Kingdom Christian Academy
~ Internal Policy ~

TITLE: Hiring Process

EFFECTIVE DATE: September 1, 2007

Policy # : 2007-001

RELATED POLICIES & FORMS: KCA By-Laws

Applications — Employment packets shall
be kept on file at the main office and
produced or mailed to inquiring applicants
in a prompt manner by office personnel.
Employment packets shall contain, but are
not limited to, the following documents.

a. A welcoming form letter on KCA
letterhead, signed by the principal or a
board member

b. Job description

c. The most recent application form
approved by the board

d. Copy of “Individual’s Request to
Release Information” form (Appendix
E)

e. Statement of Faith and Doctrine

f.  Notice of Non-Discrimination Policy as
follows (required by the IRS for non-
profit status):

NOTICE OF NON-DISCRIMINATION POLICY:
Kingdom Christian Academy employs persons of
any race, color, national or ethnic origin. It does not
discriminate on the basis of race, color, national or
ethnic origin in administration of its educational
policies, admissions policies, scholarship and loan
programs, and athletic and other school
administered programs.

Teacher Pre-Interview — Upon the need to
fill an opening for a teacher position, the
Principal (or a board member) shall
promptly schedule a Pre-Interview of the
applicant prior to the applicant’s interview
before the school board. Only with special
exception, as determined by the board, the
Principal shall forward all applicants who
have been pre-interviewed to the board for
consideration so long as such applicants
possess the following minimum
qualifications:

a. A completed application is on file with
KCA

b. Possession of a bachelor’s degree or
higher degree from an accredited
university or college

The principal should work closely with the
board president (or the president’s designee)
when scheduling for the board interview of
the applicant and with consideration of the
time needed to inform all of the other board
members of the meeting date, time and
location.

Notification of Applicant- Upon approval
by the school board to hire a new full-time
teacher, the principal (or a board member)
shall promptly contact the applicant and
inform them of the boards decision, when
feasible. In the event the applicant has
applied for the Principal position, a board
member shall contact the applicant. During
notification, the applicant shall be informed
that a contract will be offered, and the
signing and notarization of the “Individual’s
Request to Release Information” form will
be required, if not already provided by the
applicant.

Employment  Contracts- Newly-hired
and/or renewing Teachers and Principals
shall be required to sign a contract
coinciding with the concurrent or upcoming
school year. Contracts shall not be
considered in effect until signed by both the
applicant and a member of the school board.
Contracts shall indicate therein the date of
hiring or renewal, for payroll purposes, and
shall end on July 31% of the last quarter of
the school year for which the contract is
being offered. The contract shall be on the
most recent form of “Employment
Contract”, along with approved wording, as
officially authorized by the board. A copy
of the most recent “Employment Contract”
form shall be filed along with this policy as
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Appendix A (for new hires) and Appendix B (for
annual renewing contracts).  All contracts
offered to “new” hires shall include therein at
least the following statement:

e ““Probationary Period: There shall be
a probationary period of 6 months from
time of hire. The board shall conduct
an evaluation near the end of the 6
month period based on professional
conduct and performance. The
employee may be terminated at the will
of the employer, without cause if
decided by the board. Any
unprofessional conduct reviewed by the
board is means to terminate the
employee at any time during
employment.”

5. Background Checks- The school board
shall conduct, or delegate the task of
conducting, the following  minimum
background checks on newly hired teachers,
and/or full-time staff, but only after a
conditional offer of employment has been
made:

a. Missouri State Highway Patrol Request
for Criminal Record Check (see
Appendix C)

b. Department of Homeland Security
Employment Eligibility Verification /
IRS Form 1-9 (see Appendix D)

c. Missouri Judiciary Online Court Search
( www.courts.mo.gov/casenet/ )

d. Dru Sjodin National Sex Offender
Registry Online Search

( www.nsopr.qov/ )

e. Contact the applicant’s current or most
recent pastor

f.  Employment Inquiries for at least the
applicant’s employers from the previous
10 years, to include any volunteer
organizations. Employment inquiries
should be used to determine:

i) Verification of dates of
employment
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ii) If the employees integrity was
ever in question

iii) If the employee is eligible for
re-hire

iv) If the employee was ever
disciplined, and/or terminated

AUTHORITY

(KCA School Board)

Date Approved By Board:
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APPENDIX A

Kingdom Christian Academy

701 Court Street
P.O. Box 695
Fulton, MO 65251
Phone number 573-642-2117
Fax Number 573-642-2022
E-mail: principal@kcasaints.net

\

Where Academics & Faith Unite

Date:

NEW HIRE

TEACHER’S EMPLOYMENT CONTRACT
SCHOOL YEAR

Agreement made between Kingdom Christian Academy (KCA) of Callaway County, herein
referred to as employer and , herein referred to as employee.

