Process for Requesting a Leave of Absence (No PA)
Human Resources (HR)

The employee will access the Leave of Absence Request form online (HR Website). The form will have to be
downloaded, completed and saved, then emailed to his/her supervisor as an attachment for processing. When the
request is for medical reasons, the employee should provide his/her supervisor with a doctor’s note advising the
possible duration of the leave. The supervisor will sign/date and save the form, then send it to HR as an attachment.
Electronic Signatures are accepted.

The Leave of Absence Request form is available at
https://www.southalabama.edu/departments/financialaffairs/hr/forms.html

The supervisor will review, sign and date the completed leave of absence request form. (Electronic signatures are
accepted). The supervisor or employee will then email the request form to the HR contact person’s email address listed



https://www.southalabama.edu/departments/financialaffairs/hr/forms.html

