How to complete a PAF for Recruitment Purposes
(For any other type of action contact Processing & Records at hres@fau.edu) 
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A. Heading: The information at the top of the PAF should be completed with the PAF preparer’s name and extension, the employee’s name, campus location, employee’s contact information and the department name.
B. Codes: Campus code, division code and location code

Campus code: Select from the drop down menu the campus where the position is located

Division code: Select the appropriate division to which the position/department report (you may hold your cursor over the pull down menu and the list of possible choices will show)
Location code: Select the appropriate department to which the position reports

C. Primary Action: Determines the type of action taking place on the PAF. Common primary actions for Employment purposes are found below. For questions on the other types of primary actions or clarification on these actions contact Processing & Records at 7-2851.
Original/New: Has not worked at FAU previously, or has left a line position within the University for more than ninety days and is returning to a line position, or has left a line or temporary position for over three years and is returning to a temporary position
Promotion:
(SP) Moving from one position into another at a higher pay grade, classification title or salary
(AMP) Moving from one position into another at a higher pay grade, classification title or salary
Demotion:
(SP) Moving from one position into another at a lower pay grade, classification title or salary

(AMP) Moving from one position to another at a lower pay grade, classification title or salary
Reassignment: Lateral move to a different position number within the same pay grade with no change in salary. Also used when an employee moves from line position to interim or acting, or when a person is non-renewed

Continuing: When an employee leaves a line position and returns to a line position within ninety days; or when a temporary or line employee returns to the University in a temporary position within three years of separating. Also used when an employee moves from acting to permanent in the same position number
Temp to Salary: Originally a temporary worker that has taken a permanent line position (these positions MUST start on the first day of a pay period)

Salary to Temp: Originally a permanent employee that is moving to a temporary position

Student to Salary: Previous student employee has obtained a salary position

Student to Temp: Previous student employee has obtained a temporary position at the University. Also used for students who are working in temporary positions during the summer break if not registered for classes in the fall.                              
D. Special Events: These boxes are not normally used for new hire purposes, except when a position is time limited. In that case, check the time limited box

E. Funding: 
If a position is grant funded, then the yes radial button next to Grant should be selected. Grants/Sponsored Research will then need to sign the PAF. If the position is not grant funded, select the no button

If a position is funded from a foundation account, select the yes radio button next to foundation account. The Foundation Office will then need to sign the PAF. If the position is not funded by a foundation account, select the no button
F. New/Change Assignment: 
Timekeeping org: Fill in the appropriate org. Please see your budget manager for the correct number
Home org: Fill in the appropriate org. Please see your budget manager for the correct number
Check distribution org: This org number is only required if it is different from the home org
G. Above Minimum/New Hire- Up to 20% Reason: If preferred, a selection may be made from this category as to why the applicant is being paid above the minimum of the pay grade. This section is not required. The choices are experience, education, education + experience, or other. If other is chosen, please type the reason on the line below the box. If a department would like to pay an SP employee more than 20% above the minimum, a justification memo (signed by hiring manager and budgetary unit) would need to be sent to HR for approval 
H. AMP-SP-TEMP (OPS): Find the corresponding status in this box based upon what type of position the person is being hired into (AMP, SP, or Temp/OPS). Then select the appropriate position status from the selections available for each type of position (see below)
AMP statuses:

Regular: Normal AMP Position

Acting: Position is taken in an acting capacity; it may end at any time. For current employees that accept acting positions, it is not required to hold their original position (it is not a recommended status for current employees). These positions must be recruited within 60 days and filled within 120 days maximum (the only exception to this rule are acting assistant and associate athletic coaches). The acting employee is not guaranteed the position when it is recruited

Interim: A current employee has moved into a different position at the request of the University or department. The employee has the right to go back to his/her original position once the Interim position is finished. The original department must hold the employee’s original position for him/her

Provisional: A candidate is hired with the condition that he/she completes certain requirements within a specific time frame. The candidate must complete these requirements prior to gaining regular employment

Other: This section is completed if the position is a status other than what is listed above

SP statuses: 
Probationary: All new SP hires must complete a probationary period of 6 months (Law enforcement officers have probation period of one year). An employee only completes one probationary period, so if he/she changes positions during the probation period the probation is satisfied six months from the original hire date with the University. SP employees who leave the University for more than 30 days are subject to a new probationary period
SP statuses (continued):
Regular:  Current employee has satisfied the one time probationary period. When changing positions or departments, the employee does not have to complete another probation period
Interim:  See AMP statuses for description

