
 
 

DEMOTION EPAR SUBMISSION GUIDE 

 

Overview/Tips 

 

This E-PAR is used to demote an employee into a vacant position.  Demotion actions can be 

processed as voluntary or involuntary. 

 

A demotion can include many scenarios, for example (but not limited to): permanent full-

time to permanent full-time, permanent part-time, non-permanent, salary to wage, etc. 

 

Promotions can be within the same agency or a transfer between agencies. 

 

DOC and PAROLE BOARD ONLY:  A Cross Schedule Pay Worksheet is required for all 

movements between pay scales and placements into positions on the CM02-CM08 pay 

scales.  The worksheet must be attached once it has been approved by Delivery Center 

staff. 

 

 

EPAR Form 

 

 
 

  Select Fill a Vacant Position under the Position Action menu.  

 

  Enter position number the employee will be demoted into and Click  

       Submit. 

 

 



 
 

Input employee’s personnel number and click continue. 

 

 
 

Verify employee’s information listed matches the individual you intend to demote. 

 

Select No and click Continue. 

 

Employee Information 

 

 
 

Verify employee’s name and personnel number are correct.  Input action Effective date. 

 

Determining preferred effective date: The effective date should typically be the first day 

of the pay period (Saturday or Sunday) depending on the pay area.  If an employee is 

changing pay areas, the effective date should reflect the day after the end of the pay period 

of the position that is being vacated.  

 



 

Vacancy Information 

 

 
 

Verify all pre-populated proposed position information is correct and fill in appropriate fields 

as described below. 

 

  Contract type (Civil Service, Non-Civil Service, Unclassified, etc.) of the new job code  

          according to PO03D, Detail Job Attributes.  

• Choose the appropriate status (emergency, probationary, regular, etc.) 

• Some job codes can be either Civil Service (CS) or Non-Civil Service (NCS) - 

Confirm the correct status type with your HR Office 

  Appropriate pay area for your agency 

 

  Select this box if the position should be classified as Confidential. 

• Bargaining unit covered positions classified as Confidential do not earn seniority 

or pay union dues/fair share.  

• Management employees do not earn seniority, and therefore should not be 

classified as Confidential.   

  Pay group will pre-populate based on job class.  Enter proper/approved pay level.     

        Attach above minimum approval if applicable.   

  Enter pay rate and term.  Perm FT should reflect bi-weekly. Perm PT, Non-Perm PT & 

        FT. per diem, and annuitant should reflect hourly 

 

 

 

 

 



  Select Yes or No. Answering "Yes" to this question will make this employee eligible for  
       Bronze Plan health benefits immediately upon hire.  Verify projected benefit eligibility  

       before selecting this option 

• Employee must be working 30 hours per week AND 1,560 hours within 

the next 12 months in order to answer Yes to this question.  Determines if 

employee should be offered benefits and should be analyzed carefully. 

 

 

 

HR Information 

 
 

  Choose the appropriate Action Reasons from the drop-down menus. 

• The two most frequent selections for Action Reason 1 are: 

1. 61 – Voluntary Standard Payrate; used when there is no change in pay 

group and pay level 

2. 62 – Voluntary Payrate Exception; used in the case of a demotion when an 

employee is changing pay schedules (ex. CO to ST) 

3. 63 – Involuntary Standard Payrate; used when employee is being 

demoted by agency due to performance, disciplinary, etc. When using this 

reason code please attach demotion letter provided to employee. 

4. 64 – Involuntary Payrate Exception; used when employee is being 

demoted by agency due to performance, disciplinary, etc. and changing 

pay schedules (ex. CO to ST) 

• Action Reason 2 options for a reassignment action: 

5. 03 – Jobs Different, Position Different; this should be selected when an 

employee is changing job class and position number 

  Input either a CS Cert # or NCS Req # depending on contract type. 

• If the contract type reflects Civil Service a CS cert # is required. 

• Appropriate NCS Req# of senior level approval if required 



  3-digit timekeeper code to provide access to employee’s time records 

 

  Input appropriate Work Schedule Rule. 

• Specify if Additional Time ID field should be blank 

• Utilize the work schedule look up tool 

• Add any exceptions to the description field. 

  Include a description of all requested updates and attach any necessary documents  

       and approvals.   

• DOC and PAROLE BOARD ONLY:  A Cross Schedule Pay Worksheet is 

required for all movements between pay scales and placements into positions 

on the CM02-CM08 pay scales.  The worksheet must be attached once it has 

been approved by Delivery Center staff. 

  Choose appropriate option based on your agency’s chain of approval and click submit. 

 

 

References  

Personnel Administration Alert 2011-04 (Appointment, Transfer, Leave Without Pay and 

Separation Action Effective Dates) 

Standard to Management Pay Schedule Rules Memo (issued 4/1/14) 

Personnel Rules (MD 505.7 Amended) 

Civil Service Rules 

Management Directive 515.2 (Transfer of Employees from One Agency to Another) 

Management Directive 530.11 (Benefit Eligibility of Permanent and Nonpermanent 

Employees) 

 

https://www.hrm.oa.pa.gov/Alerts-and-Transactions/Documents/Pers%20Admin%20Alerts/PA_Alert_2011_04_Appt_Trf_LWOP_Sep_Dates.doc
https://www.hrm.oa.pa.gov/Alerts-and-Transactions/Documents/Pers%20Admin%20Alerts/PA_Alert_2011_04_Appt_Trf_LWOP_Sep_Dates.doc
https://www.oa.pa.gov/policies/md/documents/505_7.pdf
https://www.oa.pa.gov/policies/md/documents/505_7.pdf
http://www.pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/004/subpartXVAtoc.html&d=reduce
https://www.oa.pa.gov/Policies/md/Documents/515_2.pdf
https://www.oa.pa.gov/Policies/md/Documents/530_11.pdf
https://www.oa.pa.gov/Policies/md/Documents/530_11.pdf

