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PAPERWORK REQUIREMENTS FOR SEASONAL/PART-TIME APPLICATIONS  

 

The attached paperwork must be completed and submitted to the Civil Service office of the City 

of Long Beach, 1 West Chester Street, Room 504, Long Beach NY 11561: 

 

____ Seasonal/Part-Time Employment Application  

____ W-4  

____ I-9 (complete Section 1 only) 

____ Employer Health Benefits Waiver of Coverage 
 

In addition, you must submit the following documents: 

 

____ Original Working Papers (ages 14 & 15 – blue card) (ages 16 & 17 – green card) 

 (must be kept on file by the City if hired) 

____ Social Security Card 

 (needed for verification, will be returned immediately) 

____ Birth Certificate, if unable to produce photo ID with date of birth 

(needed for verification, will be returned immediately) 

____ Photo Identification (valid/current), if over age of 18 (i.e. Driver’s License, 

Non-Driver’s ID, Passport, School ID) 

 (needed for verification, will be returned immediately) 

____ Proof of Health Insurance Coverage 

 (needed for verification, will be returned immediately) 

____ Alien Registration Card, if applicable 

 (needed for verification, will be returned immediately) 

 
The New York State Labor Department requires Working Papers for students under eighteen who seek 

employment.  Working Papers are valid for two years.  Students who attend Long Beach Middle School 

should apply in the Health Office of the Middle School.  Students who attend Long Beach High School 

should apply in the Health Office of the High School.  Students who attend non-public schools may 

obtain Working Papers at Long Beach High School.   

==================================================================== 

For office use only: 

  

Paperwork complete, application approved:  _________ Date:________ 

Application returned, above designated paperwork missing: _______ Date:  ______ 
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City of Long Beach 

Seasonal/Part-time Employment Application 

Youth & Family Services 
 

 

Name___________________________________________________________________ 

  Last    First    Middle 

 

Address_________________________________________________________________ 

     Number and Street 

 

 __________________________________________________________________ 

  Town       Zip Code 

 

 

E-Mail: _________________  Home Tel. # _______________ Cell # ____________ 

 

 

Emergency Contact: _____________________________________________________________ 

   Name    Relationship   Contact # 

 

 

Check Position Applying For 

 

Youth & Family Services:  ___ Program Specialist 

___ Camp Counselor 

 

 

Have you previously worked for the City of Long Beach? ___ Yes ___ No 

 

If yes, please list position and department: _____________________________________ 

 

Available to work from: _____________________ to ___________________________ 

    Month/Day    Month/Day 

 

 

Date of Birth: ____________________  Social Security #:  ___________________ 
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Except for adjudications as a youthful offender, wayward minor or juvenile delinquent, have you 

ever been convicted of a misdemeanor or felony? Yes ___  No ___ 

 

 

A conviction is not an automatic bar to employment. Each case is considered on its individual 

merits. A false statement may result in the disqualification of your application in accordance 

with section 50 of Civil Service Law. You are advised, therefore, to list all such convictions for 

misdemeanors or felonies. 

 

 

Except for lack of work or funds, were you ever dismissed or discharged from any employment? 

  

Yes ___  No ___ 

 

 

If you answered “yes” to either question above, you must give specifics below. None of the 

above circumstances represents an automatic bar to employment. Each case is considered and 

evaluated on individual merits in relation to the duties and responsibilities of the position for 

which you are applying. 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

Check the highest grade level completed as of June 30
th

: 

 

9 ___ 10 ___ 11 ___ 12 ___  College completed 1 ___ 2 ___ 3 ___ 4 ___ 

 

Did you graduate? Yes ___  No ___  Degree: ___________ Date: ______ 

 

Name of School: _________________________________________________________ 

 

Do you have certifications for: First Aid ___ and/or CPR ___ 

 

Do you have a driver’s license?  Yes ___  No ___ 

 

If yes, please list type:  ________________________ 
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Employment History 
 

 

Name of Employer: _____________________ Position: __________________ 

 

Describe Duties: __________________________________________________________ 

 

________________________________________________________________________ 

 

Address: ________________________________ Phone Number/Contact: ____________ 

 

Date Employed: __________ to__________   Reason for leaving: ___________________ 

 

 

 

Name of Employer: _____________________ Position: __________________ 

 

Describe Duties: __________________________________________________________ 

 

________________________________________________________________________ 

 

Address: ________________________________ Phone Number/Contact: ____________ 

 

Date Employed: __________ to__________   Reason for leaving: ___________________ 

 

 

For Program Specialist or Camp Counselor 
If you are interested in a position in any area below, check next to the activity and please list 

qualifications and experience in the space provided. 

