
University of Notre Dame

Renovare – HR/Payroll

Form Instructions 

Staff Personnel Action Form (PAF)
Who uses this form:  The person(s) in each department responsible for communicating actions which change the job record in the HR/Payroll System.
How is this form used:  To initiate changes to the job record as a result of a new hire (creates the job record), transfer of an employee from another ND department, transfer of an employee to a new position within his or her current department, rehire of a former ND employee, level change, salary change, or job title change.  NOTE:  This form is NOT used for labor distribution changes.  Those are completed on the Labor Distribution Change Form.
Instructions:
For all actions on the Staff PAF, complete the following:

1. Name:  Fill in employee’s full name

2. Net ID or ndID:  Fill in employees net id or ndID (ndID is the nine digit number located on the back of the Notre Dame ID cards)

3. Position Number:  Fill in the employee’s position number.  The position number is found on the department’s position inventory reports.  Please ensure the proper position number is used in the case of an employee with multiple positions.  If you are unable to determine the position number needed, contact the Office of Budget and Planning at 631-9137 for assistance.

4. Job Action Effective Date:  Indicate the date on which the action starts for this employee.  This can include pre and post dated actions.  For actions involving semi-monthly paid staff, it is preferable to use the first day of a pay period – either the 1st or the 16th of the month.
5. Job End Date (if applicable):  Indicate the date on which the job ends, if applicable to the action taken.  For Post Doc actions, an end date is always required.  This end date will end the job in the HR/Payroll system, stopping the employee’s pay.  If the employee is leaving the university as of that date, a Separation form will also need to be completed.
If your action is a Hire Action, complete the following:

1. Complete steps 1-5 under “all actions”
2. Hire Action Box:  for a Hire action, fill in the information in this box:

a. Check the appropriate box for the type of hire:

i. New Hire:  A new employee who has never worked at Notre Dame.

ii. Rehire:  An employee who has worked at Notre Dame in the past.

iii. Transfer:  An employee who currently holds a position in another Notre Dame department or is moving to a different position within his or her current department.
iv. Additional Job:  An employee is being placed into a job in addition to his or her primary position.

b. Position Title:  Fill in the applicable position title.  The position title is the description of the budgeted position and can be found on the department’s position inventory reports, as well as on the Position Description and PMF forms.  Position Title will often match Job Title when the position is a single, filled staff position.
c. Job Title:  Fill in the applicable job title, if the job title is different than the Position Title.  The job title is the detailed description of the job associated with a filled position, and in most cases will match Position Title when the position is a single, filled staff position.
d. State or Foreign Country in which job is performed:  Fill in the physical location (state or foreign country) where the job will be performed.  If employee is working on the main Notre Dame campus, fill in “IN”.
e. Employing Department Name:  Fill in the name of the department employing the individual.  This will be the name associated with the Organization Number.

f. Employing Department Organization #:  Fill in the Organization Number associated with the employing department.  This may not necessarily be the Organization number used in the FOAPAL for the labor distribution.  For example, if an employee in Physics is being charged to a federal grant, the FOAPAL labor distribution will reflect the grant being charged, but the Employing Department Name will be Physics and the Employing Organization Number will be the Physics Organization Number, not the grant’s Organization Number.  
g. Supervisor Name:  Fill in the name of the employee’s direct supervisor.  In the case of an hourly employee, fill in the name of the person primarily responsible for approving hours in Ultratime or on paper time card at the time of the hire..
h. Supervisor Net ID:  Fill in the net ID of the supervisor listed.

i. Work Schedule:  Fill in the employee’s work schedule - hours per week (up to 40) and weeks per year (up to 52).

