TOPPENISH SCHOOL DISTRICT

PERSONNEL NOTICE

TO BE COMPLETED BY PRINCIPAL/SUPERVISOR - (type or use black ink)
NAME OF EMPLOYEE: ____________________________________________________
NOTICE OF (please check one): 



____ Regular Employment  

____ Temporary Employment



____ Transfer to another position  
____ Change in account  



____ Change in hours     


____ Change in days  



____ Extra-curricular assignment 

____ Supplemental time 



____ Long term substitute (teacher, paraprofessional, or other)



​​​​____ Termination/Resignation

____ Other (specify)______________

POSITION:                                                                WORK LOCATION: _______________
REPLACEMENT FOR:                                            TIME SHEET LOCATION:
CHARGE TO ACCOUNT(S): ____________________% ________    No. hours: _________




        _______________________ %_________  No. hours: _________




        _______________________ %_________  No. hours: _________

EFFECTIVE DATE:                                           TOTAL HOURS PER DAY:_____________
COMMENTS: _____________________________________________________________
________________________________________________________________________
SIGNATURE(S): _____________________________ DATE SIGNED: ________________

  



Principal/Supervisor



  _________________________________ DATE SIGNED: ________________





Program Administrator

After signed, forward  to Personnel Department.
TO BE COMPLETED BY PERSONNEL DEPARTMENT

NUMBER OF WORK DAYS AVAILABLE CURRENT YEAR: ____________  FTE: ________
SALARY PLACEMENT: ________________ TOTAL SALARY AVAILABLE: ​ ​____________
(FOR CLASSIFIED EMPLOYEES) HOURLY RATE: ________ NO. HOLIDAYS:__________
NO. VACATION DAYS: ________   BENEFIT ELIGIBLE POSITION:  ____ Yes
____ No

COMMENTS: 
SIGNATURE:_______________________________________DATE:________________
                            Executive Director of Personnel and Human Resources
C:
PERSONNEL
       PAYROLL 
         FISCAL
         EMPLOYEE
   PROGRAM SUPERVISOR
PERS 7/2010
