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Instructions for completing the Personnel Action Form

The majority of employee transactions are processed using the Personnel Action Form.  Personnel Action Forms are to be initiated by departments and routed for the appropriate approvals whenever any of the following personnel actions are taken on an employee.  
a. Demotion



e.
Salary adjustment
b. Job assignment change

f.
Separation
c. Promotion



g.
Supplemental pay request
d. Reappointment


h.
Transfer

Administrative staff and faculty salary changes, adjunct faculty and/or supplemental pay requests most often require a contract to be issued by the President’s Office.
1.  Employment Class/Type:  Insert an ( or ( in the appropriate box that describes the employee’s classification.

· Faculty (9-month) – Any employee who holds faculty rank teaching from August to May.

· Faculty (12-month) – Any teaching employee who holds faculty rank with a contract from July 1 to June 30.
· Faculty (Adjunct) – Any teaching employee working per semester only.

· Administrative – A 12-month exempt staff member paid on a salaried basis for work performed.

· Operational – A 12-month non-exempt staff member paid on an hourly basis for work performed.

· Student – Any student working for hourly pay.

· Full time – An employee working at least 35 hours per week.

· Part time – An employee working 20-35 hours per week.
· Temporary – An employee working 1-20 hours per week.
2.  Action request:  Insert an ( or ( in the appropriate box that describes the action requested for the employee(s).

· Status change – change employee class or type.

· Salary adjustment – change salary or hourly rate.

· Promotion – change position.

· Transfer – transfer from one department to another.

· Supplemental Pay – complete Section B.

· Other – explain other action(s).

3.  Termination:  Insert an ( or ( in the appropriate boxes

· Voluntary – employee resigned/retired.

· Involuntary – employee asked to resign.

· Vacation pay due – employee due vacation days/hours accrued but has not used.

· Units to pay – enter amount of days/hours of earned, but not used, vacation to pay the employee.

· Eligible for rehire – insert an ( or (  Yes or No, if employee is eligible for rehire.

· Comments – enter any additional comments.
Section A - Print all information clearly

4.  Employee Name:  Enter the employee’s name as follows:  Last, First, Middle Initial, Title 
                                     (e.g., Bender, Marian E. Ms.)

5.  Employee Social Security Number:  Enter the employee’s last 4-digits of social security number as follows, ###.

6.  Position Title:  Enter the employee’s position title.

7.  Department Name:  Enter the official department name.

8.  Effective Date of Change/Termination Date:  Enter the effective date on which the change will occur for the employee or enter the termination date. (mm/dd/yyyy)

9.  Supervisor:  Enter the supervisor’s name for the employee.

10.  Hourly Rate or Salary:  Enter the hourly rate and/or salary that the employee will be receiving.

11.  Will a contract be issued?:  Insert an ( or ( in the appropriate box - Yes or No, if a contract will be issued to the employee(s).
12.  Account Number (required):  An account number MUST be entered to charge the employee’s salary.


Section B:  Supplemental Pay Requests

13.  Account Number(s) to charge for single payment: An account number(s) MUST be entered to charge the employee’s salary.

Salary:  Enter how the supplemental pay should be disbursed; per hour or on an annual basis, during the current semester, or pay a stipend.  If stipend amount is being paid to a student, the hours worked per week MUST be indicated.

Pay Amount or Lump Sum:  Enter the salary which should be paid or the lump sum amount to be paid.

Pay over time period:  Enter the dates or period of time the salary is to be paid. (mm/dd/yyyy)



Indicate which semester the salary is to be paid.  (semester/yr)

Multiple employees:  If more than one employee is being paid, enter the names of the employees to be paid.

Amounts to Pay:  Enter the multiple amounts to be paid each employee.

Account Number(s) to charge: Account Numbers MUST be entered to charge the amounts paid to the employees.

Description of work:  Enter any additional comments regarding the personnel action(s).

14.  Signatures for Approval:  Have the appropriate designees sign and date in the order that they appear in this section.    The Personnel Action Form will be scanned or faxed to the President’s Office if a contract or contracts require issuance.

After HR Director approves the form, the Employee and Benefits Specialist will submit the form to the Payroll Coordinator for processing.
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