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LEAVE REQUEST FORM

(For use with leaves less than a quarter, but of 11 service or 15 calendar days or more)

Leaves with Pay, Leaves Without Pay
	Name: 
	     
	Date:
	     

	Quarter(s) for which leave is requested:
	 FORMCHECKBOX 
  Fall
	    
	 FORMCHECKBOX 
  Winter
	    
	 FORMCHECKBOX 
  Spring 
	    

	
	
	
	  Yr.
	
	  Yr.
	    Yr.

	Leave at Full Salary    FORMCHECKBOX 
   
	Partial Salary 
	     
	%
	  Leave Without Pay   FORMCHECKBOX 


	

	Dates of Actual Leave:
	     

	
	

	Name of Fellowship or Grants to be used, if applicable:
	     

	     

	
	

	Leave Purpose:
	     

	     

	     

	

	How Classes will be handled in your absence; if not scheduled to teach during the requested leave, please indicate. Note: In addition to departmental approval, leaves involving finals week require a request from the chair to CEP, CEP approval, and three weeks advance notice for processing:

	
	
	

	     

	     

	
	
	

	Attached Documentation:        
	 FORMCHECKBOX 
 Yes             
	 FORMCHECKBOX 
 No

	

	Address, phone number and email while on leave (if different from your current information):

	     

	                          

	

	Additional allowable income?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
No
	If yes, please explain:
	     

	     

	

	Plans for foreign travel? 
	     

	     

	     


Approved:




      Approved:



_____​​​                                          Section Head      
Date            

         Chair         
Date


[N.B. OFFICES MAY BE REASSIGNED TO VISITING FACULTY DURING LEAVES.] 
· Copies of the departmentally approved request will be forwarded to the Undergraduate Office then attached to the ALAS to be sent to the Dean for approval. Any requests for exceptions may cause lengthier processing due to the need for V.C.A.A. approval.  

· Please contact the Academic Files Coordinator if you have questions on the status of your request.
· Note: Leaves of more than 10 service (or 14 calendar days) that occur at full or partial salary will require the forfeiture of sabbatical credits.
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