SAMPLE LETTER TO ASEs ACKNOWLEDGING LEAVE REQUEST WITH REQUEST FOR DOCUMENATION


DATE
Name
Address
Dear __________:
Based on the information you provided to __________________, faculty instructor for ________[course number/name], it is my understanding that you have requested a leave of absence from your TA appointment starting _________ through _____________.
In accordance with the provisions in the Agreement between the UAW and the University governing employment conditions of the Academic Student Employees, you may request a leave of absence from your ASE as outlined in Article 17 – Leaves (http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/collective_bargaining_units/academicstudentemployees_bx/contract_articles/art_17.pdf).

In order to appropriately review and process your request for a leave of absence, please complete and return the applicable forms indicated below:
· Leave of Absence Request form:  complete the Employee section of the Leave of Absence Request form 
· Medical Certification form:  to be completed by your health care provider.  

· Declaration of Relationship form:  to be completed by employee when (1) requesting to care for a child, spouse, domestic partner, or parent with serious health condition or (2) to care for a newborn, newly adopted child, or a child recently placed into employee’s foster care.

Approval of your leave of absence is contingent on the receipt of the completed Medical Certification form.   Both forms must be completed and returned to the department by __________ [date].  Please send your completed forms to the attention of __________ [department representative] at Department of _______________, _______________[mailing address for department], Riverside, CA   92521-0222. Failure to provide required medical certification may result in delay or denial of leave.  
If you have any questions regarding this matter, please do not hesitate to contact _________ [department representative] either by phone at ___________ or via email at ___________@ucr.edu.


Sincerely,


Department Chair

Enclosures

