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Topics

• Processing Deadlines
• CSU Contract Data

– One Semester
– Academic Year
– Entitlement 
– 12 Month
– Separation before and after semester start, with and without Entitlement
– Revision before and after semester start

• Generating Appointment Form
– One Semester
– Academic Year

• Revision Form
– Separation before and after semester start
– Revision before and after semester start

• Statement of Terms and Conditions
• Action/Reasons
• Separations
• Revisions 
• Reminders



Flow



Processing Deadlines

• Temporary Faculty and Academic Student Employee 
Appointment Processing Deadlines – Fall 2025 

• Refer to the Processing Deadlines for dates of milestones 
• Important dates: 

– Thursday, July 31, 2025: Submit names for hires/rehires to Faculty 
Appointment Log

– Monday, August 4, 2025: Submit appointments to OnBase
– Monday, August 18, 2025: Start of semester; all I-9s completed

• Impact of late appointment submissions: 
– Faculty not reappointed by mass termination date will be 

terminated and paid out. If they are reappointed afterwards, they 
will not receive pay in August in next AY. Record shows a break in 
service. Benefits will stop.

https://www.sjsu.edu/up/docs/temporary-faculty-and-academic-student-employee-appointment-processing-deadlines.pdf?v=2.1
https://www.sjsu.edu/up/docs/temporary-faculty-and-academic-student-employee-appointment-processing-deadlines.pdf?v=2.1


CSU Contract Data:
One Semester Contract

• One Semester Only

– Contract Type: Semester Appointment



CSU Contract Data: 
Academic Year Contract

• Academic Year

– Contract Type: Academic Year Appointment

– “Save” fall semester row first, then add a row for the spring semester



CSU Contract Data: 
Entitlement Contract

• Entitlement 

– End Date: End of spring 

semester

– Multi Year End Date 

• Year 1 of 3: 5/31/2028

• Year 2 of 3: 5/31/2027

• Year 3 of 3: 5/22/2026



CSU Contract Data:
12 Month Appointment Contract

• 12 Month Appointment

– Duration cannot be more than one year



CSU Contract Data:
Separation Before Semester Start

• Faculty without Entitlement: For separations before the start of the semester and a faculty member has not yet 
worked 

– Reasons: Resignation, Class cancelled due to low enrollment, faculty not able to teach
– Select contract from previous AY/semester or create contract for upcoming AY/semester
– CSU Contract Data: Add “Last Day Worked” to Comments

• Previous contract: Do not update Contract Status or WTU
• Upcoming contract: Update Contract Status to Cancelled and Total WTUs to zero

– Generate Appointment/Revision Form
• Enter Effective Date and Action/Reason

– Resignation: TER/RSN - All other reasons: TER/END
– Submit only signed Appointment/Revision Form to OnBase



CSU Contract Data:
Separation Before Semester Start

• Faculty with Entitlement:  For separations before the start of the semester and a faculty 
member has not yet worked 

– Create CSU Contract Data for upcoming AY 
– Input zero WTUs for semester or year that faculty is not working
– Submit signed Appointment/Revision Form and signed Statement of Terms and 

Conditions for the semester of work to OnBase



CSU Contract Data:
Separation After Semester Start

• Faculty without Entitlement: For separations after the start of the semester and a 
faculty member has worked 
– Select CSU Contract Data for upcoming AY or semester

• Add a row by clicking on the plus button at the top right corner
• Add “Last Day Worked” and summary of situation in Comments
• Update Total WTU to zero

– Generate Appointment/Revision Form
• Enter Effective Date and Action/Reason

– Submit signed Appointment/Revision Form and resignation letter to OnBase



CSU Contract Data:
Revision Before Semester Start

• For changes to FTE/WTU after appointment has already been submitted: 
– Select CSU Contract Data for upcoming AY or semester

• Override information



CSU Contract Data:
Revision After Semester Start

• For changes to FTE/WTU after appointment has already been submitted: 
– Select CSU Contract Data for upcoming AY or semester

• Add a row by clicking on the plus button at the top right corner
• Update Total WTU

– When looking at all contracts and inserting rows, the contract at the bottom 
should be the oldest



Generating Paperwork:
Appointment Form

• One semester appointment
– Complete only the first line of Action/Reason; fall semester date auto populates



Generating Paperwork:
Appointment Form

• Academic year appointment
– First line of Action/Reason: Enter Action/Reason of spring semester; date auto populates
– Second line of Action/Reason: Enter fall semester date and Action/Reason of DTA/APT



Generating Paperwork:
Revision Form

• Separation before semester start for faculty without Entitlement
– Select Revision Form
– Select the Fall or Spring semester and enter the number of the Revision
– Enter the Effective Date of the separation and Action/Reason of TER/RSN or TER/RSN



Generating Paperwork:
Revision Form

• Separation before semester start for faculty with Entitlement
– Select Revision Form
– Select the Fall or Spring semester and enter the number of the Revision
– Enter the Effective Date of the separation and Action/Reason of PAY/TBC



Generating Paperwork:
Revision Form

• Separation after semester start
– Select Revision Form
– Select the Fall or Spring semester and enter the number of the Revision
– Enter the Effective Date of the separation and Action/Reason of TER/RSN or TER/END
– More than one row will appear in the term where the row was inserted



