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Eugene
School

District 4J




	Additional Responsibility and Extra Duty Assignments/Compensation
Revised 7/26/07
Form Owner: Human Resources

Form Location:  http://www.4j.lane.edu/files/forms/hr/4j_hr_current_employee_changes.doc

	USER INSTRUCTIONS

	Form Purpose: Use this form to notify Human Resources of Additional Responsibility or General Extra Duty Assignments/Compensation (non-coaching) under Article 5 of the EEA/4J Collective Bargaining Agreement.  If a change to an existing assignment is being reported, please document the “old” information in the “comments” section.

How to Complete this Form: Fill out this form online. Alternately, print this form and complete it by hand. Please fill out the information as completely as possible using the prompts at the top of each section.
How to Submit this Form: Submit this form either electronically or on paper.

Where to Send this Form: Email the completed form to hr@4j.lane.edu or submit a hard copy to Human Resources.   
Deadline: This form is due in the Human Resources office by 5:00 p.m. of the “Field Cutoff” date to meet the respective monthly pay date. Field Cutoff dates vary month by month, and calendars are sent out monthly to notify district personnel of these dates.

	EMPLOYEE INFORMATION – Fill out completely

	Last Name

     
	First Name

     
	Employee #

     

	Effective Date of Assignment

     

	POSITION INFORMATION - Check all that apply

	Building
	General Extra Duty Assignments
	Additional Responsibility Assignments

	 FORMCHECKBOX 
 Churchill

 FORMCHECKBOX 
 North Eugene

 FORMCHECKBOX 
 Sheldon

 FORMCHECKBOX 
 South Eugene
 FORMCHECKBOX 
 Arts & Tech Academy 

 FORMCHECKBOX 
 Cal Young

 FORMCHECKBOX 
 Kelly

 FORMCHECKBOX 
 Kennedy

 FORMCHECKBOX 
 Madison

 FORMCHECKBOX 
 Monroe

 FORMCHECKBOX 
 Roosevelt

 FORMCHECKBOX 
 Spencer Butte


	 FORMCHECKBOX 
 Orchestra (HS 4%/MS 3%)
 FORMCHECKBOX 
 Choir (HS 8%/MS 4%)
 FORMCHECKBOX 
 Band (HS 10%/MS 4%)

 FORMCHECKBOX 
 Music (Elem-2% per school)

 FORMCHECKBOX 
 Instrumental Music (Elem-1% per school)

 FORMCHECKBOX 
 Speech (HS 12%)
 FORMCHECKBOX 
 Paper (HS 10%)
 FORMCHECKBOX 
 Yearbook (HS 10%) 

 FORMCHECKBOX 
 Journalism (MS 4%)
 FORMCHECKBOX 
 Drama/Stagecraft (HS 6% each play/max 2   
     Plays)
 FORMCHECKBOX 
 Musical (6% for 1 musical to be divided among

      drama/stagecraft, orchestra, & vocal)

 FORMCHECKBOX 
 Drama/Play (MS 2%-up to 4 plays per year)

	 FORMCHECKBOX 
 Senior High Athletic Director (15%)

 FORMCHECKBOX 
 Senior High Dept. Chairperson (11%)
 FORMCHECKBOX 
 Ed. Support Svcs. Dept Chair/Convener (11%)
 FORMCHECKBOX 
 Senior High Head Teachers (5%)
 FORMCHECKBOX 
 Middle School Track Coordinator (2%)
 FORMCHECKBOX 
 Middle School Team Leader ( 6%  or  8% ) 

      Please circle percentage to be paid       
 FORMCHECKBOX 
 Senior High Media Specialist (15 additional days)
 FORMCHECKBOX 
 Middle School Media Specialist (15 additional days)


	If increment to be paid is different than Article 5 amount, please specify amount to be paid:    %  (See Bargaining Agreement  http://www.4j.lane.edu/files/refdoc/hr/4j_hr_cba.pdf)

	FUNDING SOURCE/ACCOUNT INFORMATION (If not part of EEA Article 5 funding)

	 FORMCHECKBOX 
 Building Funds                                                                                          FORMCHECKBOX 
 Reimbursable (Club Funds, 899)

     Account Number:                                                                                      Amount to be Billed: $     


	COMMENTS 

	     


	SIGNATURE (if submitted on paper)

	_________________________________                                       _______________________

Requesting Administrator Signature                                                           Date
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