 

___ Arts & Crafts: ______________________________________________________ 

___ Music:  ______________________________________________________ 

___ Dramatic Arts: ______________________________________________________ 

___ Child Care: ______________________________________________________ 

___ Baseball: ______________________________________________________ 

___ Softball: ______________________________________________________ 

___ Basketball: ______________________________________________________ 

___ Soccer: ______________________________________________________ 

___ Softball: ______________________________________________________ 

___ Lacrosse: ______________________________________________________ 

___ Tennis: ______________________________________________________ 

___ Volleyball: ______________________________________________________ 

___ Swimming: ______________________________________________________ 

___ Diving: ______________________________________________________ 

___ Ice Hockey: ______________________________________________________ 

___ Figure Skating: _____________________________________________________ 

___ Roller Hockey: _____________________________________________________ 

___ Wrestling: ______________________________________________________ 

___ Yoga/Aerobics: _____________________________________________________ 

___ Other:  ______________________________________________________ 
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According to §45 of the NYS Retirement and Social Security Law, you have the option of 

becoming a member of the New York State Employees’ Retirement System.  By becoming a 

member, 3% of your salary will be deducted by-weekly.   

 

I acknowledge that I have been advised that Membership in the New York State Employees’ 

Retirement System is available to me as a municipal employee.  Further I understand that if I am 

interested in joining the retirement system, I must file an application with the Civil Service office 

and pay the applicable certified mailing fee. 

 

I acknowledge that I am requesting permission to work as a seasonal or part-time employee, and 

therefore will be restricted in the duration of my employment or number of hours I may be 

permitted to work.  I acknowledge that I received and completed the attached Employer Health 

Benefits Waiver of Coverage. 

 

I acknowledge that I have received and read the City of Long Beach Employee Policy Manual, 

containing the City’s Equal Employment Opportunity Policy, Family & Medical Leave Act 

(“FMLA”) Policy, Drug-Free Workplace Policy, and Workplace Violence Prevention Act 

(“WVPA”) Policy & Program. 

 

The facts set forth on this application are true and complete. I understand that any false statement 

is cause for immediate dismissal. 

 

 

 

________________________________________________________________________ 

  Applicant’s Signature     Date 
 

 

The City of Long Beach is an equal opportunity employer. 

 

Return completed application, and all required paperwork, to: 

 

Civil Service (Room 504) 

1 West Chester Street 

Long Beach, NY 11561 

 

Phone: 516-431-1000 x7214     Fax: 516-897-5669 

 

www.longbeachny.gov  

http://www.longbeachny.gov/
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City of Long Beach 

 
Pre-employment reference check 

 

Applicant’s Name: _______________________________ 

Social Security Number: _______________________________ 

Position Applied for: _______________________________ 

 

Please list THREE (3) references: 

Name Relationship Phone Number 

1.    

2.    

3.    

 

DO NOT WRITE BELOW THIS LINE; FOR OFFICE USE ONLY                                                               

 

1. Person Contacted: _________________  Title/Relationship: _________________ 

 GOOD FAIR POOR 

  Attendance    

  Punctuality    

  Work Attitude    

  Job Performance    

  Ability to get along with others    

  Personal Appearance    

  Dependability    

 

2. Person Contacted: _________________  Title/Relationship: _________________ 

 GOOD FAIR POOR 

  Attendance    

  Punctuality    

  Work Attitude    

  Job Performance    

  Ability to get along with others    

  Personal Appearance    

  Dependability    

 

