
[bookmark: _GoBack][image: ]STAFFING CHANGE REQUEST

This form must be submitted to the appropriate Executive Director for approval
prior to one or more of the following changes:
· Grade/Curriculum Change (Secondary – includes amount of FTE per curriculum)
· Position change requiring a redefinition or reclassification
· Paraprofessional Pay Grade Change (01 or 02)
· Funding Source/Account Number Change including Grant Fund Changes

School:  									Effective Date:  					
Employee Name:	  					Employee ID #:  				

	TEACHERS-ELEMENTARY (Grade and Curriculum Required)

	Grade Assignment
	Gen Ed/Special Ed
	% Teaching Time

	
	
	

	
	
	



	TEACHERS-SECONDARY (Grade, Curriculum, and % of Teaching Time Required)

	Grade 
	Content
	% Teaching Time

	
	
	

	
	
	








	PARAPROFESSIONAL 

	Grade Assignment
	Gen Ed/Special Ed
	Pay Grade (01 or 02) 
Pay grade 02, indicates intensive needs, includes toileting and/or lifting as required by the IEP and performed on a regular basis. Pages from IEP must be attached for justification of pay grade 02.

	
	
	

	
	
	



	COMMENTS:






Requesting Principal:  							  Date:  					
Executive Director Approval:  						  Date:  				
Director of Special Education Approval (if applicable): 				   Date:  			

Additional Information for HR use only
Current Position Control #:  				  FTE of Current Position:  				
Current account number:  				  Change to account number:  				
Human Resources Approval:  					

Distribution:
     ____  DOES							____  HR				____  Business Services
Rev. 11/2020
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Serving Learners, Families, and the Community




