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1. Introduction

This document explains the procedures for applying for a Leave of Absence as a staff or
management employee, and approving the form as the supervisor and the unit administrator or
dean.

This is the approval process:

1. Employee fills out application at least 45 days before the date of leave
2. Direct supervisor approves

3. Unit administrator or dean approves

4. Human Resources approves

2. Staff and Management Employees Application

1. Login to the Leave of Absence Application at https://hsu.link/leave of absence at least 45

days (unless due to an emergency) from the date of leave.
HUMBOLDT STATE UNIVERSITY

|

Please submit this form st least 45 days (unless due to an emergency) before the date of leave.

Employee

Giick the Leave of Absence Form button below or the Leave of Absence Form option in the left menu. Fill out the required fields and click the
n.

Supervisor

Ciick the Supervisor Approval LISt aption in the left Menu. Your pencing Spprovals will BPEAr In the top kst Chok the at icon on te left nana
side af the row 1o view and approve or deny the request

Unit Administrator/Dean

Ciick the unit Approval L e left Menu. Your peading approvals wil appear in e 1op kst Glick e edit icon on

the left hand sicle of the row to view and approve or deny the request.
= Loave of Absence Form
My Leave of Absence Submissions
o P | p— 4

2. Click the “Leave of Absence Form” Button.

the left hand side of the row to view and approve or deny the request.

| = Leave of Absence Form I -
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3. The Leave of Absence Form will open. Your username, Name, HSU ID and the date of the
application will be prefilled. Fill out the rest of the required fields and click the “Submit”
button. Please note that by checking the “I approve” checkbox you’ll be digitally signing the

form.
= HUMBOLDT STATE UNIVERSITY Logout

Leave of Absence Request - Form 107

Mew Document | Revision fuse Explanation field)

Employee Details
. . :
Usarname Name HSUID Application Date
ac35e Alfredo Corral 012441804 1ez021
Department Divisien Supervisor
5 v
Leave Details
Leave From Date ~  Leave To Date Leave Reason
= =] Select One

Explanation

Signature:
ature

Applicant

I approve By clicking this box | am digially Signing this form.

=

4. The form will be sent to your immediate supervisor, the one that you selected in the form, for

approval. You'll be sent back to the home page and see a confirmation message.
= HUMBOLDT STATE UNIVERSITY

Your request has been submitted for approval from your

. supervisor. You'll be contacted once it is approved.
~ Thank you.

Appiication for Leave of Atsence for Staff and Management Employees

Ploase submit this form ot least 45 days (unless due to an emergency) before| An email was sent to you and your supervisor.
Employee
Gilck the Leave of Alzsence Form bution beia or e Leave of Absence Farm option in the feft menw. Fil cul the required ields and cick te submit button,
A8 your sutrissians Wi sppesr n the st b,

Supervisor

G the Supervisar Approval List option in the left menu. Your pencing appravals wil appear in ihe 1op Ist. Cick the edt loon an e lef hand side of the raw In vew and
o o Gy the request

Unit Administrator/Dean

Click ma uni A i Lst aption in YOAF PANCIFYg BPROVIIS Wi AERAAF I tha 10 151, CACK 18 831 120 0 118 168 KA 5458 F the. row 1
VIO 313 BEPATD OF A 1A TRUBST

My Leave of Absence Submissions

Q Go  Acwon

5. Scroll down to see all the applications that you have submitted in the “My Leave of Absence
Submissions” area. In this area you’ll be able to track the progress of the approval for your

Staff and Management Employees Application 2
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submission.

