
Personnel Action Form (PA) Instructions
To be used for employees with a permanent PCN or Irregular Help employees on benefits

Use Temporary and Adjunct/Non-Credit Course PA for temporary employees and adjuncts (non LCSC employees) teaching non-credit courses
Use Adjunct Faculty/Credit PA for adjuncts (non LCSC employees) teaching courses for credit
PLEASE NOTE:  To originate a Personnel Action Form (PA), you must have the full version of Adobe Acrobat Professional.  If you do not have the correct version, please contact the IT department at x2215 for further instructions.

Check All That Apply:  Please be very careful when completing this section as it provides reporting information used by different departments.

· New Hire – check this box when hiring a new faculty/staff member or an Irregular Help employee who will be receiving benefits and complete #10.  If special notations are to be included on the contract (ie: moving expenses, credit toward the timeline for tenure/promotion, degree completion, etc.), complete #12.
· Contingent Upon Grant Funding – check this box if the position is funded with grant dollars.
· Title Change – check this box if the employee has a change in title and complete #11 with reason. 
· Salary Change – check this box if the employee has an increase/decrease in salary from the last approved PA and complete #11 with the reason for the increase/decrease.
· Budget Code Change – check this box if the budget code is changing from the last approved PA and complete #11 with the reason.
· Payment in Addition – check this box if an employee is being compensated for work (other than teaching an overload or as adjunct) outside their contract/job description and complete #11 detailing work to be completed.
· Payment in Addition/Adjunct Instruction – check this box if an employee is being compensated for teaching overload or other adjunct instruction and complete #15 to provide details.
· Leave of Absence With Pay – check this box if an employee is taking a leave of absence with pay and complete #s 11 & 12 with details.
· Leave of Absence Without Pay – check this box if an employee is taking a leave of absence without pay and complete #s 11 & 12 with details.
· Sabbatical – check this box if a faculty member is taking sabbatical and complete #12 with the dates of sabbatical.
· Replacement PA – check this box if the PA is to replace a previously approved PA.  Include the date of the previously processed PA.
· Termination – check this box if an employee’s work is ending and include the last day worked.
New or Change To Column:  Please provide the new information that pertains to the employee.
1.
PCN – If the employee is in a permanent position, use the designated Position Control Number (PCN).  If the employee is irregular help on benefits, use PCN 9777.  Call Human Resource Services if you do not know the PCN.
2.
Title – Use the official title of the position held by the employee.  For Academic Affairs, if a permanent employee is teaching as an adjunct, include the official title/adjunct. (ie:  Assistant Professor/Adjunct).
3.
Department – Use the department/division the employee works for.  For Academic Affairs, if a permanent employee is teaching as an adjunct in another department/division use that department/division.
4.
FTE –The FTE must be accurate.  It is used for budgeting and reporting purposes.  If the FTE is less than 1.00, please complete #13 with details (ie: number of hours per week, number of weeks per year).  Also, please complete and attach the Schedule of Non-Working Hours.
5.
Salary/Hourly Rate – For faculty and professional staff, indicate the annual salary.  For those faculty and professional staff hired during a contract period, please check the box indicating so.  For classified staff and irregular help employees, indicate the hourly rate.  
6.
Classification – Use the drop down box to choose the appropriate classification. (i.e. Faculty, Professional, Classified, Term Apt (i.e. Lecturers and Visiting Faculty), IH.
7.
Tenure Status – Use the drop down box to choose the appropriate status for Faculty. (i.e. Tenured, Tenure Track, Non-Tenure Track).
8.
Health Benefits – If the employee is eligible to receive health benefits, check the “Yes” box, if not, check the “No” box.

9.
Budget Code/% - Complete the 10 digit account number and use only whole percentages.
Change From Column:  Complete only those sections that will be changing.  
Comments Section:  This section provides detailed information supporting the choices made above.

10.
New Position – If the new hire is filling a new position, check the “Yes” box and forward the new position approval form and the PA in the same e-mail.  If the new hire is replacing a current employee, check the “No” box and provide the name of the last permanent employee who filled the position.  If the individual you are hiring is in a “Classified” position, provide the register # that they were hired from.
11.
Comments (reason for changes, payment in addition, etc.) – If a PA is initiated for a title change, salary change, budget code change, payment in addition, payment in addition/adjunct instruction, leave of absence with pay, or leave of absence without pay, this section needs to be completed to provide detailed supporting information for the change(s).
12.
Comments/Special Notations For Contract – If a PA is initiated for a new hire, leave of absence with pay, leave of absence without pay, or a sabbatical, this section needs to be completed to provide detailed supporting information that will be included on the employment contract.   Information for new hires might include credit toward timeline for promotion/tenure status, contingent upon completion of degree, moving expenses, etc. 
13.
FTE Change/Hours Per Week/Comments – If a PA is initiated for an FTE of less than 1.00, complete this section, including the number of hours to be worked per week and for how many weeks.  Any other pertinent information regarding FTE should be included.

14.
Payment Schedule (for payments in addition) – If the employee is to be paid on any specific pay dates or times, indicate how payment is to be made  (ie:  1st Pay Date of Month, Lump Sum, 2 Payments, etc.).
15.
Academic Affairs Payment in Addition/Adjunct Instruction Detail – For employees with permanent PCNs teaching overload or as adjunct, complete the subject, course, section and credit information.  If this is due to the absence of a regular employee, indicate the employee’s name in the Replacement Last Name box (ie: Smith).    If the funding is from the adjunct budget allocation, complete the salary, fringe and total dollar amounts in the Adjunct Funding area.  If the overload is for a replacement of a regular employee as indicated in the Replacement Last Name box, complete the Replacement Cost area, including that employee’s PCN, Last Name, and the reason for their absence, (ie:  PCN-0000, Last Name–Smith, Reason-Sabbatical)  Complete the Salary, Fringe and total dollar amount for the salary line allocation. 
Routing/Approval Order:  The originator of the PA (the person actually completing the form) will type their name on the “Originator” line.  Each approver will need to type the date of approval and use the “Stamp” feature in Adobe Professional to sign their name in the appropriate box.  PAs are to be routed in the order listed on the Routing/Approval Section of the PA.  Only those PAs indicating grant funding need to be forwarded to the Grant Monitor.  For Academic Affairs, some PAs will require the approval of more than one Dean. (i.e. Top off $ in Academic Programs/Community Programs).
If anyone in the approval routing sequence disapproves the PA, the form should be forwarded back to the originator with the reason for disapproval typed in the text of the e-mail.  If a correction needs to be made, the PA needs to be rerouted through the proper approval order.  Minor changes may be made by those approving the PA.  A copy of the updated PA will be sent to the originator when the PA is forwarded to the next person in the routing order.

When Human Resource Services receives the PA, it will be processed according to the comments and the completed form will be forwarded to the originator.  A hard copy will be printed for the employee’s file. 
File Name:  Please name your file the last name of the employee and the date the PA was completed (ie: Patterson 4-7-08)

Routing/Approval:  When attaching PAs in the e-mail routing process, only group like PAs in each e-mail – (ie: regular PAs together in one e-mail, Adjunct PAs in one e-mail, and temporary PAs in an e-mail).  Do not attach PAs in e-mails with other attachments.
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