THE PARTIES RECITE THAT:

Employer is engaged in Christian education and; therefore, establishing a Christian school for
children in grades kindergarten through eighth grade. The school is maintained at premises in
Fulton, Missouri, and specifically, within the First Baptist Church premises at 701 Court Street.

Employee is willing to be employed by employer, and employer is willing to employ employee,
on the terms and conditions hereinafter set forth.

For the reasons set forth above, and in consideration of the mutual covenants and promises of the
parties hereto, employer and employee covenant and agree as follows:

AGREEMENT TO EMPLOY AND BE EMPLOYED:
Employer hereby employs employee as Kingdom Christian Academy teacher at the above
mentioned premises, and employee accepts and agrees to such employment.

DESCRIPTION OF EMPLOYEE’S DUTIES:

Subject to the supervision of the Kingdom Christian Academy School and pursuant to the orders
of the KCA School Board, inspire through your position as a Christian school teacher an
atmosphere conducive to Christian beliefs as stated in KCA’s Statement of Purpose and
Doctrine. Employee shall perform such duties and obligations of Christian school teacher and
spiritual leader and shall perform such other duties as are customarily performed by one holding
such position in other Christian schools of the same or similar nature as that engaged in by
employer.
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APPENDIX A (cont.)

Class sizes will be as follows:
Kindergarten

Up to 12 students-1 full time teacher.

13-16 students-Full time teacher and an optional four hour aide.

17-24 students-Full time teacher with a full time aide.

The class will be divided into two groups four hours of academic and four
hours of optional enrichment.

25 plus students-two kindergarten classes.

First through Eighth Grades

Single grade-19 students, no aide.
Over 19 students, teacher has the option of an aide.
25 students, class will be split.

Combined grade-17 students, no aide.
Over 17 students, teacher has the option of an aide.
25 students, class will be split.

Teacher has the option of an aide, but if refused no compensation will be made.

MANNER OF PERFORMANCE OF EMPLOYEE’S DUTIES:

Employee shall at all times faithfully, industriously, and to the best of his/her ability, experience, and
talent perform all duties that may be required of and pursuant to the express and implicit terms hereof, to
the reasonable satisfaction of the KCA School Board. Such duties shall be rendered at the above
mentioned premises and at such other place or places as employer shall in good faith require or make
advisable.

DURATION OF EMPLOYMENT:
The term of employment shall be for months, commencing , and terminating
on

COMPENSATION:
Employer shall pay employee and employee agrees to accept from employer, in full payment for
employees service hereunder, compensation at the rate of $ per annum, payable in ____ equal
payments of $ on the 30" day of each month. Payments will begin on
and continue through

Employee shall not be required to work during any school holidays and is entitled to eight (8) days of
personal leave per year.
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APPENDIX A (cont.)

PROBATIONARY PERIOD:

There shall be a probationary period of 6 months from time of hire. The board shall conduct an
evaluation near the end of the 6 month period based on professional conduct and performance. The
employee may be terminated at the will of the employer, without cause if decided by the board. Any
unprofessional conduct reviewed by the board is means to terminate the employee at any time during
employment.

DEFAULT:

In the event of default by a part to this agreement for the sole purpose to teach for any other school or
school district, or the failure of either party hereto to perform any portion of this agreement, the other
party shall have the right to terminate this agreement upon ten (10) days written notice of such
termination. Employee may be terminated at will by the employer for unprofessional conduct or
poor performance of teaching duties or if the employee is unable to perform his/her duties in the
opinion of the employer. Upon such termination, all rights and/or obligations of the parties hereunder
shall terminate. Employer and employee both agree that the amount established hereunder as liquidated
damages is reasonable under the circumstances existing at the time of the execution of the agreement. The
failure to execute said contract will invoke a penalty fee of five hundred dollars ($500) to cover
associated hiring costs or damages, payable to the defaulted party.

