Extended Illness Leave, 60 calendar days
Top Section of PD7 (Items 1-15):
Follow the General Guidelines to Appointment & Reappointment PD7’s for this section with particular attention to the following items.  (Numbers 7, 8 and 10-12 do not need to be completed.)
•       Complete item 13:  To place on Extended Illness leave for 60 calendar days, insert effective dates and a comment concerning the Tenure Clock for non-tenured faculty.
•       Complete item 14:   The position number, budget source, salary and FTE will be the employee’s current information.
•
Complete item 15:    Check “Plus Salary Increase” box.

•
Complete Section 2:  Check “Leave Of Absence” box.  Leave “Purpose of Assignment:” blank.  Insert dates for “Effective Date:” and “Ending Date.”  Salary lines should be left blank.
•       Complete Section 4:   “Separation, Removal From Payroll Effective Date:” leave the date line blank. Enter “Other” for separation reason and insert “New PD7 to be forwarded prior to XX/XX/XX (use the day the leave is over).”  If possible, the return PD7 should be completed and sent along with the Extended Illness PD7.
Tenure Clock:  The tenure clock does not stop automatically.  At the time a request

for leave is granted, the faculty member, the department head, the dean, and the 

Provost will agree in writing whether time spent on a leave of absence will count as

probationary service.  In the absence of an agreement or if the parties fail to reach
agreement, time spent on a leave of absence shall count as probationary service.

Other materials to be submitted with Extended Illness Leave PD7:

· If possible, attach a memo from employee requesting the leave.  If the employee does not have tenure, the memo should include a statement about the tenure clock.

· Memo to Dean from Department Head recommending the Extended Illness Leave.  If the employee is not tenured, the memo should include a statement about the tenure clock.  The Department Head should also include an explanation of how the employee’s classes will be covered while the employee is on leave.
· The Dean will attach a cover memo to the Provost supporting the recommendation.
