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Name:
     
Arrowhead West, Inc.
INSTRUCTIONS FOR COMPLETING ON-LINE APPLICATION PACKET

1. Fill in all information on pages one (1) and two (2) of the Application For Employment form (AWI 3.0.1).

· Do not use “See Resume” in place of completing the application.


· Do not use relatives or household members as references.
2. Read the Policy on Personnel Recruitment and Employment Practices (AWI 3.1).  If you have any questions, please ask.

3. Complete the Referral Notice (AWI 3.0.1A).

4. Read and acknowledge the Affirmation of Drug and Alcohol-Free Testing Policy (AWI 3.0.43).
5. Complete the Employment Data Record per instructions at the top of the page.

6. If interviewed, you will be asked to fill out work verification forms (AWI 3.0.19) for release of employment history for present or past employers. 
7. You may submit your resume as an attachment.

The supervisor of the vacant position and/or Human Resource Manager will review all applications.  Only those applicants that are determined to be the best qualified for the position will be interviewed.
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ARROWHEAD WEST, INC.

AFFIRMATION OF 

DRUG- AND ALCOHOL-FREE TESTING POLICY

FOR ON-LINE APPLICANTS

STATEMENT OF POLICY
Arrowhead West, Inc. is committed to ensure a safe and drug and alcohol-free workplace for all company employees and the general public.  As a public employer, the company has a compelling interest in establishing reasonable condition of employment.  Prohibiting employee drug and alcohol use is one such condition.

Arrowhead West, Inc. is concerned with the well-being of its employees and the need to maintain employee productivity.  The intent of the Arrowhead West, Inc.’s Drug- and Alcohol-Free Testing Program is to offer a helping hand to those who need it, while sending a clear message that any illegal drug or alcohol use is contradictory with public services and WILL NOT BE TOLERATED!

It is the policy of Arrowhead West, Inc. that all applicants who receive a conditional offer of employment submit to a drug and alcohol test to document they are drug and alcohol free.  Refusal to comply with this requirement will be considered the equivalent of receiving a confirmed “positive” results for employment and disqualification purposes.  Any applicant who receives a confirmed “positive” drug screen result will have the offer of employment withdrawn and will be subject to disqualification from other application for company employment for a period of two years from the effective date of the disqualification action.

I hereby authorize the disclosure of the test results to Arrowhead West, Inc. subsequent to the required review by the medical review officer.

AFFIRMATION OF POLICY
As an applicant for a position, I affirm that I have read and understand the Arrowhead West, Inc.’s Anti-Drug and Alcohol Misuse Prevention Policy and Procedures noted above, and I am aware that any offer of employment is conditional upon my taking a drug and alcohol test and the results thereof and will be subject to reasonable cause and post accident testing as well.  If hired into a position for Arrowhead West, Inc., I agree to abide by all provisions of the anti-drug policy as a condition of my continued employment with the company.

	 FORMCHECKBOX 

	By checking this box I acknowledge that I have read and understand Arrowhead West, 

	
	Inc.’s Drug and Alcohol-free Testing Policy.
	Date:
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  Fax. (620) 227-8812
ARROWHEAD WEST, INC.

APPLICATION FOR EMPLOYMENT

	Date:
	     


Arrowhead West, Inc. is an Equal Opportunity Employer.  Qualified applicant will be considered without regard to race, color, religion, sex, age, handicap, ancestry, national origin or political affiliation.

	PERSONAL INFORMATION
	Home Phone:
	     

	NAME
	     
	Cell Phone:
	     

	Last
	First
	Middle
	Work Phone:
	     

	E-mail Address:
	     

	ADDRESS
	     

	Street
	City
	State
	Zip

	POSITION APPLIED FOR
	     
	DATE YOU COULD START
	     


EDUCATION
	
	SCHOOL NAME AND LOCATION
	GRADUATE
YES/NO
	DEGREE
EARNED
	MAJOR

	HIGH SCHOOL
	     
	     
	     
	     

	TRADE SCHOOL
	     
	     
	     
	     

	COLLEGE
	     
	     
	     
	     

	COLLEGE
	     
	     
	     
	     


PRIOR EMPLOYMENT (Start with most recent)
	Employer

     
	Phone

     
	From

     
	To

     

	Address                                             City, State, Zip

     
	Position

     

	Job Responsibilities

     
	Immediate Supervisor

     

