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INTRODUCTION 


This guide is intended to assist PAR contacts and supervisors involved in the 
preparation of the Personnel Action Request (PAR) form. This guide will provide helpful 
information as well as samples to assist you in the proper completion of the PAR form. 


 
 


HOW TO USE THIS GUIDE 
This guide is comprised of sample PARs and is arranged by actions. Using Adobe 
Acrobat Reader you will find an easy to use index to find a Personnel Action that you 
would like to accomplish. If an action that has occurred is not outlined in this guide, 
please contact the E&C Division at 808-5726.   
 
Multiple Actions: For multiple actions, please complete separate PAR forms for each 
action. 
 


Sending the PAR Form: All PAR Forms will be mailed to a central location in 


Employment & Classification. Please inter-office all PAR forms to “09800 E&C 


(PAR)”. 


 


REFERENCES/POLICY 
The references and polices for Personnel Actions can be found in: 
 


 Union’s Memorandum of Understanding (MOU) for represented positions. 
 Personnel Resolution for unrepresented positions. 
 Rules and Regulations of the Civil Service Board for represented and 


unrepresented non-management positions. 
 Administrative Policy Instructions (API). 
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Personnel Action Request Form - Fields 
 
 
PART A – PERSONNEL ACTION / DEPARTMENT CONTACT 
 


A-1 Personnel Action: This field is used to indicate the type of Personnel Action. 
For example: Promotion; Transfer; Pay Rate Change. For multiple actions, 
please complete separate PAR forms for each action. 


 
A-2 Personnel Action Reason: This field is used to indicate the personnel reason 
of the Personnel Action, for example Personnel Action: Transfer / Personnel 
Reason: Employee Request.  


 
A-3 Effective Date: This field is used to indicate the effective date of the 
personnel action. 


 
A-4 PAR Processor: This field is used to indicate the individual that processed 
the Personnel Action Request. Type Name, Title, Date, and sign within the field. 


 
A-5 Department Authorization: This field is for the Director, Manager or 
Supervisor to sign and authorize the Personnel Action Request. Type Name, 
Title, Date, and sign within the field.  This field is required and the PAR may 
be delayed or returned if it not completed. 
 
A Director’s signature is required for the following actions: Hire, Rehire, 
Promotion, and External Transfers. This cannot be delegated.  


 
PART B – EMPLOYEE INFORMATION 
 


B-1 Name (Last, First, MI): This field is used to indicate the employee’s Last 
Name, First Name, and Middle Initial.  


 
B-2 Employee ID: For current employees use Employee ID. (You can get the 
Employee ID number by querying the HR system.) For new employees use the 
social security number (SSN). 


  
B-3 Employment Status:  


 
Check the appropriate box:  


 
For Career or Management employees, check “Regular”. If the 
employee is a Career employee and the Personnel Action is a New 
Hire, Transfer, or Promotion then indicate the “Probation End Date” 
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For Non-Career or Career Limited-Term employees, check 
“Temporary”. Indicate the “Temporary End Date” for employees that 
need an end date for their assignment. 


 
B-4 Next Review Date: This is filed is to indicate the employee’s next employee 
evaluation. 
 
B-5 Incentives/Allowances: This field is to indicate any incentives/allowances an 
employee should receive such as: Technical Allowance, Vehicle Allowance, 
Education Incentive, and others. 
 


 B-6 Hours:  
 


Check the appropriate box: 
 
   For employees who work a 40 hour work week, check “Full Time”. 
 


For employees who work less than a 40 hour work week, check 
“Part Time” and indicate the number of “Hours” for the work week. 
 
Pay Group: Input the pay group code of the employee’s work 
schedule. 


 
 B-7 Benefits:  
 


Check the appropriate box: 
 
 For employees who will not receive benefits, check “Not Qualified”. 
 
 For employee who will receive benefits, check “Qualified”. 
 


PART C – POSITION INFORMATION 
 
Under Position Information “CURRENT” (fields C-1 through C-8) is for the employee’s 
current position information. 
 
Under Position Information “NEW” (fields C-9 through C-16) is for the employee’s new 
position information. You will use these fields when you process Personnel Actions such 
as: Promotion, Transfer, Non-Career to Career and others. 
 


C-1 / C-9 Position Title: Indicate the classification title of the position. 
 
C-2/ C-10 Job Code: Indicate the classification Job Code of the position. 


  
C-3 / C-11 Department/Division: Indicate the Department and Division that 
position is located. 
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C-4 / C-12 Department ID: Indicate the Department ID that the position is 
located. 


 
C-5 / C-13 Location Code: Indicate the location code where the position is 
physically located. 


 
 C-6 / C-14 Position Number: Indicate the Position Number of the position. 
  


C-7 / C-15 Step: For represented and non-career employees indicate the pay 
“Step” of the employee.    
 
C-8/ C-16 Hourly Rate: For represented and non-career employees indicate the 
rate of pay associated with the Step.   For employees in a non-step salary range, 
indicate the hourly rate.  
 


 
PART D - REQUISITION 
    


D-1 Fill Position By: This field is to indicate how a vacant position should be filled. 
Check the appropriate box. 
 
D-2 Person Whom Candidates Contact: This field is to indicate who the 
candidates should contact for departmental interviews. 
 
D-3 Req Number: For Human Resources use only. 
 
D-4 Medical Cleared: For Human Resources use only. 
 
D-5 Additional Position Numbers: If there is more than one vacancy in the same 
position, indicate additional Position Numbers. 


 
Part E – REMARKS 
 
 Additional remarks about the personnel action. 
 
Part F – HR USE: Review / Approvals  
 


For Human Resources use only. 
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Personnel Action: Correction 
 
Action: This would apply if you need to correct previous personnel action. 
 
 
 
Note:  
 
 
Reference:  
 
 
Employees:  All Employees 
 
Additional Required Documents:  Previously submitted PAR that is now being 
corrected. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Correction” 


A-2 Input the “Personnel Action” name that needs to be corrected 


A-3 Effective date of the personnel action that needs to be corrected 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-1 through C-16 Only complete the fields that need to be corrected 


Part E Explain the reason for the correction 


 
Crosswalks: None 
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Personnel Action: Demotion 
 
Action: This would apply to a career or non-career employee that involuntarily or 
voluntarily demotes to a career classification having a lower maximum rate of pay. This 
could also apply to a current management OR management support unit employee that 
is appointed to a management classification having a lower maximum rate of pay or is 
returning back to their prior career classification.  If demotion is due to layoff, refer to 
that topic. 
 
