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Overview

Process Steps

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

personal leave of absence or special leave.

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.

Step Action Screenshot
Navigation: Main Menu > Self Service > Leave Management > Leave Request
1 or
From your Home page, under Leave Management, click Submit or Modify Leave Request
On the ESS Leave Request page, click the Find an Existing Value tab. ES5S Leave Request
Enter any information you have and click Search. Leave fiekds blank fiorl
Your employee ID will auto-populate and cannot be changed.
I Find an Existing Value I Add a Mew Value
If you know the leave request ID, enter it next to Leave Request ID. Search Criteria
2 Click Search. Empl 10 [begins with ~ | 927817
EQUES begins with |
O include History  [1Cormect History
Lirnit the number of results to (wp to 300): |300
Clear | Basic Search Fy Save Search Criteria
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Action

Under Search Results and column header Leave

Type, click on Faculty.

Search

Screenshot

=
Clear Basic Search &7 Save Search Criteria

Search Results

b/ Last

View All First ‘4 130f3
Empl ID Empl Record MName Leave RequestID Leave Category Gakedype Start Date End Date Approval Status
3 00573 Leaves OTADSen 05/03/2017 05/03/2017 Apprv Proc
100572 Leaves of Absence Medical ~ 07/01/2017 09/01/2017 Apprv Proc
00571 Leaves of Absence Sabbatical 05/03/2017 05/03/2017 Apprv Proc
Find an Existing Value | Add a New Value
Your previous leave request will open on the MyHR | Core-CT Help
Leave & Tlme RequeSt tab Leave & Time Request Faculty Leave Form
. . Employee ID: 827817 MiloThaich Hercules
To cancel your leave, click on the Leave & Time F
Job Title: Professor
Action tab. From the Leave and Time Action tab, Department: English
. Leave of Absence and Time Pre Approval
ClICk Cancel' Leave Request ID: 00345 Notification Date: 05/27/2017
*Filter by Type: ‘ Leaves of Absence (Medical or other FMLA, Sabbatical) v
A system notification will be sent to previous <Abeencs Nome: TR
approvers notifying them the request was AT
canceled.
Comments:
4a
Attachment Personalize | Find | View All | \ E First 4/ 10of1 ‘&' Last
Aftach  Description Attached File Open
1| Attach open | [+] [=]
Save Attachment

" Actions

Cancel

Submit Request
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4b

Action

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

Enter the new information on the form, then at
the bottom of the form click Proceed to Submit
Page to move to the Leave & Time Actions tab.

On the Leave & Time Action tab, click Submit
Request.

Your modified leave request will be circulated to
the approvers for approval. You will be system-
notified by email when the Provost approves your
modified leave.

Screenshot

Leave & Time Leave & Time Action

Faculty Leave Request Form

(Use for sil ieaves other than Sabbstics! Leave and FamilyMedics! Lesve)

F FACULTY MEMBER: [MioThatch Hercules

2. RANK: [Frofessor

3. DEPARTMENT: [English SCHOOL: [Liberal Arts and Seiences

4. LEAVE REQUEST:

O Parsonsl Lazva (Unpaid)

+ Date: 0572712017 P
From
- Ifeligible, do you want your tenure clock to stop for one. Yes Ne
year?

'Y Other Leave (e.g.. Intergovemmental Persennel Act) -

Specify
+ Date: (0527017 to (05272017
Fram

- Unpaid Faid Partial Pay

percentage:
* Will the University of Connacticut recaive compansation fram an extemal source toward funding the leave?
Ne

Yes (Funding agency and amaunt of
compensation)

7 DEPARTMENT HEAD APPROVAL
Depariments 2re expacted to cover the tesching sssignments of faculty members on leave through salary savings or other
resources

| hereby cenfirm that | have reviewed this leave request and am electronically submiting my approval or denial
| RECOMMEND APPROVAL OF THIS REQUEST.
1 DO NOT RECOMMEND APPROVAL OF THIS REQUEST
ChefLouis RescuersDownlinder

SIGNATURE DATE SIGNED
Next

8, REGIONAL CAMPUS DIRECTOR APPROVAL (AS APPROPRIATE]
If a faculty member assignad to taach at 2 regional campus requests leave, the depariment hesd and dean are expectad to
Provid the necessary resources o the regicnal CIMPLE to Cover the taching assignments through salzry savings or cther
resources

| hereby cenfirm that | have reviewsd this lzave request and am electronically submiting my approval or denial
| RECOMMEND APPROVAL OF THIS REQUEST.

| DG NOT RECOMMEND APFROVAL OF THIS REQUEST

SIGNATURE DATE SIGNED
Next

2. DEAN'S APPROVAL

| hereby confirm that | have reviewed this leave request and am electranically submitiing my approval or denial
| RECOMMEND APPROVAL OF THIS REQUEST.

| DO NOT RECOMMEND APPROVAL OF THIS REQUEST

Kiara DarkwingDuck

SIGNATURE DATE SIGNED
Next

10. PROVOSTS APPROVAL
1 hereby confirm that | have reviewed this leave request and am electronically submitting my approval or denial

| APPROVE THIS REQU

| DC NOT AFFROVE THIS

Nathaniel JungleBook

SIGNATURE
Nest
The Provost's Office will submit completed forms to Human Resourcas for reporting to the Soard of Trustees and intemal distribution.
Per the By-Laws, "Ordinarily, 2 leaws with or wihout pay swarded for the puUrpose of pursuing scholzry researeh activites shall be included in
the probatianary pericd toward fenure. A lasve of at lesst one semaster for parsonal or other reasons ordinarity will not ba included in the

probationary period towsrd tenure” (XIV.C.4).
Proceed to Submit Page

= Add

Fawi A 1amek Rdpissl T gy it F I BEE b 3 I

Actions

Cancel

Submit Request




