PERSONNEL ACTION REQUEST (PAR) UPDATE 07/03

The Personnel Action Request form was modified to assist the Departments to process job actions on a single

form; minor formatting changes have been included on date fields, and the social security field. The top portion
of the form was rearranged to show pertinent information at a glance. Additional involuntary reason codes have
been added to the termination action drop down list.

SSN will fill in
dashes when hiring
a new employee

Universily of Houston System- PAR - Job Informuation

Employment Information Emnlin: [ (0AN261 SSH: | 003-16-7548 “)
Hame: |Hu:u|enda,F‘auIine | Format defined for n‘qlme Ben Program:
Format: Last Mame, First Name bl
ProfExpDate: | 0901M963 | Company Seniority Date: | 09014963 | Ben Program

Termination Date: [ 053171933 | Service Date: [ 0501196 | clearly visible
Last Date Worked: | Expected Return Date: |

(Terms1L0A Onhy) Title Change of (LOA Only)

Current Job Records this section All dates are formatted

Recdd  Position Calnpos—op oroa—Title with forward slashes
[ 0. [00000001  |HR730  |HO182 [2320  |Retires o

SteF Cd StdHrs FTE CompRt MH Rate@1.0
[F [M nalk Y Empl Rec 0 [o0 | 003 | 1.00 M [ 3333

Red#  Positi ill di Job Cd  Titl SPLN SGRD

osttio} will display T T | CurrentJob
I I -

StsF JE RTEmplClass _ Officer Cd _ StdHrs FTE  Comp Rt MH Ratei@1.0 Records will
LT T T 1 | | | | [ ] ¥ display 3 job
Red# Position Campus Dept Job Cd Title SPLH SGRD records
| | | | | | | |
StsF  JE RT Empl Class Officer Cd StdHrs FTE Comp Rt M/H Ratei@1.0

A third job action line has been added, this will help reduce the number of PAR’s necessary to process job
actions for employees having more than two job actions

Requested Job Achons
Effective

Title Change of
this section

Date: | 7/16/2003 |Action: E  Reason: [Rehire |
Rcd# Position Campus Dept JobCd Title SPLH SGRD
[ 0o [ o1ooio1 | HR7s0 | HOOS4 | 1950 [SummerTwelve WeeksMon-Bed FaC [ UNG |
- . Hrs FTE Comp Rt MMH Rate@1.0
Line modified to help 00 | 050 | 450000 [ M | 900000 |
Effective| distinguish new action lines
Date: | | : | Reason: [&ssignment End |
Rcd# =ition Campus Dept Job Cd Title SPLH SGRD
[ o ¥[/oiooiood | HRT30 | HOOB4 | 1950 [SummerTwelve WeeksMon-Ber FAC | UWNG |
RT Empl Class Officer Cd StdHrs FTE Comp Rt MH RateiT1.0
[ T [Faculty [Summer [2000 Joso | 4s0000 [ W | 900000 |
Action: [Rehire | Reason: [Rehire
Campus  Dept Job Cd  Title SPLH  SGRD
[0 "] oo0Moo& | HRT30 [ HOOO1 | 3200 [Mon-Ben Exempt Staff [ TFE | UNG |
RT Empl Class Officer Cd StdHrs FTE Comp Rt MH RateiT1.0
[ T [Suppaort Statt [Nane [2500 Joss | 200000 [ W | 320000 |

Involuntary reason codes for the termination action have been added.
Involuntary — Attendance Involuntary — Gross Misconduct
Involuntary — Job Abandonment Involuntary — Misconduct
Involuntary — Misstmnt on Applic  Involuntary — Performance
Involuntary — Other Reason Involuntary — Under Probation



The remarks box has been increased to accommodate 6 full lines of information; frequently used documentation
can be stored on a Word document and pasted into the remarks box. Open your Word document, highlight the
area to copy, right click the mouse, a screen will pop up, click on copy.
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Next place cursor in the remarks box, right click the mouse, click on paste
Remarks:

I
\1 Paste documentation in the box by,
clicking in the box and hitting the space

bar, the cursor will blink.

Required Signatures

Prepared By Extension Date Hame/Title Date
Hame/Title Date Hame/Title Date
Human Resources Date

An example of this practice, shown here, is commonly used by main campus when hiring faculty.

Remarks: The documentation
"Mon-tenure track faculty reappointment. Title: . Appointmert accrues no time tovward : F el

tenure. Effective dates: to . Zalary: ¥ . Appointment contingent upon will paSte inside the
enroliment, decuate funding, required approvals, and cortinued need for position within department. | REMArks box.

Duties are as follows: . Funding source ; . &z the University of Houstaor

complies with the mmigration Cortral and Reform Act, all appoirtments are contingent upon proof of
eligikility to accept employment in the United States. Documertation of eligikility must be provided wﬁhinV

Required Signatures

Prepared By Extension Date Hame/Title Date

HameTitle Date Hame/Title Date

Human Resources Date



