Wenzao Ursuline College of Languages
Faculty/Staff Application for Unpaid Leave
Application Date：
	Applicant
	Name
	
	Unit
	
	Title
	

	
	Start date
	mm/dd/yy

	Reason & Pertinent Documentation
	Reason for application
	

	
	Duration
	from   mm/dd/yy      to   mm/dd/yy
for a total of ____years and ____ months

	
	Pertinent documentation
	
	Continuation of insurance coverage while on leave
	 Yes
 No

	Supervisor
	

	Personnel Office
	

	Office of General Affairs
	
	Accounting Office
	

	Dean of Academic Affairs
	
	Secretary General
	

	President
	


Application procedure：Applicant → Supervisor → Initial review by Personnel Office → Office of General Affairs → Accounting Office → Dean of Academic Affairs (not necessary for staff) → President → Personnel Office.
Note：Except for emergency circumstances, faculty and staff requesting unpaid leave must submit relevant documentation, obtain supervisor agreement, and receive approval by the Personnel Office and the President two months before the start date.






