Note: City Manager approves all management appointments 
 
Reference: For non-management employees: CSB Rule 8, and appropriate MOU’s; For 
management employees: CSB Rule 10.8 
 
Employees: Career, Management, Management Support  
 
Additional Required Documents:  
 
Required PAR fields to be completed:  
 


Required Fields Input 


A-1 Input “Demotion” 


A-2 Input Selection (Refer to “Personnel Reason” below) 


A-3 Effective date of the Demotion 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID of the employee 


B-3 Employment Status of the employee / Enter Probation date 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


C-1 through C-6 
Input information for the employee’s current position. (If coming from a 
different Department. The Gaining Department will need to get this 
information from the losing Department) 


C-7 and C-8 
Current Step and Hourly of the employee (If coming from a different 
Department. The Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-14 Input information for the employee’s new position 


C-15 and C-16 New Step and Hourly for the employee 


Part E (Optional) Additional remarks 
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Crosswalks: 
 
Personnel Reason (PAR Field A-2) 


 
Situation Personnel Reason – PAR Field A-2 


 
A Career or Non-Career employee 
voluntary demotes to a lower career 
classification. NOTE: a brief written 
statement from employee requesting 
demotion should accompany the PAR. 
 


Voluntary Demotion 


 
A Management employee requests to 
demote back to their former career 
classification. NOTE: a written CSB rule 
10.8 request from employee should 
accompany the PAR.  
 


Voluntary Demotion 


 
A current Management employee is 
appointed to a lower management 
classification. NOTE:  CSB Rule 10.8 
letter should accompany the PAR. 
 


Management Appointment 


A Career employee that did not pass 
probation and is demoted back to their 
former career classification  


 


Unsatisfactory Performance 


 


A Career employee is demoted as part of 
a discipline action. 


 


Unsatisfactory Performance 
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Personnel Action: Demotion (Layoff Downgrade) 
 
Action:  Demotion 
 
Reason: Layoff Downgrade 
 
Note: This applies to represented employees currently working at the City only.   The 
employee is currently working at the city, and is laid off and downgraded to a LOWER 
classification in their regression ladder. 
 
Reference:  For Represented employees see appropriate MOU’s  
 
Employees: Career Represented 
 
Additional Required Documents: 
 


 Memo from Labor Relations to the employee indicating the terms of the 
Demotion due to Layoff. 


 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Demotion” 


A-2 Input Selection “Layoff Downgrade” 


A-3 Effective date of the Demotion (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date of Department Authorizer. 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID of the employee 


B-3 Employment Status of employee.  


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 
Position information of the employee’s current position. (If coming from a 
different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-7 and C-8 
Current Step and Hourly of the employee (If coming from a different 
Department, the Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-14 Position information of the employee’s new position. 


C-15 and C16 
New Step and Hourly for the employee’s new position (Refer to specific 
MOU’s) and Hourly rate 


Part E (Optional) Additional remarks 
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Effects on Pay Step 
 


Demotion-Layoff Downgrade 
 


Salary step shall be the closest to the monthly 
pay rate received immediately prior to 
downgrade providing there is no increase in 
pay. 
 If appointed in the lower classification at other 
than Step (8),future salary step adjustment shall 
be made in accordance with the "Advancement 
in Rate of Compensation" section of the labor 
agreement, with time served in the classification 
from which the downgrade occurred counting 
toward salary step advancement.   
NOTE:  advancement in rate of 
compensation does NOT apply to non-career 
appointments. 
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Personnel Action: Demotion (Recall from Layoff) 
 
Action:  Demotion 
 
Reason: Recall from layoff 
 
Note: This applies to represented employees currently working at the City only.   The 
employee is currently working at the city, demoted to a lower paying classification for 
which there is a recall list. 
 
Reference:  For Represented employees see appropriate MOU’s  
 
Employment Status: Career Represented 
 
Additional Required Documents: 
 
 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Demotion” 


A-2 Input Selection “Recall from Layoff” 


A-3 Effective date of the Demotion (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date of Department Authorizer. 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID of the employee 


B-3 Employment Status of employee.  


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 
Position information of the employee’s current position. (If coming from a 
different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-7 and C-8 
Current Step and Hourly of the employee (If coming from a different 
Department, the Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-14 Position information of the employee’s new position. 


C-15 and C16 
New Step and Hourly for the employee’s new position (Refer to specific 
MOU’s) and Hourly rate 


Part E (Optional) Additional remarks 
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Personnel Action: Data Change (Benefit Qualified) 
 
Action: This would apply to a Non-Career employee that reaches +1040 hours within 
12 months from their anniversary date and is now eligible for benefits. 
 
Note:  
 
Reference:  
 
Employees: Non-Career, Career (Limited Term) 
 
Additional Required Documents:  
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Data Change” 


A-2 Input “Benefit Qualified” 


A-3 Effective date 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


Part E (Optional) Additional Remarks 


 
Crosswalks: None 
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Personnel Action: Employee Update (Name) 
 
Action: This would apply to an employee who has a name change. 
 
Note:  
 
Reference:  
 
Employees: Career, Non-Career, Management  
 
Additional Required Documents: 
 


 Copy of Driver License and Social Security Card that has the employee’s new 
name. 


 Revised W-4 Form. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Employee Update” 


A-2 Input “Name” 


A-3 Effective date 


A-4 Name, Title, Signature, and Date of PAR processor 


B-1 Old Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


Part E Input new Employee Name (Last, First, MI) 


 
Crosswalks: None 
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Personnel Action: Employee Update (Work Schedule) 
 
Action: This would apply to an employee who has changed their work schedule. 
 
Note:  
 
Reference:  
 
Employees: Career, Non-Career 
 
Additional Required Documents: 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Employee Update” 


A-2 Input “Work Schedule” 


A-3 Effective date 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


Part E (Optional) Additional remarks 


 
Crosswalks: None 
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Personnel Action: Hire (Career)  
 
Action: This will apply if a department would like to hire a career employee into a 
career classification off the “Certification of Eligibles”. Career employees are employees 
who have either probationary or permanent status in a civil service classification. If 
employee is being hired from a recall list, or a comparable recall list, refer to those 
topics. 
 
Note:  
 
Reference: CSB Rule 4, 5 and 6; Personnel Resolution, and Appropriate MOU’s 
 
Employees: Career 
 
Additional Required Documents:  


 Completed “Certification of Eligibles”. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Hire (Career)” 


A-2 Input Selection (Refer to “Personnel Reason” below) 


A-3 Effective date when the employee will start 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID or Social Security Number of the employee 


B-3 For career employee check “Regular” and Enter Probation End Date 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


C-1 through C-6 Hiring position information of the employee 


C-7 and C-8 Starting step and hourly of the employee 


Part E 
(Required) Input employee’s Home Address and Date of Birth 
(Optional) Additional Remarks 
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Crosswalks: 


 
Personnel Reason 


 
Situation Personnel Reason – PAR Field A-2 


 
Hiring an employee who has never been 
employed by the City of Sacramento. 
 


New Hire 


 
Hiring an employee who has been 
employed by the City of Sacramento. 
 


Rehire 
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Personnel Action: Hire (Career - Limited Term) 
 
Action: This action applies when the department would like to fill a career classification 
but a current Eligible List does not exist. Career – Limited Term (or temporary) 
employees are employees who do not have permanent status in the civil service 
classification. 
If employee is being hired from a recall list, or a comparable recall list, refer to those 
topics. 
 
