
FEBRUARY 18, 2022 
HR/Payroll Forum

Summer Session Appointments



WHAT IS THE SUMMER SESSION 
APPOINTMENT PROCESS? 

Employees (mostly 9–month Faculty) 
hired on an Academic Wage appointment 
basis to work during the summer months.

These positions are processed by 
the HR Support Services Team 
through a specific process.

Presenter
Presentation Notes
Other hiring occurs during the summer – This is specific to 9-month faculty 



WHAT IF AN EMPLOYEE 
IS COMPLETELY NEW 
TO OSU? 

Employees who are new to OSU and will have 
a summer appointment need to go through 
the Spring Instructor Pool Process in their 
departments.

If you have questions about Pool Hires, 
please e-mail the Recruitment Team at 
hovlandsc.recruitment@oregonstate.edu.

Presenter
Presentation Notes
Hiring new faculty coming in the spring pools

mailto:hovlandsc.recruitment@oregonstate.edu


VOLUME OF 
WORK 

110 0 S U M M E R  AC A D E M I C  
WAG E  A P P O I NT M EN T S  A R E  
T Y P I CA L LY  P RO C E SS E D .  O F  
T H E  110 0,  A P P ROX I M AT ELY  
4 0 0 - 5 0 0  R E Q U I R E  AT  L E A ST  
O N E  C O R R E C T I O N B A S E D  O N  
C H A N G I N G  C I RC U M STA NCE S  
W I T H I N  T HE  D E PA RTM E NT.

Presenter
Presentation Notes
including 400-500 updates



SUMMER 
SESSION 
CHALLENGES
I T  IS  COMPLICATED…………

Presenter
Presentation Notes
Challenges were all there before last year – Communication challengesManaging a dynamic process with classes and enrollment leading to changesComplex needs of each unit- spring picture not always clearOverlapping summer sessionsIntersection of Payroll deadlines across multiple summer session timelinesLack of good visibility into status of appointmentsInformation sent to HR in multiple ways instead of one clear channelRisk of misinterpretation of errors. OSCARs death made it much worseThe changes to the process address these challenges



2022
ONE UNIFIED 
PROCESS
DESIGNED TO PROVIDE A PLANFUL, EFFICIENT 
AND STRUCTURED EXPERIENCE.

Presenter
Presentation Notes
Process that accomplishes our shared goals.  Interdependent/shared process.  HR/Departments/Payroll/IT - There were 8 different ways this was processed in the past – one unified process – Consistent format allows for loading to Banner. 



2022 SUMMER SESSION GOALS

Existing Faculty/Fixed Term 
Instructors appointed to 

summer session are paid 
timely and correctly for each 

summer session 
appointment.

New employees hired to teach 
summer session are hired, 

processed, start work 
equipped to teach, and are 

paid timely and accurately for 
each summer session 

appointment.

All stakeholders to this 
process: Hiring unit, new 

employee, HR, Payroll, UIT, 
etc., understand and 

complete their role/required 
steps in the process in a 

timely and accurate manner.



PROCESS 
IMPROVEMENTS 
To support all stakeholders in delivering accurate, timely-
processed appointments: 

 One standard method of collecting appointment 
data/requests with a spreadsheet template

 Utilizing the UHR ticketing portal to submit your original 
spreadsheet and any follow up requests with the same 
ticket

 Clear method of communicating and tracking corrections 
and adjustments

 Clear deadlines
 Managing to the Payroll cycles
 Manual checks as an exception

Presenter
Presentation Notes
Overall shift to ensuring all appointments that need to be processed or corrected for a specific payroll cycle are managed under specific deadlines for unit submission and then actively tracked and completed on a priority basis by HR and payroll.



RESOURCES

Spreadsheet Website Timeline FAQs Help 
Sessions



KEY 
INFORMATION 
FOR  
DEPARTMENTS 

Provide the summer session data on the required spreadsheet template we 
have designed. This is crucial for the process to work. 

Departments can start sending spreadsheets to 
HRSupportServices@oregonstate.edu on May 1, 2022.  Please wait to send it 
until it is as complete as possible. 

The last day that departments can submit spreadsheets is May 15, 2022 for 
processing by the June 14,2022 payroll deadline. 

Appointment dates beginning in July, August or September will be processed by 
the 10th of that month.

If there are new appointments or changes send the same spreadsheet with a 
new tab on the spreadsheet that is labeled corrections with the new re-
submission date. Example: Corrections 4-30-22. Submit corrections with original 
ticket.

If departments send information after the May deadline there will be other 
processing deadlines and different payroll outcomes for the employees 
listed. Manual checks are mailed and can delay the employee’s receipt of their 
paycheck.

mailto:HRSupportServices@oregonstate.edu


PREVIEW THE 
SPREADSHEET
One Unified Document
 Format 
 Corrections Tab with date

When we release the spreadsheet March 1, 2022 we will 
have more information about the department’s visibility 
into the progress on processing their appointments as the 
HR Support Services team works through their 
spreadsheet.  

Presenter
Presentation Notes
Highlight the Corrections Tab



WEBSITE
Spreadsheet
Timeline
Help Session Information
FAQs
Recorded Forum Presentation

https://hr.oregonstate.edu/employees/administrators-supervisors/summer-
session-appointment-process-2022

https://hr.oregonstate.edu/employees/administrators-supervisors/summer-session-appointment-process-2022


HELP 
SESSIONS 

March 25

25 Mar.

April 8

8 Apr.

April 22

22 Apr.

May 6 

6 May

Help sessions appointments are available from 3 pm to 5 pm. Please e-mail HRSupportServices@oregonstate.edu to set up an 
appointment time for in person assistance at University Plaza, Suite 150 or to request a zoom meeting.  University Plaza has free parking. 

mailto:HRSupportServices@oregonstate.edu


SUMMER SESSION TIMELINE

1 Mar.

Spreadsheet posted

25 Mar.

Spreadsheet Help 
Session

8 Apr. and 22 Apr.

Spreadsheet Help 
Sessions

1 May

Begin submitting 
spreadsheets

6 May

Spreadsheet Help 
Session

15 May

Last day to submit 
spreadsheets to 
ensure timely June set 
up

10 June

Last date HR can 
submit information to 
Payroll for June payroll 
processing

10 July

Last date HR can 
submit information to 
Payroll for July payroll 
processing

10 Aug.

Last date HR can 
submit information to 
Payroll for August 
payroll processing

10 Sep.

Last date HR can 
submit information to 
Payroll for September 
payroll processing



LETTERS
Appointment letters will be processed and issued 
along with requests for appointments.



NEXT 
STEPS

UHR will send out an e-mail to the Listserv March 1, 2022
with the spreadsheet template, additional information and 
instructions.

Departments can begin working on their spreadsheets now 
(if needed) and transfer the information to the template. 

Consider attending a help session. 

Contact HRSupportServices@oregonstate.edu with 
questions.

Visit the website to access helpful resources. 

mailto:HRSupportServices@oregonstate.edu
https://hr.oregonstate.edu/employees/administrators-supervisors/summer-session-appointment-process-2022
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