PROCESS FOR PERSONAL AND EDUCATIONAL 
LEAVE REQUESTS

FACULTY
Faculty member submits leave requests to Department Chair.  Faculty, in accordance with the contract, who are unable to secure “a qualified and available colleague to conduct the class involved” shall include in the request a “sound alternative educational experience” for students enrolled in the class/classes affected as outlined on Page 31 of the Faculty Association contract.
If the Department Chair approves the request, the form should be kept on file by the Department for future reference.  IT NO LONGER NEEDS TO BE FORWARDED TO THE AVP OR THE VPAA.
If the request is denied, the form is forwarded to the appropriate AVP for review.  Should the AVP also deny the request, it will be forwarded to the VPAA for final review.

As per the contract, “the permission of the President is required to take a personal leave day just before or after holiday or recess.”

DEPARTMENT CHAIRS:

Department Chairs submit their requests for personal or educational leave to the appropriate AVP.  Department Chairs shall also submit a description of class coverage or coverage of duties as outlined on Page 59 of the Staff and Chairmen’s Association contract.

If the AVP approves the request, the form should be kept on file by the AVP’s office for future reference.  IT NO LONGER NEEDS TO BE FORWARDED TO THE VPAA.

If the AVP denies the request, the form will be forwarded to the VPAA for final review.

As per the contract, “the permission of the President is required to take a personal leave day just before or after holiday or recess.”

11/14/06
PERSONAL OR EDUCATIONAL 
LEAVE REQUEST
NAME:




DEPARTMENT:








⁭
Personal Leave
⁭
Educational Leave

Date(s) Requested:











Coverage for my responsibilities has been arranged as follows:

For Educational Leave, please complete the following information:


Purpose of Leave:










Location of Conference/Seminar:








Faculty Signature




Date
⁭ Approved












⁭ Disapproved (To AVP)



Department Chair Signature/Date
⁭ Approved












⁭ Disapproved (To VPAA)



Associate Vice President/Date
⁭ Approved












⁭ Disapproved




Vice President for Academic Affairs/Date

*Please refer to “Process for Personal and Educational Leave Requests” located on the back of this form for required approvals.  Note: The permission of the president is required in order to take a leave day just before or after a holiday or recess. 

11/14/06