ATTORNEY’S FEES:

Should any litigation be commenced between the parties hereto or their personal representatives
concerning any provision of this agreement or the rights and duties of any person in relation thereto, the
party or parties substantially prevailing in the litigation shall be entitled, in addition to such other relief as
may be granted, to a reasonable sum and for his, her, or their attorney’s fees in the litigation, as
determined by the court in the litigation or in a separate action brought for that purpose.

EMPLOYEE’S COMMITMENTS BINDING ON EMPLOYER:
Employee shall not have the right to make any contracts or other commitments for or on behalf of
employer without the approval of the school board.

WAIVER OR MODIFICATION INEFFECTIVE UNLESS IN WRITING:
No waiver or modification of this agreement or of any covenant, condition, or limitation herein contained
shall be valid unless in writing and duly executed by the party to be charged therewith.

CONTRACT GOVERNED BY LAW OR STATE OF MISSOURI:
This agreement and performance hereunder and all suits and special proceedings hereunder shall be
construed in accordance with the laws of the State of Missouri.

BINDING EFFECT OF AGREEMENT:
This agreement shall be binding on and inure to the benefits of the respective parties.

CONTRACTS ARE TO BE RETURNED TO OFFICE BY

By signing this contract | agree to all of the above terms and conditions of this contract and do plan to
accept/return as a teacher at KCA. This contract is binding under the condition that you pass a variety
of background checks.

Kingdom Christian Academy Employee
Of Callaway County, Missouri
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APPENDIX B

Kingdom Christian Academy

701 Court Street
P.O. Box 695
Fulton, MO 65251
Phone number 573-642-2117
Fax Number 573-642-2022
E-mail: principal@kcasaints.net

\

Where Academics & Faith Unite

Date:

RENEWAL

TEACHER’S EMPLOYMENT CONTRACT
SCHOOL YEAR

Agreement made between Kingdom Christian Academy (KCA) of Callaway County, herein
referred to as employer and , herein referred to as employee.

THE PARTIES RECITE THAT:

Employer is engaged in Christian education and; therefore, establishing a Christian school for
children in grades kindergarten through eighth grade. The school is maintained at premises in
Fulton, Missouri, and specifically, within the First Baptist Church premises at 701 Court Street.

Employee is willing to be employed by employer, and employer is willing to employ employee,
on the terms and conditions hereinafter set forth.

For the reasons set forth above, and in consideration of the mutual covenants and promises of the
parties hereto, employer and employee covenant and agree as follows:

AGREEMENT TO EMPLOY AND BE EMPLOYED:
Employer hereby employs employee as Kingdom Christian Academy teacher at the above
mentioned premises, and employee accepts and agrees to such employment.

DESCRIPTION OF EMPLOYEE’S DUTIES:

Subject to the supervision of the Kingdom Christian Academy School and pursuant to the orders
of the KCA School Board, inspire through your position as a Christian school teacher an
atmosphere conducive to Christian beliefs as stated in KCA’s Statement of Purpose and
Doctrine. Employee shall perform such duties and obligations of Christian school teacher and
spiritual leader and shall perform such other duties as are customarily performed by one holding
such position in other Christian schools of the same or similar nature as that engaged in by
employer.
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APPENDIX B (cont.)

Class sizes will be as follows:
Kindergarten

Up to 12 students-1 full time teacher.

13-16 students-Full time teacher and an optional four hour aide.

17-24 students-Full time teacher with a full time aide.

The class will be divided into two groups four hours of academic and four
hours of optional enrichment.

25 plus students-two kindergarten classes.

First through Eighth Grades

Single grade-19 students, no aide.
Over 19 students, teacher has the option of an aide.
25 students, class will be split.

Combined grade-17 students, no aide.
Over 17 students, teacher has the option of an aide.
25 students, class will be split.

Teacher has the option of an aide, but if refused no compensation will be made.

