Personnel Action Form (PAF)
Employee Name:     

Social Security Number:       


Classification
Full-Time
 FORMCHECKBOX 
Professional Technical
 FORMCHECKBOX 
Classified          

Part-Time
 FORMCHECKBOX 
Professional Technical  
 FORMCHECKBOX 
Classified          

Temporary 
 FORMCHECKBOX 
Full-time


 FORMCHECKBOX 
Part-time   
Hours per week       
End Date      
Faculty

 FORMCHECKBOX 
 12-Month


 FORMCHECKBOX 
 9 – Month

Faculty Contract Type:

 FORMCHECKBOX 
Tenured
 FORMCHECKBOX 
Term       FORMCHECKBOX 
Temporary
 FORMCHECKBOX 
Tenure Track 

Nature of Action
 FORMCHECKBOX 
New Hire
 FORMCHECKBOX 
Rehire
 FORMCHECKBOX 
 Promotion
 FORMCHECKBOX 
Change in Pay
 FORMCHECKBOX 
Change in Title

 FORMCHECKBOX 
Retirement
 FORMCHECKBOX 
Termination
 FORMCHECKBOX 
 Leave of Absence – The type is      
 FORMCHECKBOX 
Other (please explain)     
Effective Date:

     
Job Title:

     
Department:

     
Rank:


     




Salary:


     



Budget:  _______________________

Chart:       
Fund:       Organization:       Account:       Program:         

PCLS:


     





ECLS:


     
Position Number:
     
EEO Code:

     
Job Grade:

     
Educational Degree:
         Credentials verified by ______________________________

Comments:       
Termination Information
Date of Separation:      
Reason for separation:      
Exit Interview completed?  FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

 Approvals Needed:  Completed form must be returned to HR by the 15th in order to process for payroll this month.  Forms received after the 15th will be paid the following month. 
Requested by/Initiator ____________________________________________ Date ______________

Next Level Supervisor ________________________________________ Date ______________

Vice President ______________________________________________ Date ______________

VP of FAAA ________________________________________________ Date _______________

Human Resource Director ___________________________________ Date ________________

President__________ ___________________________________ Date ________________

Procedure for Completing Personnel Action Form

1. Job offer is made with Hiring Committee Chair or Initiator and the Human Resource Director.

2. If job is accepted, the Chair/Initiator and Human Resource Director complete the Personnel Action Form.

3. Form is then sent to Benefit and Safety Coordinator via e-mail and the original is sent to the Budget Office for signatures.

4. The Budget office sends the completed form to the Employee Records Coordinator.

5. The Employee Records Coordinator writes contract.

6. Employee Records Coordinator obtains remaining signatures and has the President sign the PAF and the contract.

7. In the case of faculty, Employee Records Coordinator will copy the PAF, contract and original transcripts.

8. The original transcripts and copies of the PAF and contract are given to Academic Affairs.  The original PAF and contract are processed through Banner and given to payroll for paycheck processing.

9. After payroll is complete, the payroll office will return originals to the Human Resource office for filing. 

