BIGFORK SCHOOL DISTRICT NO. 38
Classified Change of Lane Request

_
Name

Position
Step

Please check the appropriate box:

Lane 2

[_] Have completed two years of post-secondary education or the equivalent
(please attach copy of transcripts)
[] Have earned a two year or higher college degree (please attach copy of
transcripts)

Have successfully met Title I training requirements (please attach
documentation)
[] In-service training incentive: The building Principal and Superintendent must
approve the training in advance. The Superintendent must be notified by April 1
of the employee’s intention to complete the necessary 20 hours of training prior
to the start of his/her next work year (July 1 for 12 month employees/September 1
for all others). Training prior to July 1, 2002 will not be accepted for
compensation unless such training was taken at a post secondary education
institution. Attach documentation to this form, showing the completion of the
training, in order to receive final approval. (Please turn form over)

Lane 3 or Lane 4(Aides only. Please circle one)

[] In-service training incentive: The building Principal and Superintendent must
approve the training in advance. The Superintendent must be notified by April 1
of the employee’s intention to complete the necessary 30 hours of training prior
to the start of his/her next work year (July 1 for 12 month employees/September 1
for all others). Attach documentation to this form, showing the completion of the
training, in order to receive final approval. Applicable training is subsequent to

movement to Lane 2.
*Classified Teacher Aides who possess a 4 year education degree qualify for a lane 3 advancement*
(Please turn form over)

Final Approval:
Employee Signature Date
Superintendent Signature Date

Effective Date __ /10 /



INSTRUCTIONS
SHADED AREA MUST BE FILLED IN COMPLETELY

IMPORTANT - Even if you are only considering a lane change, it is imperative that your
information reach the District Office on or prior to April 1. All possible lane changes are
included in the budgeting process.

1.Application must be made prior to enrolling in any course and prior to April 1

of the previous contract year of the classified staff member’s intention to

advance lanes on the established salary schedule if a lane change is to take
effect. If application is received after April 1, your lane change will not take

effect until the following year. (BUC, page 15)

2.List all courses you wish to have approved for the required training hours to
change lanes along with (1) a statement as to how the course(s) relate to the
criteria listed on front-side and (2) a description or summary of each training
content.

3.After each training or coursework is completed, attach course grades or
transcript; forward all copies to the Superintendent’s Secretary by September
30 or sooner. If a certificate of completion or transcript is not available by
September 30, other satisfactory evidence of successful completion of the
course will be accepted, pending receipt of the official transcript; however, any
pay adjustment shall not be made until the official transcript is received.
(BAEA- Article VIIl, Section 2, Subsection 4)

4. The Superintendent will indicate final approval of credits allowed for educational
increment on the salary schedule, notify the payroll clerk of such final approval
and indicate which school year the lane change will become effective. Copies of
the final approval will be distributed to the employee and that employee’s
personnel file.

The BUC Master Agreement specifically outlines the wage appendix and placement on
the salary schedule on Page 15.

Please read your Master Agreement carefully



In-Service Training: The following information must be approved before April 1%.

Training/Class Location Date Hours

Total Hours

Building Principal Signature of Approval (in-service training only) Date

Superintendent Signature of Approval (in-service training only) Date