MANNER OF PERFORMANCE OF EMPLOYEE’S DUTIES:

Employee shall at all times faithfully, industriously, and to the best of his/her ability, experience, and
talent perform all duties that may be required of and pursuant to the express and implicit terms hereof, to
the reasonable satisfaction of the KCA School Board. Such duties shall be rendered at the above
mentioned premises and at such other place or places as employer shall in good faith require or make
advisable.

DURATION OF EMPLOYMENT:
The term of employment shall be for months, commencing , and
terminating on

COMPENSATION:
Employer shall pay employee and employee agrees to accept from employer, in full payment for
employees service hereunder, compensation at the rate of $ per annum, payable in

equal payments of $ on the 30™ day of each month. Payments will begin on
and continue through

Employee shall not be required to work during any school holidays and is entitled to eight (8) days of
personal leave per year.

DEFAULT:

In the event of default by a part to this agreement for the sole purpose to teach for any other school or
school district, or the failure of either party hereto to perform any portion of this agreement, the other
party shall have the right to terminate this agreement upon ten (10) days written notice of such
termination. Employee may be terminated at will by the employer for unprofessional conduct or
poor performance of teaching duties or if the employee is unable to perform his/her duties in the
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opinion of the employer. Upon such termination, all rights and/or obligations of the parties hereunder
shall terminate. Employer and employee both agree that the amount established hereunder as liquidated
damages is reasonable under the circumstances existing at the time of the execution of the agreement. The
failure to execute said contract will invoke a penalty fee of five hundred dollars ($500) to cover
associated hiring costs or damages, payable to the defaulted party.

ATTORNEY’S FEES:

Should any litigation be commenced between the parties hereto or their personal representatives
concerning any provision of this agreement or the rights and duties of any person in relation thereto, the
party or parties substantially prevailing in the litigation shall be entitled, in addition to such other relief as
may be granted, to a reasonable sum and for his, her, or their attorney’s fees in the litigation, as
determined by the court in the litigation or in a separate action brought for that purpose.

EMPLOYEE’S COMMITMENTS BINDING ON EMPLOYER:
Employee shall not have the right to make any contracts or other commitments for or on behalf of
employer without the approval of the school board.

WAIVER OR MODIFICATION INEFFECTIVE UNLESS IN WRITING:
No waiver or modification of this agreement or of any covenant, condition, or limitation herein contained
shall be valid unless in writing and duly executed by the party to be charged therewith.

CONTRACT GOVERNED BY LAW OR STATE OF MISSOURI:
This agreement and performance hereunder and all suits and special proceedings hereunder shall be
construed in accordance with the laws of the State of Missouri.

BINDING EFFECT OF AGREEMENT:
This agreement shall be binding on and inure to the benefits of the respective parties.

CONTRACTS ARE TO BE RETURNED TO OFFICE BY

By signing this contract | agree to all of the above terms and conditions of this contract and do plan to
accept/return as a teacher at KCA.

This contract is binding under the condition that you pass a variety of background checks.

Kingdom Christian Academy Employee
Of Callaway County, Missouri
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MISSOURI STATE HIGHWAY PATROL SHP-158)  02/07
REQUEST FOR CRIMINAL RECORD CHECK
PLEASE PRINT OR TYPE.
GENERAL INFORMATION
NAME LAST FIRST MIDDLE JR /SR
MAIDEN / ALIAS LAST FIRST MIDDLE JR/SR
SEX DATE OF BIRTH (MM/DD/YYYY) SOCIAL SECURITY NUMBER RACE
(] mate [] remale [ srack [ whire [] womn [ asian [] other
ADDRESS STREET - P.O. BOX CITY STATE ZIP CODE

COMPLETE THIS SECTION FOR MANDATED RECORD CHECKS ONLY - SECTION B MUST BE COMPLETED

NAME OF AGENCY MANDATING SEARCH

STATUTE NUMBER (STATE OR FEDERAL)

NAME OF REQUESTING ENTITY TELEPHONE NUMBER
ADDRESS STREET - P.O. BOX CITY STATE ZIP CODE
ENTITY TYPE PURPOSE FOR REQUEST

(] stare [] reperat ] empLovment [ voLunTeer [ ] LicENSING

TYPE OF RECORD CHECK - PROCESSING FEE - METHOD OF PAYMENT (per Sections 43.527 and 43.530, RSMo.)

