 SEQ CHAPTER \h \r 1TOWNSHIP OF EAST BRUNSWICK         


DIVISION OF RECREATION

MEMORANDUM    

Date:

January 28, 2012
To:

Applicants for Staff Positions, Daisy Recreation Program, Summer 2012
From:

Janice Tangen-Pennington, Coordinator, Daisy Recreation Program

Re:

Employment Application Procedure

Step 1:  Complete and sign the:

a. Employment Application (PDF file) (All applicants) 

b. Commitment To Work (PDF file) (All applicants) 
c. Two (2) Reference Checks (PDF file) (All applicants) completed by your references (If you are a high school student, we need references from teachers and guidance counselors. If you are a college student, references can be from your current college teachers or from employers. If you are a teacher, your references must be from the principal and assistant principal in the school where you are currently employed as a teacher. Give them to the people who are serving as your references and ask them to return the form to you. They must be included with the other forms you are returning.
----------------------------------------------------------------------------------------------------
Step 2: Return the completed forms to:



Janice Tangen-Pennington, Coordinator
Daisy Recreation Program TC \l1 "
350 Dunhams Corner Road

East Brunswick, New Jersey  08816
----------------------------------------------------------------------------------------------------
Step 3: If you are going to meet with us for an interview, please ask the Coordinator which of the documents listed below you will need to bring with you. (Do not mail them to us):
1. A resume of your past work experience and/or educational experiences.

2. Your driver’s license.

3. A copy of your high school/college, transcript or diploma

4. A copy of your New Jersey State Certification as a Teacher, Nurse, etc.

5. Your high school or college I.D. Card with your photo on it.

6. Your Social Security Card

7. An original copy of your birth certificate

8. Your passport
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Step 4: If you are offered a position working with the Daisy Recreation Program, please complete, sign and return the following forms. Please do not send them back separately. Send them in when they have all been completed. All forms must be received within two weeks of being offered a staff position.
1.  W-4 form (PDF file) (All applicants)
2.  Emergency Home Contact (PDF file) (All applicants)
3.  Child Abuse Record Information Consent Form (PDF file) (All applicants)
4.  Discipline Policy (PDF file) (All applicants)
5.  Medication Policy (PDF file) (All applicants)
6.  Township Drug and Alcohol Policy (PDF file) (All applicants) Read this but do       not return it. Keep it for a reference. 
7.  Township Drug and Alcohol Policy Sign Off Sheet (PDF file) (All applicants) 
8.   Department of Children and Families Information for Parents and Staff
      (PDF file) (All applicants)
9.   Workers Compensation Procedures (PDF file) (All applicants)
10.   I-9 Form (PDF file) (All applicants)
11. Employment as Counselor/Junior Counselor/Bus Counselor (PDF file) (counselors and junior counselors only)
12. Township Smoking Policy (PDF file) (All applicants)
13.  “BACKGROUND AUTHORIZATION", written at the top (PDF file) (Applicants 18 years of age and older ONLY)

14.  “REQUEST FOR CRIMINAL HISTORY RECORD....." written on the top (PDF file) (Applicants 18 years of age and older ONLY)

15. Medical Record and Physical Examination Form (PDF file) (All applicants) 
16. Promise of Employment (“Working Papers”) (Applicants under 18 years of age only) To be completed only if employment is offered.

Important: You will have two weeks to return the completed White copy of the Employment Certificate (Promise of Employment/Working Papers) to us after you are offered employment. Please ask Fred for information.
17. If you are 18 years of age or older you must secure a fingerprint background check (electronic fingerprints) from MorphoTrac, Inc. within two weeks after being offered employment. (Please ask the Coordinator  to explain the procedure) 
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Step 5: You will receive a letter from the township indicating their intent to hire you. You must sign and return one copy of the "letter of intent to hire" to the Coordinator at the above address within 10 days of the date it is sent to you. 
You will not be permitted to work until all the papers, forms, records, medical examination and Mantoux Test results have been received by us. The Township evaluates all the forms and the reference checks and makes the final determination as to whether or not to employ an applicant.

If you have any questions please call me at 732-236-2588(my cell), at 732-390-6797 (the Recreation Office), or reach me via e-mail at janice.pennington@eastbrunswick.org. Please call. I want to make sure that forms are filled out completely and that any questions are answered. You will not be “bothering” me, I promise.
Please note the following: You must be aggressive in completing the Application for Employment forms and completing the employment process. I understand that each person has a “million” other things that they must do. I understand that if you do not drive, you are dependent upon a parent/friend to provide transportation to a doctor’s office, etc. Unfortunately, we will not be able to hold a position with us if the employment process is not completed within two weeks. 

CC: Michael Reissner, Director, Division of Recreation, Parks and Community Service
01-18-12
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