Acting: See AMP statuses for description

Provisional: See AMP statuses for description

Emergency: Employee is placed into position on an emergency basis

Trainee: Primarily used for law enforcement positions. These do not have to be recruited. The department will send an incumbent to law enforcement school while under the status of trainee. The trainee moves into the salary range of the position but does not receive the full pay of an employee in that position until training is successfully completed.
Temporary/OPS statuses: 
Non-Exempt: 700000, hourly pay, earns overtime, and completes timesheets 
Exempt: 600000, salary (must earn a minimum of $910 per biweekly regardless of FTE), does not earn overtime

I. Current Assignment:  This section is completed if hiring a current University employee (not for student employment assignments). The information from the employee’s current position is entered in this section. Once the current employee has given notice, you may contact the current department to obtain some of this information. Attempt to complete the following fields:
Working title: Title of current position

Position #, class code and pay grade: Enter the position number, class code and pay grade of the employee’s current position
Department name: Enter the department in which the employee currently works 

Account code: Select the appropriate account code from the drop down menu for the employee’s current assignment. Hold your cursor over the drop down arrow to view what type of position each number represents 

Index number: Enter the current assignment’s index number

FTE: Enter the FTE for the current position
Salary fields: Fill out these sections with the individual’s current annual and biweekly salary or hourly rate
Ending Date: Enter the end date of the current assignment (NOTE: if transferring from OPS/Temp to a line position must end on the last day of a pay period and the start date must be the first day of a pay period)

J. New Assignment: The information entered in this section is for the employee’s new position. Complete the following fields:

Working title- Enter the working title of the position being hired into

Position #: Enter the corresponding position number

Class Code- Each classification title has a class code associated with it. Find the appropriate code from the position description and enter here (for temporary/OPS assignments refer to the Temporary Guidelines and Procedures on the Employment Website)

Pay Grade: Each line position has a pay grade associated with it, refer to the position description to find the correct pay grade to enter. For temporary positions, leave this field blank

Department name: Type the name of the department to which the position reports
Account code: Select the appropriate account code from the drop down menu for the 
employee’s current assignment. Hold your cursor over the drop down arrow to view what type of position each number represents
Index #: List the index number from your department that will fund the position
FTE: Enter the FTE based upon the number of hours the position will work (ex. If working 40 hours the FTE is 1.0, if 20 hours FTE is .5, if 10 hours the FTE is .25).
Salary fields: The following fields should be filled in based upon the type of position.

AMP & SP positions:
· Annual salary

· Biweekly salary (annual salary divided by 26.1) 

· Beginning date (start date of assignment should be on a Monday unless there is a University holiday, in which case the next business day would be the beginning date)

· Number of biweeklies (for regular AMP and SP positions, this should always be 26.1)


NOTE: For acting, grant-funded, time limited and interim positions an end date should be included.  
Temporary non-exempt:

· Hourly rate

· Beginning date (preferably on a Monday, unless there is a University holiday, in which case the next business day would be the beginning date)

· Ending date

· Number of biweeklies (calculate how many biweeklies from the begin date to the end date of the assignment)

Temporary exempt:

· Annual salary

· Period salary (amount paid from the start date to the end of the assignment; to obtain the figure take the biweekly salary multiplied by the number of biweeklies)
· Biweekly salary

· Beginning date (preferably on a Monday, unless there is a University holiday, in which case the next business day would be the beginning date)  

· Ending date

· Number of biweeklies (calculate how many biweeklies from the begin date to the end date of the assignment)
K. Remarks: If there are any special circumstances regarding the contract, enter those comments on this line
L. Signature lines: All PAFs need a minimum of two signatures from different individuals. The budgetary unit (VP, Provost, Dean, President) should always be one of the two signatures
NOTE: All PAFs for new positions must be received the Wednesday prior to the Monday start date. 

All line employees must attend orientation in HR on their first day of employment. Temporary employees may sign in with Processing & Records (instead of orientation) on Tuesdays & Thursdays from 9:00am- 4:00pm. 

It is required by law that all new employees complete sign in within three (3) days of the first day of employment. Departments are responsible for making sure their employees adhere to this law. Contracts will not be entered until all new hire paperwork and the sign in packet are complete.
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