=i Loave of Absence Form

My Leave of Absence Submissions

Q- Ga | Adtions

Unit

Suparvisor unit Agmin HA
Application  Leave LeveTo  Leave Supeniscr  Approved Admin Approved MR Approved
Date FromDate  Date Reason  Supervisor Agproved  Date Unit Admin/Dean ADproved  Date Approved  Date
Parval
B N Laveal  Ariel Aaron - . Al Aaran - P .
oiere  OWEeZRl 00RO SRR AT e TE [ R ie U 0720 Yes 722021
543)
Leave of
- ; - Absence  Ansl Agron ~ ica e Aaron ~ S .
Ozt camAZORl  anacmzy e PRI e T TR e eds VS oz Yes 072372021

Leave of

- e Absenoe el Aaron ~

e T Vresn Without arad38@humboidt edu - : - - N N
Pay (542)

3. Supervisor Approval

1. You will receive an email with a link to the Leave of Absence Application site. Click the link to
access the site or log in to https://hsu.link/leave of absence

ACTION REQUIRED: Leave of Absence & @
Approval Request from Alfredo
Corral Inbox x

hsuhr@humboldt.edu 415 PM (11 minutes ago) Yy €

to ara436, me v

Hello,

A Leave of Absence Request has been submitted by Alfredo Corral on
11/18/2021

pe—

P\easl click here }approve the request. -
—

Thank you,

Human Resources
Humboldt State University

Click the “Supervisor Approval List” menu on the left.
HUMBOLDT STATE UNIVERSITY

Application for Leave of Absence for Staff and Mana
?mit this form at least 45 days (unless due to
ployee

Flinl tha | ansus af Aheannsa Ensm hidtan halna ar tha | a

3. The Supervisor Approval page will open. At the top you will see your pending approvals and at
the bottom your Approved applications.

Supervisor Approval 3


https://hsu.link/leave_of_absence

CAL POLY HUMBOLDT

4. Click the “Edit” icon to the left of the list item that you want to approve.

Supervisor
Approved

Application Leave Leave To Supervisor
Name  HSUID Date FromDate  Date Department  Supervisor Approved

o [ A - ot 11meogey | HUMAN Aviel Aaron -
2 Cu:h TVABR02 TVRZR02T TV2G2021 ReOURCES  arad3s@humboldt.edu

5. The form will open as submitted by the employee.
HUMBOLDT STATE UNIVERSITY Logut

Leave of Absence Supenvisor Approval - Form 107

‘Select Type of Document

Form 107

minisiration New Document

Employee Details
Usemame Name HSUID AppECATion Diate
ac3589 Alfredo Corral 12441894 11182021
Depariment Dwvision Supervisor
HUMAN RESOURCES ~ ADMINISTRATIVE AFFAIRS Ariel Aaron - arad38@humboldiedy v
Leave Details
Leave From Date . Leave To Date ) Leave Reason : Amount of Reduction
1172272021 112602021 Leave of Absence Without Pay

(842)

Explanation

This Is a test

Employee Payroll tems TO BE FILLED BY SUPERVISOR

Cuassification Timenase Empioyed Continuously Sinea (1 Known)

Full Time ' Pan Time. ]

Agency Unt (Of Known) Class (1 Knowr) Sarial (I Knewn)

Applicant Signature

Applcant Sgn

1 Approve

® By clicking this box | am cigitasy signing this form.

Are you the Unit Administrator of Dean?

Human Resources
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Unit
Admin/Dean
Approved
Date

6. After reviewing the information, fill out the “Employee Payroll items TO BE FILLED BY
SUPERVISOR” block.

Employee Payroll ltems TO BE FILLED BY SUPERVISOR

Classification Timabase Empioyed Continuausly Sinca (it Known)

Fuil Time ' Part Time -]

it {If Known) Class It Knawn)

Supervisor Approval
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7. Select the appropriate options in the “Supervisor Signature” block. If you are also the unit
administrator or dean, select “Yes” to the “Are you the Unit Administrator or Dean?” option.
Please note that by selecting one of the radio buttons you’ll be digitally signing the form.

Supervisor Signature
r digitally signing this form

a. Ifyou select “Yes” to the “Are you the Unit Administrator or Dean?” option, a new
field set will appear prompting you to approve the form. Please note that by selecting
one of the radio buttons you’ll be digitally signing the form.

Supervisor Signature

8. Click the “Apply Changes” button to submit the form to the unit administrator or dean. If you
selected “Yes” to the “Are you the Unit Administrator or Dean?” option, then the form will go

directly to Human Resources. In this case, your approval
BER | Acply Changes -

Supervisor Approval 5
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