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New Hire Assignment EPAR

This guide provides a step-by-step process for efficiently completing the New Hire
Assignment EPAR. This indicates that you have hired to fill a vacancy and will trigger
the posting to be closed.

1 Click "Add"
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2 Click "Type"

3 Click "Add New Hire Assignment"
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4 Click "Next"

5 Click the "Effective Date" field and type the day the person begins work. Please
note, new employees must complete a background check and payroll paperwork
before they can begin work.
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6 Click the "Department" field and select the appropriate school/location.

7 Click the name fields and type name.
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8 Click here to add the vacancy this person is filling.

9 Click on the department filter to sort by vacancies within this location. Type the
name of the place and click apply to sort.



Made with Scribe - https://scribehow.com 6

10 Locate the vacancy and click the checkmark to the left to select. If you do not see a
vacancy, please consider if you have completed a Termination EPAR or a New
Position Request. Vacancies must be created by one of these two steps. If the
EPAR is not fully through and complete, the vacancy will not show.

11 Once you have selected the vacancy, Click "Done"
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12 Click "Regular Appointment" or "Sub/Temporary Appointment".

13 Click the "FTE" and "Hours Per Day" Fields and enter the appropriate information.
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14 Click the "Replaces Employee" field and select employee if they are replacing
someone.

15 Click "Next"
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16 Make sure the position and funding looks correct and then click "Next".

17 Click "Former Employee" and indicate yes/no.
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18 Click the "Fiscal Year" field and select 2025-2026.

19 Click the "Bargaining Unit" field and select the proper union. BEA for teachers,
BCEA for support, MFPE for custodial, and None for CWG/GDA.
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20 Click the "Employee Category" field and select type of employee.

21 Click the "Home School Location" field and select location.
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22 Click the "Multiple Locations" field and select yes/no. If yes, please list the
locations and percentages in the notes.

23 Click the "Notes" field and enter information including the name, what position
they have been hired for and where they will be located. Include here any
additional information that would be important.



Made with Scribe - https://scribehow.com 13

24 Click "Next"

25 Review the information and then click "Submit for Approval" if you are ready to
move it past your queue. If not, please do not check that box and simply click save.
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26 Click "Save"


