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Staff Termination EPAR

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.

1 Navigate to
https://ivisions.tylerhost.net/iv-mt-billingspublicschools/apps/dashboard/
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2 Click here.

3 Click "Human Resources"
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4 Click "Employee PARs"

5 Click "Employee Personnel Action Request"
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6 Click here.

7 Click "Type"
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8 Click "Add Staff Termination"

9 Click the "EmployeeID" field.
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10 Type employee last name.

11 Click on the appropriate employee
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12 Click "Next"

13 Click the "Effective Date" field and type the last day of work.
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14 Click the "Reason" field and select Resignation, Retirement, or another reason.

15 Click "Eligible for rehire" if applicable.
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16 Click the administrator "Who Made this Determination".

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

19 Click the "Last Day Worked" field and type last day.
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20 Click "Fiscal Year" and select 2025-2026.

21 Click the "Bargaining Unit" field and select appropriate union. BEA for teachers,
BCEA for support, MFPE for custodial and None for CWG/GDA's.
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22 Click "Employee Category" and select what type of employee they are.

23 Click "Home School Location" and select school.
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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.

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.
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26 Click "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.
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28 Click "Save"