 
Note:  Department must submit a “Personnel Action: Requisition” to start a recruitment 
to establish an Eligible List for the classification. After the Eligible list is established the 
Career – Limited Term (temporary) employee will have 30 days to vacate the position or 
be hired if they are in the top three ranks of the Eligible List. 
 
Reference: CSB Rule 4, 5 and 6; Personnel Resolution; and Appropriate MOU’s 
 
Employees: Career (Limited Term) 
 
Additional Required Documents: 


 Completed City application. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Hire (Career – Limited Term)” 


A-2 Input Selection (Refer to “Personnel Action Reason” below) 


A-3 Effective date when the employee will start. 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID or Social Security Number of the employee 


B-3 
For Career – Limited Term employee, check “Temp” and Enter 
Temp End Date 


B-5 
Add or delete Incentives/Allowances (Please refer to Tables for 
codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables 
for codes) 


B-7 Benefits of the employee 


C-1 through C-6 Hiring position information of the employee 


C-7 and C-8 Starting step and hourly of the employee 


Part E 
(Required) Input employee’s Home Address and Date of Birth. 
(Optional) Additional Remarks 
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Crosswalks: 
 


Personnel Action Reason 
 


Situation Personnel Reason – PAR Field A-2 


 
Hiring an employee who has never been 
employed by the City of Sacramento. 
 


New Hire 


 
Hiring an employee that has been 
employed by the City of Sacramento. 
 


Rehire 
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Personnel Action: Hire (Management)  
 
Action: This will apply when the department would like to hire a management employee 
in a management classification. Management employees are employees who are “at 
will” and do not have permanent status in the civil service classification and are not 
represented by a union. 
 
Note: City Manager approves all management appointments. 
 
Reference:   
 
Employees: Management, Management Support, Executive Management and Mayor 
Council Support 
 
Additional Required Documents:  
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input Selection (Refer to “Personnel Action Reason” below) 


A-2 Input “Management Appointment” 


A-3 Effective date when the employee will start 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID or Social Security Number of the employee 


B-3 For Mgmt employee check “Regular” / Do not enter Probation End Date 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


C-1 through C-6 Hiring position information of the employee 


C-8 Starting hourly of the employee 


Part E 
(Required) Input employee’s Home Address and Date of Birth. 
(Optional) Additional Remarks 


 
Crosswalks 


 
Personnel Reason 


 
Situation Personnel Reason – PAR Field A-1 


 
Hiring an employee who has never been 
employed by the City of Sacramento. 
 


New Hire 


 
Hiring an employee who has been 
employed by the City of Sacramento. 
 


Rehire 
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Personnel Action: Hire (Non-Career)  
 
Action: This will apply when the department would like to hire a non-career employee in 
a non-career classification. Non-Career employees are employees that do not have 
permanent status in the civil service classification. If employee is being hired from a 
recall list, or a comparable recall list, refer to those topics. 
Note: 
 
Reference:  
 
Employees: Non-Career 
 
Additional Required Documents:  


 Completed City application if the employee did not go through a City recruitment.  
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Hire (Non-Career)” 


A-2 Input Selection (Refer to “Personnel Action Reason” below) 


A-3 Effective date when the employee will start 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Social Security Number of the employee 


B-3 For non-career employee check “Temp” and Enter Temp End Date 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of the employee. 


C-1 through C-6 Hiring position information of the employee. 


C-7 and C-8 Starting step and hourly of the employee 


Part E 
(Required) Input employee’s Home Address and Date of Birth. 
(Optional) Additional Remarks. 


 
Crosswalks: 


 
Personnel Action Reason 


 
Situation Personnel Reason – PAR Field A-2 


 
Hiring an employee who has never been 
employed by the City of Sacramento. 
 


New Hire 


 
Hiring an employee who has been 


Rehire 







Human Resources Department – Employment & Classification 
Guide to Processing Personnel Action Requests (ver. 10/13) 


 
 


22 


employed by the City of Sacramento. 
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Personnel Action: Pay Rate Change (Incentive/Allowance 
Change) 
 
Action: This would apply if you would like to add or delete an incentive or allowance on 
an eligible employee. 
  
Note:  Please refer to union contracts (representative positions) and the Personnel 
Resolution (unrepresentative positions) for additional information and use. 
 
Reference: API #24 (Appropriate MOU’s and Personnel Resolution 
 
Employees: All Employees 
Additional Required Documents: 
 


 For the Incentive/Allowance that requires a degree or certificate. Attach a copy of the 
qualifying certificate or degree. 


 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Pay Rate Change” 


A-2 Input “Incentive/Allowance Change” 


A-3 Effective date (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of the employee 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


C-1 through C-6 Input information for the employee’s current position 


C-7 and C-8 Current Step and Hourly of the employee  


Part E (Optional) Additional remarks 


 
Crosswalks: None 
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Personnel Action: Pay Rate Change  
 
Action: This action applies to employees who are eligible for an increase in pay due to 
completion of specified weeks of service and/or satisfactory performance.  
 
Note:  
 
Reference:  Appropriate MOU’s (represented employees) 
 
Employment Status:  Regular Full-time, Regular Part-time  
 
Additional Required Documents:  Performance Evaluation 
 
Tools: Queries:  SAC_HR_JOB_STEP_LOOKUP,  SAC_HR_REVIEW_DATES, 


SAC_HR_JOB_Range_LOOKUP  
  Salary Schedule 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Pay Rate Change” 


A-2 See below 


A-3 Effective date (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


C-1 through C-6 Position information of the employee’s current position 


C-7 and C-8 Current Pay Step and Hourly of the employee 


C-15 and C-16 New Pay Step and Hourly of the employee 


 Next Review Date 


Part E (Optional) Additional remarks 


 


 
Crosswalks: 
 


Personnel Reason 
 


Situation Personnel Reason – PAR Field A-2 


 
For employees that are in a “step” pay 
schedule. 
 


Salary Increase (By Step) 


 
For employees that are in a “range” pay 
schedule. 
 


 


Salary Increase (By Flat Amount) or Salary 


Increase (By Percent)  
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 Personnel Action: Position (Location Change) 
 
Action: This would apply when employees change from one location to another.  If an 
entire department is moving, please notify HR prior to the move.    
 
Note:  This action does not change the Department ID 
 
Reference:  
 
 
Employees:   All Employees 
 
 
Tools:     Queries:   SAC_HR_LOCATION_TBL, SAC_HR_EE_LOCATIONS 
 
 
Additional Required Documents:   
 
 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input Position Change 


A-2 Input Location 


A-3 
Effective date when the employee will start work in the new location. Note 
this must be the beginning of a pay period. 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date of Department Authorizer. 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of employee. 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


C-1 through C-6 Position information of the employee’s current position.  