SECTION A - REGULAR
Requested for personal or private business use.

[] $10.00 NAME SEARCH

Based on NAME, DATE OF BIRTH, AND SOCIAL
SECURITY NUMBER. Response will be returned with all
open records and records of conviction.

[] $20.00 FINGERPRINT SEARCH

Based on APPLICANT FINGERPRINT CARD. Response will
be returned with complete records to the individual or
qualifying entity.

Fee is payable either by check or money order
(NO CASH) to "State of Missouri, Criminal Record
System Fund."

SECTION B - MANDATED

Mandated by any provision of state or federal statute. Must cite the
statute mandating the search and be submitted directly to the
Missouri State Highway Patrol Criminal Records Division.

[] $5.00 NAME SEARCH

Based on NAME, DATE OF BIRTH, AND SOCIAL SECU-
RITY NUMBER. Response will be returned with all open
records and records of conviction.

[] $14.00 FINGERPRINT SEARCH
Based on APPLICANT FINGERPRINT CARD. Must cite the
statute mandating the search in "Reason Fingerprinted"
block applicant fingerprint card.
Response will be returned to the qualifying entity with
complete records of arrest on file.

Fee is payable either by check or money order
(NO CASH) to "State of Missouri, Criminal Record
System Fund."

FORWARD TO - SEND REPLY TO

Please forward the request and fee to:

Missouri State Highway Patrol

Criminal Records and Identification Division
Post Office Box 9500
Jefferson City, MO 65102

SEND REPLY TO (Print or type your mailing label below.)

Telephone (include area code)
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Criminal Records and Identification Division
General Information

The Missouri Criminal Records Repository (MCRR), collects, maintains, and disseminates Criminal History Record
Information (CHRI) as defined by 43.500 and 589.400 RSMo.

Criminal History Record Information is information collected by criminal justice agencies on individuals consisting of
arrests, prosecution, a final disposition, correctional supervision, and release. All felony and serious misdemeanor
arrests (referred to as reportable arrests) including offender registration information as defined under 589.400, RSMo.
and all alcohol and drug related traffic offenses are reportable to the MCRR.

Criminal history records are designated as open or closed.
*Open records

1. arrest record for 30 days following arrest.

2. arrest record for which charges have been filed.

3. court disposition of guilty.

4. suspended imposition of sentence during probation period.

*Closed records

1. arrest record after 30 days following arrest.

2. nolle prossed.

3. dismissed.

4. found not guilty.

5. suspended imposition of sentence after probation completed.

*Closed records are accessible to certain groups designated in section 610.120, RSMo.

*MCRR will only release closed records to those noncriminal justice entities entitled to closed records,
when the criminal record check is based on a fingerprint search which will assure the identity of the subject
in question.

*Any person can receive their own record, open and closed, by submission of fingerprints and required fee.

Any requester may receive open record information.
Closed records are accessible by the following, in accordance with 610.120 RSMo, with the submission of fingerprints
and required fee.

FBI Record requests
*The FBl files are open to criminal justice agencies for the administration of criminal justice.
*The FBI has only open files in that if someone has the authority to receive the records, they receive all that is on
file.
*The FBI allows access to their files to noncriminal justice agencies for certain purposes for a fee.
*The purpose for the record check must be set forth in the federal regulations.
*The state, from which the noncriminal justice request originates, must have a state statute specifying the
entity has state authority to check the FBI files for the purpose specified.
*Fingerprints must be submitted before the FBI will release their files to a noncriminal justice entity.
*The result of the federal record search must terminate at a governmental agency and is not to be released
to a private entity.
*All requests into the federal file from the state entities must come through and be stamped by MCRR.
*Federal record checks for noncriminal justice entities are $24.00 for licensing or employment checks and $18.00
for volunteers to those covered care facilities.

PENALTY - A person who knowingly violates any provision of section 610.100, 610.105, 610.106, or 610.120 is guilty of
a class A misdemeanor.






. OMB No. 1615-0047; Expires 03/31/07
Department of Homeland Security e ey ege . .
U.S. Citizenship and Immigration Services Employment Ellglblllty Verification

INSTRUCTIONS

PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM.

