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APPLICATION FOR ADVANCEMENT ON SALARY GUIDE

Name: 							Position: 					
School: 							Phone: 						 
Instructions: 
1.  Complete and return this form to aburns@manvillesd.org 
2.  Send official transcripts showing additional credits COMPLETED for movement on the guide.  Transcripts can be sent directly from the accredited college or university to Audra Burns, Human Resources, at aburns@manvillesd.org or mailed in a sealed envelope.
3.  Once the required documents are received, salary adjustments will be presented to the Board of Education at the next monthly meeting.
4.  Salary adjustment will be made on the next possible pay cycle following Board approval. 
5.  Please verify that the college or university is accredited per N.J.S.A 18A. 

Anticipated Guide Adjustment: 
BA+15                 BA+30                 MA                 MA+15                 MA+30                 Doctorate		

Explain how the attached degree and/or courses are directly related to your current job responsibilities: 
																																							
Staff Member's Signature: 						  Date:				
Approval:	 Approved - will be placed on the following agenda: ________________ 
 Denied – Reason: ____________________________________		
 
												 
   Administrator's Signature                                                                      Date
													
HUMAN RESOURCE USE ONLY
Current Salary: 	$_______________  Degree:_______________  Step: _______________  
[bookmark: _GoBack]Adjusted Salary:	$_______________  Degree: _______________ Step: _______________
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