	Reason For Leaving

     
	Salary/Wages

     


	Employer

     
	Phone

     
	From

     
	To

     

	Address                                             City, State, Zip

     
	Position

     

	Job Responsibilities

     
	Immediate Supervisor

     

	Reason For Leaving

     
	Salary/Wages

     

	Employer

     
	Phone

     
	From

     
	To

     

	Address                                             City, State, Zip

     
	Position

     

	Job Responsibilities

     
	Immediate Supervisor

     

	Reason For Leaving

     
	Salary/Wages

     

	We may contact the employers listed
	DO NOT CONTACT

	above unless you indicate those you
	Employer
	     

	do not want us to contact
	Reason
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	Have you been employed by Arrowhead West, Inc. in the past?
	  
Yes

  
No



	 If yes please list location, approximate dates of employment, and name used at the time:
	     

	     


JOB FUNCTIONS

	Are you aware of any reason you cannot perform the functions of the job for which you are applying?
	  
	Yes
	  
	No

	If yes, describe such reason:
	     

	     

	     

	     


REFERENCES (Please list 3 references other than relatives or previous employers.)
	NAME
	ADDRESS
	PHONE
	YEARS KNOWN

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Please state why you feel you are qualified for this position:
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	
	
	

	Have you ever been convicted of a crime?
	     
	If yes, was it a felony or misdemeanor, please explain:
	     

	     
	
	

	
	
	

	Date(s) of conviction(s):
	     


A conviction record will not necessarily be a bar to employment, and factors such as age and time of offense, the seriousness and nature of the violation, and the applicant’s rehabilitation will be considered in the hiring decision.

I understand that the U.S. government requires the company to verify my eligibility for U.S. employment and my identity.  I understand that the company must decline to hire me if I fail to present adequate proof of my eligibility and identity.

I understand that if I am employed, misrepresentation or any false statements may be considered cause for possible dismissal.  I hereby authorize you to investigate all statements in this application as may be necessary.

If you are offered a position, we will check your driving record and request clearance through the KBI and SRS as part of our reference checking process.  Employment is contingent on appropriate reference checks.

I hereby certify that I have read the Affirmative Action Plan of Arrowhead West, Inc. 

	 FORMCHECKBOX 

	By checking this box I acknowledge that the information I have provided is true and accurate to the best of my

	
	knowledge.
	Date:
	     
	


A.W. 3.1

January 1974

Revised 3-77, 8-77, 10-80

12-1-81, 9-10-82, 8-9-83, 

2-7-84, 4-1-86, 11-1-88

Re-typed 11-2-01

ARROWHEAD WEST, INC.

POLICY ON

PERSONNEL RECRUITMENT AND EMPLOYMENT PRACTICES

Arrowhead West, Inc. will make every effort to recruit and employ the most qualified individuals available for all vacant positions.  Arrowhead West, Inc. will provide employment opportunities to otherwise qualified applicants without regard to race, color, religion, sex, age, handicap, ancestry, national origin, or political affiliation.  Arrowhead West, Inc. will take affirmative action to ensure that all applicants and employees are treated without regard to these factors.

This affirmative action will include, but not be limited to ensuring non-discriminatory practices regarding recruitment, recruitment advertising, employment, job assignments, training and upgrading promotion, demotion, transfer, layoff, termination, rates of pay, other compensation and benefits, and physical facilities, and to otherwise meet staffing requirements without regard to race, color, religion, sex, age, national origin, ancestry, handicap, or political affiliation, except where such requirement is a bona fide occupational qualification necessary for proper and efficient administration of delivery of services.  Pre-employment physicals are conducted only after conditional offer of employment is made.

An Affirmation Action Officer or Arrowhead West, Inc. will be appointed, and will be responsible for implementation of the policies and plans of that program.  The Personnel Committee along with staff, to include women, minorities, and the handicapped, serve as an Affirmative Action Audit Committee.

Arrowhead West, Inc. will consider filling vacancies from within the agency through promotions to qualified staff members where appropriate and when such change actually represents a promotion in terms of responsibility and salary.  However, a position vacancy may be advertised in an effort to secure the most qualified person for the position, or if affirmative action deficiencies exist in the agency even though a staff member has applied and meets minimum qualifications.  When a position is filled from within the agency, the last vacancy will be advertised.  Lateral transfers or transfers to a position with a lower salary range and or less responsibility will be considered only when such change is deemed in the best interest of the agency.  In such cases the staff member may experience a reduction in salary or may not receive a merit increase on his or her previous anniversary date of position since such increase would have been related to the position previously held.
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REFERRAL NOTICE

	
Name of Applicant:
	     

	


	
Date:
	     
	

	

	


	
How did you become aware of employment opportunity at Arrowhead West, Inc.?

