Staff Termination EPAR Scribe™

This guide provides a step-by-step process for submitting an employee
Resignation/Retirement EPAR - which is known as staff termination. Submit this to
create a vacancy and you can indicate if the position needs to be posted for hire as
well.
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2  Click here.

Billings Public Sc
= n menu (Ctrl + F2) illings Public
Human Resources

My Dashboard
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3  Click "Human Resources"

Billings Public Sc

Human Resources

Bearch o My Dashboard
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Not enough data to display graph
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4  Click "Employee PARS"

wenEIan Leuyer s
Human Resources v
Applicant Tracking >
Attendance >
Contracts >
Deductions|Benefits >
Employee Demographics >

>

>

>

Employees >
Evaluations >
Insurance Tracking >
Leave Plans >
Master Positions >
Professional Growth >

5 Click "Employee Personnel Action Request”

Human Resources v
Applicant Tracking >
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Contracts >
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Employee Demographics >
Employee History >
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6  Click here.

Billings Public SchoolsFY2526

Human Resources

Name - Employee ID -
- ‘ Requester v |

| | Account Filter
‘ 272.22.972.9792.2922.2777

Clear Apply
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Grid has no data

7 Click "Type"

: Employee Personnel Action Request Billings Public Sc
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8  Click "Add Staff Termination"

N
1 |
1] @

PAR Type PAR Information

PAR Type

} Type -

Add New Hire Assignment

Add Ccurrent Employee Assignment
Add Pay Change

Add Staff Termination

Add Position Reqlieat

9  Click the "EmployeelD" field.

o
£
Z)

PAR Information

(3)

S
PAR Funding

Billings Public SchoolsFY2526

Human Resources

Additional Information

Date Entered Completed HR

X - *EmployeelD
| 8/18/2025 n/a
Status Completed PR
New n/a
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10 Type employee last name.

11  Click on the appropriate employee

| Date Entered
| 8/18/2025

Status
New

Billings Public SchoolsFY2526
Human Resources

Foont (3)
2 (3)
2) 3]

PAR Information Additional Information

Completed HR | *EmployeelD

n/a Balzer 2 ]

CRETR BALZER, CRYSTAL L - 17482 - Suppor) - ARROWHEAD ELEMENTARY ]
Completed PR

n/a
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12  Click "Next"

| 8/18/2025 n/a

Status Completed PR
New n/a

13

Type Date Entered
Staff Termination 8/18/2025
Requester PARID Status
370065.APicard n/a New

Position Selection (Please select only one)

RecordiD 2+~ Y Departme.. » Y PositionT.. &~ Y

4168 Arrowhead Elem_. P-EL - General D

N\

Effective E&ate )

=l

Click the "Effective Date" field and type the last day of work.

Reason

Who Made this Determination

Completed HR EmployeelD
n/a BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY
Completed PR
n/a
>
ComrolC.. 2~ Y Descripti.. &~ Y Vacancy St Y Y 2 FTE Position St~ Y Salary Sch.. Y
4169 P-General Duty A Filled 0.2000 Open NON-UNION
- [ Eligible for rehire
I ==
- | | Position to be Filled
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14

Staff Termination 8/18/2025
Requester PARID Status
370065.APicard n/a New

Position Selection (Please select only one)

n/a

Completed PR
n/a

Click the "Reason" field and select Resignation, Retirement, or another reason.

BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY

>

RecordiD 1+ Y Departme... & Y PositionT. 1~ Y ComrolC.. & Y Descripti. 1+ Y Vacancy St Y Y FTE  Position St..p Y Salary Sch.. T
4168 Arrowhead Elem_ P-EL - General D_ 4169 P-General Duty A_ Filled 02000 Open NON-UNION
Effective Date
| 06/13/2025 8 /_]\
[ Reason ( ) - ] [ Eligible for rehire

N~

Who Made this Determination

- [] Position to be Filled

15

Staff Termination 8/18/2025
Requester PARID Status
370065.APicard n/a New

Position Selection (Please select only one)

RecordD 4 Y  Departme.. 4 Y  PositionT.4 Y

4168 Arrowhead Elem.. P-EL - General D..

Effective Date
06/13/2025

& |

Click "Eligible for rehire" if applicable.

n/a

Completed PR
n/a

ControlC.. & T Descripti.. ~ Y Vacancy St Y A FTE

4169 P-General Duty A Filled 0.2000

Reason
RES - Resignation|

'Y (l "] Eligijle for rehire

Who Made this Determination

- [] Position to be Filled
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16 Click the administrator "Who Made this Determination".

Staff Termination 8/18/2025 n/a BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY
Requester PARID Status Completed PR
370065.APicard n/a New n/a
Position Selection (Please select only one) >
RecordiD 1 Y Departme... & Y PositionT. 1~ Y ComrolC.. & Y Descripti. 1+ Y Vacancy St Y Y 1+ FTE  Position St..p Y Salary Sch.. T
4168 Arrowhead Elem.. P-EL - General D... 4169 P-General Duty A_. Filled 0.2000 Open NON-UNION
Effective Date g
06/13/2025
‘ £oon X - | Eligible for rehire

RES - Resignation

Who Made this Determination ( - ] Position to be Filled

Cance

17  Click "Position to be Filled" if a job should be posted to fill the vacancy.

Staff Termination 8/18/2025 n/a BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY
Reguester PARID Status Completed PR
370065.APicard n/a New n/a
Position Selection (Please select only one) > ®
RecordID 4 Y Departme.. + Y PositionT. ~ Y ControlC.. 4~ Y Descripti. + Y Vacancy St Y Y 4+ FTE Position St_.4 Y Salary Sch..4 Y Row He
4168 Arrowhead Elem P-EL - General D 4169 P-General Duty A Filled 0.2000 Open NON-UNION GDA
Effective Date
| 06/13/2025 m |
Reason X - | Eligible for rehire

