
ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or
documents generated by the District.

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem
Formula

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

____________________________________________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

SE
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_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�


	Title: Campus Letter Writing Program Advisor
	Supervisor: Principal
	Evaluation: Principal
	Certification: AZ Teaching Certificate
	Additional: 
	Qualificatoins: Willingness and ability to work with students in grades 3-8 in a positive, challenging environment.
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: $500/year
	Start 1: Update job application for students. Establish deadline & meeting dates. Make copies. 
	Start 2: Update stamp contest entry form.   Establish deadline.  Make copies. 
	Start 3: Prepare and present school announcements to begin program.
	Start 4: Determine membership based on applications.  Send welcome letter to students.
	Start 5: Determine stamp contest winner.  Order stamp (funded by PTA).
	Start 6: Build parent email list.  Notify parents of dates.
	Start 7: Design and copy grade-level master stationery.
	Start 8: 
	Start 9: 
	Start 10: 
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: 
	Start Complete: 
	After Due: 
	After Complete: 
	After 1: Make copies of stationery for all grade levels to write letters.
	After 2: Send bi-monthy email to parents for meetings.
	After 3: Prepare bi-weekly announcements presented by members.
	After 4: Update staff address list and delivery tags.
	After 5: Collect funds, order, and distribute club t-shirts.
	After 6: Email staff bi-monthly with delivery dates and bag return information.
	After 7: Facilitate bi-monthy meetings/delivery dates.
	After 8: 
	After 9: 
	After 10: 
	After 11: 
	After 12: 
	After 13: 
	After 14: 
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: Organize food donations for end of the year celebration.
	Done 2: Supervise end of the year celebration.
	Done 3: 
	Done 4: 
	Done 5: 
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


