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Academic Forms On-line 
Sabbatical/Leave Request  

 
The Leave/Sabbatical form for faculty can also be filled out by staff and in the case of 
leaves can be submitted by staff.  
 

 
 
The initial request form will add fields depending on the type of request made. 
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The business office portion of the form is now filled out by department staff after faculty 
have submitted the form.   
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Department staff will be required to confirm FMLA forms are on file in the department. 
 

 
 
For Sabbatical leaves the ‘Pay Period of Leave’ fields will populate based on the 
checkboxes marked.  Note that the actual dates can be changed. 
 

 
 
 
 
 
 
Types of Leave offers three different choices for FMLA 
leave: pregnancy, extended illness, and family care. 
 
 
 
 
 
Instructions are located to the left of the form. 
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Department 
administrators 
and MSOs can 
also start and 
edit forms, saves 
drafts, and 
submit leave 
forms.  
Administrators 
and MSOs can 
start new forms 
via new tab in 
the gold section 
labeled ‘Forms’.   
 
 
 
 
 
 
 
 
 
 
Drafts, started either by staff or the faculty person, can be pulled up from the ‘Review’ 
tab by clicking on the ‘Draft’ or ‘Edit’ link. 
 

 
 
 
After a form have been reviewed by department staff it is routed to the department 
Chair, Dean’s office staff and then the Dean.  In most cases the form will then be routed 
to Academic Personnel staff for review and finally to the Vice Provost for Academic 
Personnel for approval. 


