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Agenda
• Overview of Adjunct Appointment/Reappointment 

Process
• PSC Contract Obligation 
• Responsibilities of Department and Human Resource 

Services (HRS)
• Timeline and Important Deadline Dates
• Helpful Resources (BC Knowledge for Employees)
• Q & A
• Contacts for Help

Office of Human Resource Services



Appointment Overview
The Agreement between The City University of New York and The 
Professional Staff Congress/CUNY requires that adjuncts must 
receive a letter of reappointment or non-reappointment by the 
contractual notification dates. 

There are 3 types of Adjunct Appointments:

 1-semester

 2-semester

 2-year (Multi-Year Appointment)
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Multi-Year Appointment
• Current 3-year adjuncts shall remain in effect 

for the term of the appointment and subject 
to the terms of 2-year appointment.

• Current 3-year adjuncts will be eligible for 
consideration for a 2-year appointment at 
the conclusion of their 3-year appointment.
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Adjunct Notification Deadline 

• Fall Semester Notifications: 
      Must send to all adjuncts by the contractual May 29th * deadline date 

 *For Fall 2026 only
 HRS sends notification letter to all adjuncts (1-semester, 2-semester, and 2-year 

adjuncts and non-reappointed adjuncts).

• Spring Semester Notifications:
    Must send to all adjuncts by the contractual December 1st deadline date

 HRS sends notification letter to 1-semester adjuncts and non-reappointed adjuncts.
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HRS Responsibilities
Fall Appointments: 
Assess (for 2-year and 2-semester appointments) and 
provide department a spreadsheet list of adjuncts to 
make reappointment recommendations.

Spring Appointments: 
Provide department a spreadsheet list of adjuncts to 
make reappointment recommendations. 
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HRS Responsibilities
(continued)

• Review recommendations from department and send 
appointment/non-reappointment letters

• Collaborate with ITS to upload into eAppointments 
based on reappointment lists (preload eAppointments)
 Department MUST review appointments that are preloaded before entering 

appointments.
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Department Responsibilities 
• Review spreadsheet list of adjunct and make 

recommendations
• Return spreadsheet of Fall 2026 adjunct 

recommendations for reappointments and non-
reappointments to HRS by May 4th deadline date

• Review and revise preloaded appointments
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Timeline Summer & Fall 2026 
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Important Deadline Dates Summer & Fall 2026 
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Submitting a Cancellation
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• Cancellation cannot be undone.
• If a cancellation is submitted by mistake, you need to cancel the entire 

appointment. This includes the original and all the revisions, if applicable. 
See example below for reference. Then submit a new appointment with a 
DIFFERENT control number.

For Example:



Submitting Appointment 
Hours/Professional Hours to 

an Existing eAppointments
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Effective for Summer Semester only: If adjunct teaching 45 hours or less, no 
professional hours will be applied on appointment . 



Submitting Appointment 
Hours/Professional Hours to 

an Existing eAppointments
(Continued)

Office of Human Resource Services

Check off the box 
that reads:

“ The limit of 135 teaching 
and/or requirement for the 
professional hours is waived 
for this appointment.
Just under the "(b) Regular 
Semester Hours"



Helpful Resource Links
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Visit BC Knowledge for Employees for
Adjunct and other Instructional Hourly Staff 
Process Information

• New Hire Documentation

• Reappointment forms and Required Documention

• Multi-Year Appointments- FAQs

• eAppointments Guides

• Adjunct Pay Dates

https://nam02.safelinks.protection.outlook.com/?url=https://employees.brooklyn.edu/categories/hr/&data=05|02|Guadalupe.Leal@brooklyn.cuny.edu|143066b67574452dbe2a08dcce7a5672|6f60f0b35f064e099715989dba8cc7d8|0|0|638612272059739610|Unknown|TWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D|0|||&sdata=hYqo61Mq57F7W72bQ0RWZ/4BQVjkbmnKwty65yEF7r8%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https://employees.brooklyn.edu/categories/instructional-hourly/&data=05|02|Guadalupe.Leal@brooklyn.cuny.edu|143066b67574452dbe2a08dcce7a5672|6f60f0b35f064e099715989dba8cc7d8|0|0|638612272059754081|Unknown|TWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D|0|||&sdata=I1ySuhhBAd/OO9JVWiJzeGWyd1LG3K111xHyESQiUDo%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https://employees.brooklyn.edu/categories/instructional-hourly/&data=05|02|Guadalupe.Leal@brooklyn.cuny.edu|143066b67574452dbe2a08dcce7a5672|6f60f0b35f064e099715989dba8cc7d8|0|0|638612272059754081|Unknown|TWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D|0|||&sdata=I1ySuhhBAd/OO9JVWiJzeGWyd1LG3K111xHyESQiUDo%3D&reserved=0


Questions?
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Contacts 
for Adjunct Questions

Office of Human Resource Services

• Guadalupe Leal – guadalupe.leal@brooklyn.cuny.edu 

• Debra Quashie – dquashie@brooklyn.cuny.edu

mailto:guadalupe.leal@brooklyn.cuny.edu
mailto:uadalupe.leal@brooklyn.cuny.edu
mailto:dquashie@brooklyn.cuny.edu
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