holding the Account to post all such entries. |
agree that the ACH transactions authorized herein shall comply with all applicable U.S. Law. This authorization
will be in effect until the Company receives a written termination notice from myself and has a reasonable
opportunity to act on it.

Authorized signature: Employee ID #:

Print name: Date:

Employee Direct Deposit Authorization Form Ver. Authorization_for_Direct_Deposit-061812
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Operational Discipline and Guidance Policy

This form provides the required information per 26 Texas Administrative Code (TAC) minimum standards §744.501(7), §746.501(a)(7), and
§747.501(5).

Directions: Parents will review this policy upon enrolling their child. Employees, household members, and volunteers will review this policy at
orientation. A copy of the policy is provided in the operational policies.

Discipline and Guidance Policy

Discipline must be:

1) Individualized and consistent for each child;
2) Appropriate to the child’s level of understanding; and
3) Directed toward teaching the child acceptable behavior and self-control.

A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self-control, and self-direction,
which include at least the following:

1) Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior;

2) Reminding a child of behavior expectations daily by using clear, positive statements;

3) Redirecting behavior using positive statements; and

4) Using brief supervised separation or time out from the group, when appropriate for the child’s age and development, which is limited to no
more than one minute per year of the child’'s age.

There must be no harsh, cruel, or unusual treatment of any child. The following types of discipline and guidance are prohibited:

1) Corporal punishment or threats of corporal punishment;

2) Punishment associated with food, naps, or toilet training;

3) Pinching, shaking, or biting a child;

4) Hitting a child with a hand or instrument;

5) Putting anything in or on a child’s mouth;

6) Humiliating, ridiculing, rejecting, or yelling at a child;

7) Subjecting a child to harsh, abusive, or profane language;

8) Placing a child in a locked or dark room, bathroom, or closet with the door closed or open; and

9) Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age.

Additional Discipline and Guidance Measures
(Only Applies to Before or After School Program (BAP)/School Age Program (SAP) that Operates under 26 TAC Chapter 744)

A program must take the following steps if it uses disciplinary measures for teaching a skill, talent, ability, expertise, or proficiency:

* Ensure that the measures are considered commonly accepted teaching or training techniques;
+ Describe the training and disciplinary measures in writing to parents and employees and include the following information:
(A) The disciplinary measures that may be used, such as physical exercise or sparring used in martial arts programs;
(B) What behaviors would warrant the use of these measures; and
(C) The maximum amount of time the measures would be imposed;
« Inform parents that they have the right to ask for additional information; and
« Ensure that the disciplinary measures used are not considered abuse, neglect, or exploitation as specified in Texas Family Code §261.001
and TAC Chapter 745, Subchapter K, Division 5, of this title (relating to Abuse and Neglect).

Signature

This policy is effective on the following date:

Signed by:

Role: (O Parent (O Caregiver/Employee () Household Member (CH. 747 only)

Minimum Standards Related to Discipline

- Title 26, Chapter 746 Subchapter L: http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=26&pt=1&ch=746&sch=L&rl=Y
- Title 26, Chapter 747 Subchapter L: http:/texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=26&pt=1&ch=747&sch=L&rl=Y
- Title 26, Chapter 744 Subchapter G: http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=26&pt=1&ch=7448&sch=G&rl=Y



http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=26&pt=1&ch=746&sch=L&rl=Y
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=26&pt=1&ch=747&sch=L&rl=Y
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=26&pt=1&ch=744&sch=G&rl=Y
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