
KD’s Klubhouse Child Development Center 
12605 Mattawoman Dr Waldorf, MD 20601 

 

Staff File Audit Checklist 

  Application  

 CDA (3 yrs)     _____ 90 Hours _____ 45 Hours 

 Continuing Education 

 CJIS Clearance  

 Food Handlers (3 yrs) 

 Evaluations (Annually) 

 Drug & Alcohol (Initial and Random) 

 I.D. 

 Resume 

 Job Description 

 KD’s Klubhouse Employee Handbook Signature Page 

 Individual Personnel Information 

 Record of Professional Development Coursework 

 Center Orientation Slip 

 Release of Information 

 Medical Report for Child Care 

  
Staff Assignment: _________________ Start Date: ___________ 

Person completing the audit: ___________________ 

 



KD’s Klubhouse Child Development Center 
12605 Mattawoman Dr Waldorf, MD 20601 

 

APPLICATION FORM 

IT IS THE POLICY OF KD’s KLUBHOUSE CHILD DEVELOPMENT CENTER TO PROVIDE EQUAL 

OPPORTUNITY TO ALL QUALIFIED PERSONS WITHOUT REGARD TO RACE, AGE, COLOR, SEX, 

RELIGION, NATIONAL ORIGIN, PHYSICAL DISABILITY, SEXUAL ORIENTATION, MARITAL STATUS 

OR MEDICAL CONDITION. 

PLEASE ANSWER ALL QUESTIONS IN EACH SECTION COMPLETELY AND ACCURATELY EVEN 

WHEN ATTACHING A RESUME.  PLEASE PRINT LEGIBILY. 

        DATE:      
 
NAME:            _____ 
  Last      First    MI 
ADDRESS:           _____ 
 
____            _____ 
 City      State    Zip Code 
 
TELEPHONE: (      )                 MOBILE: (      ) ________________________  
 
DATE OF BIRTH: ______________________ SOCIAL SECURITY NUMBER: __________________ 
 

EDUCATION 
 
High School: __________________________________________ 
 
CDA Endorsement: ______________________ CDA Certificate Expiration Date: ____________  
 
45 Hours Certificate: _____ Yes ____No 
 
90 Hours Certificate: _____ Yes ____No 
 
College: _____________________________________________ Major: ___________________ 
 
Position applying for:      
 
(NOTE: No applicant will be denied employment solely on the grounds of conviction of a criminal offense. The nature of 

the offense, the data of the offense, the mitigating circumstances and the relevance of the offense to the position(s) 

applied for may, however, be considered). All successful applicants must provide KD’s Klubhouse CDC with a criminal 

records/background check, no older than thirty (30) days, prior to being hired.) 
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