
August 8, 2013  Page 1 of 9 

ARIZONA STATE PERSONNEL SYSTEM 
STATEWIDE POLICIES AND PROCEDURES 

Policy Number: ASPS/HRD-PA1.02 Issued:  August 9, 2013 

Subject:  Records – HRIS Date Fields  Effective:  August 8, 2013 

Policy Section:  General Revised:  N/A 

Policy Owner:  ADOA Human Resources Division    
 
This policy does not create a contract for employment between any employee and the State.  
Nothing in this policy changes the fact that all uncovered employees of the State are at will 
employees and serve at the pleasure of the appointing authority. 
 
Scope:  

All Arizona State Personnel System agencies, boards, and commissions. 
 
 
Authority: 

A.R.S. § 41-742, State personnel system; covered and uncovered employees; application; 
 exemptions 
A.R.S. § 41-743, Powers and duties of the director 
R2-5A-105, Records 
R2-5A-B602, Annual Leave  
 
 

Definitions: 
“Adjusted Hire Date” means the modified hire date of an employee due to either: applicable 
additions to credited service for a period of employment with a state budget unit before a 
break in service of less than two years, applicable deductions to credited service for leave 
without pay (LWOP), or applicable additions to credited service for employment in another 
state budget unit. 

 
“Agency Hire Date” means the first day of work with an agency, whether the employee is a 
new hire, rehire, or transferring from another agency. 
 
"Anniversary Date" means the annual recurring date of the employee’s most recent date of 
hire.  
 
"Break in service" means a separation from state employment, regardless of the reason for 
separation. 
 
“First Day Worked Date” is not used in HRIS. 
 
“Hire Date” means the employee’s first day of work upon hire or, if the employee has a 
break in service, the employee’s first day of work upon rehire. 

 
"Job Code Hire Date" is the date that an employee moves into a new job classification. 
 
“Last Day Paid Date” is not used in HRIS. 
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“Original State Hire Date” is the first day of compensated employment in any Arizona State 
Personnel System agency. 

 
“Reported As New Hire Date” means the date that auto-populates when the employee’s 
information is reported to the Department of Economic Security for new hires. 
 
"Seniority Date" means the precedence in rank over others attained by length of continuous 
service.  

 
“Status Term Date” means the date that an employee’s original probationary period, 
promotional probationary period or special assignment terminates. 

 
"Termination Date" means the employee’s last day of employment in the Arizona State 
Personnel System. 
 

 
Policy: 

Adjusted Hire Date: 
This date is used for determining the employee’s length of credited service, benefit 
eligibility date, ASRS waiting period, and the employee’s annual leave accrual rate.  

 
The Adjusted Hire Date is modified based on: 

• Deductions to credited service for LWOP in excess of 240 consecutive hours. 
• Additions to credited service for employees who leave state employment in good 

standing and return within two years of separation. 
• Additions to credited service for employment with a state budget unit which is 

not in the Arizona State Personnel System. 
 
To determine the employee’s adjusted hire date, use the Adjusted Hire Date Calculator 
located at: http://www.hr.az.gov/hris/XLS/Adjusted_Hire_Date_Calculator.xls. 
 
An Adjusted Hire Date may be earlier or later than the Original State Hire Date or the Hire 
Date. This may be dependent on whether service credit is being deducted due to long term 
absences or breaks in service, or added for employment in a state budget unit that is not an 
Arizona State Personnel System (System S) agency. 
 
Annual leave accrual will be based on the employee's Adjusted Hire Date, which includes 
all service where the employee was hired within two years. 
 
Any service as a board member or intern not eligible for compensation is not included in 
any hire date calculations. 
 
Break In Service: 
A break in service can be for any reason and duration. It is a discontinuation of employment 
status which will result in payouts of annual and compensatory leave balances and an 
adjustment to hire dates should the employee return to State employment.   
 
Agency Hire Date: 
This field may be used at the agency’s discretion and for agency purposes only. 
 
 

http://www.hr.az.gov/hris/XLS/Adjusted_Hire_Date_Calculator.xls
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Anniversary Date: 
This field may be used at the agency’s discretion and for agency purposes only. 
 
Hire Date: 
This date is the actual first day of paid work. 
 
