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Acknowledgement of Workday Classification - Faculty Teaching Less Than Full-Time

To ensure part-time faculty are properly categorized, we ask that all adjunct and part-time faculty
take a moment to review their employment circumstances and use the definitions below to select
the faculty category (part-time or adjunct) that best describes their work profile. Faculty should
make their selection based on the definitions provided here and their own assessment of their
employment circumstances, and not based on their current titles or classifications within their
school. We recognize that what is considered full-time work varies between professions. We
trust that faculty will determine whether they have a primary career (are employed full-time)
outside of USC based on the conventions of how full-time work is defined within their own
profession. Please see the USC definitions for Adjunct and Part-time Faculty below.

Adjunct Faculty

USC reserves the “Adjunct Faculty” appointment for faculty teaching less than full-time at USC,
who are employed full-time in a primary profession or career elsewhere. Adjunct faculty
typically teach only one course per year but, in exceptional cases, may teach one course per
semester, if approved by the dean.

Adjunct faculty titles include:

For example, a full-time freelance artist, lawyer employed full-time at a firm, or pharmacist
employed full-time by a pharmacy, who teach 1-2 classes a year for USC would be considered an
adjunct faculty member. A retired person who considers themselves fully retired, but teaches 1-2
classes a year for USC, could be considered “Adjunct Faculty.”

Part-time Faculty

USC reserves the “Part-time Faculty” appointment for faculty teaching less than full-time who
[are] not [employed full-time in] a primary position or career elsewhere.

}E‘ Part-time faculty titles include:

For example, a therapist with a part-time private practice, a musician who books performances on
what they consider to be a part-time basis, a biologist who has a part-time job in a lab, who teach
less than full-time at USC could be considered “Part-time Faculty.”

Acknowledgement of Workday Classification - Faculty Teaching Less Than Full-Time

How to check your Adjunct or Part-Time faculty classification in Workday:

. Log into Workday

. Click your profile picture in the upper right corner of the home screen.

. Click “View Profile” directly under your name.

. Click “Academic” on the profile page, in the blue column on the left side of the screen.

Click “Current Appointments” at the top of the screen, to view basic current appointment information.

. Click the ©. magnifying glass icon in the far left “Appointment” column to display the details

of a specific appointment.

7. Look at the “Track Type” heading. Determine whether your categorization (part-time or

adjunct) is correct, based on your review of your own work situation and the definitions above.

QU E W~

After completing the above steps, please complete the attestation below.

Please check both of the boxes below to certify that you have done both of the following:
O Iacknowledge that I have carefully read the above definitions.
O Icertify that I have reviewed my categorization in Workday.

Please check one of the boxes below to certify which of the following is true for you:

O Icertify that my Workday designation is accurate, based on my understanding of my
work situation and the definitions provided above.

OR

O Icertify that I should be categorized differently in Workday with the designation I
have set forth below.
Please check the box below next to the appropriate designation for how you should
be categorized, based on your statement above.

O Adjunct Faculty
O Part-time Faculty

Please complete the following information:

Name: School:
Faculty Title:
Signature: Date:

Please keep a copy of this attestation for your records and submit this form to the faculty affairs
representative in your school.




Implications of part-time and adjunct from a faculty viewpoint



Attestation Process

1. School distribute electronic attestation form


https://laserfiche.provost.usc.edu/Forms/pt-adj-att
mailto:jkroeze@usc.edu
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Workday Process: Part-T
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https://uscedu.sharepoint.com/:b:/s/WorkdayProgramNews/ESEhx2gKo7RNiIhPEQatHfQBXqtDk3ZOFzxOhNMY3wX_QQ?e=CWQmuo
https://uscedu.sharepoint.com/:b:/s/WorkdayProgramNews/ESVCca8xMwZHiwfy1zM959IBFFD656AV3SFn1fbOC8U1GQ?e=ee3iGR
https://uscedu.sharepoint.com/:b:/s/IMAGINEChangeLeaderNetwork/EUMBUvk0QENFkiQGolhAnFMBp7NmGGEh6P9CMyK9Hk91zQ?e=pBIejk
https://uscedu.sharepoint.com/:b:/s/WorkdayProgramNews/EWHwknXXO6NBj6TlWy0izG0BYFUMh-Q6Q3na8Rpwjude_A?e=ix73bT
https://uscedu.sharepoint.com/:x:/s/WorkdayProgramNews/EYeMR_izPolPpsU75n_AY1wBG44lyn9Mswb0vqvkyFL55A?e=6Tukex

Part-time Job Posting and New Hire Procedures




SAMPLE - Job Description




New Hire Procedures



Changes to Part-T



Course Rates for Part-T




New - Business T



New - Lecture-Based Exempt Category



New - Non-Lecture-Based Exempt Category



New - Updated Non-Exempt Language



Background Screening - awaiting HR policy



Work



Entering W



New Review of Part-time Practices for Data Collection




Upcoming Important Dates



Contact Sheet for Questions


https://usc.zoom.us/j/97051472487?pwd=UUJWL20xZVRlbVpVeVhxMExFTndBQT09
mailto:IMAGINEworkday@usc.edu
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