RES - Resignation

Who Made this Determination
PICARD, ASHLEY L X {l |1 Posiion to be Filled
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18 Click "Next"

8/18/2025 n/a BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY
Status Completed PR
New n/a
ect only one) > ® I + g5
me. A~ Y Position T &~ Y ControlC.. &~ Y Descripti. & Y Vacancy St Y A FTE Position St Y Salary Sch.. 4t Y RowHead +~ Y Col Head
1ead Elem P-EL - General D... 4169 P-General Duty A Filled 0.2000 Open NON-UNION GDA [Single Lane
¥ - | Eligible for rehire
X - | Position to be Filled

Cancel Previous Next

19  Click the "Last Day Worked" field and type last day.

@ @ (8

PAR Information Additional Information Review
Status Completed PR
New n/a
a_‘ |‘Severancs Percentage X -
None
‘ [*Lasl Day\f)rked ‘m ]
1/100 \ /
- ‘ | Job Posting ID #
0/100
- ‘ | Benefits Date i} |
= Bargaining Unit =
% ‘ | NONE x
X v ‘ | Board Approval Date i}
i S ‘ | Multiple Locations i 5

No
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20

Click "Fiscal Year" and select 2025-2026.

Termination 8/18/2025 n/a BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY
sster PARID Status Completed PR
165.APicard n/a New n/a
1 *Severance Percentage
te HR Notified ] i
Jatce Eradll | *Last Day Worked i}
1/100
signation Letter Attached - | | Job Posting ID #
1efits Eligibility - | | Benefits Date m
cal Year ( - ] [¥argaimng Unit
ployee Category - | Board Approval Date E|

me School Location

- | | Multiple Locations

21

BCEA for support, MFPE for custodial and None for CWG/GDA's.

8/18/2025 n/a
Status Completed PR
New n/a

BALZER, CRYSTAL L - 12482 - Support - ARROWHEAD ELEMENTARY

Cancel Previous

Click the "Bargaining Unit" field and select appropriate union. BEA for teachers,

*Severance Percentage

L None ) 5
| * Last Day Worked ]
17100
- | ‘ Job Posting ID # |
0/100
- | ‘ Benefits Date |
X - l [ Bargaining Unit ( ) - ]
- | ‘ Board Approval Date m ‘
- | ‘ Multiple Locations - |
I Cancel [ Previous I Next ]
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22  Click "Employee Category" and select what type of employee they are.

te HR Notified m | ‘NSOE;:rance Percentage

s Cladlt | *Last Day Worked i} ‘
1/100

signation Letter Attached - | | Job Posting ID #

1efits Eligibility - | | Benefits Date m

:al Year W o Bargaining Unit
152026 =
me School Location -

oard Approval Date ]

=

ployee Category

-

Multiple Locations

tes

Cancel Previous

23 Click "Home School Location" and select school.

> HR Notified m ‘ I ‘NE::;;rance Percentage

tice Creui ‘ * Last Day Worked ]
1100

ignation Letter Attached - ‘ | Job Posting ID #

efits Eligibility - ‘ | Benefits Date m |

3l Year % ‘ | Bargaining Unit

52026 NONE

loyee Category -

ular Employee x ] Board Approval Date m

ne School Location ( - } [ wultiple Locations

A4

es

Cansdl
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24 Click the "Multiple Locations" field and select yes or no. If yes, details of locations

and percentages must be listed in the notes.

‘“Se\'erance Percentage 56 T
B None
| *Last Day Worked 0] ‘
1/100
- | ‘ Job Posting ID #
0/100
- | ‘ Benefits Date ]
g Bargaining Unit i
% | NONE Pl
X - | ‘ Board Approval Date ] ‘
X - ] { Multiple Locations ( ‘) - ]
I Cancel [ Previous I Next ]

25 Click the "Notes" field and enter relevant notes. Please be sure to include the last
day worked and where the employee was working. If they would like to remain
active to sub, please include a note about that here.

Notified G ‘ | ‘;ie’::rance Percentage x
et | *Last Day Worked i} |

1/100
ion Letter Attached - | | Job Posting ID #
Eligibility - | | Benefits Date m

= Bargaining Unit

© ® | | NONE x
“ategory =
mployes X | | Board Approval Date i}
»l Location X - Multiple Locations x
id Elementary 0

i X

"
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26  Click "Next"

| ‘ * Severance Percentage

| . None X =
| *Last Day Worked g ‘
06/13/2025
1/100
- | ‘ Job Posting ID #
0/100

- | ‘ Benefits Date ]

g Bargaining Unit i
% | NONE Pl
X - | ‘ Board Approval Date ]

= Multiple Locations =
% = | [ %

i a GDA for Arrowhead Elementary. Her last day was 6/13/2025. She would like to remain active as a sub support GDA.

Cancel Previous ‘ Next

27 Click "Submit for Approval" if you are ready for it to move to the next approver,
otherwise leave that box unchecked to keep it in your queue until ready to finalize

and send on.

a Status New Completed PR n/a

Grid has no data.

E 4 Grant Project T~ T Percent E 4 L Amount

2100.0117.0000 - Arrowhead Ele_. 100% $4,512.00

Total $4,512.00

Grid has no data.
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it for Approval

[ Cancel
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28 Click "Save"

a Status New

4 ¥ | Grant Project

2100.0117.0000 - Arrowhead Ele_

Completed PR n/a

Grid has no data.

4 ¥  Percent ~r r Amount  Description

100% $4,512.00 P-General Duty Assist

Total $4,512.00

Grid has no data.

Cancel Previous
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