[image: ]Early Childhood Education Programs
Staff/Classroom Assignment & Schedule
2016-17
[bookmark: Text152][bookmark: Text28]Date sent:      

Important: Please assist us in keeping personnel records up-to-date by filling a new form each time there’s a change in staff. 
Send to earlychildhood@sandi.net according to instructions for submitting documents at the end of the Timeline. Thank you.

School/Site Information

	Location #
School/Site Name
	School/Site Address/ Phone Number
	Administrators & Other Contacts

	[bookmark: Text29]     

	[bookmark: Text30]     
	Principal/Center Admin:
	[bookmark: Text2]     

	
	
	Vice Principal:
	[bookmark: Text3]     

	
	
	ESA/Admin Assistant:
	[bookmark: Text4]     

	
	
	CDC Attendant:
	[bookmark: Text5]     

	
	
	CDC Clerk:
	[bookmark: Text6]     



Schedule/Session Hours

[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check6][bookmark: Check5]      SPK  |_|                CDC  |_|      	    HS/Extended Day |_|             QPI Class*  |_|               ECSE    |_|             PKFL  |_|
  *The identified 3-hour Quality Preschool Initiative session shall include one meal/snack, a minimum of 30 minutes of outdoor time, staffed by a consistent teaching team, 
   and shall not include naptime during the 3-hour period.
	Room#:
	[bookmark: Text31]     
	Classroom Phone:
	[bookmark: Text35]     

	SPK AM Session Times:
	[bookmark: Text32]     
	

	SPK PM Session Times:
	[bookmark: Text33]     
	

	Extended Day Time:
	[bookmark: Text34]     
	QPI QRIS Times:
	[bookmark: Text36]     

	Teacher/ECE Support Staff (Important: Sub Teacher, please include regular teacher’s name in “Additional Staff” box section below.) Also, write “Vacant” next to position(s) that are yet to be filled. *District Email is set up thru “Help Desk” @ (619) 209-4357.

	Staff Name
	Employee ID
	Job Title
	 Work Hours   
 (Start/End)
	 Lunch Time   
 (Start/End)    
	Coverage by:
	 Break   
 Times
	Coverage by:

	 Teacher
	[bookmark: Text37]     
	[bookmark: Text38]     
	[bookmark: Text39]     
	AM  |_|
PM  |_|
	[bookmark: Text136]       
	  AM  |_|
  PM  |_|
	[bookmark: Text146]      
	[bookmark: Text42]     
	

	
	
	
	
	
	[bookmark: Text137]       
	
	[bookmark: Text147]      
	
	

	[bookmark: Text43] *District Email:       
	

	  7/8-HR 
	[bookmark: Text135]      
	[bookmark: Text45]     
	[bookmark: Text46]     
	AM  |_| 
PM  |_|
	[bookmark: Text138]       
	  AM  |_|
  PM  |_|
	[bookmark: Text148]       
	
	  AM  |_|

	[bookmark: Text52]      
	[bookmark: Text62]     

	
	
	
	
	
	[bookmark: Text139]       
	
	[bookmark: Text149]       
	
	
	
	

	[bookmark: Text54] *District Email:       
	
	  PM  |_|
	[bookmark: Text132]      
	[bookmark: Text63]     

	  7/8-HR
	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text58]     
	   AM  |_| 
   PM  |_|
	[bookmark: Text140]       
	  AM  |_|
  PM  |_|
	[bookmark: Text150]       
	
	  AM  |_|
 
	[bookmark: Text133]      
	[bookmark: Text64]     

	
	
	
	
	
	[bookmark: Text141]       
	
	[bookmark: Text151]       
	
	
	
	

	[bookmark: Text55] *District Email:       
	
	  PM  |_|
 
	[bookmark: Text134]      
	[bookmark: Text65]     

	   3.5-HR  AM
	[bookmark: Text66]     
	[bookmark: Text67]     
	[bookmark: Text68]     
	   AM  |_| 
PM  |_|
	[bookmark: Text142]       
	  

	
	
	
	
	
	[bookmark: Text143]       
	

	[bookmark: Text70] *District Email:       
	

	   3.5-HR PM
	[bookmark: Text71]     
	[bookmark: Text72]     
	[bookmark: Text73]     
	   AM  |_|
   PM  |_|
	[bookmark: Text144]       
	 

	
	
	
	
	
	[bookmark: Text145]       
	

	[bookmark: Text75][bookmark: _GoBack]*District Email:       
	

	Additional Staff (Note: Full Name, Job Title & District Email (i.e. TFSS/FSS/ECSE/SET).

	Staff Name
	Employee ID
	Job Title
	 Work Hours   
 (Start/End)
	 Lunch Time   
 (Start/End)    
	District Email: (To set-up email, please call the
 district’s “Help Desk” at (619) 209-4357).

	1
	[bookmark: Text76]     
	[bookmark: Text77]     
	[bookmark: Text78]     
	[bookmark: Text79]     
	[bookmark: Text80]     
	[bookmark: Text81]     

	2
	[bookmark: Text82]     
	[bookmark: Text83]     
	[bookmark: Text84]     
	[bookmark: Text85]     
	[bookmark: Text86]     
	[bookmark: Text87]     

	3
	[bookmark: Text88]     
	[bookmark: Text89]     
	[bookmark: Text90]     
	[bookmark: Text91]     
	[bookmark: Text92]     
	[bookmark: Text93]     

	4
	[bookmark: Text94]     
	[bookmark: Text95]     
	[bookmark: Text96]     
	[bookmark: Text97]     
	[bookmark: Text98]     
	[bookmark: Text99]     

	5
	[bookmark: Text100]     
	[bookmark: Text101]     
	[bookmark: Text102]     
	[bookmark: Text103]     
	[bookmark: Text104]     
	[bookmark: Text105]     

	[bookmark: Text112]Additional Classroom Information:       


EH revised: 8.2.16
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