
 

Office of the Provost 
3090 Zumberge Hall 
Academic and Student Affairs 
Policies and Procedures 

 
 
Title: Faculty Reassigned Time Authorization  
 
Date: December 2014 / Revised October 2016 
 
 
Recently, public and political attention has been focused on faculty productivity. We are all 
aware of the popular, but misinformed perception that faculty work very few hours per week. 
This is grossly unjust considering the time faculty put into preparation, teaching, grading, 
advising, scholarship, and service commitments. We need to give faculty credit for all they do. 
We should also take the opportunity to ensure equity across faculty workloads and, where 
appropriate, to more intentionally focus faculty time on the goals of the University. How we 
handle reassigned time from teaching is another opportunity. Faculty with reassigned time often 
serve critical roles for the University, but there is a lack of consistency in how reassigned time is 
awarded.  
 
Reassigned time is a reduction in the normal 18-credit yearly teaching load for academic-year 
faculty or the normal 24-credit yearly teaching load for 12-month faculty; the time that would be 
spent on teaching is reassigned to accomplish some other task. Reassigned time can be ongoing 
administrative work (e.g., reduction in teaching load for unit heads, university committee chairs, 
course coordinators, etc.), or it can be for a particular, limited purpose (e.g., reduction in teaching 
load for chairing a task force, working on a grant, etc.). Credits of reassigned time from teaching 
should equate to the effort associated with both in-class and outside class work for a similar 
credit class. For example, for three credits of reassigned time, the faculty should spend 
approximately 10 hours per week or 150 hours per semester. All reassigned time should be 
regularly reviewed, and we need to eliminate reassigned time when it is no longer necessary. To 
facilitate the more equitable handling of reassigned time, I will ask faculty with reassigned time 
to report annually on their achievements, and continued reassigned time should be dependent 
upon demonstrated quality and productivity. We remain committed to reducing faculty time 
spent on non-critical activities by providing administrative and support staff as resources permit. 
 
PROCESS for authorizing all faculty who have time reassigned from teaching. 
 

1. The dean or associate dean meets with the proposed recipient to clarify the following: 
a. the number of credit hours of reassigned time;  
b. that time is reassigned from the recipient’s teaching load (not from the Significant 

Focus);   
c. the specific task(s) that necessitates the reassigned time. 

2. The appointment letter is signed and dated by the recipient and the dean. A copy is sent to 
the Provost’s Office. 

3. Each time there is a newly created reassigned time position or there is a new recipient to 
receive the reassigned time, the above process is repeated. 

4. Reassigned time positions with the same tasks and the same recipients each semester can 
remain in place for three years.  During that time the dean or associate dean simply 



reports that it is still active by initialing and forwarding a copy of the original letter to the 
Provost’s Office. However, to ensure that the reassigned time is still accomplishing its 
original purpose, every third year steps 1 - 3 above need to be completed.  

5. Appointment letters for reassigned time positions with extra compensation must be 
generated each semester and sent to Human Resources for the recipient to receive the 
additional pay.  

 
By virtue of receiving copies of the letters generated in steps 1 – 4 above, and a list of still active 
reassigned time agreements, the Provost’s Office will generate an annual report on Reassigned 
Time and post on the Office of the Provost website. 
 
 
Sample letter for faculty reassigned time with no extra compensation 
 
Sample letter for faculty reassigned time plus extra compensation 

https://wwwtest.gvsu.edu/cms4/asset/2C7E8377-04C3-04D0-D76E3802F3A13C9F/reassigned_time_no_extra_-_sample_letter.pdf
https://wwwtest.gvsu.edu/cms4/asset/2C7E8377-04C3-04D0-D76E3802F3A13C9F/reassigned_time_no_extra_-_sample_letter.pdf
https://wwwtest.gvsu.edu/cms4/asset/2C7E8377-04C3-04D0-D76E3802F3A13C9F/reassigned_time_with_extra_compensation_-_sample_letter.pdf
https://wwwtest.gvsu.edu/cms4/asset/2C7E8377-04C3-04D0-D76E3802F3A13C9F/reassigned_time_with_extra_compensation_-_sample_letter.pdf


Sample letter for faculty reassigned time with no extra compensation 
 
Date 
 
Heading 
 
Dear: 
 
I am pleased to formally offer you time reassigned from your teaching for [fill in 
semester(s)/year].  You are still obligated to fulfill the Significant Focus portion of your faculty 
appointment.  Your reassigned time appointment details are outlined below: 
 
Reassigned 
time credits* 

Purpose of reassigned time  

  

*The credits of reassigned time should equate to the effort associated with both in-class and outside class work for a similar 
credit class. For example, for 3 credits of reassigned time, the recipient should spend approximately 10 hours per week or 150 
hours per semester. 
 
Your appointment is subject to the provisions of the University Administrative Manual that 
apply to faculty.  As part of your Faculty Activity Report (FAR), you will be asked to report on 
the achievements during your reassigned time.   
 
If you find this assignment and conditions acceptable, please sign, date and return the original 
copy of this letter by (date) as an official indication of your acceptance of the reassigned time 
appointment as proposed.  A duplicate copy is included for your records. 
 
Sincerely, 
 
Dean      _____________________________________ 
Title      Signature 
 
      _____________________________________ 
      Date 
 
Cc: Provost Office 
 Dept. Chair  
  



Sample letter for faculty reassigned time plus extra compensation 
 
Date 
 
Heading 
 
Dear: 
 
I am pleased to formally offer you extra compensation and time reassigned from your teaching 
for [fill in semester(s)/year].  You are still obligated to fulfill the Significant Focus portion of 
your faculty appointment.   
 
For this appointment, your extra compensation will be $____ and reassigned time appointment 
details are outlined below: 
 
Reassigned 
time credits* 

Purpose of reassigned time  Overload 
pay  

   

*The credits of reassigned time should equate to the effort associated with both in-class and outside class work for a similar 
credit class. For example, for 3 credits of reassigned time, the recipient should spend approximately 10 hours per week or 150 
hours per semester. 
 
Your appointment is subject to the provisions of the University Administrative Manual that 
apply to faculty.  As part of your Faculty Activity Report (FAR), you will be asked to report on 
the achievements during your reassigned time.  
 
If you find this assignment and conditions acceptable, please sign, date and return the original 
copy of this letter by (date) as an official indication of your acceptance of the reassigned time 
appointment as proposed.  A duplicate copy is included for your records. 
 
Sincerely, 
 
Dean      _____________________________________ 
Title      Signature 
 
      _____________________________________ 
      Date 
 
Cc: Provost Office 
 Dept. Chair  
 Human Resources 

Extra Compensation position # 
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