This date is used to determine the employee’s appropriate Arizona State Personnel System 
annual leave plan. 
 
This date is to be used for employment verification. 
 
Inter-agency Transfers: 
If an employee from the Arizona State Personnel System (covered or uncovered, a board 
member or intern eligible for compensation, or a temporary employee) transfers to another 
Arizona State Personnel System agency without a break in service, the losing state agency 
should not separate the employee and the employee’s Hire Date remains the same. 
 
If an employee moves from a State budget unit that is not an Arizona State Personnel 
System agency (for example, DPS, State universities, etc.) or the employee was a board 
member or intern not eligible for compensation, the Hire Date is the employee’s first day of 
paid work at the new agency. 
 
Job Code Hire Date: 
This date is used to indicate when an employee moves from one job classification to 
another resulting in a change to the job code.  
 
Original State Hire Date:  
This date NEVER changes once the employee is hired into any Arizona State Personnel 
System agency position. 
 
Seniority Date: 
This field is used by the Department of Corrections only.  Other agencies should not modify 
the date in this field. 
 
Status Term Date: 
This date is used to ensure that an employee does not exceed the maximum permissible 
time in an original or promotional probationary status or special assignment. 
 
Upon hire or promotion into a covered position, or placement into a special assignment, the 
agency must enter the appropriate Status Term Date, which is the last day of the applicable 
action. Once the employee has completed their original probation, promotional probation or 
special assignment, the agency must remove the Status Term Date.  If the probationary 
period is extended, the agency must modify the Status Term Date to reflect the last day of 
the extension.  
 
Termination Date: 
Upon separation from State employment, the Termination Date should be updated to reflect 
the last day of employment.  This date is used in determining Retiree Accumulated Sick 
Leave eligibility. 
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Examples 
Example 1 - Deduction to credited service for leave without pay in excess of 240 
consecutive hours:  
An employee began employment with an Arizona State Personnel System agency on 
October 1, 2011. The employee is approved for long-term leave without pay for personal 
reasons (i.e., the employee's leave is not military or FMLA) and returns to the same 
position one year later.  
 
HRIS Action: The Adjusted Hire Date changes to October 1, 2012 and all other dates do 
not change and remain October 1, 2011.  
 
HRIS Action: EMPLOYEE DATES 
HRIS Reason: RETURN FROM LEAVE 

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date October 1, 2011 October 1, 2011 
Hire Date October 1, 2011 October 1, 2011 
Adjusted Hire Date October 1, 2011 October 1, 2012 

Seniority Date October 1, 2011 ADC Use Only – Do 
Not Change 

Anniversary Date October 1, 2011 October 1, 2011 
Agency Hire Date October 1, 2011 October 1, 2011 
Job Code Hire Date October 1, 2011 October 1, 2011 

 
 
 
Example 2 – Addition to credited service for break in service less than two years: 
An employee begins employment in an Arizona State Personnel System agency on 
September 1, 2010, resigns on September 1, 2011, and is subsequently rehired on October 
1, 2012, after a break in service of 1 year and 1 month.   
 
HRIS Action: The Original State Hire Date does not change and remains September 1, 
2010, the Hire Date and Job Code Hire Date change to October 1, 2012, and the Adjusted 
Hire Date becomes October 1, 2011. The Anniversary Date and Agency Hire Date are 
adjusted at the agency’s discretion. 
 
HRIS Action: REHIRE FORMER EMPLOYEE 
HRIS Reason: NEW HIRE 

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date September 1, 2010 September 1, 2010 
Hire Date September 1, 2010 October 1, 2012 
Adjusted Hire Date September 1, 2010 October 1, 2011 

Seniority Date September 1, 2010 ADC Use Only – Do 
Not Change 

Anniversary Date September 1, 2010 Agency Discretion 
Agency Hire Date September 1, 2010 Agency Discretion 
Job Code Hire Date September 1, 2010 October 1, 2012 
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Example 3 – Adjustment to credited service for a break in service of any duration: 
An employee begins employment with an Arizona State Personnel System agency on July 
1, 2000, resigns on September 14, 2012, and is subsequently rehired on September 24, 
2012. 
 