C-13 New location code (Query: SAC_HR_LOCATION_TBL) 


Part E (Optional) Additional remarks about the Location change 
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Personnel Action: Promotion (Mgmt) 
 
Action: This will apply when the department would like to appoint a current 
management employee to a higher management classification in the same or different 
department.  
 
Note: City Manager approves all management appointments. 
 
Reference: Personnel Resolution, API #36 
 
Employees: Management, Management Support 
 
Additional Required Documents: 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Promotion (Mgmt)” 


A-2 Input “Management Appointment” 


A-3 Effective date of the Promotion (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of the employee 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the promoted employee 


C-1 through C-6 
Position information of the promoted employee’s current position (If 
coming from a different Department, the Gaining Department will need 
to get this information from the losing Department). 


C-8 
Current hourly rate of the promoted employee (If coming from a 
different Department. The Gaining Department will need to get this 
information from the losing Department) 


C-9 through C-14 Position information of the promoted employee’s new position. 


C-16 New hourly rate of the promoted employee 


Part E (Optional) Additional remarks 


 
 
Crosswalks: None 
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Personnel Action: Promotion (Non-Mgmt) 
 
Action: This action applies when an employee moves from one classification to another 
which has a salary maximum exceeding five percent (5%) of the former classification. 
This will also apply to a career employee in a flex classification who is being promoted 
to the next flex level. Additionally, this will also apply to a Non-Career employee who is 
being moved to higher non-career classification.   
 
Note:  
 
Reference: Personnel Resolution (unrepresented employees), CSB Rule 4, 5 and 6, , 
and Appropriate MOU’s 
 
Employment Status: Career and Non-Career 
 
Additional Required Documents: 
 


 For Career Employees (Non-Flex Classification): Completed “Certification of 
Eligibles” 


 For Non-Career Employees: City Application 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Promotion (Non-Mgmt)” 


A-2 Input Selection (Refer to “Personnel Action Reason” below) 


A-3 Effective date of the Promotion (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of the employee and Enter Probation date 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of the promoted employee. 


C-1 through C-6 
Position information of the promoted employee’s current position. (If 
coming from a different Department, the Gaining Department will need 
to get this information from the losing Department) 


C-7 and C-8 
Current Step and Hourly of the promoted employee (If coming from a 
different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-9 through C-14 Position information of the promoted employee’s new position. 


C-15 and C-16 New Step and Hourly Rate of the promoted employee 


Part E (Optional) Additional remarks about the Promotion. 
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Crosswalks: 
 


Personnel Action Reason 
 


Situation Personnel Reason – PAR Field A-2 


 
Career employee promoted to a career 
position. 
 


Career 


 
Non-Career employee promoted to a 
Career classification. 
 


Career 


Career employee in a flex classification 
being promoted to the next flex level 
 


Career Flex 


 
Non-Career employee promoted to a non-
career classification. 
 


Non-Career 


 
 
 
 
 
 
 
 







Human Resources Department – Employment & Classification 
Guide to Processing Personnel Action Requests (ver. 10/13) 


 
 


29 


Personnel Action: Promotion (Recall from Layoff) 
 
Action:   
Applies when a Represented employee currently working at the city, but demoted or 
transferred due to layoff, is now recalled to career, or non-career classification which 
has a salary maximum exceeding five percent (5%) of the former classification.  
 
Note:  
 
Reference: Personnel Resolution (unrepresented employees), CSB Rule 4, 5 and 6, , 
and Appropriate MOU’s 
 
Employment Status: Career and Non-Career 
 
Additional Required Documents: 
 


 For Career Employees (Non-Flex Classification): Completed “Certification of 
Eligibles” 


 For Non-Career Employees: City Application 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Promotion” 


A-2 Input Recall from Layoff 


A-3 Effective date of the Promotion (Beginning of a pay period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of the employee and Enter Probation date 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of the promoted employee. 


C-1 through C-6 
Position information of the promoted employee’s current position. (If 
coming from a different Department, the Gaining Department will need 
to get this information from the losing Department) 


C-7 and C-8 
Current Step and Hourly of the promoted employee (If coming from a 
different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-9 through C-14 Position information of the promoted employee’s new position. 


C-15 and C-16 New Pay Step and Hourly Rate of the promoted employee 


Part E (Optional) Additional remarks about the Promotion. 
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Effects on Pay Step 
  


Personnel Action / Action Reason Salary Step – PAR Field C-1 


Promotion (Recall from Layoff) Salary Step of new position 


 


 
Upon subsequent recall through a regression 
ladder, to the employee’s former classification, 
the employee will return the same step and 
hourly rate in effect at the time of the 
downgrade.    However, if the hourly rate of the 
step in the pay ranger is now lower, the 
employee will be placed at the next highest 
step. The anniversary date for step increases 
shall be the date of recall to the permanent 
classification.  NOTE:  Step increases do NOT 
apply to non-career appointments. 
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Personnel Action: Rehire, Rehire  
 
Action: This will apply if a department would like to rehire a career employee into a 
career classification off the “Certification of Eligibles”. Career employees are employees 
who have either probationary or permanent status in a civil service classification. This 
action also applies to if the employee is being hired from a comparable recall list. 
 
Note:  
 
Reference: CSB Rule 4, 5 and 6; Personnel Resolution, and Appropriate MOU’s 
 
Employees: Career 
 
Additional Required Documents:  


 Completed “Certification of Eligibles”. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Rehire” 


A-2 Input “Type of Rehire (Career, Non-Career, or Limited Term)” 


A-3 Effective date when the employee will start 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI) 


B-2 Social Security Number of the employee 


B-3 For career employee check “Regular” and Enter Probation End Date 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


C-1 through C-6 Hiring position information of the employee 


C-7 and C-8 Starting step and hourly of the employee 


Part E 
(Required) Input employee’s Home Address and Date of Birth 
(Optional) Additional Remarks 
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Personnel Action: Rehire (Recall from Layoff)  
 
Action: This will apply if a department would like to rehire a represented employee who 
is not currently working at the City due to layoff.   The hire is from Recall List and can be 
Career or Non-career.    
 
Note:  
 
Reference: CSB Rule 4, 5 and 6; Personnel Resolution, and Appropriate MOU’s 
 
Employees: Represented  
 
Additional Required Documents:  


 Completed “Certification of Eligibles”. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input Rehire 


A-2 Input Recall  


A-3 Effective date when the employee will start 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID or Social Security Number of the employee 


B-3 For career employee check “Regular” and Enter Probation End Date 


B-5 Add or delete Incentives/Allowances (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


C-1 through C-6 Hiring position information of the employee 


C-7 and C-8 Starting step and hourly of the employee 


Part E 
(Required) Input employee’s Home Address and Date of Birth 
(Optional) Additional Remarks 
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Effect on Pay Step: 
 
 
 


Rehire-Recall from Layoff 


An employee recalled after layoff, reinstated 
after a leave of absence, or reemployed in the 
same classification after resignation shall 
return to the same salary step paid at the 
time of departure.  
 
