
Employee: 
Leader: _________________________ 

______________________ 

Quick Guide for Appointment Length Changes: 12-month moving 
to 9/10-month 
When an employee is changing appointment lengths, there are several impacts that 
should be communicated to an employee by their leader.  Below are the touch points that a 
leader should communicate to the employee for this change, please use this guide during 
your conversation to make sure all topics are covered. 

12-month moving to 9/10-month

Using the established formulas for salary conversion – be prepared to advise the 
employee what the new salary is that they will receive in their new position.     
Communicate with the employee whether any stipends will be ending or starting.  
(Leader – make sure HR200 has been submitted to make the salary change and/or 
stipend changes.)   

12-month base salary: ___________________
9-month or 10-month base salary: ____________________

None   
New _________________________________________________________  
Ending _______________________________________________________ 

Based on when the 12-month position ends, most commonly at the end of the fiscal 
year in June, and when the new 9/10-month position begins, most commonly at the 
start of the academic year, the employee may be without pay in July and August. 
9/10-month positions may not start during the summer between the end of the 
spring semester and beginning of the fall semester.  It is critical to inform the 
employee of this impact so they can plan accordingly for the transition period. 
(Leader – if you are not sure what the impact is, you can reach out to your HRBP or 
the HR Service Center for this information so you may provide this information to 
your employee during your discussion with them regarding their appointment 
change.) 

 Effective date of 12-month position end: ______________________ 
 Effective date of 9/10-month position start: ____________________ 
(9/10-month position start date must be within the academic year) 

Stipends:



Employee: 
Leader: 

______________________ 
_________________________ 

Leave accrual – the employee will no longer accrue vacation leave in their new 
position.  Any vacation leave accrued up to a maximum of 176 hours will be paid out 
on the final paycheck for the 12-month position (Leader - if the HR200 is not 
submitted early enough to be processed in time, this may not occur until the 
subsequentcheck).   

Salary spread – The employee will need to decide if they wish to elect salary spread 
or not prior to the start of the new academic year.  If this transition occurs during the 
academic year, they will not be able to elect salary spread until the following full 
academic year beginning in August.  (Leader - If they wish to elect salary spread they 
will need to submit a salary spread election form prior to the new academic year 
start date – they can contact HR.ServiceCenter@wichita.edu for this form.)

Employees will not lose health insurance coverage, but based on when the 
appointment length changes occur, it can have an effect on how/when health 
insurance deductions occur.   For a position change occurring at fiscal year: 12-
month position ending June and 9/10-month position beginning in August, where the 
employee will be without pay in July and August, the deductions for those months 
can be taken out of their vacation leave payout.  Otherwise, they’ll need to work with 
HR Total Rewards on how payment will need to occur over the two months during 
which they do not have a check.  (Leader – submitting the HR200 as early as 
possible will mean that the employee may have more options to choose from than if 
the HR200 is submitted later.) 

Employee Signature: ___________________________________________ Date: _______________ 

Leader Signature: ______________________________________________ Date: _______________ 

Human Resources Contact Information: 
HR Service Center: hr.servicecenter@wichita.edu (316) 978-3065 
HR Total Rewards Team (Benefits/Retirement/Leave): totalrewards@wichita.edu 
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