Carnegie Mellon University

Discussion Guide for Supervisors:
Human Resources

Ending Fixed Term Assignments

Purpose

The purpose of this document is to facilitate the supervisor's discussion with a fixed term employee when the
employee’s appointment, due to the university's fixed term position management process, will end during a
period of inactivity. An example of where this might occur is with a nine-month special faculty member who
in past practice was allowed to stay active in Workday in the summer, even though their appointment should
have ended in May at the end of the semester. This process was implemented in September 2024 to ensure
consistent management of fixed term positions across campus and reduce risk of noncompliance with
employment laws and regulations.

Supervisors begin to receive notifications from Workday 60 days prior to the employee's fixed term position
end date. Supervisors are encouraged at this time, if they have not already done so, to initiate discussion
with the employee if it is determined that their current assignment will not be extended or renewed. This
allows the fixed term employee adequate time to prepare for potential impacts from the employment
separation, such as loss of medical benefits if provided by the university. See more information on the fixed
term position management process.

The information below outlines recommendations for supervisors about what to cover.

Overview and Talking Points

Begin the discussion by sharing the purpose of the meeting and review information specific to the fixed term
employee’s current appointment, such as the scheduled end date. The following talking points can be used to
communicate information regarding the process to the employee:

e As we discussed, you have been in a <<9-month/etc.>> <<adjunct/special faculty/etc.>> appointment,
and we appreciate all of your contributions to the <<department>>.

e Since you do not have a 12-month appointment and do not work in a full-time <<adjunct/special
faculty>> role over the summer, your full-time <<adjunct/special faculty/etc.>> assignment and
benefits will end on <<date>>.

e In previous years, you may have remained in CMU's HR system even without an active full-time
appointment, allowing you to continue receiving CMU benefits despite ineligibility. However, the
university has made changes to the fixed term position management process to ensure consistency
and reduce the risk of noncompliance with employment laws and regulations.

e If you do not have an ongoing assignment, your employment will end in our HR system, and you will be
rehired when any future appointments begin. If rehired within one year from the end date of your last
position, your onboarding experience will be streamlined, eliminating unnecessary tasks.

e If you have questions about eligibility for COBRA coverage during any periods of separation from the
university between assignments, please contact HR Services.


https://www.cmu.edu/hr/career/managers/fixed-term.html
https://www.cmu.edu/hr/career/managers/fixed-term.html
mailto:hr-help@andrew.cmu.edu
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Wrap up and Next Steps

Notify the employee that they will begin to receive system notifications from Workday beginning 30 days in
advance of their appointment end date.

Prior to the fixed term employee’s appointment end date, complete required offboarding tasks including
approval of any outstanding time entries and PTO requests that the employee has submitted in Workday.

Refer to the HR Supervisor Resources webpage for more information and resources for offboarding
employees. You can also contact your HR generalist at any time during the offboarding process if you have
questions or concerns related to an employee's separation or offboarding.

Note: If the fixed term employee is being hired for a future appointment and the hire transaction will be
processed within 30 days of their separation date, they will maintain access to their Andrew ID and email.
Badge access will be removed for employees without an active appointment (after a two-week grace period)
and will be restored on the future hire date once the new appointment transaction is finalized in the system.

Find more information on fixed term position management.



https://www.cmu.edu/hr/service-center/manager-resources/offboarding.html
https://www.cmu.edu/hr/resources/hr-partners/hr-services/hr-managers.html
https://www.cmu.edu/hr/career/managers/fixed-term.html
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