If the employee is reemployed to a 
classification lower than that in which last 
employed, the employee may receive any step, 
but not to exceed the salary of the classification 
in which last employed. If that step is other than 
the maximum step of the salary range, the 
anniversary date for subsequent in-grade 
adjustments shall be twelve (12) months 
from the date of reemployment and each 
year thereafter until the maximum step of the 
salary range is reached.  
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Personnel Action: Requisition 
 
Action: To fill an authorized vacant position, will be initiated by the submission of a 
requisition request. This would apply when the department would like to fill a vacant 
position by using an Eligible List or Management Appointment recruitment.  
 
Note: If a recall list exists for the classification, use of the recall list is mandatory.    
 
For a Career Hire: When a selection has been made from the “Certification of Eligibles”, 
a new PAR will be needed to process the hire. Please refer to Personnel Action: Hire - 
Career.  
 
For a Transfer: When a selection has been made from the “Certification of Eligibles”, a 
new PAR will be needed to process the transfer. Please refer to Personnel Action: 
Transfer. 
 
For a Management Appointment:  When a selection has been made, a new PAR will be 
needed to process the management appointment. Please refer to Personnel Action: 
Hire - Management. 
 
Note:  


 Offer(s) of employment shall not be made until the requisition process has been 
finalized by Employment & Classification. 


 To fill a non-career position with an applicant without initiating a recruitment, 
please refer to Personnel Action: Hire – Non-Career. 


 To recruit for a management position, please contact your department assigned 
Personnel Analyst. 


 
Reference: CSB Rule 4, 5 and 6; CSB Rule 8 (Transfer); and Appropriate MOU’s 
 
Employment Status: Career, Non-Career, and Management positions. 
 
 
Additional Required Documents:  
 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Requisition” 


A-2 Input Selection (Refer to “Personnel Action Reason” below) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 
Name, Title, Signature, and Date of Department Authorizer. (Director 
signature required) 


B-3 Position’s Employment Status. 
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B-6 Position’s Work Hours. Leave Pay Group blank. 


B-7 Position’s Benefits. 


C-1 through C-6 
Position Information. If more than one of the same position needs to be 
filled, please input additional “Position Numbers” under D-5. 


D-1 


Check how the position will be filled.  
 “Eligible List” for a Career recruitment. 
 “Transfer List” for a City Transfer recruitment, please indicate 1 


week or 2 week recruitment. 
 “Other” Indicate special situation such as: Non-Career recruitment. 


D-2 Input the person whom candidates need to contact to setup an interview. 


D-5 Indicate additional position numbers. 


Part E (Optional) Additional remarks about the Requisition. 


 


 


Crosswalks: 
 


Personnel Action Reason 
 


Situation Personnel Reason – PAR Field A-2 


 
If you want to do a Requisition for a 
Career position. 
 


Career 


 
If you want to do a Requisition for a 
Non-Career position. 
 


Non-Career 


 
If you want to do a Requisition for a 
Non-Career position. 
 


Management 
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Personnel Action: Retirement 
 
Action: This would apply to an employee who leaves city service and is eligible for 
Retirement.  
 
Note:    The effective date of Retirement is the first day the employee is retired.  The 
last date worked is the last day the employee is active on Payroll and is always the day 
prior to the effective date.    This PAR should be submitted at least 14 days prior to the 
effective date.   
 
Reference:  
 
Employment Status: Career, Non-Career, Management 
 
Additional Required Documents: 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Retirement” 


A-2 Input Selection (Refer to “Personnel Reason” below) 


A-3 Effective date of the employee’s retirement (see Note) 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of employee. 


B-6 
Work hours of transfer employee and Pay Group (Please refer to Tables 
for codes) 


B-7 Benefits of employee 


C-1 through C-6 Position information of the employee’s current position 


C-7 and C-8 Current Step and Hourly of the employee 


Part E (Optional) Additional remarks about the Retirement 


 
 
 
 
Crosswalks: 


 
Personnel Reason 


 
Situation Personnel Reason – PAR Field A-2 


Contact Benefits Division for assistance on what retirement an employee might be 


eligible. 


 
Employee is eligible for a service 
retirement. 
 


Service Retirement 
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Employee is eligible for service 
retirement under the Voluntary 
Separation Program 


 


Voluntary Separation Program 


 


 
Employee is eligible for a disability 
retirement. 
 


Disability Retirement 
 


Employee is eligible for an industrial 
disability retirement. 


Indus. Disability Retirement 
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Personnel Action: Return From Leave 
 
Action: This would apply to an employee that is returning from a leave of absence, 
whether paid or unpaid. 
 
Note:   
 
Reference: CSB Rule 10; and Appropriate MOU’s 
 
Employees: All Employees 
 
Additional Required Documents:  Some jobs require a medical exam before returning 
to work.  Contact the Risk Management division for more information. 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Return from Leave” 


A-3 Effective date of the return to work 


A-4 Name, Title, Signature, and Date of PAR processor 


A-5 Name, Title, Signature, and Date of Department Authorizer 


B-1 Name of employee (Last, First, MI) 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of the employee 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes) 


B-7 Benefits of the employee 


C-1 through C-6 Input information for the employee’s current position 


C-7 and C-8 Current Step and Hourly of the employee 


Part E (Optional) Additional remarks 


 
Crosswalks:  None 
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Personnel Action: Termination 
 
Action: This would apply to an employee who leaves city service due to variety of 
reason listed below under “Personnel Reasons”.   If employee is being terminated due 
to layoff, refer to that topic. 
Note: This does not apply to employees that are retiring. Please refer to Personnel 
Action: Retirement 
 
Reference: API #34, API #43, and Appropriate MOU’s 
 
Employment Status: Career, Non-Career, Management 
 
Additional Required Documents: 
 


 The letter to the employee needs to be attached to the PAR for all reasons 
except for “Resignation”. 


 If you have a letter from the employee who is resigning, please attach to the 
PAR. 


 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Termination” 


A-2 Input Selection (Refer to “Personnel Action Reason” below) 


A-3 
Effective date of the employee termination. . Note: This the not the last 
day worked. 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date of Department Authorizer. 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of employee. 


B-6 
Work hours of employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 Position information of the employee’s current position. 


C-7 and C-8 Current Step and Hourly of the employee 


Part E (Optional) Additional remarks  
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Crosswalks: 


 
Personnel Action Reason 


 
Situation Personnel Reason – PAR Field A-2 


 
Employee resigned from city service 
 


Resignation 


 
Employee complete a temporary 
employment 
 


End Temporary Employment 


Employee left city service under the 
Voluntary Separation Program 


 


Voluntary Separation Program 


 


 
Employee was released from probation 
 


Release 


 
Employee was released after probation 
due to work performance 
 


Unsatisfactory Performance 


 
Employee was released due to 
misconduct 
 


Misconduct 


 
Employee failed to report to work 
 


Job Abandonment 
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Personnel Action: Termination (Due to Layoff) 
 
Action: This would apply to an employee who leaves city service due to a layoff. 
 
