ANTICIPATED ABSENCES FROM THE UNIVERSITY  



(Top paragraph to be completed before the annual work assignment is formulated.)

The institutional obligations outlined in your work assignment require your presence at the University or University-affiliated facilities during the standard workweek.  Absences from the University during this standard time including vacations and planned administrative/academic absences must be previously approved by the department Chair. Unplanned absences (sickness or family emergency) should be reported as soon as possible to the Chair’s office (or designee). 

(Faculty member to fill in the following section and return it to the Chair in preparation for the annual review and assignment.)

Vacation: 

Approval of vacation plans by the Chair is required.  Please submit your vacation plans to the Chair well in advance.

Professional activities:

* I anticipate that, on average, I will be absent from the University and it’s affiliated facilities approximately _____ days per _______ to participate in  ________  (possible examples: delivering CME professional talks; serving on study section; teaching at another local college). 

_______________________________________________________





Faculty member signature



Date

_______________________________________________________

Department Chair signature 



Date

Indicates concurrence

______________________________________________________________________________

*  Please note that significant deviations from this require filing an amended plan approved by the Chair.  

