The University of Scranton
Personal Leave of Absenétequest
Part A:Employee Information:

Employee Name: RoyallD

Supervisor: DepartmentDivision

Employee Phone: EmployeePhone (alternate):

Employee Classification (check one): Exempt Non Exempt

Personal leave is unpaid. Accumulated geksonal and/or vacation time may be used, as appropriate, during an
approved personal leave.

Staff may be granted permission to work part time while on personal leave, with the approval of their supervisor and
Human ResourceH.working part time during Personal Leave:

For nonExempt staff: Timecards must reflect number of hours worked and paid time off used, if any.

For Exempt staffPaid time off used, if any, must be entered into electronic time system. Number of hours unpaid
must bereported to Human Resourckg email at HR@ ScrantddO LATER THAR:00 AM



Date

The supervisor must review the request, determining whether the request is possible given the needs of the
department. If the request is approved by the supervisor, the request is forwarded to the staff member’s department
head (if not the supervisor) for review and approval. If the request is approved by the department head, it is then
forwarded to the divisional vice president for review and approval.

a. If the request is approved at all levels, it is submittetheoOffice of Human Resources for final review and
approval, in conE0190>-39<Iit



