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	THE UNIVERSITY OF BRITISH COLUMBIA

- LEAVE OF ABSENCE FORM - 
	
	Leave:

Leave Extension:
	 FORMCHECKBOX 

 FORMCHECKBOX 


	

	PERSONAL INFORMATION



	EMPLOYEE ID
	SIN (if employee ID not known)
	FIRST NAME
	LAST NAME

	
	
	
	

	ADDRESS WHILE ON LEAVE
	CITY
	PROV
	POSTAL
	COUNTRY

	
	
	
	
	

	WORK PHONE NUMBER
	LEAVE HOME PHONE NUMBER
	DEPARTMENT NAME
	JOB TITLE
	FAC / STAFF

	
	
	
	
	
	
	 FORMDROPDOWN 


	DEPARTMENT - DETAILS OF LEAVE



	LEAVE START DT

(YYYYMMDD)
	LEAVE END DT

(YYYYMMDD)
	% SALARY

    PAID
	%BENEFITS
	LEAVE TYPE
	COMMENTS

INDICATE THE LAST ACTUAL DAY WORKED IF DIFFERENT FROM LEAVE START DT

	
	
	
	
	 FORMDROPDOWN 

	

	
	
	
	
	 FORMDROPDOWN 

	

	
	
	
	
	 FORMDROPDOWN 

	

	
	
	
	
	 FORMDROPDOWN 

	

	
	
	
	
	 FORMDROPDOWN 

	

	FUNDING DETAILS – FOR PARTIAL LEAVES



	START DATE
(YYYYMMDD)
	END DATE

(YYYYMMDD)
	POSN#
	EARNINGS CODE
	SPEED CHART
	ACCOUNT
	FUND 
(Info only)
	DEPT ID
(Info only)
	PROJECT GRANT
	%
	AMOUNT

(Mthly, Hrly, Per Period)
	ANNUAL AMT (Optional)

	
	
	
	 FORMDROPDOWN 

	
	 FORMDROPDOWN 

	
	
	
	
	
	

	
	
	
	 FORMDROPDOWN 

	
	 FORMDROPDOWN 

	
	
	
	
	
	

	
	
	
	 FORMDROPDOWN 

	
	 FORMDROPDOWN 

	
	
	
	
	
	

	
	
	
	 FORMDROPDOWN 

	
	 FORMDROPDOWN 

	
	
	
	
	
	

	
	
	
	 FORMDROPDOWN 

	
	 FORMDROPDOWN 

	
	
	
	
	
	

	
	
	
	 FORMDROPDOWN 

	
	 FORMDROPDOWN 

	
	
	
	
	
	

	MONTHLY   FORMCHECKBOX 

HOURLY   FORMCHECKBOX 

PER PERIOD   FORMCHECKBOX 

	TOTALS
	
	

	SIGNATURES



	FACULTY / DEPARTMENT USE (for additional information or directions)
	FOR HUMAN RESOURCES / PAYROLL USE ONLY

CC: LOA  FORMCHECKBOX 

For Faculty :   FORMCHECKBOX 
 Change appt end date (REA-TEN) 


	     
	

	
	

	REFER ENQUIRIES TO:
	     
	PHONE:
	     
	

	SIGNATURE (Dept Authorization)
	NAME (print)
	DATE
	

	
	     
	     
	

	SIGNATURE (Dean / VP, if applicable)
	NAME (print)
	DATE
	SIGNATURE (HR, if applicable)
	NAME (print)
	DATE

	
	     
	     
	
	     
	     


  Earnings Codes
For Staff: Forward to Payroll directly for Medical, Maternity & Parental Leaves.  Forward to HR for all other leaves.

  Help 
For Faculty: Forward to Faculty Relations.
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