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Term Adjunct-to-Annual Adjunct / Annual Adjunct-to-Term 
 
 
When increasing (or decreasing) an Adjunct’s teaching load to the level of an Annual 
Adjunct (or vice-versa), you must complete a requisition in People Admin to move the 
person from "Term Adjunct-to-Annual Adjunct" or "Annual Adjunct-to-Term Adjunct".  
The requisition is completed as normal under the role of HIRING MANAGER.   
 
When completing the requisition, in the “Person to be Replaced” field you must indicate 
that his is a “Term to Annual” or an “Annual to Term” adjunct situation.  This alerts OBM, 
HRSC and OEO to the type of requisition you are processing. 
 

 
 
 
Select “Faculty Position” for the Job Category.  This is a streamlined application to help 
facilitate hiring of faculty. 
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From the drop-down box next to the field "Has a Waiver Been Received and Approved 
for this Position" select "Yes".  Then, type the justification you normally would have sent 
to the Office of Equal Opportunity (OEO) here.  The request must include: 

• The selected individual’s name 
• A description of the course load increase 
• An indication of the academic year or time period.   

 
If OEO has any concerns or questions, they will contact you directly. 
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In the field "Documents that MUST be attached by the applicant (Required Documents)” 
check "CV/Resume".  You may add other documents, but the CV/Resume is required for 
this process. 
 
 

 
 
In the field "Application Types Accepted" select "Faculty Form".  This will default 
provided you have selected Faculty from the Job Category section listed above. 
 
Select “Continue to Next Page”. 
 



8/27/2009 4

People Admin Process Update____________________________________________ 
 
 
In the "Internal Advertising Sources” field select the "Quicklink" option. 
 

 
 
 
The remainder of the requisition is completed as you normal, selecting “Continue To 
Next Page” until you have the opportunity to submit your requisition to the next level.    
Remember, if you take the time to do it completely once you can use the original as a  
template and “Copy from Previous” for future requisitions like this.   
 
Be sure to add notes in the “Notes/History” section to help with clarification.   
 
REMINDER: When using the Quicklink it is necessary to copy and paste the entire 
Quicklink string associated with this position and send it to the person who is being hired 
into the position.  When electing to use Quicklink this is the only way that the selected 
individual can apply to your position as it is not posted on the Job Update web site.   
 
One additional option…if the selected individual has already applied to a pooled position 
you can request that the HRSC copy the individual from the pooled position and move 
them into your new / identified requisition (see arrows above). 
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Once the individual completes the employment application or is copied from the pool, 
you may continue with the hiring process by marking them as interviewed and entering 
an interview date.   
 
Next, change their status to FINALIST.  Submit a request that the requisition be 
“Removed from the Web”.  Once you are notified that it has been removed, select 
“Close” to obtain the Hiring Proposal.   
 
Select View under the job title and complete the “Hiring Proposal Tab”. Double-check the 
information about the selected candidate to be sure everything is completed, including 
any changes to Position Title, FTE and Pay Term (Remember --- Annual Adjuncts are 
paid on a 9/12 basis from 09/01/XX – 08/31/XY).   Once the process goes through the 
workflow and is submitted to the HRSC, you will receive a system generated e-mail 
indicating that the hire was approved and that you should now complete the remainder 
of the hiring process.   
 
The last step for the Hiring Manager is to complete the information on “Post Hire Details” 
tab indicating the candidate’s Date of Birth, Social Security Number, final starting salary 
amount, e-mail address and final start date.   
 
The final step is to notify the Provost HR Office that the Post Hire Details have been 
completed, so that they can make the candidate "HIRING COMPLETE".  This is the 
trigger notifies the HRSC that you are completely finished with this candidate and are 
ready for the Hire Report to be printed, and the Onboarding Process can begin.  The 
selected candidate’s new hire information will not be entered into UC Flex without a 
trigger of Hiring Complete. 
 
The HRSC will print the Hire Report for data entry and mark the requisition as “Filled”.  
This will trigger an e-mail to alert the Hiring Manager that the position has been filled.  
The position will then become part of your requisition history. 
 
REMINDER:  If you are hiring as "Annual Adjunct-to-Term Adjunct" you will also need to 
complete and submit a PMR if you want to make the position obsolete…otherwise it will 
be left open as a vacant position. 
 
OEO has indicated that a waiver must be requested for the original Adjunct Pool.   
 