j. Hourly Employee’s Only:

i. Shift (if applicable):  If your department uses shifts, please indicate if employee is working shift 1, 2, or 3
ii. Shift Earning Code (if applicable):  If the hourly employee is eligible for shift differential pay based on his or her department, fill in your department’s shift code.  If you are unsure of your department’s shift code, contact Payroll.
k. Annual Salary & Labor Distribution:  Fill in the FOAPAL(s) the employee’s salary will be charged to and the total amount of the annual salary or the hourly rate (for hourly employees).  If the salary/hourly rate is charged to more than one FOAPAL, list the amount to be charged to each.  Percentage is a required field.  Please carry the percentage out to two decimal places (i.e. 19.25%) to have the amount charged correctly.  (Note:  If filling the form out on-line, the percentages will calculate automatically, as will the totals for the box.  The FOAPAL fields have been limited to only accept the correct number of characters.)  
i. For Department Use Only:  This field is available for department use (generally for initials of a Principal Investigator in the case of a salary charged to a grant.  Longer notes should be written in the comments field.)
l. If Labor Distribution includes a restricted account (a fund number starting with a “2” or a “3”):  If your labor distribution includes a restricted account, fill in the name of the RSPA (Research and Sponsored Programs Accounting) Accountant assigned to that restricted account.  If you do not know which Accountant has been assigned to that restricted account, contact RSPA for assistance at 631-7070.
3. Proceed to “Comments” box.  Fill in any necessary information related to hire action.

4. Approvals:  Obtain the necessary signatures, based on your department’s approval structure for the type of action being taken.  For each signature, type in the name, title of the individual, date of approval, and contact phone number on the lines indicated 
5. Route completed form to the Office of Human Resources, 100 Grace Hall.

6. For Central Office Use Only:  This box will be completed by the appropriate Central Office and should not be completed by the campus unit completing the form.

If your action is a Job Title Change, with no associated change in level or salary:  
1. Complete steps 1-5 under “all actions”
2. Proceed to the Job Title Change box, and complete the following information:  
a. New Job Title:  Fill in the NEW job title.  
3. Proceed to “Comments” box.  Fill in any necessary information related to Job Title Change action.

4. Approvals:  Obtain the necessary signatures, based on your department’s approval structure for the type of action being taken.  For each signature, type in the name, title of the individual, date of approval, and contact phone number on the lines indicated 
5. Route completed form to the Office of Human Resources, 100 Grace Hall.

6. For Central Office Use Only:  This box will be completed by the appropriate Central Office and should not be completed by the campus unit completing the form.

If your action is a Salary Change:

1. Complete steps 1-5 under “all actions”

2. Proceed to the Salary Change box, and complete the requested information:  
a. New Job Title:  If the salary change accompanies a change in job title, fill in the NEW job title.  If this is not applicable to your salary change, leave blank.  
b. New Job Level:  If the salary change accompanies a change in job level, fill in the new level.  If this is not applicable to your salary change, leave blank.  
c. New Work Schedule:  If the salary change accompanies a change in the employee’s work schedule, fill in his or her new work schedule.  If this is not applicable to your salary change, leave blank.  

d. New Annual Salary & Labor Distribution:  Fill in the FOAPAL(s) the employee’s new salary will be charged to and the total amount of the new annual salary or the hourly rate (for hourly employees). If completing this form for a Post Doc with an appointment of less than a year, fill in the post doc’s total salary for the period of appointment. If the new salary/hourly rate is charged to more than one FOAPAL, list the amount to be charged to each.  The percentages will calculate automatically, as will the totals for the box.  The FOAPAL fields have been limited to only accept the correct number of characters.

e. If Labor Distribution includes a restricted account (a fund number starting with a “2” or a “3”):  If your labor distribution includes a restricted account, fill in the name of the RSPA (Research and Sponsored Programs Accounting) Accountant assigned to that restricted account.  If you do not know which Accountant has been assigned to that restricted account, contact RSPA for assistance at 631-7070.

i. For Department Use Only:  This field is available for department use (generally for initials of a Principal Investigator in the case of a salary charged to a grant.  Longer notes should be written in the comments field.)

3. Proceed to “Comments” box.  Fill in any necessary information related to Salary Change action.

4. Approvals:  Obtain the necessary signatures, based on your department’s approval structure for the type of action being taken.  For each signature, type in the name, title of the individual, date of approval, and contact phone number on the lines indicated 
5. Route completed form to the Office of Human Resources, 100 Grace Hall.

6. For Central Office Use Only:  This box will be completed by the appropriate Central Office and should not be completed by the campus unit completing the form.
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