Generating Paperwork:
Revision Form

• Revision before semester start
– Select Revision Form
– Select the Fall or Spring semester and enter the number of the Revision
– Enter the Effective Date of the revision (semester begin date) and Action/Reason of 

PAY/TBC



Generating Paperwork:
Revision Form

• Revision after semester start
– Select Revision Form
– Select the Fall or Spring semester and enter the number of the Revision
– Enter the Effective Date of the revision and Action/Reason of PAY/TBC
– More than one record will appear on the form in the term



Generating Paperwork:
Statement of Terms & Conditions

• Statement of Terms and Conditions
– Enter Dean’s Name
– CSU Contract Data should have “CN1” entered



Action/Reasons

• HIR/APT: First time hire
• HIR/CON: Concurrent hire
• DTA/APT: Reappointment between semesters or AYs; use when 

there is no break in service
• REH/REH: Rehire after a break in service
• PAY/TBC: Timebase change; also use when faculty on Entitlement 

is not working
• TER/RSN: Termination due to resignation; faculty will not return in 

the future; need resignation letter
• TER/END: Termination due to any reason other than resignation; 

faculty intends to return in the future; cancelled class due to low 
enrollment



Separations

• Faculty not working should not get paid
– Check that all active faculty from prior semester have appointment 

paperwork or separation paperwork (or have been mass terminated)
– Impact: avoid overpayments to faculty

• CSU Contract Data: 
– Update the WTU value to zero
– Input comments including “Last Day Worked”

• Generating Revision Form: 
– Action/Reason 

• TER/RSN: Resignation; must submit resignation letter
• TER/END: Any other reason besides resignation

– Includes: cancelling class due to low enrollment, faculty not 
teaching for the semester

– Effective Date: 
• Resignation reason: use date on resignation letter
• Semester start date



Entitlement Separation

• Faculty with Entitlement appointment who will not work

– Faculty with Entitlement have a 3 year appointment and will be paid for 3 

years

• If a faculty is not working for a semester in their 3 year appointment, 

submit paperwork to stop their pay

– CSU Contract Data:

• Update the WTU value to zero

• Input comments

– Revision Form

• Action/Reason: PAY/TBC

• Effective Date: Start of semester



Revisions

• Revisions: Changing from one WTU value to another WTU value (not zero)

– Lecturers cannot work more than FTE 1.0 in their stateside/regular session position

• CSU Contract Data: 

– Enter total WTUs that the faculty will have on the effective date

– Before the semester starts: Override and update the WTU value 

– After the semester starts: Add a fall 2025 row with the effective date of when the WTUs 

will change

• Revision Form: 

– Action Reason: PAY/TBC

– Effective Date:

• Before the semester starts: 8/18/2025

• After the semester starts: Use the same effective date used in CSU Contract Data

• OnBase Upload Form

– Submit signed Revision Form and Statement of Terms and Conditions

– Choose Request Type “Revision”



Appointment Reminders

• Faculty should be reappointed to the same rank and salary as the prior semester/AY

– Review PeopleSoft for continuing faculty salary, end dates, rank, and active 

status

• Contract Description: Input appropriate name so that you can find it easily when 

generating Appointment Form and Statement of Terms and Conditions

• Input Letter Code of CN1 so that Appointment Form and Statement of Terms and 

Conditions prints

• Use valid WTU value listed on the WTU Values document

• Range Elevation

– Faculty awarded range elevation must be appointed prior rank and salary 

– UP will automatically update records once all salaries are established
• Continuing faculty must have satisfactory evaluation in order to get re-appointed for 

the AY 2025-2026
• Stateside appointments for temporary faculty should generally not work over 100% or 

FTE 1.0 among all faculty positions 
– Check with your faculty to confirm if they are working in other departments
– Approval is needed for temporary faculty to work over FTE 1.0

https://www.sjsu.edu/up/docs/WTU_Values_Sorted_WTU.pdf


Appointment Reminders

• Leave of Absences

– Faculty with an approved Leave of Absence should have appointment paperwork 

submitted for an FTE/WTU of what they would usually work

• Retired faculty must wait 180 days after retirement before returning to work 

– Paid on hourly basis as a Retired Annuitant in lecturer position (job code 2358)

– Faculty can work up to 980 hours in a fiscal year of 50% of the hours employed 
during the last fiscal year prior to retirement, whichever is less

• The Chancellor’s Office requires CSU employees to perform CSU related work within 
the state of CA after 1/1/2022
– Exceptions include faculty working exclusively in Extended Education programs 

(Special Session), employees hired before 1/1/2022 
– Departments can request an exemption for an employee to work outside of the 

state of CA by submitting a request form to University Personnel
• Temporary Funding

– Complete Employee Profile and submit to Finance
– Temporary faculty positions in regular semester (stateside) appointments may 

not be funded by extended studies



Questions

• Email up-faculty-appointments@sjsu.edu

• Attend Open Labs

mailto:up-faculty-appointments@sjsu.edu
https://docs.google.com/document/d/1gzzV8F3vh4mS0vFrqLIDnHBucZEiRkNOaGQdbZqXH0o/edit



