 FACULTY ABSENCE FORM 
Department of Biological Sciences, The University of Alabama 

This form should be completed and forwarded to the chair at least 10 days before the date of the anticipated absence. In the event of an absence caused by an unanticipated emergency or illness, the faculty member should inform the chair at his/her earliest convenience. 

Faculty members are to notify their department chair in advance of absences that will take them away from their "classes or other regular duties at the University." Thus, any faculty member who contemplates being absent from regular campus duties is expected to make arrangements in advance with the departmental chair. If classes are missed, then notification of how the class period is fulfilled must be approved by the department chair.  

If a faculty member is to be absent from campus during final examination period, the written approval of the chair is required. 

Submission. Do one of the following: (1) Download the form, open in Word and fill it in, save a copy, and email as an attachment to Stephanie L. Holcomb (stephanie.holcomb@ua.edu), OR (2) Print it out and submit hard copy to Stephanie L. Holcomb (1321 SEC). 

NAME FORMTEXT 
 DATE SUBMITTED FORMTEXT 
 

Check one: REQUEST FOR ABSENCE   FORMCHECKBOX 
 REPORT OF ABSENCE  FORMCHECKBOX 
 

REASON FOR ABSENCE

ARRANGEMENTS FOR TAKING CARE  

OF CLASSES, ADVISING, OR OTHER DUTIES

WHO HAS PURCHASING AUTHORITY ON  

YOUR BUDGETS WHILE YOU ARE GONE? 

INDICATE BUDGET NUMBERS AND NAMES.
DATE LEAVING  


 DATE OF RETURN

EMERGENCY CONTACT INFORMATION  
(CELL PHONE NUMBER, LOCAL CONTACT  

PERSON WHO CAN GET IN TOUCH IN AN  

EMERGENCY, ETC.) 

