
Sabbatical Leaves of Absence 

DocuSign Job-Aids for Faculty Applicants 
 

1. Go to https://www.uml.edu/Academics/Provost-office/Faculty-success/Career-
Navigation/sabbaticals.aspx and click the “apply” button. You will be directed to the 
Sabbatical DocuSign form. 
 

2. Enter your name and UML email to begin the signing process (see below). 

 

 

3. Consult the Sabbatical Webpage for a list of DPC Chairs whom you will enter in your 
DocuSign form. Be sure to check for spelling errors as the system won’t 
correct automatically. Failure to do so will result in workflow errors. 
For any further questions, email Sabbatical@uml.edu. 
 

4. Click “continue” on the top right corner to proceed. 
 

5. Complete all required fields highlighted in red boxes. Remember to accurately enter 
your details. 

 
a. You will have the options to attach large documents that won’t fit in the provided 

text boxes. When doing so, please type “see attachment” in the box. 
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b. Be sure to verify your eligibility by answering the required six consecutive years of 
service, Promotion & Tenure, and other previous sabbatical and approved leave 
questions. 
 

c. For each document attached, we highly encourage you to put a corresponding 
title at the top of the page. This will be useful to differentiate multiple 
attachments that you choose to include. 
 

d. Some helpful attachment guidelines: 
• Document: .doc, .docm, .docx, .dot, .dotm, .dotx, .htm, .html, .msg, .pdf, .rtf, 

.txt, .wpd, .xhtml, .xps 
• Image: .bmp, .gif, .heic, .jpg, .jpeg, .png, .tif, .tiff 
• Presentation: .pot, .potx, .pps, .ppt, .pptm, .pptx 
• Spreadsheet: .csv, .xls, .xlsm, .xlsx 
• Maximum file size: 25 MB 
• Recommended file size: 5 MB 
• