HANCOCK‑SOUTH MADISON JOINT SERVICES

ASSISTANT/PARA‑PROFESSIONAL DATA MODIFICATION REQUEST

INSTRUCTIONS:
An employee data card will be issued at the beginning of the school year or at the time of employment. It is the responsibility of each assistant/para‑professional employee to review the payroll data with the teacher/staff member to whom he/she is assigned.  Payroll/employee data corrections or changes will only be made through the submission of this form or this form accompanied by corrections marked on the employee data card.  This form must be signed by both the assistant/para‑professional and the teacher if a change in duties/hours is requested.  Notice of approval/disapproval will be issued by the Joint Services Office.

EMPLOYEE:



REQUEST  DATE:



SCHOOL:



POSITION:



CURRENT HOURS:



REQUESTED HOURS:




ARE YOU PAID FOR YOUR LUNCH HOUR?      YES  (       NO  (
(Payment provided only if daily schedule does not include a 30 minute duty free lunch period.)

CHANGE OF DUTIES RESULTING IN HOURLY RATE CHANGE: (e.g. catheterization of a student on regularly scheduled basis.)

OTHER CIRCUMSTANCES RESULTING IN PAYROLL CHANGE: 

PROPOSED PAY CHANGE:

BASE PAY:



ADD ON:



TOTAL:




OTHER PERSONNEL DATA CORRECTIONS: 

Assistant/Para-Professional Signature

Teacher/Staff Member Signature

Submit form to Joint Services Payroll Manager, Joint Services Office, 1834 Fields Boulevard ,Greenfield, IN 46140; Fax: (317) 462-9286