Anti-Discrimination Notice. It is illegal to discriminate against any individual (other than an alien not authorized to work in the U.S.) in
hiring, discharging, or recruiting or referring for a fee because of that individual's national origin or citizenship status. It is illegal to
discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an employee. The
refusal to hire an individual because of a future expiration date may also constitute illegal discrimination.

Section 1- Employee. All employees, citizens and
noncitizens, hired after November 6, 1986, must complete Section 1
of this form at the time of hire, which is the actual beginning of
employment. The employer is responsible for ensuring that
Section 1 is timely and properly completed.

Preparer/Translator Certification. The Preparer/Translator
Certification must be completed if Section 1 is prepared by a person
other than the employee. A preparer/translator may be used only
when the employee is unable to complete Section 1 on his/her own.
However, the employee must still sign Section 1 personally.

Section 2 - Employer. For the purpose of completing this
form, the term "employer" includes those recruiters and referrers for a
fee who are agricultural associations, agricultural employers or farm
labor contractors.

Employers must complete Section 2 by examining evidence of
identity and employment eligibility within three (3) business days of
the date employment begins. If employees are authorized to work,
but are unable to present the required document(s) within three
business days, they must present a receipt for the application of the
document(s) within three business days and the actual document(s)
within ninety (90) days. However, if employers hire individuals for a
duration of less than three business days, Section 2 must be
completed at the time employment begins. Employers must record:
1) document title; 2) issuing authority; 3) document number, 4)
expiration date, if any; and 5) the date employment begins.
Employers must sign and date the certification. Employees must
present original documents. Employers may, but are not required to,
photocopy the document(s) presented. These photocopies may only
be used for the verification process and must be retained with the 1-9.
However, employers are still responsible for completing the I-9.

Section 3 - Updating and Reverification. Employers
must complete Section 3 when updating and/or reverifying the 1-9.
Employers must reverify employment eligibility of their employees on
or before the expiration date recorded in Section 1. Employers
CANNOT specify which document(s) they will accept from an
employee.

o If an employee's name has changed at the time this form is
being updated/reverified, complete Block A.

. If an employee is rehired within three (3) years of the date
this form was originally completed and the employee is still
eligible to be employed on the same basis as previously
indicated on this form (updating), complete Block B and the
signature block.

. If an employee is rehired within three (3) years of the date
this form was originally completed and the employee's work
authorization has expired or if a current employee's work
authorization is about to expire (reverification), complete
Block B and:

— examine any document that reflects that the employee
is authorized to work in the U.S. (see List A or C),

— record the document title, document number and
expiration date (if any) in Block C, and

— complete the signature block.

Photocopying and Retaining Form I-9. A blank I-9 may be
reproduced, provided both sides are copied. The Instructions must
be available to all employees completing this form. Employers must
retain completed |-9s for three (3) years after the date of hire or one
(1) year after the date employment ends, whichever is later.

For more detailed information, you may refer to the Department
of Homeland Security (DHS) Handbook for Employers, (Form
M-274). You may obtain the handbook at your local U.S.
Citizenship and Immigration Services (USCIS) office.

Privacy Act Notice. The authority for collecting this information is
the Immigration Reform and Control Act of 1986, Pub. L. 99-603 (8
USC 1324a).

This information is for employers to verify the eligibility of individuals
for employment to preclude the unlawful hiring, or recruiting or
referring for a fee, of aliens who are not authorized to work in the
United States.

This information will be used by employers as a record of their basis
for determining eligibility of an employee to work in the United
States. The form will be kept by the employer and made available
for inspection by officials of the U.S. Immigration and Customs
Enforcement, Department of Labor and Office of Special Counsel for
Immigration Related Unfair Employment Practices.

Submission of the information required in this form is voluntary.
However, an individual may not begin employment unless this form
is completed, since employers are subject to civil or criminal
penalties if they do not comply with the Immigration Reform and
Control Act of 1986.

Reporting Burden. We try to create forms and instructions that are
accurate, can be easily understood and which impose the least
possible burden on you to provide us with information. Often this is
difficult because some immigration laws are very complex.
Accordingly, the reporting burden for this collection of information is
computed as follows: 1) learning about this form, 5 minutes; 2)
completing the form, 5 minutes; and 3) assembling and filing
(recordkeeping) the form, 5 minutes, for an average of 15 minutes
per response. If you have comments regarding the accuracy of this
burden estimate, or suggestions for making this form simpler, you
can write to U.S. Citizenship and Immigration Services, Regulatory
Management Division, 111 Massachuetts Avenue, N.W.,
Washington, DC 20529. OMB No. 1615-0047.

