Employment Condition Change
Work Schedule Change

PA40 Employment Condition Change is required when the work schedule is changing as a result of the following and is not done in conjunction with another personnel action:

· Change in Employee Group – employee is going from non-permanent to permanent or permanent to non-permanent

· Change in Employee Subgroup – employee is going from part-time to full-time or full-time to part-time

· Change to Both EG and ESG – employee is going from non-permanent to permanent or permanent to non-permanent and their bi-weekly work hours are changing (i.e. 75 to 80)

· Work Schedule Change Only – employee is changing number of hours worked bi-weekly (i.e. 75 to 80)

In accordance with Management Directive 530.11, permanent full-time employees whose percent of time worked falls below 100 percent and is expected to remain below 100 percent for fewer than 60 calendar days retain their full-time benefits eligibility. This policy also applies to permanent part-time employees working more than 50% whose percent of time worked falls below 50% for less than 60 calendar days. 

Agencies HR offices must specify on the EPAR that the work schedule is expected to last less than 60 days. If the E-PAR does not specify length of time, the E-PAR will be returned to the agency to supply a specific timeframe for the work schedule change.
Is employee group and/or employee subgroup changing?  
If yes, update Employee Group/Subgroup infotype on the position before you process the Employee Condition Change action.
Position Update - PO13:

	PO13
	Position Number
	Enter position number
	

	
	Select EE Group/Subgroup infotype
	Select copy
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	Validity period
	Enter the effective date of the change in the validity from date field
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	Employee group/subgroup
	Change data as designated on EPAR
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Employee Update - PA40:

	PA40
	Personnel Number
	Enter personnel number
	

	
	From
	Enter effective date of the action
	

	
	Employment Condition Change
	Highlight:  green checkmark to populate data
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Infotype 0000:

	0000
	Start
	Verify Start Date
	

	
	Reason for Action
	Select appropriate reason for action code from dropdown
	

	
	Position
	Write down position number and enter 99999999 and select the green checkmark to refresh the position data.  DO NOT SAVE!!
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	Re-enter the position number
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Infotype 0001:

	0001
	Organizational Assignment
	Verify data 
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. This will complete the action and you will be returned to the Main Menu screen


Infotype 0007:

	0007
	Work Schedule Rule
	Enter work schedule assigned by the work schedule approver. 
	

	
	Time Mgmt Status
	Enter appropriate TMS code
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. This will complete the action and you will be returned to the Main Menu screen


Infotype 0008:

	0008
	Wk Hrs/period
	Verify that numbers of hours matches employee subgroup 
	


Infotype 0171:
	0171
	2nd Program Grouping
	Verify infotype was created automatically
	


Infotype 0378:

Depending on the grouping change, the job status change adjustment reason may not automatically be created. If job status change was not automatically created, it can be created manually.

	0378
	Adjustment Reason
	Verify Job Status Change (JCHA) reason was created automatically
	If not created automatically, manually create JCHA using PA30


Please review Benefits Alert 2015-02 and follow the instructions in conjunction with this guide for the specific actions that need to be processed based on the work schedule change you are processing.  

Escalation Process:

· Is work schedule resulting in a change of work hours that may affect benefits eligibility?  If yes, outreach to employee is required by Employee Services.  Create CRM ticket including:
· PAR Access Code

· Explanation of work schedule change (i.e. employee is remaining permanent part-time going from 20 hours to 45 hours and is now benefits eligible)
Please ensure you are also adjusting the QHOL hours on IT2012 if necessary (example if the EE is switching from 80 to 75 hours or vice versa). 
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