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Overview
personal leave of absence or special leave.

UConn faculty members will use this job aid to assist them in modifying or canceling a previously submitted

Reminder: Foreign Nationals on a University of Connecticut sponsored visa should consult with the Department of

International Services and Programs regarding the impact of leaves of absence on their visa status and eligibility.

Process Steps

Step Action

Screenshot

Navigation: Employee Self Service > Leave Management > Submit, Search, Modify Leave

1
On the Submit, Search, Modify Leave page, the Search Existing
active employment records associated with your Dcrtera
name will populate.
Empl Record ‘Assoc Professor "|
. . Leave Request ID ‘ ‘
To find the leave you need to modify or cancel, Loave Comgory | %)
2 choose the appropriate Empl Record for the leave, Start Date \ Bl enabate \ B

and enter the Leave Request ID. With no Leave
Request ID, you can search by Leave Category, or

Click Search Criteria.

dates, or leave all fields blank to bring up all leaves.
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Action Screenshot
Under Search Results and column header Job L‘F‘ "%““'“‘ search Resulte
3 COde Descrlptlon’ click on leave you want to sfg:m ;Z::?ﬁ::ﬁm Hourly Rate  Department Description Location Deseription Leave RequestiD  Leave Category
mod Ify . 0 Assoc Professor English UC-STAMFORD 08423 Leaves of Absence
EE E English E UC-STAMFORD ;08422 ;Lsaves of Absence
Your previous leave request will open on the
. Leave & Time Request Faculty Leave Form Leave & Time Action
Leave & Time Request tab.
Employee 1D: Leave RequestID: 08423
To cancel your leave, click on the Leave & Time Empl Record: 0
. . . Absence Name: Faculty - Education/Research Approval Status: In Approval Process
Action tab. From the Leave and Time Action tab,
click Cancel. ~ Actions
A system notification will be sent to previous Leave Request Loaded
t' ) th th R Leave Request Amended
approvers notifyin em the request was ]
4a pp fy g q Leave Request Status | h |
canceled. Submit Request I
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Action Screenshot

To modify your leave, click on the Faculty Leave
Form tab, which will open the form.

Leave & Time Reguest Faculty Leave Form Leave & Time Action

Office of the Provest

Enter the new information on the form, then at e AUty e R P e
the bottom of the form click Proceed to Submit

1. NAME OF FACULTY MEI
Page to move to the Leave & Time Actions tab. B lprofessor |

3. DEPARTMENT:

English SCHOOL Liberal Arts and Sciences

4_LEAVE REQUEST.

On the Leave & Time Action tab, click Submit © persona Leave (Unpa)
Request. . Dato:From (oo w [P

Personal leaves, according to the By Laws . are granted "for reasons
considered in best interest of the University and in the interests of
professional growth and improvement of the staff member concemed”

YOUF mOdIerd Ieave request W|” be CIrCU|ated to (XIV.L.2). Please aliach a concise explanation of the personal leave o this

form.

the a pprovers for a pprova I. You will be Syste m- © Other Leave (.3, Ressarch Leave, Iniergovernmental Personnel Act)

Specify:

notified by email when the Provost approves your - DateFrom w

o/e272006¢ ouz2r20060

mOdIerd |eaVe, . Unpaid Paid Partial Pay, percentage

Wil the University of Connecticut receive compensation from an extemal source toward funding the leave?
o

‘Yes (Funding agency and amount of compensation)

7. DEPARTMENT HEAD APFROVAL
Departments are expected to cover the teaching assignments of faculty members on leave through salary savings or other resources.

| hereby confirm that | have reviewed this leave request and am electronically submitting my approval or denial.
I RECOMMEND APPROVAL OF THIS REQUEST.
1DO NOT RECOMMEND APPROVAL OF THIS REQUEST.

seramy so

SIGNAT DATE SIGNED

8 REGIONAL CAMPUS DIRECTOR APPROVAL (AS APPROPRIATE)
4 b If a faculty member assigned o teach at a regional Campus requests leave, the depariment head and dean are expected to provide the necessary resources 1o the
regional campus o cover the teaching assignments through salary savings or ofher resources.

| hereby confirm that | have reviewed this leave request and am electronically submitting my approval or denial.
I REGOMMEND APPROVAL OF THIS REQUEST.
1DO NOT RECOMMEND APPROVAL OF THIS REQUEST.

DATE SIGNED
5 DEAN'S APPROVAL
Ihereby confirm that | have reviewed tis leave request and am electronically submitting my approval or denial
| RECOMMEND APPROVAL OF THIS REQUEST.
100 NOT REGOMMEND APPROVAL OF THIS REQUEST.
e T - =— DATESIGNED
10. PROVOSTS APPROVAL
Ihereby confinm that I have reviewed tis leave request and am electronically submitting my approval or deial
| APPROVE THIS REQUEST.
100 NOT APPROVE THIS REQUEST
Radenka Maric
e T [ — DRTESIGNED
Per the By-Laws, “Ordinarity, a leave with or without pay awarded for the purpose of pursuing scholarly resarch activitis shall be included in the probationary period toward temure. Aleave|
of atleast one semester for personal or other reasons ordinarily will o1 be induded n the probationary period tovard tenure” (XIV.G.4)
Il Proceed to Submit Fage "
Leave & Time Request Faculty Leave Form Leave & Time Action
Employee ID: Leave Request ID: 08423
Empl Record: 0
Absence Name: Faculty - Education/Research Approval Status: Approved

v Actions

Leave Request Loaded

Leave Request Amended

Leave Request Status | Amend Loaded Reqt v |

H Submit Request ]l






