
 

 

Dear Sir/Madam; 
 
The following individual has recently applied for employment with the WCADCC.  In order to 
process the application the following information is requested. 
 
Sincerely,  
 
 
Betsy Billie 
Executive Director 
 
Name:          
 
Dates employed:     to     
 
Job Title:       Age group:     
 
Wage:         
 
Employment Status:  Full Time     Part Time     
 
Total hours worked:         
 
Attendance Record: Good   Fair   Poor   
 
Reason for Leaving:             
 
Any noted disciplinary history or reprimands:         
 
Is the applicant eligible for rehire?  Yes   No  
 
Comments:              
 
              
 

The above information is provided in strict confidence in response to your request. 
 
              
AUTHORIIZED REPRESENTATIVE    DATE 
 
              
PRINTED NAME       TITLE 
 
              
COMPANY         TELEPHONE 
 
              
ADDRESS  

RETURN EMAIL: wcadcc@gmail.com 



 

 

 
Date:  
 
 
To Whom It May Concern,  
 
This letter is to serve as a reference for _____________________________. I have known the 
applicant for _____________ years and am not a member of his/her family. I have witnessed the 
applicant first hand working with children and recommend them for a position at the West 
Chester Area Day Care Center.  
 
Additional Comments:  
 
 
 
 
 
 
 
 
 
 
 
 
Below is my contact information if you have any additional questions.  
 
Name: ___________________________________________________________________ 
  
Phone Number: ____________________________________________________________ 
  
Email Address: ____________________________________________________________ 
  
 
 

Sincerely,  
 

 


