
Academic Year Lecturer Appointments

Does the faculty member already 
have an appointment for the 
semester in the department?

Academic Appointment Form
Does the workload for the new 

semester match the workload on 
the original appointment form 

for the corresponding semester?

Does the workload of the new 
semester match the current 

timebase of the appointment in 
PeopleSoft Job Data?

Yes

Academic Change Form
Time Base Change To Initial Appointment

Academic Change Form
Time Base Change Per Initial Appointment

No Academic Change Form Necessary
(Add a new term row in Contract Data if 

one doesn’t already exist)

Yes No

Yes
No

No

Note: The “Current Status Prior to Change” section of the Academic Change 
Form refers to the status in PeopleSoft, not the details of the corresponding 
semester on the original appointment form. This can sometimes result in the 
“Prior” and “After” sections having the exact same details.
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