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Please distribute this alert to any users within your agency who are responsible for requesting the establishment or separation of contractors.
Requesting Contractor Assignments and Separations
· Information regarding a new process for the assignment and separation of contractors.
Beginning Monday, May 5, new contractors will be established and separated in SAP to facilitate the completion of required LSO training courses. Requests for contractors will be processed by the HR Service Center, Business Information and Support Division. Upon creation of a new contractor account in SAP, a CWOPA account will be automatically generated.
All requests for the creation of contractors will require the completion of a “Business Partner/Contractor Assignment Form”. The completed form must be emailed to the OA, HRSC_BIS resource account (RA-hrscbis@pa.gov). A similar process will be followed for separating contractors by completing and submitting the “Business Partner/Contractor Separation Form”.  
Forms should be completed and submitted by the accountable program manager. In most cases, the accountable program manager will be able to find all information needed to complete the form by accessing the ‘My Organization’ link within Employee Self-Service (ESS). The form can also be saved and emailed to the agency HR office when verification of information is needed.

The new contractor forms will be available in ESS to all commonwealth supervisors and HR staff beginning Monday, May 5. Detailed instructions for completing each form are provided on the first page of each fillable PDF. 
To access the forms:

· Click the “Login to view custom content” link at the bottom center of the ESS homepage.

· Once authenticated:

· If a supervisor - the “Business Partner/Contractor Assignment Form” and “Business Partner/Contractor Separation Form” will be available under ‘Useful Links’ in the right column of the ‘Supervisors’ tab.
· For HR staff – the “Business Partner/Contractor Assignment Form” and “Business Partner/Contractor Separation Form” will be available under ‘HR Service Center Procedures’ in the right column of the ‘HR’ tab.
Questions? 
If you have any questions regarding Requesting Contractor Assignments and Separations, please call the HR Service Center at 877.242.6007, Option 4. 
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