Application Check List
We will be unable to process your application if ANY of the required documentation is missing or if any questions on the application are left unanswered.  Please return this entire form.  
The following items are required to process your application.


□  Complete application (All questions must be answered.)
□  Signed employment verification 
□  Signed ownership form (Please see back of this form.)


□  Education documentation (See below.)

           
□  Income verification 
            □  Copy of your social security card (See below.) 


□  Income worksheet (Family Child Care Providers and Small Facility Owners  Only)


□  Most recent tax documentation for self (Home/Center Owner only)

□  1040
□   W2 – If you file jointly, W2 forms for both parties must be submitted.

   
□  Copy of your Professional Development Worksheet (July 2011 until present)

     
□  Self-addressed postcard (if you would like notification that your application has been received.)

Education Documentation
The following forms of verification are acceptable and must include the college/university name and applicant’s name and/or social security number:  a copy of your degree or certificate; a copy of your transcript from the college where your most advanced education level was achieved.  Transcripts are required to complete this application.  Please complete the official Robeson Community College transcript request form, pay the $5.00 fee in the cashier’s office, Bldg. 2,  to have your transcript forwarded to the Educational Award office from Records and Registration.  You are responsible for having transcripts forwarded to the Educational Award office if you are attending any other college/university.  In order to be awarded at a Bachelor’s level in Early Childhood Education or Child Development, a copy of your complete transcript is required.  
Income Verification  

The following forms of verification are acceptable:  copy of your most recent pay stub or pay statement that accurately reflects your regular work schedule, the place where you worked and your name.  Home providers should submit the income worksheet, W2 and 1040 as pay verification; small facility owners may submit this worksheet and their tax forms.  Center owners should submit tax documentation.

Applicant:  Please have the owner, director, or person authorized to provide employment verification complete the following questions.  A signature stating the information’s validity is required.

Initial Employment Verification
Employee/applicant name: _________________________Center Name________________________________

Center License #_____________ Star Rating #____________   Position of Employment __________________

Ages of children in the care of this employee:  ___________________ Hours worked per week:_____________    

Current hourly rate: $_________ Employee’s start date ________________

I am authorized to provide employment verification and the information provided on this form is true and 
accurate to the best of my knowledge: _______________________________________









    Printed Name of Director/Owner

Director/Owner Signature



Position


Date