	

	

	     
	Newspaper

	

	     
	Presentation

	

	     
	Walk-In

	

	     
	AWI Staff (Name:)
	     

	

	     
	Other:
	     


If applicant is hired, person must remain employed for a minimum of 6 months for the referral bonus to become effective.

For Office Use

Supervisor of Applicant to Complete:


Position/Location of Applicant:



Position:_________________________________________________________



Division:_________________________________________________________



Assigned Location:_________________________________________________



 (Residence Address, Life Skills, Production Workshop, Annex, etc.)

Supervisor’s signature to verity 

awareness of staff member’s referral:________________________________________

Administrative Assistant to Complete:



If hired, date of hire:____​​​​​​​____________________________________________



6 month bonus due date:____________________________________________



12 month bonus due date:___________________________________________


EMPLOYMENT DATA RECORD

Employees are treated during employment without regard to race, color, religion, sex, national origin, age, marital or veteran status, medical condition or handicap, or any other legally protected status.

As an employer with an Affirmative Action Program, we comply with government regulations, including Affirmative Action responsibilities where they apply.

The purpose for this Employment Data Record is to comply with government record keeping, reporting, and other legal requirements.  Periodic reports are made to the government on the following information.  The completion of this Employment Data Record is optional.  If you choose to volunteer the requested information please note that all Employment Data Records are kept in a confidential file and are not a part of your Application for Employment or personnel file.  Please note:  YOUR COOPERATION IS VOLUNTARY.  INCLUSION OR EXCLUSION OF ANY DATA WILL NOT AFFECT ANY EMPLOYMENT DECISION.

VOLUNTARY SURVEY

	(Please Print)
	Date:
	     


Government agencies at times require periodic reports on the sex, ethnicity, handicap, veteran and other protected status of employees.  This data is for statistical analysis with respect to the success of the Affirmative Action Program.  SUBMISSION OF THIS INFORMATION IS VOLUNTARY.

	Name

	     

	Address

	     

	City                                                                                 State                                                         Zip

	     
	     
	     

	Social Security Number

	     


	
	
	
	

	Position(s) Applied For:
	
	
	

	     
	
	
	     

	
	
	
	

	
	
	
	
	
	

	Check One:
	 FORMCHECKBOX 
    Male
	 FORMCHECKBOX 
    Female
	Age:
	     
	

	
	
	
	

	
	
	
	

	Race or Ethnic Group (Definitions included)  Please check one.)

	 FORMCHECKBOX 

	Black (not of Hispanic Origin) – includes persons of African descent as well as those identified as

	
	Jamaican, Trinidadian and West Indian


	 FORMCHECKBOX 

	Asian or Pacific Islander – includes Asian-Americans and persons of Japanese, Chinese, Korean 

	
	or Filipino descent

	 FORMCHECKBOX 

	Hispanic – includes Mexican-Americans, Mexicans, Chicanos and Latinos, all persons of Puerto

	
	Rican, Cuban and Spanish or Latin American descent

	 FORMCHECKBOX 

	American Indian or Alaskan Native – includes persons who identify themselves, or are known as such by

	
	virtue of tribal association

	 FORMCHECKBOX 

	White (not of Hispanic origin) – includes Whites, Anglo-Saxons, Europeans and persons of 

	
	Indo-European descent including Pakistani and East Indian

	 FORMCHECKBOX 

	Others – includes Aleuts, Malayans, Thais and others not covered by specific categories above

	

	Please check if any of the following apply:

	 FORMCHECKBOX 

	Disabled Individual – defined as any person who:

	
	 FORMCHECKBOX 

	Has a physical or mental impairment which substantially limits one or more of person’s

	
	
	life activities

	
	 FORMCHECKBOX 

	Has a record of such impairment

	
	 FORMCHECKBOX 

	Is regarded as having such impairment

	 FORMCHECKBOX 

	Veteran – a person, male or female, who has served in the active forces of the United States and

	
	who has been released or separated from such services otherwise than by dishonorable discharge


