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     ADVICE TO HUMAN RESOURCES - NON-INSTRUCTIONAL    EMP#:
	Name:  ____________________________________          Date:  ___________________________

Location/School:  _________________________________________________________________

	· New Employee

· Twelve Month 

· Ten Month

· Permanent

· Full-time
	· Part-time

· Probationary

· Casual 

· Temporary


	Change To Employee Status:

( change in assignment (grade, FTE, etc)  
( maternity leave

( transfer                                                     
( extended maternity leave

( resignation                                                 
( change in start/end date(s)

( leave of absence                                     
( other _______​​___________

( travel allowance – Amount $_________ 
Frequency _______________                                        

	Start Date:  __________________________________    
End Date:  _______________________

Comment:   _____________________________________________________________________



	Category: (include hours per week in each Category)

_____ Library Clerk


_____ Head Custodian
_____ Finance Officer (District)
_____ Library Clerk Assistant

_____ Custodian

_____ Finance Officer (School Based)
_____ School Secretary

           (ALL ABOVE 1-250-09------)
_____ Accounting Clerk

_____ School Secretary 1





_____ Payroll Clerk

               (ALL ABOVE 1-250-07------)

_____ Facility


_____ CEC Secretary






           Supervisor

_____ CEC Secretary 1

_____ Kindergarten Instructor

(1-270-09------)

               (ALL ABOVE 1-250-08------05)

(1-250-01------)


_____ Maintenance


_____ Junior Kindergarten

           Personnel

_____ Stay-In School Counsellor            
Instructor


               (1-250-09-26-----10)

               (1-250-02-63-----)
           (1-250-01-34-----)


_____ Electrician / HVAC






           Tech

          
_____ Aboriginal Liaison Worker _____ Cosmetology Instructor
           (1-250-------)

           (1-250-02-15-----)

(1-250-02-39-----08)


_____ IT Technician










           (1-250-02-46-----05)



	Educational Assistant: (include hours per week in each Assignment)

_____ Kindergarten




_____ Individual Student for Grade ___

           (1-250-01-00-00-000---)



               (1-250-05-25-00-000---)
_____ Junior Kindergarten



_____ Literacy Support for Grade ___

               (1-250-01-34-00-000---)



               (1-250-02-49-00-000---)

_____ PUF Student  Kindergarten or Junior Kindergarten (please circle)


               (1-250-01-34-00-000---)



               

_____ Personal Care


_____ Lifeskills

_____ Speech Language               
               (1-250-05-25-00-000---)

               (1-250-02-24-----)
               
               (1-250-05-19-00-000---)

_____ Montessori


_____ ESL 


_____ KAE


               (1-250-01-79-00-000-13)

               (1-250-02-27-00-000----)                          
 



Job # from Posted Position ________________________________________________________ 
Principal's Signature:  ____________________________________________________________

�
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(Non-Instructional)





For office use only


Superintendent’s/Designate’s Signature:							_____	


Salary Grid Placement                                                        	Years Relevant Education ________


								Years Relevant Experience ____��___
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