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WETASKIWIN REGIONAL PUBLIC SCHOOLS
“Inspiring students to become the best they can be.”

FORM 401-1

PERSONNEL REQUISTION FORM


Please use the spaces below to fill in the appropriate information. If this is for a change to an existing employee only complete those items that have changed.  For a new Support Staff position, please provide a brief description of duties.
File in Docushare with the title convention PRF/site/postion/date (m/yr)

E.g. Req Gwynne Admin Asst Mar 11 or Req Norwood Teacher April 11
Site:  FORMDROPDOWN 
         Other Site:       
Employee’s Supervisor:       
Position Required:  FORMDROPDOWN 
   Other Position Classification:        
Assignment/Grade:      
Employment Status Recommended: 
 FORMCHECKBOX 
 Change in existing FTE to      
 FORMCHECKBOX 
 Continuing

 FORMCHECKBOX 
 Probationary (Teachers only)

 FORMCHECKBOX 
 Fixed Term (Support Staff only)
 FORMCHECKBOX 
 Temporary (who is on leave that this person will replace:     )
 FORMCHECKBOX 
 Full-time 

 FORMCHECKBOX 
 Part-time (FTE:     )

Position Required:

 FORMCHECKBOX 
As Soon As Possible
 FORMCHECKBOX 
Within One-Month

 FORMCHECKBOX 
Within 6 Months

Start Date (m/d/year):                   End date if Probationary/Fixed/Temporary (m/d/year):     
Start Date of Posting:      
     End Date of Posting: 
Notes (particulars of the position for posting or for change in FTE):      
Complete for Support Staff Only
	BUDGET INFORMATION
 PERCENTAGE ALLOCATION BY PROGRAM - ENTRIES MUST ADD UP TO 100%

	

	Daily Hours
	     
	
	Daily Start Time
	     
	
	Daily End Time
	     
	
	Unpaid Break (Lunch)
	     

	General/Stat Holidays
	     
	
	PD Days
	     
	
	Operational Days
	     
	
	
	

	Annual  Days Worked
	     
	
	Annual Hours Worked
	     
	
	
	
	
	
	


	BUDGET INFORMATION
 PERCENTAGE ALLOCATION BY PROGRAM - ENTRIES MUST ADD UP TO 100%

	

	Regular :
	
	
	Counseling
	     
	
	Learning Support
	     
	
	Other:      


	Regular ECS:
	     
	
	School Based SE
	     
	
	Library
	
	
	


	School Admin:
	
	
	Sys Prog & Lev 1
	
	
	PUF ECS
	
	
	



Submitted By:  
Date of Submission:      
Revised:  November 2018