HRIS Action: The Original State Hire Date does not change and remains July 1, 2000.  
The Hire Date and Job Code Hire Date change to September 24, 2012.  The Adjusted Hire 
Date changes to July 11, 2000.  The Anniversary Date and Agency Hire Date are adjusted 
at the agency’s discretion. 
 
HRIS Action: REHIRE FORMER EMPLOYEE 
HRIS Reason: NEW HIRE 

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date  July 1, 2000 July 1, 2000 
Hire Date  July 1, 2000 September 24, 2012 
Adjusted Hire Date  July 1, 2000 July 11, 2000 

Seniority Date  July 1, 2000 ADC Use Only – Do 
Not Change 

Anniversary Date  July 1, 2000 Agency Discretion 
Agency Hire Date  July 1, 2000 Agency Discretion 
Job Code Hire Date  July 1, 2000 September 24, 2012 

 
 
 
Example 4 – No adjustment to credited service for break in service more than two years: 
An employee begins employment with an Arizona State Personnel System agency on July 
1, 2005, resigns on September 1, 2010, and is subsequently rehired on October 1, 2012, 
after a break in service of 2 years and 1 month.   
 
HRIS Action: The Original State Hire Date does not change and remains July 1, 2005, the 
Hire Date, Job Code Hire Date and the Adjusted Hire Date change to October 1, 2012. The 
Anniversary Date and Agency Hire Date are adjusted at the agency’s discretion. 
 
HRIS Action: REHIRE FORMER EMPLOYEE 
HRIS Reason: NEW HIRE 

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date July 1, 2005 July 1, 2005 
Hire Date July 1, 2005 October 1, 2012 
Adjusted Hire Date July 1, 2005 October 1, 2012 

Seniority Date July 1, 2005 ADC Use Only – Do 
Not Change 

Anniversary Date July 1, 2005 Agency Discretion 
Agency Hire Date July 1, 2005 Agency Discretion 
Job Code Hire Date July 1, 2005 October 1, 2012 
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Example 5 - Addition for credited service for employment with a state budget unit that is not 
in the Arizona State Personnel System:  
An employee begins employment in an Arizona State Personnel System agency on 
October 1, 2012.  The employee worked for a non-Arizona State Personnel System agency 
for exactly five years immediately prior to the Arizona State Personnel System agency 
appointment.   
 
HRIS Action: The Original State Hire Date, Hire Date and Job Code Hire Date become 
October 1, 2012, and the Adjusted Hire Date becomes October 1, 2007. The Anniversary 
Date and Agency Hire Date are adjusted at the agency’s discretion. 
 
 
HRIS Action: APPOINTMENT – NEW HIRE 
HRIS Reason: NEW HIRE 

 

CURRENT NON-AZ 
STATE 

PERSONNEL 
SYSTEM 

INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date October 1, 2007 October 1, 2012 
Hire Date October 1, 2007 October 1, 2012 
Adjusted Hire Date October 1, 2007 October 1, 2007 

Seniority Date October 1, 2007 Auto-populates with 
the Hire Date  

Anniversary Date October 1, 2007 Agency Discretion 
Agency Hire Date October 1, 2007 Agency Discretion 
Job Code Hire Date October 1, 2007 October 1, 2012 

 
 
 
Example 6 – No adjustment to credited service for a promotion within the same agency:  
An employee is hired on May 1, 2010, as an Accountant II.  The employee is promoted 
within the same agency to an Accountant III position on January 15, 2013.   
 
HRIS Action: The Job Code Hire Date changes to January 15, 2013. The Original State 
Hire Date, Hire Date and Adjusted Hire Date do not change and remain May 1, 2010. The 
Anniversary Date and Agency Hire Date are adjusted at the agency’s discretion. 
 
HRIS Action: JOB CHANGE 
HRIS Reason: PROMO TO HIGHER GRADE REG POS 

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date May 1, 2010 May 1, 2010 
Hire Date May 1, 2010 May 1, 2010 
Adjusted Hire Date May 1, 2010 May 1, 2010 

Seniority Date May 1, 2010 ADC Use Only – Do 
Not Change 

Anniversary Date May 1, 2010 Agency Discretion 
Agency Hire Date May 1, 2010 Agency Discretion 
Job Code Hire Date May 1, 2010 January 15, 2013 
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Example 7 – No adjustment to credited service for Inter-Agency transfer between Arizona 
State Personnel System agencies with a promotion:  
An employee is hired on May 1, 2010, with Agency A.  The employee transfers to Agency B 
and is promoted to an Accountant III position on January 15, 2013.   
 
