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Please distribute this alert to any users within your agency who are responsible for determining effective dates for Appointment, Transfer, Leave Without Pay, and Separation actions.

 Appointment, Transfer, Leave Without Pay and Separation Action Effective Dates 

· Information related to the standardized effective dates for appointment, transfer, leave without pay and separation actions effective March 26, 2011
To ensure consistency and equity for pay and benefits, the deputy secretary for human resources management issued a policy memo on March 17, 2011 related to appointment, transfer, leave without pay and separation action effective dates.  These standardized effective dates should be used for actions that are effective March 26, 2011 or later.

Appointments and Rehires
The effective date for a new hire/rehire not transferring from another commonwealth or independent agency is the first date the employee reports to work.  Note:  The action code for a transfer from an independent agency not using SAP will be a ZA or ZB in SAP, but follow the transfers and promotions/demotions rules below for the effective date.

Transfers and Promotions/Demotions
The effective date for a transfer (inter-agency, intra-agency or independent agency) or promotion/demotion (including employees on leave without pay) will be the day after the end of the pay period for the losing agency/organization.  The following table provides the effective day of the week:

	Pay Group
	Effective Day

	Z1
	Sunday

	Z2, Z3, T2, T3
	Saturday


Note:  In cases where an employee transfers from or is hired/rehired from an independent agency, including the Judiciary and Legislature, and there is a break in services less than 180 calendar days, the Current Service Date (Z1) is to be changed to equal the date of hire at the losing agency.  The Adjusted Leave Service Date (Z2) should be changed only for transfers when the break in service is less than 14 calendar days.

Leave Without Pay and Paid Injury Leave
The effective date for the begin leave without pay (with or without benefits) or paid injury leave action is always the day after the last day in compensable status, regardless of whether or not that next day is a weekend day or scheduled day off.

Separations
The effective date for a separation is the close of business on the last workday paid.  For employees on leave without pay, the effective date is close of business on the last date of leave without pay.  The effective date for a death should be the date of death as reflected on the death certificate.  Text must be used on any death action to explain the details.
Questions? 
If you have any questions regarding the policy related to the effective dates, please contact Sherri Keiter-Reed in the Bureau of Employee Benefits and Services at 717.787.9872 or 
ra-benhelp@state.pa.us.  

If you have questions regarding the processing of actions in SAP, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services Division at 877.242.6007. 
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