
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:_______________________________________________________
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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: Yearbook Coordinator
	Supervisor: School Administrator
	Evaluation: Site Administrator
	Certification: Properly Certified
	Additional: 
	Qualificatoins: 
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: $1000/Annually
	Start 1: Meet with yearbook company and complete initial paperwork  
	Start 2: Create and maintain a system for communicating yearbook pricing and sales to student
	Start 3: Create and maintain a sytem to collect money, provide receipts, and keep of orders
	Start 4: Communicate with office regarding system for collection of money and receipts
	Start 5: Ensure that students who are on the “DO NOT PUBLISH” list are NOT in the yearbook
	Start 6: Ensure that names are spelled correctly in the yearbook
	Start 7: Collaborate with co-coordinator (if applicable) and yearbook company to create the year
	Start 8: Edit and Revise yearbook before final printing
	Start 9: 
	Start 10: 
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: 
	Start Complete: 
	After Due: 
	After Complete: 
	After 1: Continue to edit/revise yearbook
	After 2: Ensure delivery by date agreed upon with admininstration
	After 3: Communicate with administration on a regular basis regarding progress of yearbook
	After 4: Communicate with families if needed to resolve issues
	After 5: Create a system for passing yearbooks out upon delivery
	After 6: Communicate with office regarding selling of extra yearbooks
	After 7: 
	After 8: Collect pictures for yearbook
	After 9: 
	After 10: 
	After 11: 
	After 12: 
	After 13: 
	After 14: 
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: Send 1 copy of yearbook to Superintendent's office
	Done 2: Ensure all $ is deposited
	Done 3: Ensure all students have received their order
	Done 4: 
	Done 5: 
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


