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Helping People. Changing Lives.





	Employee Name:

     
	Employee ID #:      
	OR last 4 digits of SS#:      

	Program: 
 FORMCHECKBOX 
 Head Start              FORMCHECKBOX 
 Early Head Start
Center/Area Name:          ______
Project/Cost Center #:     
	

	Effective From:

     
	End On:

     

	Change A


Reason:      

	 FORMCHECKBOX 
 Hours
	From:      
	To:      
	 FORMCHECKBOX 

Daily

	
	
	
	 FORMCHECKBOX 

Weekly

	
	
	
	 FORMCHECKBOX 

Bi-Weekly

	 FORMCHECKBOX 
 Rate
	From: $     
Range         
	To:     $      
Range         
% of increase                %
	 FORMCHECKBOX 

Hourly

	
	
	
	 FORMCHECKBOX 

Monthly

	Change B

Reason:      

	 FORMCHECKBOX 
 Program Change
	From:       
(ex. Head Start)
	To:       
(ex. EHS)

	 FORMCHECKBOX 
 Center/Home Base Change
	From:       
(ex. Jefferson)
	To:       
(ex. Kings Canyon)

	Change C

Reason:      

	 FORMCHECKBOX 
 Job Change
	From:       
(ex. T.A. II)
	To:       
(ex. Teacher I)

	 FORMCHECKBOX 
 OTHER [specify]:      

	The Temporary Payroll Notice will automatically end on the date indicated above.  A reminder will be emailed to the Supervisor by Human Resources at least 10 days before the end date.  A new Temporary Payroll Notice must be submitted in order to extend the above changes beyond the end date.

	Requested by:                  Employee #:      
     
                                                       Date           
	Approved by Service Area or Program Director:

                                                       Date

	Approved by Supervisor/Coordinator:

                                                       Date
	Approved by Head Start/EHS Director:

                                                       Date

	Approved by Assistant Exec. Director:

                                                       Date
	Human Resources:

                                                       Date

	Approved by Accountant:

                                                       Date
	FPC Acct #:

	HUMAN RESOURCES OFFICE USE ONLY

	Processed by:
	Date 

	Copy Sent to Payroll:
	Date 


Head Start/Early Head Start Temporary Payroll Notice
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