Note: This does not apply to employees that are retiring. Please refer to Personnel 
Action: Retirement. 
 
Reference:  Appropriate MOU’s 
 
Employment Status: Career, Non-Career, Management 
 
Additional Required Documents: 
 


 The letter to the employee needs to be attached to the PAR  
 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Termination” 


A-2 Input “Due to Layoff” 


A-3 
Effective date of the employee termination. Note: This the not the last 
day worked.  


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date of Department Authorizer. 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 Employment Status of employee. 


B-6 
Work hours of employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 Position information of the employee’s current position. 


C-7 and C-8 Current Step and Hourly of the employee 


Part E (Optional) Additional remarks. 
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Personnel Action: Transfer (Mgmt) 
 
Action: This would apply when the department would like to appoint a current 
management employee into the same classification.  
 
Note: City Manager approves all management appointments. 
 
Reference:  
 
Employees: Management, Management Support 
 
Additional Required Documents: 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Transfer (Mgmt)” 


A-2 Input “Management Appointment” 


A-3 
Effective date when the employee will start in the new transfer position. 
(Beginning of Pay Period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 
Employment Status of employee. (Refer to “Transfer Effects on Probation 
Date”) 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 
Position information of the transfer employee’s current position. (If coming 
from a different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-8 
Current Hourly of the transfer employee (If coming from a different 
Department, the Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-14 Position information of the employee’s new transfer position. 


C-16 Current hourly rate 


Part E (Optional) Additional remarks about the Transfer. 


 
 
Crosswalks: 
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Personnel Action: Transfer (Non-Mgmt) 
 
Action: This would apply to an employee who elects to transfer to another classification 
that has the maximum rate of pay of five percent (5%) lower than their current 
classification or to the same classification. This can be done by a personal request or a 
City Transfer Recruitment. This will also apply to a non-career employee moving to 
another non-career classification. 
 
Note: If the employee is transferring to a classification that has a lower maximum rate of 
pay than their current classification, please use Personnel Action: Demotion.  If 
employee is transferring, due to layoff, please refer to that topic. 
 
** Non-Career employees are not eligible to actually transfer under the CSB Rules, but 
this is how the movement will be processed. 
 
Reference: CSB Rule 8 and Appropriate MOU’s 
 
Employment Status: Career and Non-Career** employees. 
 
Additional Required Documents: 
 
 Through a City Recruitment  
 


 Memo from the losing department agreeing to the transfer, if employee is 
transferring from a different department. 


 
Not through a City Recruitment 


 


 Memo from employee requesting the transfer.  


 City Application from employee requesting the transfer.  


 Memo from the losing Department agreeing to the transfer, if employee is 
transferring from a different Department. 


 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Transfer (Non-Mgmt)” 


A-2 Input Selection (Refer to “Personnel Action Reason” below) 


A-3 
Effective date when the employee will start in the new transfer position. 
(Beginning of Pay Period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 
Employment Status of employee. (Refer to “Transfer Effects on Probation 
Date”) 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 







Human Resources Department – Employment & Classification 
Guide to Processing Personnel Action Requests (ver. 10/13) 


 
 


44 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 
Position information of the transfer employee’s current position. (If coming 
from a different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-7 and C-8 
Current Step and Hourly of the transfer employee (If coming from a different 
Department, the Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-14 Position information of the employee’s new transfer position. 


C-15 and C16 
Same or new step/hourly of transfer employee. (Refer to “Transfer Effects 
on Pay Step” below) 


Part E (Optional) Additional remarks about the Transfer. 


 
 
Crosswalks: 
 


Personnel Reason 
 


Situation Personnel Reason – PAR Field A-2 


 
Employee requested the transfer. 
 


Employee Request 


 
Employee applied to a City Transfer 
Announcement. 
 


Internal Recruitment 


 
Management requested the employee 
transfer. 
 


Manager Request 


 
Transfer Effects on Probation Date 
 


Situation 
Employment Status– PAR Field B-3 


(Probation Date) 


 
Employee transfers to a higher salary 
range classification. (Max pay range of 
the employee’s current classification is 
5% below Max pay range of the transfer 
classification.) 
 


Same Department: No probationary period 
 
Different Department: Serve a trial period equal 
to half the length of the probationary period for 
the classification.  


 
Employee transfer to same salary range 
classification. (Max pay range of the 
employee’s classification is the same as 
Max pay range of the transfer 
classification.) 


 
Same Department / Different Classification: No 
probationary period. 
 
Different Department / Same Classification: 
Serve a trail period equal to half the length of 
the probationary period for the classification. 
 
Different Department / Different Classification: 
Full probationary period. 
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Employee transfer to a lower salary range  
classification. (Max pay range of the 
employee’s current classification is lower 
than Max pay range of the transfer 
classification. 


 
Same Department: No probationary period. 
 
Different Department: Full probationary period. 


 
Transfer Effects on Pay Step 


  
Situation Step and Hourly – PAR Field C-15 and C-16 


 
Employee transfers to a higher salary 
range classification. (Max pay range of 
the employee’s current classification is 
5% below Max pay range of the transfer 
classification.) 
 


 
Same Department: Maintain salary of previous 
classification. 
 
Different Department: Maintain salary of 
previous classification. 
 


 
Employee transfer to same salary range 
classification. (Max pay range of the 
employee’s classification is the same as 
Max pay range of the transfer 
classification.) 
 


 
Same Department / Different Classification: 
Maintain salary of previous classification. 
 
Different Department / Same Classification: 
Maintain current salary. 
 
Different Department / Different Classification: 
Maintain salary of previous classification. 
 


 
Employee transfer to a lower salary range 
classification. (Max pay range of the 
employee’s current classification is lower 
than Max pay range of the transfer 
classification. 
 


 
Same Department: Placed at closest salary step 
with no increase in salary. 
 
Different Department: Placed at closest salary 
step with no increase in salary. 
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Personnel Action: Transfer (Due to Layoff) 
 
Action:  Transfer 
 
Reason: Due to Layoff 
 
Note:       This applies to Employees represented by Local 39 Units only.   The 
employee is currently working at the city, and is transferred from/to the SAME 
classification in their department grouping due to Layoff. 
 
Reference: CSB Rule 8 and Appropriate MOU’s 
 
Employment Status: Career and some Non-Career employees represented by Local 
39. 
 
Additional Required Documents: 
 
 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Transfer” 


A-2 Input Selection “Due to Layoff” 


A-3 
Effective date when the employee will start in the new transfer position. 
(Beginning of Pay Period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 
Employment Status of employee. (Refer to “Transfer Effects on Probation 
Date”) 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 
Position information of the transfer employee’s current position. (If coming 
from a different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-7 and C-8 
Current Step and hourly of the transfer employee (If coming from a different 
Department, the Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-13 Position information of the employee’s new transfer position. 


