UNION COUNTY PUBLIC SCHOOLS   -    HUMAN RESOURCES DIVISION

SERVICE AGREEMENT PROCEDURES


	
	UCPS Licensed 
	UCPS Classified 


	Licensed

(not employed with UCPS)
	Classified

(not employed with UCPS)

	Rate of Pay
	Based on experience level according to the State Salary Schedule per hours recorded on the official timesheet
	Based on the established hourly rate, plus time and one-half for any hours worked beyond a forty-hour workweek per hours recorded on the official timesheet


	Based on experience level according to the State Salary Schedule per hours recorded on the official timesheet
	Based on the established hourly rate per hours recorded on the official timesheet

	Required Documents
	Service Agreement completed by the program administrator, supervisor, or authorized designee

Current valid NC Driver’s

License
	Service Agreement completed by the program administrator, supervisor, or authorized designee
	· Service Agreement completed by the program administrator, supervisor, or authorized designee

· Copy of the professional license

      Date License expires:_________

· UCPS Licensed Application
· Authority for Release of Information Form

· Two (2) Completed Employee Reference Forms

· Health Certificate
	· Service Agreement completed by the program administrator, supervisor, or authorized designee

· Copy of the high school diploma, GED, or college transcripts

· UCPS Classified Application

· Authority for Release of Information Form

· Two (2) Completed Employee Reference Forms

· Health Certificate



	Instructions to the program administrator, supervisor, or authorized designee
	· Contact the Payroll Department with any questions about salary computations.

· Submit the completed Service Agreement to your Payroll Specialist.  If the applicant is not a current employee/sub or an approved volunteer, submit the service agreement, along with a completed Authorization for Release Form to your Licensure Specialist to request a background check.
· Contact the candidate with a start date after receiving the approved agreement with the Assistant Superintendent for Human Resources’ signature.

· Maintain an accurate timesheet of hours worked for each employee.

· Submit the signed timesheet to the Payroll Department as required.
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