
Burnout Recovery 
A Guide for Faculty & Administrators

Burnout in 
Higher 
Education

Higher education is rewarding, but the demands of academia 

can lead to burnout. Faculty and administrators often juggle 

heavy workloads, student needs, research, and institutional 

expectations, leaving little time for self-care. 

This toolkit provides actionable strategies for setting 

boundaries, saying no, and navigating toxic work 

environments while maintaining professional fulfillment.

Signs of Burnout:

Chronic fatigue and exhaustion
Reduced motivation and productivity
Emotional detachment or cynicism
Difficulty concentrating
Increased irritability or frustration

Common Causes:

Excessive workload and unrealistic expectations
Lack of institutional support
Unclear boundaries between work and personal life
Pressure to publish and secure funding
Challenging workplace dynamics

First Step, 
Understand 
Burnout

Setting Boundaries to Protect Well-Being

Key Strategies:

Define Work Hours: Establish clear start and end times for work each day.



Limit After-Hours Communication: Avoid checking emails and messages outside 
designated hours.
Create a Priority List: Focus on high-impact tasks and delegate when possible.
Schedule Regular Breaks: Incorporate mental and physical breaks throughout the day.
Use Out-of-Office Replies: Communicate availability and response times proactively.

Boundary-Setting Scripts:

“I appreciate the request, but my workload is full right now. I’ll be happy to revisit this 
next semester.”
“I do not check emails after 6 PM. I’ll respond during office hours.”
“I’d love to contribute, but I need to focus on my primary responsibilities.”



Mastering the 
Art of Saying 
No

Streamlining Enrollment 
Processes

Why Saying No is Essential:

Saying yes to everything leads to overcommitment 
and exhaustion. Learning to decline tasks 
professionally helps protect time and mental energy.

Techniques for Saying No Gracefully:

Be Direct but Polite: Acknowledge the request 
and provide a firm response.
Offer Alternatives: Suggest another resource 
or timeline.
Prioritize Self-Preservation: Remember that 
declining a request is an act of self-care.

Templates for Saying No:

“Thank you for thinking of me, but I’m unable to 
take on additional projects at this time.”
“I’d love to help, but my schedule is currently at 
capacity. Have you considered [alternative 
solution]?”
“I can’t commit to this now, but I can revisit it in 
the future.”



Signs of a Toxic Workplace:

High levels of stress and anxiety
Lack of transparency from leadership
Unhealthy competition among colleagues
Disrespect or lack of recognition
Fear of retaliation for speaking up

Strategies for Coping & Thriving:

Build a Support System: Connect with trusted 
colleagues for guidance and camaraderie.
Document Workplace Issues: Keep a record of 
problematic interactions.
Know Your Rights: Familiarize yourself with institutional 
policies on workplace fairness.
Seek Professional Support: Consider therapy or 
counseling for additional coping tools.
Explore Exit Strategies: If necessary, plan for a 
transition to a healthier environment.

Navigating 
Toxic Work 
Environments



Creating A 
Sustainable 
Work-Life 
Balance

Practical Tips:

Develop a Self-Care Routine: Prioritize physical, 
mental, and emotional health.
Engage in Non-Work Activities: Hobbies and 
relaxation practices improve well-being.
Use Institutional Resources: Leverage employee 
assistance programs (EAPs) and wellness initiatives.
Celebrate Small Wins: Acknowledge 
accomplishments, no matter how minor.

Burnout doesn’t have to define your career. By setting 

boundaries, saying no, and recognizing toxic patterns, 

faculty and administrators can take meaningful steps 

toward a healthier, more fulfilling professional life.

For more on the issues that matter to you, subscribe to 

our newsletter, Beyond the Quad, and listen to Beyond 
the Quadcast on Spotify or wherever you get your 

podcasts.

https://insightintodiversity.substack.com/
https://insightintodiversity.substack.com/
https://open.spotify.com/episode/65rxYyExxVGPUsGVJkazjO?si=2d7a6093d9f44f2f
https://open.spotify.com/episode/65rxYyExxVGPUsGVJkazjO?si=2d7a6093d9f44f2f
https://open.spotify.com/episode/65rxYyExxVGPUsGVJkazjO?si=2d7a6093d9f44f2f
https://open.spotify.com/episode/65rxYyExxVGPUsGVJkazjO?si=2d7a6093d9f44f2f