C-15 and C16 


Same step and hourly as previous classification, retain previous 
classification anniversary date for subsequent in-grade salary adjustments.  
NOTE:  in-grade salary adjustments do not apply to non-career 
appointments. 


Part E (Optional) Additional remarks about the Transfer. 
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 Personnel Action: Transfer (15% Rule) 
 
Action:  Transfer 
 
Reason:  15% Rule 
 
Note:       Represented employee currently working at the city and is in a classification 
affected by layoff.  Employee voluntarily transfers to a HIGHER classification with a 
maximum salary range more than 5% higher than the maximum range of the present 
classification, but not more than 15%.  Only employees in a classification affected by 
layoff are “eligible” for the 15% Transfer Rule.   
 
Reference: CSB Rule 8 and Appropriate MOU’s 
 
Employment Status: Represented employee currently working at the city 
 
Additional Required Documents: 
 
 Through a City Recruitment  
 


 Memo from the losing department agreeing to the transfer, if employee is 
transferring from a different department. 


 
Not through a City Recruitment 


 


 Memo from employee requesting the transfer.  


 City Application from employee requesting the transfer.  


 Memo from the losing Department agreeing to the transfer, if employee is 
transferring from a different Department. 


 
Required PAR fields to be completed: 
 


Required Fields Input 


A-1 Input “Transfer” 


A-2 Input Selection “Due to Layoff” 


A-3 
Effective date when the employee will start in the new transfer position. 
(Beginning of Pay Period) 


A-4 Name, Title, Signature, and Date of PAR processor. 


A-5 Name, Title, Signature, and Date (Director signature required) 


B-1 Name of employee (Last, First, MI). 


B-2 Employee ID (You can get the EmpID in eCAPS) 


B-3 
Employment Status of employee. (Refer to “Transfer Effects on Probation 
Date”) 


B-5 Add or delete Incentives/Allowance (Please refer to Tables for codes) 


B-6 
Work hours of the employee and Pay Group (Please refer to Tables for 
codes). 


B-7 Benefits of employee. 


C-1 through C-6 Position information of the transfer employee’s current position. (If coming 
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from a different Department, the Gaining Department will need to get this 
information from the losing Department) 


C-7 and C-8 
Current Step and hourly of the transfer employee (If coming from a different 
Department, the Gaining Department will need to get this information from 
the losing Department) 


C-9 through C-14 Position information of the employee’s new transfer position. 


C-15 and C16 


If transferring to a “series” classification, transfer must be to the series 
classification that is closest in salary to the employee’s current 
classification provided no salary loss occurs; maintain same salary step as 
previous classification or Step 1 of the higher class, whichever is greater.  
New probationary period required. NOTE:  no probationary period for 
non-career appointment. 


Part E (Optional) Additional remarks about the Transfer. 
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Table: Allowance 
 
Use the table below to indicate the allowance code in Field B-4 (Incentive / Allowance) 
of the PAR Form. Allowances are additional pay to the employee’s pay check. Please 
refer to union contracts (representative positions) and the Personnel Resolution 
(unrepresentative positions) for additional information and use. 
 
 


Allowance Code 


Advanced Emission 
Specialist I01 


Aquatics Performance 
Incentive IQ2 


Aquatics Retention 
Incentive IQ1 


Bilingual Incentive IBL 


Building Inspector 
Incentives IBI 


Car Allowance CAR 


Crane Operator Certificate ICC 


Electrical Certificate IEL 


Expense Allowance EXP 


Forklift Operator IFL 


HVAC Ceritificate IHV 


High Pressure Operator 
Cert IHP 


Locksmith Certificate ILK 


Master Auto I12 


Master Collision Specialist I14 


Master Truck I13 


Notary Incentive Certificate INT 


Plumbing Certificate IPL 


Prg Bldg Energy Mgmnt 
Control IBM 


Tech Allowance TEC 


Transportation Allow 1 TR1 


Transportation Allow 2 TR2 


Transportation Allow 3 TR3 


Undercar Specialist I11 


Uniform Allowance $20 UN3 


Uniform Allowance $22 UN4 


Uniform Allowance $25 UN5 


Uniform Allowance $30 UN6 
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Uniform Allowance $33.50 UN7 


Uniform Allowance $35 UN8 


WCISA Tree Wkr / Arborist IAR 


Waste Water Operator 
CAT2 WW2 


Waste Water Operator 
CAT3 WW3 


Waste Water Operator 
CAT4 WW4 


Waste Water Operator 
CAT5 WW5 


Water Treatment CAT2 WT2 


Water Treatment CAT3 WT3 


Water Treatment CAT4 WT4 


Water Treatment CAT5 WT5 


Water Treatment Operator WTO 


Yamas Computer Operator 
Cert IYC 
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Table: Incentive 
 
Use the table below to indicate the incentive code in Field B-4 (Incentive / Allowance) of 
the PAR Form. Incentives are additional pay to the employee’s pay check. Please refer 
to union contracts (representative positions) and the Personnel Resolution 
(unrepresentative positions) for additional information and use. 
 
 


Incentive Code 


AA Degree Miscellaneous AADEGR 


AA Degree Supervisory AASUPV 


AA SPOA NonSworn AASPOA 


Advanced POST Certificate ADVPST 


Armorer ARMOR 


Assoc Eng Prof 
Achievement Inc WCEASC 


Asst Eng Prof Achievement 
Inc WCEAST 


BA Degree Miscellaneous BADEGR 


BA FIRE BAFIRE 


BA SPOA BASPOA 


Boat Incentive Pay BOAT 


Detective Assignment Pay DETECT 


FORENSIC ARTIST FORART 


FPO EMT Certificate FPOEMT 


FPO Fire Technology 
Certificate FPOFTC 


Fire Service Worker 
Incentive SCUBA 


Fire Rescue Assignment FRRSCU 


Fire Science 9.5% FIRSCI 


Hazmat 2.5% HAZMAT 


Hazmat 5% HZMAT5 


Intermediate POST 
Certificate INTPST 


Irrigation Crew Incentive IRRIG 


Latent Print Examiner LPREXM 


Medic Assignment Pay MDASGN 


Med Quality Assure Trn Pay MQATR[ 


Relief Armorer ARMRLF 


SPOA  Field Training Officer FLDTRO 


SPOA Communications TR 
Officer COMTRO 
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Spray Crew Incentive SPRAY 


Supp Emp Ofc as Sgt SOS 


Supp Emp Sgt as Ofc SSO 


Water/Sewer Incentives WATSEW 


 







Human Resources Department – Employment & Classification 
Guide to Processing Personnel Action Requests (ver. 10/13) 


 
 


53 


Table: Pay Group 
 
Use the table below to indicate the employee’s pay group in Field B-5 (Employment 
Status) of the PAR Form. 
 