NOTE: This is the 1991 edition of the Form 1-9 that has been
rebranded with a current printing date to reflect the recent transition
from the INS to DHS and its components.

EMPLOYERS MUST RETAIN COMPLETED FORM I-9

Form I-9 (Rev. 05/31/05)Y

PLEASE DO NOT MAIL COMPLETED FORM I-9 TO ICE OR USCIS





Department of Homeland Security OMB No. 1615-0047; Expires 03/31/07

U.S. Citizenship and Immigration Services Employment Eligibility Verification
|
Please read instructions carefully before completing this form. The instructions must be available during completion
of this form. ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work eligible individuals. Employers
CANNOT specify which document(s) they will accept from an employee. The refusal to hire an individual because of
a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name: Last First Middle Initial Maiden Name
Address (Street Name and Number) Apt. # Date of Birth (month/day/year)
City State Zip Code Social Security #

| attest, under penalty of perjury, that | am (check one of the following):
|:| A citizen or national of the United States
|:| A Lawful Permanent Resident (Alien #) A

D An alien authorized to work until
(Alien # or Admission #)

Employee's Signature Date (month/day/year)

| 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.

Preparer and/or Translator Certification. (To be completed and signed if Section 1 is prepared by a person
other than the employee.) | attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best
of my knowledge the information is true and correct.

Preparer's/Translator's Signature Print Name

Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and expiration date, if
any, of the document(s).

List A OR List B AND ListC

Document title:

Issuing authority:

Document #:

Expiration Date (if any):

Document #:

Expiration Date (if any):

CERTIFICATION - lattest, under penalty of perjury, that | have examined the document(s) presented by the above-named
employee, that the above-listed document(s) appear to be genuine and to relate to the employee named, that the

employee began employment on (month/day/year) and that to the best of my knowledge the employee
is eligible to work in the United States. (State employment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Representative Print Name Title

Business or Organization Name Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 3. Updating and Reverification. To be completed and signed by employer.
A. New Name (if applicable) B. Date of Rehire (month/day/year) (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment
eligibility.
gioity Document Title: Document #: Expiration Date (if any):

| attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible 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 Date (month/day/year)

NOTE: This is the 1991 edition of the Form I-9 that has been rebranded with a Form I-9 (Rev. 05/31/05)Y Page 2
current printing date to reflect the recent transition from the INS to DHS and its
components.





LIST A

Documents that Establish Both
Identity and Employment
Eligibility

1. U.S. Passport (unexpired or
expired)

2. Certificate of U.S. Citizenship
(Form N-560 or N-561)

3. Certificate of Naturalization
(Form N-550 or N-570)

4. Unexpired foreign passport,
with /-5651 stamp or attached
Form 1-94 indicating unexpired
employment authorization

5. Permanent Resident Card or
Alien Registration Receipt Card
with photograph
(Form I-151 or I-551)

6. Unexpired Temporary Resident
Card (Form 1-688)

7. Unexpired Employment
Authorization Card
(Form I-688A)

8. Unexpired Reentry Permit
(Form 1-327)

9. Unexpired Refugee Travel
Document (Form 1-571)

10. Unexpired Employment

Authorization Document issued by

DHS that contains a photograph
(Form 1-688B)

LISTS OF ACCEPTABLE DOCUMENTS

LISTB

Documents that Establish

OR Identity

1. Driver's license or ID card issued
by a state or outlying possession of
the United States provided it
contains a photograph or
information such as name, date of
birth, gender, height, eye color and
address

2. ID card issued by federal, state or
local government agencies or
entities, provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color and address

3. School ID card with a
photograph

4. Voter's registration card
5. U.S. Military card or draft record

6. Military dependent's ID card

7. U.S. Coast Guard Merchant
Mariner Card

8. Native American tribal document

9. Diriver's license issued by a
Canadian government authority

For persons under age 18 who
are unable to present a
document listed above:

10. School record or report card
11. Clinic, doctor or hospital record

12. Day-care or nursery school
record

AND
1.

