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Start Here

Faculty member requests
scholarly reassignment by

submitting Scholarly
Reassignment Form to the

Department Head2*

Department Head (DH) will review the
request form. If DH supports the request,

the DH will draft a written
recommendation of approval and send

package to Dept HR Partner.1

Departmental Representative will
send the fully signed and approved
Scholarly Reassignment Form to
COS HR and cc' the Department

Head & Faculty Member.

Departmental Representative
will send the Scholarly Reassignment

Form and written recommendation to the
Dean's EA for the Dean’s approval.  COS

HR will be copied on this email
communication.**

D
ea

n'
s 

O
ff

ic
e

COS Dean will review the request and recommendation
from Department Head. The Dean will sign the form
indicating approval. The Dean′s EA forwards the fully

signed supporting documentation to both HR
department representative. If the Dean denies the

request, the dept representative is notified.
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R COS HR Consultant will process

the Scholarly Reassignment in
System via Job Data3 and update

internal tracking document.

Research Administration
*Please contact the College Research Office to discuss contracts and grant planning during a scholarly reassignment. (email to cos_research@ncsu.edu)

 **The department HR representative will copy COS HR on emails sent to the Dean's executive assistant. COS HR will use this information to track reminders for scholarly leave job data entries.

Associated Links:

1.  Scholarly Reassignment FAQs SOP

2.  REG 05.20.24 - Scholarly Reassignment for Faculty

3.  User Guide for Processing HR System Transaction for Scholarly Reassignment


