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Convert Contingent Worker to Employee

The term Contingent Worker refers to contractors, volunteers, and non-employees. These are entered into Workday
by the department manager and exist within the supervisory organization structure of the department. The hiring
manager of the employee position is responsible for converting the Contingent Worker appropriately after
communicating through email to the current Contingent Worker manager. Follow the steps below to convert a
contingent worker to an employee.
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Note: The Contract End Date and Last Day of Work {

Voluntary > Contract Ended

should be the Day Prior to the Hire Date. The Reason

should be set to Voluntary > Contract Ended.
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