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PIMS Leave 

DIRECTORIES > PIMS LEAVE 

 

The PIMS LEAVE DIRECTORY is preloaded with PIMS-defined leave codes and descriptions for staff 

reporting. As new codes are added by PDE, it is your responsibility to enter them in the PIMS LEAVE 

DIRECTORY. 

 

Termination 

DIRECTORIES > TERMINATION 

 

Use the Termination Directory to maintain a directory of PDE-defined Termination codes and Reasons. 

Termination codes are used on the EMPLOYEE PROFESSIONAL PERSONNEL 

INFORMATION/PROFESSIONAL INFORMATION tab to identify the primary reason an employee left 

professional employment. 

Initially, CSIU loads all Termination codes as established by PDE. As new codes are added by PDE, it is 

your responsibility to enter them in the Termination Directory. 
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Professional Status 

DIRECTORIES > PROFESSIONAL STATUS 

 

The PROFESSIONAL STATUS DIRECTORY screen allows you to identify each professional status with a 

user-defined code. The Status field on the EMPLOYEE PROFESSIONAL PERSONNEL 

INFO/PROFESSIONAL tab will be used to determine who is to be included during the PIMS Staff 

Reporting process.  

Some valid PROFESSIONAL STATUS records have been pre-loaded for your convenience; these records 

cannot be changed. The current status types that have the Include in PIMS Reporting check box 

selected are: 

Code Description 

2 Temporary 

3 Tenured 

S School Security Staff 

L Long Term Sub - Staff Only 

 

To enter a PROFESSIONAL STATUS code, click the Add button. 

1. Enter a user-defined Code (up to two characters) to identify a professional status in your district. 

2. Enter a Description of the professional status. 

3. Include in PIMS Reporting - By default, when you add a record, this option is not selected, 

indicating that the professional status will NOT be included in PIMS Staff Reporting. Select this option 

to indicate that the professional status should be included in PIMS Staff Reporting. An example of a 

code to be added could be Code ‘A’, Description – ‘Administrator’, with the Include in PIMS 

Reporting option selected.  

4. Click the Save button. 
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If another code is selected, a warning message displays. Employees with codes not currently used by PDE 

will be listed on the exception report. A valid PIMS code must be selected to include the employee in PIMS 

reporting. 

Select CERTIF > PIMS DATA LOADS > MASS UPDATE PIMS JOB CLASS process to mass update the 

PIMS Job Class field for all employees whose records contain the specified Class Code(s). 

Job Description - REQUIRED. Select the level of access that should be granted in the PVAAS Roster 

Verification system for this school year. 

SWS - School and Student Access Access to PVAAS school level and PVAAS student level 

data. 

SNS - School and No Student Access Access to PVAAS school level reporting, NO access to 

PVAAS student level data. 

NPA - No PVASS Access NO access provided to PVAAS. 

 

NOTE: LWS and LNS have been removed as valid Job Description codes. 

Select CERTIF > PIMS DATA LOADS > MASS UPDATE PIMS JOB DESCRIPTION process to mass 

update the PIMS Job Description field for all employees whose records contain the specified Class 

Code(s). 

 

 

Employment Eligible – Optional. Select a valid employment eligibility verification code as defined by 

PIMS. This is a form of documentation given by an individual to verify his/her eligibility to be legally 

employed in the United States. 
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Professional button: Click this button to view or maintain existing EMPLOYEE PROFESSIONAL 

PERSONNEL INFORMATION records.  

After an SS ID is entered, for school security staff the EMPLOYEE PROFESSIONAL PERSONNEL 

INFORMATION/PROFESSIONAL and /ASSIGNMENT records are automatically added; a message 

displays to inform you. 

 

PROFESSIONAL tab – By default, the Status ‘S’ - School Security Staff, and Percent ‘1.00’ are entered 

for you. 

  

ASSIGNMENT tab – By default, the Assignment code ‘9998’, School code ‘0000’, Percent ‘1.00’, and 

Start Date ‘07/01’ of the current school year are entered for you. 
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EMPLOYEE PROFESSIONAL PERSONNEL INFORMATION 

CERTIF > EMPLOYEE PROFESSIONAL PERSONNEL INFO/PROFESSIONAL INFORMATION 

 

The Ethnicity, Birth Date, PIMS School and Educ Level are display only fields. Any changes to these 

fields will need to be made on the EMPLOYEE MASTER/GENERAL and /PERSONNEL tabs. 

Professional ID - REQUIRED- Enter the employee's seven-digit professional ID as assigned by TIMS. 

NOTE: All staff (even non-certified) MUST have a PPID. Staff can obtain a PPID from the TIMS system. 

The LEA cannot obtain PPID for their staff. 

Status - REQUIRED Select a code as established in the PROFESSIONAL STATUS DIRECTORY, to 

indicate the employee's professional status. The PIMS Staff Reports include only those employees with a 

Status that has the Include in PIMS Reporting option selected in the PROFESSIONAL STATUS 

DIRECTORY. By default, ‘Tenured’, ‘Temporary’, 'Long Term Substitute', and ‘School Security 

Staff’ Status types are marked to be included in PIMS reporting. 

Percent - REQUIRED. Enter the percent of time the employee is employed in a professional position. 

Note that ‘1.00’ indicates Full Time Equivalency. 

Total Years - Enter the total number of years experience this employee has spent in education. Be sure 

to include both private and public service in and out of the state of PA and all service before and after a 

break in service. 

Unit Years - Enter the total number of years this employee has spent in this school district or agency. 

If an employee terminates service and then returns, restart the Unit Years for the employer at ‘1’. 

CERTIF > UPDATE YEARS OF SERVICE -   Use this process to update the Total Years and Unit Years 

fields automatically on Employee Professional Personnel Information records. 

Termination code / Termination Date - Enter a code, established in the TERMINATION Directory, to 

identify the primary reason this employee left professional employment and then enter the employee's 

Termination Date.  


