RECOMMENDATION FOR EMPLOYMENT OR TRANSFER  - MAINTENANCE
The School District of Greenville County 
Hourly – Fax to 355-1390
LOCATION  _______________________   Three digit Code  _________

EFFECTIVE DATE  _________________

Section 1 - NEW HIRE ACTION (complete for New Hires or Rehires only)

Name
_____________________________________________________Social Security Number  ____________________________

Address    ____________________________________________________Zip Code  ___________
Phone  ________________



⁭  Full Time  

⁭  Part Time  FTE  
⁭ Temporary

⁭ Substitute

SELECT NEW POSITION ASSIGNMENT BELOW (Section 4)
Section 2 - TRANSFER  OR  ADD ADDITIONAL POSITION FOR EXISTING EMPLOYEE

⁭  FT to PT
⁭  PT to FT
⁭  Sub to FT
⁭  Sub to PT
⁭  Temp to FT
⁭  Temp to PT
⁭ Add a second position

REASON:
⁭  Promotion
⁭  Transfer
⁭  Moved due to Excess at current location

Name
___________________________________________________Employee Number  ________________________________

Transfer From :  Location __________________
Position  _____________________________
SELECT NEW POSITION ASSIGNMENT (Section 4)
Section 3 - FOR ALL ACTIONS

Does this person have relative(s) currently employed in The School District?  

⁭  YES

⁭  NO

If yes, NAME  ___________________________________________Relationship  _________________________________________

Is this action a replacement for someone who resigned, transferred, etc?


⁭  YES

⁭  NO

If yes, NAME ______________________________________    Reason for Vacancy  ____________________  Date  ___________
Section 4 – SELECT POSITION ASSIGNMENT 
⁭  Crew Chief     
 ⁭  AV  (R. Foster)  ⁭  BUS (T. Evatt)   ⁭  MTN  (T. Evatt)  ⁭  Motor Shop (T. Evatt)  ⁭ Grounds (J. Raven)


⁭  Craft Special   ⁭  Area 1  (S. Stewart)  ⁭  Area 2 (M. Powell)   ⁭  Area 3 (K. Holliday)   ⁭  Area 4 (B. Ostendorff) 
               ⁭ Area 5  (J. Raven)     
⁭  Lead Craft Specialist (T. Evatt)
⁭  Bus Craft Specialist   (J. Williams)
⁭  Mtn Craft Specialist   (A. Robinson)




⁭  Technology Technician
  (R. Foster)




⁭  HVAC Controls Technician  (R. Kelly)

⁭  HVAC Technician (R. Kelly)

⁭  Preventive Maintenance Technician (HVAC pay scale) (R. Foster)

⁭  Tech, Prev Mtn (Maintenance pay scale)  (R. Foster)

⁭ Foreman
⁭  Area 1  ⁭  Area 2   ⁭ Area 3   ⁭  Central Area  ⁭  Lead



(Stewart)      (Powell)  (Holliday)  (Raven)              (Evatt)




⁭ Groundskeeper     ⁭  MTN (Raven)   ⁭  HVAC (Kelly)  ⁭  MTN PREV (Foster) 





⁭ Substitute







⁭ Other   ________________________



Standard Work Hours per Day     ____________
Standard Work Hours per Day      __________________

Work Months
    ____________


Work Months
     __________________

SIGNATURE of  Manager  ________________________________________
Date  _______________________________________

HR SIGNATURE  ______________________________________________
Date  _______________________________________

Section 5 - FOR HUMAN RESOURCE USE ONLY
Annual/Hourly Salary
  __________________________________________
Pay Schedule  ___________________
Pay Step  _______________
Prior Vacation Experience  _____________
Employee FTE
_________________________    ⁭  Orientation   ⁭  Employment Letter  ⁭  Entered Lawson:  ___________________________________











(date and initials)
