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Employee Name:       Social Security #: 

New Position:  Yes  No  Tentative Hire Date: 
Transfer:  Yes  No  Transfer Date: 

If no, who is this employee replacing?     Termination Date: 
Special qualifications: 

 
POSITION INFORMATION: 
Job Title:         Itinerant 
Home Base Location: 

Category: 
Administrative   Nurse   Custodian  Tutor 
Principal   Maintenance  Paraprofessional 
Teacher   Secretary  Substitute 
Other 

Job Status: 
Regular    Full-Time  Hourly     # of Hours per Week: 
Temporary (up to six mos.)  Part-Time 
PIP 

BUDGET INFORMATION: 
Funding Source 1:     Percent Salary: 
Funding Source 2:     Percent Salary: 

APPROVAL: 

__________________________________________ _________________________________________ 
Principal     Date  Budget or Grant Officer   Date 
 
__________________________________________ _________________________________________ 
Director of Personnel   Date  Supervisor /Director    Date 
 
PERSONNEL USE ONLY: 
Salary Schedule    Years Exp/Step:   Degree: 
BOARD APPROVAL DATE:   START DATE: 
NOTES: 
 
 
 

Natchitoches Parish School Board 
Employee Position/Location Change Form 

This form is to be completed and signed by the principal 
and forwarded to the Personnel Department. 
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PROFESSIONALISM 
• Adheres to federal, state, system and school policies and regulations. 
• Conforms to the regular time schedule for arriving at school and leaving school. 
• He/she shall be on the job at all times except in case of personal emergency, sickness, or as released 

for school related business by the principal and/or superintendent.  In the event that he/she has to be 
absent, the principal shall be notified so that a substitute may be obtained. 

• Fosters positive relationships with students, public, and school personnel and participates in 
implementing a good community-school public relations program. 

• Fosters positive relationships with parents: reporting pupil progress, academic problems and behavior 
problems. 

• Shows loyalty to school programs and willingness to work with others. 
• Adheres to channels of authority. 

 
TERMS OF EMPLOYMENT:  9 Months 
 
EVALUATION: Performance will be evaluated annually according to guidelines of the Natchitoches Parish 
Personnel Evaluation Plan. 
 
 
 
Reviewed and Agreed to: ___________________________________ DATE: 
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