3. Person Contacted: _________________  Title/Relationship: _________________ 

 GOOD FAIR POOR 

  Attendance    

  Punctuality    

  Work Attitude    

  Job Performance    

  Ability to get along with others    

  Personal Appearance    

  Dependability    

 

**additional comments on reverse side (if necessary) 

Completed by: Name:______________________________  Date: ____________________ 















Form W-4 (2016)
Purpose. Complete Form W-4 so that your employer 
can withhold the correct federal income tax from your 
pay. Consider completing a new Form W-4 each year 
and when your personal or financial situation changes.
Exemption from withholding. If you are exempt, 
complete only lines 1, 2, 3, 4, and 7 and sign the form 
to validate it. Your exemption for 2016 expires 
February 15, 2017. See Pub. 505, Tax Withholding 
and Estimated Tax.
Note: If another person can claim you as a dependent 
on his or her tax return, you cannot claim exemption 
from withholding if your income exceeds $1,050 and 
includes more than $350 of unearned income (for 
example, interest and dividends).

Exceptions. An employee may be able to claim 
exemption from withholding even if the employee is a 
dependent, if the employee:
• Is age 65 or older,

• Is blind, or

• Will claim adjustments to income; tax credits; or 
itemized deductions, on his or her tax return.

The exceptions do not apply to supplemental wages 
greater than $1,000,000.
Basic instructions. If you are not exempt, complete 
the Personal Allowances Worksheet below. The 
worksheets on page 2 further adjust your 
withholding allowances based on itemized 
deductions, certain credits, adjustments to income, 
or two-earners/multiple jobs situations. 

Complete all worksheets that apply. However, you 
may claim fewer (or zero) allowances. For regular 
wages, withholding must be based on allowances 
you claimed and may not be a flat amount or 
percentage of wages.
Head of household. Generally, you can claim head 
of household filing status on your tax return only if 
you are unmarried and pay more than 50% of the 
costs of keeping up a home for yourself and your 
dependent(s) or other qualifying individuals. See 
Pub. 501, Exemptions, Standard Deduction, and 
Filing Information, for information.
Tax credits. You can take projected tax credits into account 
in figuring your allowable number of withholding allowances. 
Credits for child or dependent care expenses and the child 
tax credit may be claimed using the Personal Allowances 
Worksheet below. See Pub. 505 for information on 
converting your other credits into withholding allowances.

Nonwage income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using Form 
1040-ES, Estimated Tax for Individuals. Otherwise, you 
may owe additional tax. If you have pension or annuity 
income, see Pub. 505 to find out if you should adjust 
your withholding on Form W-4 or W-4P.
Two earners or multiple jobs. If you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to claim 
on all jobs using worksheets from only one Form 
W-4. Your withholding usually will be most accurate 
when all allowances are claimed on the Form W-4 
for the highest paying job and zero allowances are 
claimed on the others. See Pub. 505 for details.
Nonresident alien. If you are a nonresident alien, 
see Notice 1392, Supplemental Form W-4 
Instructions for Nonresident Aliens, before 
completing this form.
Check your withholding. After your Form W-4 takes 
effect, use Pub. 505 to see how the amount you are 
having withheld compares to your projected total tax 
for 2016. See Pub. 505, especially if your earnings 
exceed $130,000 (Single) or $180,000 (Married).
Future developments. Information about any future 
developments affecting Form W-4 (such as legislation 
enacted after we release it) will be posted at www.irs.gov/w4.

Personal Allowances Worksheet (Keep for your records.)
A Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . . A

B Enter “1” if: { • You are single and have only one job; or
• You are married, have only one job, and your spouse does not work; or                                   . . .
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

} B

C Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more 
than one job. (Entering “-0-” may help you avoid having too little tax withheld.) . . . . . . . . . . . . . . C

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . . . . . . . . D

E Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above) . . E

F Enter “1” if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit . . . F

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.

• If your total income will be less than $70,000 ($100,000 if married), enter “2” for each eligible child; then less “1” if you                      
have two to four eligible children or less “2” if you have five or more eligible children. 
• If your total income will be between $70,000 and $84,000 ($100,000 and $119,000 if married), enter “1” for each eligible child . . G

H Add lines A through G and enter total here. (Note: This may be different from the number of exemptions you claim on your tax return.)  H

For accuracy, 
complete all 
worksheets 
that apply.

