University Adjunct 1 Reappointment Quick Guide
This guide will walk you though the steps to complete a University Adjunct 1 Reappointment.
If you have completed hospital reappointments in the past you will notice that the
Reappointment option has been changed to say “Hospital Reappointment” and there is now a
new menu option that says “University Reappointment”.
To view the University Adjunct 1 Reappointment data, click on the “University Reappointment”
menu option.

This will take you to a list of faculty in your department that have Adjunct 1 appointments
ending June 30th of this year.
To view the reappointment options for each faculty member, click on the “Reappoint” link at
the end of each row associated with that person.

Once you click this, a window will open where you first need to review the address information.
If a change of address is required, click the link that says “Address Change Form” to download
the form. You will need to print the Form, fill it out and send it to the FHS Staffing Office.

If you want to proceed with Reappointment, click the “Reappoint for” drop down to select the
number of years you want to reappoint the faculty member for (e.g. 1 -3 years), then click
“Save”.

The start date is automatically set to July 1st of the current year and the end date is calculated
based on that plus the number of years you selected. The end date will be June 30th of the year
that the appointment ends (e.g. if the start date is 2017-07-01 and you are reappointing for 3
years, then the end date will be 2020-06-30).
If the faculty member is a preceptor, this update will also insert the new preceptor dates.
Once this is completed, the list will update to show you that a reappointment has been
requested. The older appointment dates will still appear and you will still have the ability to
update the appointment dates if needed, but no further action is required.

If you do not want to reappoint the faculty member and they are to be terminated, then select
“Termination” from the drop down and a blue information box will appear.

If this faculty member is to be terminated, you will need to fill out the Termination form. You
can download it by clicking the “Termination Notice” link in the blue information box. You will
need to print the Notice, fill it out and send to the FHS Staffing Office.
Then click “Save” and the information will be updated on the list.

After this has been done, no further action is required because the appointment will
automatically end.

