Personnel Action Forms - PAF’s
Guidelines/menu of uses:

NOTE:  The forms have special signature routing and therefore separate forms for each of the following groups:  one set of forms for STATE/RECEIPTS funded actions, one set for GRANT funded actions and a single form for ALL Summer Session 2010 resident, distance learning and travel summer courses.

Adjunct PAF
- use for all actions to Adjunct positions such as:


Adjunct new hire
Model clinical actions

Distance Learning teaching for part time

TMPT
PAF
- use for temporary, part time non-teaching positions –meaning not teaching credit courses to

WCU students- that last for a semester or more and/or the job is working with or supervising WCU students.  These positions do not qualify as Adjunct or Model Clinical.


TLPT PAF      - use for short term, temporary, part time non-teaching positions

Short term (less than 1 semester) 

One time events – presentations, workshop facilitators or 




Not involving teaching or supervising of WCU students 

On line course development
TMFT PAF
- use for temporary full time teaching employment that last for less that two full semesters 



  (no benefits)



Extra Compensation PAF - use for any permanent Full time or Part time employees that do extra duties (non teaching) for pay 

Extra Comp for SPA employees teaching a class – to pay SPA employees that teach a credit course. Adjunct contract also required.

Extra Comp for EPA NON faculty employees teaching a class – to pay EPA NON-faculty employees that teach a credit course.  Adjunct contract also required.

Overload PAF
- use for any permanent full time faculty member that teaches more than assigned load 
Separations
- use

For all EPA employment separations





For resignations, retirements, Phased retirement, etc.

Change form
- use 

For all EPA employment changes 
Changes in employment info- job title, rank, status (SPA to EPA ex)

Changes in salary info – dollar amount, fund code, position # etc.

Reappointments, reinstatements

Phased Retiree appt PAF - 
used when someone enters Phased retirement.  You complete a separation PAF 





And attach this Phased Retiree appt to it.  This form appoints individual





To the Phased retiree position
New Hires for Searched Positions Only – Hiring Proposal produced through on-line recruitment system.
SUMMER SESSION PAF – This form is to be used for all Summer Session resident and Distance Learning course teaching actions and travel courses taught during the summer.  The form incorporates the faculty contract.  See Summer session information at APR 19 and on the HR PAFs page for additional information.
HIGHLANDS BIOLOGICAL PAF – to use for summer for credit workshops and classes taught at the Highlands Biological Station during the summer.
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