{
• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 
   and Adjustments Worksheet on page 2.  

• If you are single and have more than one job or are married and you and your spouse both work and the combined 
   earnings from all jobs exceed $50,000 ($20,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2  
   to avoid having too little tax withheld.
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Separate here and give Form W-4 to your employer. Keep the top part for your records.

Form   W-4
Department of the Treasury  
Internal Revenue Service 

Employee's Withholding Allowance Certificate
  Whether you are entitled to claim a certain number of allowances or exemption from withholding is 

subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 

OMB No. 1545-0074

2016
1        Your first name and middle initial Last name

Home address (number and street or rural route)

City or town, state, and ZIP code

2     Your social security number

3 Single Married Married, but withhold at higher Single rate.

Note:  If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.

4 If your last name differs from that shown on your social security card, 

check here. You must call 1-800-772-1213 for a replacement card.  

5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5

6 Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . . 6 $

7 I claim exemption from withholding for 2016, and I certify that I meet both of the following conditions for exemption.
• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability, and

• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.
If you meet both conditions, write “Exempt” here . . . . . . . . . . . . . . .   7

Under penalties of perjury, I declare that I have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature  

(This form is not valid unless you sign it.)  Date 

8        Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 9  Office code (optional) 10     Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 (2016) 



Form W-4 (2016) Page 2 

Deductions and Adjustments Worksheet

Note: Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.
1 Enter an estimate of your 2016 itemized deductions. These include qualifying home mortgage interest, charitable contributions, state 

and local taxes, medical expenses in excess of 10% (7.5% if either you or your spouse was born before January 2, 1952) of your 
income, and miscellaneous deductions. For 2016, you may have to reduce your itemized deductions if your income is over $311,300 
and you are married filing jointly or are a qualifying widow(er); $285,350 if you are head of household; $259,400 if you are single and 
not head of household or a qualifying widow(er); or $155,650 if you are married filing separately. See Pub. 505 for details . . . 1 $

2 Enter: { $12,600 if married filing jointly or qualifying widow(er)
$9,300 if head of household                                               . . . . . . . . . . .
$6,300 if single or married filing separately

} 2 $

3 Subtract line 2 from line 1. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 3 $
4 Enter an estimate of your 2016 adjustments to income and any additional standard deduction (see Pub. 505) 4 $
5 Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to 

Withholding Allowances for 2016 Form W-4 worksheet in Pub. 505.) . . . . . . . . . . . . 5 $
6 Enter an estimate of your 2016 nonwage income (such as dividends or interest) . . . . . . . . 6 $
7 Subtract line 6 from line 5. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 7 $
8 Divide the amount on line 7 by $4,050 and enter the result here. Drop any fraction . . . . . . . 8

9 Enter the number from the Personal Allowances Worksheet, line H, page 1 . . . . . . . . . 9

10 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, 

also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)
Note: Use this worksheet only if the instructions under line H on page 1 direct you here.
1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1

2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 
you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more 
than “3” . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter 
“-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . . 3

Note: If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4 through 9 below to     
figure the additional withholding amount necessary to avoid a year-end tax bill.

4 Enter the number from line 2 of this worksheet . . . . . . . . . . 4

5 Enter the number from line 1 of this worksheet . . . . . . . . . . 5

6 Subtract line 5 from line 4 . . . . . . . . . . . . . . . . . . . . . . . . . 6

7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here . . . . 7 $
8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed . . 8 $
9 Divide line 8 by the number of pay periods remaining in 2016. For example, divide by 25 if you are paid every two 

weeks and you complete this form on a date in January when there are 25 pay periods remaining in 2016. Enter 
the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck 9 $

