Request for Leave Without Salary

Additional requirements for and limitations on Leave Without Salary are specified in the WIU/UPI Agreement 2010-2015, Article 17 (Unit A) and 31 (Unit B) for bargaining unit employees or the Board of Trustees Regulations Section II.B.12.H. for non-bargaining unit employees. Note: Requests must be submitted at least six months prior to the starting date of the requested leave for bargaining unit employees, three months prior to the starting date of the requested leave for non-bargaining unit employees. For Unit A employees, time spent on leave without salary may be credited toward eligibility for retention, tenure, promotion, sabbatical, and PAA if requested by the employee by the end of the fourth week after the employee’s return to full-time employment (Article 17.5.a.).

Name:      
Department:      
Rank:      
Period of requested leave:      
Reason for Request:  (Check and provide pertinent details)

 FORMCHECKBOX 
 Personal
 FORMCHECKBOX 
 Research
 FORMCHECKBOX 
 Advanced Study
 FORMCHECKBOX 
 Professional Development
 FORMCHECKBOX 
 Public Service
Purpose/Need for leave:
     
Signed 
   Date:

                                                 (Applicant)

Approvals:
Department Chairperson/Director:  
Recommend _____
Not Recommend _____

Signature


Date

Dean:  


Recommend _____
Not Recommend _____

Signature 


Date

Appropriate Vice President: 
Recommend _____
Not Recommend _____
Signature 


Date


Forward the original copy of this form to the Provost’s Office for distribution.

NOTE:	During the leave without salary period, an employee may contribute toward and receive LIFE INSURANCE, HEALTH INSURANCE, and RETIREMENT CREDIT. To enact any of these options, check with the Benefits Office, Sherman Hall 312, prior to your leave in order to determine available benefits during the leave period.














April 2011