Pay Group Definition Code 


ALT Non Career Ben Qualified Temporary non-safety employees with 
non Monday thru Friday schedule ABQ 


Non Monday-Friday Sch or 4/10 Regular non-safety employees with 
non Monday thru Friday schedule ALT 


ALT Non Career Non Benefit 
Temporary non-benefit qualified 
employees with non Monday thru 
Friday schedules  ANB 


Battalion Chiefs    Job Code 005170 FBC 


Fire Suppression    
Sworn Fire Personnel (except Job 
Codes beginning with 001) FIR 


Executive Management,  Mayor 
Council Support Management 
Exempt, Job Codes 001xxx (except 001754) MGT 


Management Support Unit   Job Codes beginning with 014xxx MSP 


Non Career Ben Qualified Temporary benefit qualified employees NBQ 


Non Career Non Benefit 
Temporary non benefit qualified 
employees NNB 


Non Safety, No Holiday  


Mayor and Council Members (Job 
Codes 021001, 021002) NON 


Regular Parking Attendants (Job 
Codes 015067, 003627, 015026) NON 


Regular Property Assistants (Job 
Codes 015062, 016071, 016072) NON 


Police Dispatchers    
Job Codes 002049, 002050, 002051, 
015039 POD 


Community Service Officers   Job Code 002036 POF 


Police Officers    
Sworn Police Personnel except Job 
Codes beginning with 001 POL 


All non safety and 9/80 
Regular non-safety employees with 
Monday thru Friday schedules SAC 


SAC Non Career Ben Qualified 
Temporary benefit qualified employees 
with Monday thru Friday schedules  SBQ 


SAC Non Career Non Benefit 
Temporary non-benefit qualified 
employees with Monday thru Friday 
schedules  SNB 
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Crosswalk: Personnel Actions 
 
Personnel Action Action 


Correction This would apply if you need to correct a 
previous personnel action. 


Demotion 
 


This would apply to a career or non-
career employee that involuntarily or 
voluntarily demotes to a career 
classification having a lower maximum 
rate of pay. This could also apply to a 
current management employee that is 
appointed to a management 
classification having a lower maximum 
rate of pay or is returning back to their 
prior career classification. 


Demotion (Layoff, Downgrade) This applies to represented employees 
currently working at the City only.   The 
employee is currently working at the 
city, and is laid off and downgraded to a 
lower classification in their regression 
ladder. 


Demotion  (Recall from Layoff) This applies to represented employees 
currently working at the City only.   The 
employee is currently working at the 
city, demoted to a lower paying 
classification for which there is a recall 
list. 


Employee Update (Address) This would apply to an employee who 
has changed their address. 


Data Change (Benefit Qualified) This would apply to a Non-Career 
employee that reaches +1040 hours 
within 12 months from their hire date 
and is now eligible for benefits. 


Employee Update (Name) This would apply to an employee who 
has a name change. 


Employee Update (Work Schedule) This would apply to an employee who 
has changed their work schedule. 


Hire (Career) 
 


This will apply if a department would like 
to hire a career employee into a career 
classification off the “Certification of 
Eligibles”. Career employees are 
employees who have either 
probationary or permanent status in a 
civil service classification. 
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Hire (Career - Limited Term) 
 


This action applies when the department 
would like to fill a career classification 
but a current Eligible List does not exist. 
Career – Limited Term (temporary) 
employees are employees who do not 
serve a probationary period, nor do they 
have permanent status in the civil 
service classification. 


Hire (Management) This will apply when the department 
would like to hire a management 
employee in a management 
classification. Management employees 
are employees who are “at will” and do 
not have permanent status in the civil 
service classification and are not 
represented by a union. 


Hire (Non-Career) 
 


This will apply when the department 
would like to hire a non-career 
employee in a non-career classification. 
Non-Career employees are employees 
that do not have permanent status in a 
civil service classification. 


Location Change This will apply when an employee is 
changing locations. (See location 
codes). This typically occurs when a 
Department ID has more than one 
location or a Department has moved.    


Pay Rate Change (Incentive/Allowance 
Change) 


This would apply if you would like to add 
or delete an incentive or allowance on 
an eligible employee. 


Pay Rate Change (Step/Hourly) This would apply when the an employee 
has become eligible for a within-grade 
increase under the provision of their 
MOU. 


Promotion (Mgmt) This will apply when the department 
would like to appoint a current 
management employee to a higher 
management classification in the same 
or different department.  
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Promotion (Non-Mgmt) 
 


This action applies when an employee 
moves from one classification to another 
which has a salary maximum exceeding 
five percent (5%) of the former 
classification. This will also apply to a 
career employee in a flex classification 
who is being promoted to the next flex 
level. Additionally, this will also apply to 
a Non-Career employee who is being 
moved to higher non-career 
classification. 


Promotion (Recall from Layoff) Applies when a Represented employee 
currently working at the city, but 
demoted or transferred due to layoff, is 
now recalled to career, or non-career 
classification which has a salary 
maximum exceeding five percent (5%) 
of the former classification. 
 
 


Requisition 
To fill an authorized vacant position, will 
be initiated by the submission of a 
requisition request. This would apply 
when the department would like to fill a 
vacant position by using an Eligible List 
or Management Appointment 
recruitment.  
 


Rehire This will apply if a department would like 
to rehire a career employee into a 
career classification from the 
“Certification of Eligibles”. Career 
employees are employees who have 
either probationary or permanent status 
in a civil service classification. This 
action also applies to if the employee is 
being hired from a comparable recall 
list. 
 


Rehire  (Recall from Layoff) 
 
 
 
 
 
 


This will apply if a department would like 
to rehire a represented employee who is 
not currently working at the City due to 
layoff.   The hire is from Recall List and 
can be Career or Non-career.    
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Retirement 


This would apply to an employee who 
leaves city service and is eligible for 
Retirement.  


Return from Leave This would apply to an employee that is 
returning from a leave of absence, 
whether paid or unpaid. 


Termination This would apply to an employee who 
leaves city service due to variety of 
reason listed below under “Personnel 
Reasons”.  


Termination  (Layoff) 
 


This would apply to an employee who 
leaves city service due to a layoff. 


Transfer (Mgmt) This would apply when the department 
would like to appoint a current 
management employee into the same 
classification.  


Transfer (Non-Mgmt) This would apply to an employee who 
elects to transfer to another 
classification that has the maximum rate 
of pay of five percent (5%) lower than 
their current classification or to the same 
classification. This can be done by a 
personal request or a City Transfer 
Recruitment. This will also apply to a 
non-career employee moving to another 
non-career classification. 


Transfer  (Due to Layoff) This applies to Employees represented 
by Local 39 Units only.   The employee 
is currently working at the city, and is 
transferred from/to the SAME 
classification in their department 
grouping due to Layoff. 


Transfer (15% Rule) Represented employee currently 
working at the city and is in a 
classification affected by layoff.  
Employee voluntarily transfers to a 
HIGHER classification with a maximum 
salary range more than 5% higher than 
the maximum range of the present 
classification, but not more than 15%.  
Only employees in a classification 
affected by layoff are “eligible” for the 
15% Transfer Rule.   
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