



NEW/ADDITIONAL POSITION REQUEST






REFERENCE: OPERATING POLICY








ARTICLE VI:  PERSONNEL

EASTCONN operating policies require the Executive Director to “provide necessary personnel to meet program objectives, and to hire “professional and non-professional staff, and report such action to the Board of Directors.”

The following form will assist the Executive Director when (a) new position or job classification is created  or (b) an increase in staff level is requested.  In addition, when  a new position is created, it will ensure that appropriate job descriptions and pay rates are established and that the portion is “necessary to meet program objectives.”

PROGRAM:_________________________    POSITION:_______________________

Job Description on file__________                 Job Description attached______________

Salary/benefit schedule:  Program Coordinator______       Clerk Typist_________




    Teacher                    ______        Secretary____________




    Instructional

          Bookkeeper_________





Assistant           ______        Other______________

Date Position needed:________________

Justification for Position:__________________________________________________

______________________________________________________________________

_______________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Submitted by:__________________________

Date:___________________

Approved:________________________

Date:________________________
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