
Checklist for the process to request a Leave of Absence 
(Call Angie Koppen with questions and concerns @ 608-265-3373)

· Go to Cooperative-Extension Human Resources Website: http://www.uwex.edu/ces/hr/
· For Employees

· HR Reference Information and Resources
· Review: Leave Benefits

· Print “Leave Checklist” 
· Print “Leave Instructions”
· Discuss your need for leave with your immediate supervisor and/or hiring authority, department head, district director or program director.  If for some reason you cannot discuss your need for leave with one of these individuals, contact the Human Resources Office (Angie Koppen, 608-265-3373) to request assistance. 
· Please coordinate with your department head or supervisor to create a detailed work schedule of how your work will be “covered” while you are on leave.  If you are taking an interminent leave, submit your detailed work schedule with your leave request as well as completing it on your form.  **Please note: Employees that plan to use leave without pay (LWOP) should be aware that this will result in a reduction of your annual vacation and may reduce the amount of sick leave earned. Please contact UWEX Payroll (608-265-9034) & Benefits (608-262-4857) for an estimate of these reductions and changes to your benefits. 
· Complete your Leave of Absence Request Form found here:  https://www.uwex.edu/ces/apps/hr/secure/leave/request/
· Print and sign your completed Leave of Absence Request Form and make copies for your records and fax or mail your request to CE Human Resources Office @ 608-262-9462 attention: Angie Koppen (no later than three weeks prior to the need for a leave of absence).  
· Prior to your leave, if you are a UWEX purchasing cardholder and will be on a leave of absence for one month or more, please contact the purchasing card administrator at 608-265-6645 or 608-265-6787 to put your card limit to $0.00.  When you return from your leave, call the purchasing card administrator to put your dollar limit back to normal.
· Follow up with angie.koppen@uwex.edu @ 608-265-3373 if you have any questions or need assistance in completing this form.
**IMPORTANT ** THINGS YOU NEED TO KNOW and DO WHILE YOU ARE ON LEAVE  
REVISING OR EXTENDING LEAVE OF ABSENCE
· You must notify your supervisor if you are unable to return to work prior to the dates you indicated on your leave request.  
· Complete a “Revised” Leave of Absence Form and get the appropriate signatures and send to CE HR or have your supervisor send it. 

· If your extended leave of absence request extends your leave beyond six months, please submit a revised request for “Extended Leave” to your immediate supervisor and you must provide a doctors statement for extended leave.  Extended leaves need to be approved by the Dean.  
PLANNING FOR YOUR RETURN TO WORK

· Schedule a return-to-work conference with your immediate supervisor   prior to your return to ensure a smooth transition back to your workplace.  

· Submit to the CE Human Resources Office a physician’s or other treating health professional’s statement attesting to your fitness to return to your work following leave of absences for personal or medical reasons.   Please try to submit this prior to coming back to work or shortly there after.   
REPORTING RESPONSIBILITIES DURING LEAVE OF ABSENCE

· Complete your monthly leave accounting statements.
· If you are required to complete ECRT while you are on leave, please make arrangements to do so.
· Reporting Expectations of other job duties required; plan of work.
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