
Unassignment 

The steps below demonstrate how to Unassign an employee. You can Unassign an employee fully (e.g. 
change their FTE to 0) or partially (e.g. 0.50 employee working at the site and 0.50 Unassigned).  

Please make sure you verify the contractual requirements before you Unassign an 
employee. 

 
 

Step 1: Enter the Effective Date for 
the Unassignment. 
 
 
NOTE: You must enter the Effective 
Date before you select any action. 
The Effective Date will become 
display-only after the action is 
selected. 
 
Step 2: Select Unassignment from 
the Action list.   

 

 

 

 

Step 3: Read the pop-up message 
information about Unassignment and 
Click OK to continue the 
Unassignment process. 
  

 

 
 

 

 

Step 4: Enter the new FTE the 
employee will work. If you are fully 
unassigning the employee, enter 
“0.00”. 
 
If you are partially unassigning the 
employee, enter the new amount the 
employee will work (for example, 
“0.50”). 
 
 
Step 5: Click OK to save the 
changes and return to the Staffing 
Summary page. 

 

 

 



Step 6: Note that the  next to  

the row has changed to a , 
indicating a change.  
 
 
Also note that the FTE for a fully 
unassigned employee is now blank; 
for a partially unassigned employee 
the FTE will be reduced. 
 
No vacancy is created as a result of 
the Unassignment action. 

 

 
 

 

Step 7: Complete necessary 
Unassignment notices. 

Send a copy of the Unassignment notice to: 

 The affected employee 

 Human Resources 
 
Unassignment notices are available on the HR Website under 
Staffing Handbook or by calling your Staffing Team member. 
 

 

The action is complete! 
 

You have now unassigned an employee. 

 