HRIS Action: The Job Code Hire Date changes to January 15, 2013. The Original State 
Hire Date, Hire Date and Adjusted Hire Date do not change and remain May 1, 2010. The 
Anniversary Date and Agency Hire Date are adjusted at the agency’s discretion. 
 
HRIS Action: JOB CHANGE 
HRIS Reason: TRANSFER (BETWEEN) – AGENCIES  

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date May 1, 2010 May 1, 2010 
Hire Date May 1, 2010 May 1, 2010 
Adjusted Hire Date May 1, 2010 May 1, 2010 

Seniority Date May 1, 2010 ADC Use Only – Do 
Not Change 

Anniversary Date May 1, 2010 Agency Discretion 
Agency Hire Date May 1, 2010 Agency Discretion 
Job Code Hire Date May 1, 2010 January 15, 2013 

 
 
 
Example 8 – No adjustment to credited service for Inter-Agency transfer between Arizona 
State Personnel System agencies with no change in job classification:  
An employee is hired on May 1, 2007, with Agency A as an Accountant II.  The employee 
transfers to Agency B in an Accountant II position on January 15, 2013.   
 
HRIS Action: All dates remain May 1, 2007. The Anniversary Date and Agency Hire Date 
are adjusted at the agency’s discretion. 
 
HRIS Action: JOB CHANGE 
HRIS Reason: TRANSFER (BETWEEN) – AGENCIES  

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date May 1, 2007 May 1, 2007 
Hire Date May 1, 2007 May 1, 2007 
Adjusted Hire Date May 1, 2007 May 1, 2007 

Seniority Date May 1, 2007 ADC Use Only – Do 
Not Change 

Anniversary Date May 1, 2007 Agency Discretion 
Agency Hire Date May 1, 2007 Agency Discretion 
Job Code Hire Date May 1, 2007 May 1, 2007 
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Example 9 – Deduction to credited service for service as a non-compensated board 
member:  
An employee is appointed as a non-compensated board member on May 1, 2006, with 
Agency A.  The board member then transfers to Agency B as a Program Project Specialist 
II on January 15, 2011.   
 
HRIS Action: The Original State Hire Date does not change and remains May 1, 2006. The 
Hire Date, Adjusted Hire Date and Job Code Hire Date become January 15, 2011. The 
Anniversary Date and Agency Hire Date are adjusted at the agency’s discretion. 
 
HRIS Action: JOB CHANGE 
HRIS Reason: TRANSFER (BETWEEN) – AGENCIES  

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Original State Hire Date May 1, 2006 May 1, 2006 
Hire Date May 1, 2006 January 15, 2011 
Adjusted Hire Date May 1, 2006 January 15, 2011 

Seniority Date May 1, 2006 ADC Use Only – Do 
Not Change 

Anniversary Date May 1, 2006 Agency Discretion 
Agency Hire Date May 1, 2006 Agency Discretion 
Job Code Hire Date May 1, 2006 January 15, 2011 

 
 

Example 10 – Addition to Status Term Date for a Special Assignment:  
An employee has a special assignment that begins on January 15, 2013 and ends on July 
14, 2013.   
 
HRIS Action: The Status Term Date becomes July 14, 2013 and all other dates are not 
applicable to this situation and do not change.  

 
HRIS Action: STATUS CHANGE 
HRIS Reason: STATUS CHANGE TO TEMP ASSIGNMENT 

 CURRENT HRIS 
INFORMATION 

HRIS XP52.1 
ACTION 

Status Term Date Blank July 14, 2013 
 
 
Related Attachments: 

Exhibit A – Arizona State and non-Arizona State Personnel System Agencies  
 
 

Corresponding Policies: 
 Not applicable 
 
 
Contact: 

If you have any questions related to Human Resources Policy, please contact your 
agency’s Human Resources Office/representative. 
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Exhibit A – Arizona State and Non-Arizona State Personnel System Agencies  
 
 