LISTC

Documents that Establish
Employment Eligibility

U.S. social security card issued by
the Social Security Administration
(other than a card stating it is not
valid for employment)

Certification of Birth Abroad issued
by the Department of State (Form
FS-545 or Form DS-1350)

Original or certified copy of a
birth certificate issued by a state,
county, municipal authority or
outlying possession of the United
States bearing an official seal

Native American tribal document

U.S. Citizen ID Card (Form 1-197)

ID Card for use of Resident
Citizen in the United States
(Form I-179)

Unexpired employment
authorization document issued by
DHS (other than those listed
under List A)

lllustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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INDIVIDUAL’S REQUEST TO RELEASE INFORMATION

To:
From:
(Applicant’s Name)
1. | hereby authorize and request all persons or entities to whom this request is presented having information

relating to or concerning me to furnish such information to a duly elected school board member of Kingdom Christian
Academy, whether or not such information would otherwise be protected from disclosure by any constitutional,
statutory or other legal privilege.

2. | hereby authorize and request all persons or entities to whom this request is presented having documents
relating to or concerning me to permit a duly elected school board member of Kingdom Christian Academy to review
and copy any such documents, whether or not such documents would otherwise be protected from disclosure by any
constitutional, statutory or other legal privilege.

3. I do, for myself, my heirs, executors, administrators, successors and assigns, hereby release remise, and forever
discharge the person or entity to whom this request is presented, and his/her/its agents and employees from any and
all manner of actions, causes of action, suits, debts, judgments, executions, claims, and demands whatsoever, known
or unknown, in law or equity, which | ever had, now have, may have, or claim to have against the person or entity to
whom this request is presented or his/her/its agents or employees arising out of or by reason of complying with this
request.

4. | agree to indemnify and hold harmless the person or entity to whom this request is presented and is/herl/its
agents and employees from and against all claims, damages, losses and expenses, including reasonable attorneys’
fees arising out of or by reason of complying with this request.

5. Areproduction of this request by photocopy shall be for all intents and purposes as valid as the original.

IN WITNESS WHEREOF, | have executed this request at ,
(City) (State)

on the day of , 20

(Applicant’s Signature)

Subscribed and sworn to before me this day of , 20

(Notary Public)
(Notarial Seal)

My commission expires:

Notary Public in and for the County of

State of

(Signature of KCA School Board Official)







APPENDIX E

INDIVIDUAL’S REQUEST TO RELEASE INFORMATION

To:
From:
(Applicant’s Name)
1. | hereby authorize and request all persons or entities to whom this request is presented having information

relating to or concerning me to furnish such information to a duly elected school board member of Kingdom Christian
Academy, whether or not such information would otherwise be protected from disclosure by any constitutional,
statutory or other legal privilege.

2. | hereby authorize and request all persons or entities to whom this request is presented having documents
relating to or concerning me to permit a duly elected school board member of Kingdom Christian Academy to review
and copy any such documents, whether or not such documents would otherwise be protected from disclosure by any
constitutional, statutory or other legal privilege.

3. I do, for myself, my heirs, executors, administrators, successors and assigns, hereby release remise, and forever
discharge the person or entity to whom this request is presented, and his/her/its agents and employees from any and
all manner of actions, causes of action, suits, debts, judgments, executions, claims, and demands whatsoever, known
or unknown, in law or equity, which | ever had, now have, may have, or claim to have against the person or entity to
whom this request is presented or his/her/its agents or employees arising out of or by reason of complying with this
request.

4. | agree to indemnify and hold harmless the person or entity to whom this request is presented and is/herl/its
agents and employees from and against all claims, damages, losses and expenses, including reasonable attorneys’
fees arising out of or by reason of complying with this request.

5. Areproduction of this request by photocopy shall be for all intents and purposes as valid as the original.

IN WITNESS WHEREOF, | have executed this request at ,
(City) (State)

on the day of , 20

(Applicant’s Signature)

Subscribed and sworn to before me this day of , 20

(Notary Public)
(Notarial Seal)

My commission expires:

Notary Public in and for the County of

State of

(Signature of KCA School Board Official)
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