Table 1

Married Filing Jointly

If wages from LOWEST 
paying job are—

Enter on  
line 2 above

 $0  -    $6,000 0
6,001  -    14,000   1

14,001  -    25,000 2
25,001  -    27,000 3
27,001  -    35,000 4
35,001  -    44,000 5
44,001  -    55,000  6
55,001  -    65,000 7
65,001  -    75,000  8
75,001  -    80,000  9
80,001  -  100,000  10

100,001  -  115,000  11
115,001  -  130,000  12
130,001  -  140,000  13
140,001  -  150,000  14
 150,001 and over 15

All Others

If wages from LOWEST 
paying job are—

Enter on  
line 2 above

 $0  -    $9,000 0
9,001  -    17,000  1

17,001  -    26,000 2
26,001  -    34,000  3
34,001  -    44,000 4
44,001  -    75,000  5
75,001  -    85,000  6
85,001  -  110,000  7

110,001  -  125,000  8
125,001  -  140,000  9
140,001 and over 10

Table 2

Married Filing Jointly

If wages from HIGHEST 
paying job are—

Enter on  
line 7 above

$0  -   $75,000 $610
75,001  -   135,000 1,010

135,001  -   205,000 1,130
205,001  -   360,000 1,340
360,001  -   405,000 1,420
405,001 and over 1,600

All Others

If wages from HIGHEST 
paying job are—

Enter on  
line 7 above

$0  -   $38,000 $610
38,001  -     85,000 1,010
85,001  -   185,000 1,130

185,001  -   400,000 1,340
400,001 and over  1,600

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this 

form to carry out the Internal Revenue laws of the United States. Internal Revenue Code 

sections 3402(f)(2) and 6109 and their regulations require you to provide this information; your 
employer uses it to determine your federal income tax withholding. Failure to provide a 
properly completed form will result in your being treated as a single person who claims no 
withholding allowances; providing fraudulent information may subject you to penalties. Routine 
uses of this information include giving it to the Department of Justice for civil and criminal 
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and possessions 
for use in administering their tax laws; and to the Department of Health and Human Services 
for use in the National Directory of New Hires. We may also disclose this information to other 
countries under a tax treaty, to federal and state agencies to enforce federal nontax criminal 
laws, or to federal law enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is subject to the 
Paperwork Reduction Act unless the form displays a valid OMB control number. Books or 
records relating to a form or its instructions must be retained as long as their contents may 
become material in the administration of any Internal Revenue law. Generally, tax returns and 
return information are confidential, as required by Code section 6103. 

The average time and expenses required to complete and file this form will vary depending 
on individual circumstances. For estimated averages, see the instructions for your income tax 
return.

If you have suggestions for making this form simpler, we would be happy to hear from you. 
See the instructions for your income tax return.



City of Long Beach 

 
EMPLOYER HEALTH BENEFITS WAIVER OF COVERAGE 

 

 
If you are declining enrollment for yourself or your dependents (including your spouse) under this plan 

because you have other health coverage, you may in the future be able to enroll yourself or your 

dependents in this plan, provided that you request enrollment within 30 days after your other coverage 

involuntarily ends.  

 

In addition, if you are not enrolled under your employer’s group health plan and you have a new 

dependent as a result of marriage, birth, adoption or placement for adoption, you may be able to enroll 

yourself and your dependents provided that you request enrollment within 30 days after marriage, birth, 

adoption or placement. 

 

If you are declining coverage, please check one of the following reasons:  

 

I decline coverage for:  

 

 Myself  

 Spouse 

 Dependent Children 

 Myself and all dependents 

 

Declining coverage due to existence of other coverage: (Attach Copy of Your Proof) 

 

 Spouse’s Employer’s Plan 

 Individual Plan 

 Covered by Medicare 

 Medicaid 

 COBRA from Prior Employer 

 VA Eligibility 

 I (we) have no other coverage at this time 

 Other ____________________________________  

 

 

I understand that by waiving coverage at this time, I will not be allowed to participate unless I qualify at a 

special enrollment period or as a late enrollee, if applicable, or at the next open enrollment period.  I 

acknowledge that I have been given the opportunity to enroll in the City of Long Beach medical plan.  

 

 

 

Date: _____________________________________  

 

Signature: _________________________________  

 

Printed Name: ______________________________ 




