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	USER INSTRUCTIONS

	Form Purpose: Use this form to convert Licensed FTE to Classified hours, or Classified hours to Licensed FTE. 

How to Complete this Form: Fill out this form online. Alternately, print this form and complete it by hand.

How to Submit this Form: Submit this form either electronically or on paper.

Where to Send this Form: If you are converting either licensed FTE or classified hours you must first get approval from your Human Resources Administrator. Email the completed form to hr@4j.lane.edu or submit a hard copy to Human Resources.  If you are converting Educational Support Services FTE or hours, you must first get approval from your ESS Administrator. Please provide ESS with this form, which will be forwarded to Human Resources upon approval. Email the completed form to lusk_t@4j.lane.edu or submit a hard copy to Ed Support Services.
Deadline: Turn this form in when you submit your staffing plan.
Additional Information: The maximum licensed conversion allowed at the high school level is .3 FTE. The maximum allowed at the middle and elementary school levels is .2 FTE. Refer to the current Staff Conversion and Costing table to assist you in calculating the conversion, which can be found at https://fsweb.lane.edu/docs/pdf/pr_staff_conversion_2007-08.pdf

	TOTAL BUILDING AMOUNT BEING CONVERTED

	Convert       hours (Classified) to       FTE (Licensed)

	OR

	Convert       FTE (Licensed) to       hours (Classified)

	School Year:

	STAFF FUNDED BY THIS CONVERSION

	NAME
	EMPLOYEE’S TOTAL

FTE/HOURS 
	AMOUNT FUNDED BY 
THIS CONVERSION

	EXAMPLE: John Smith
	.5  FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS

	     
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS

	     
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS

	     
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS

	     
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS
	       FORMCHECKBOX 
FTE/ FORMCHECKBOX 
HOURS

	BUILDING                                                          ADMINISTRATOR      
DATE      
ESS Approval Signature:_____________________________    DATE: _______________________                                                
                      

	HUMAN RESOURCES USE ONLY

	HR Approval Signature: _____________________________     DATE: _______________________
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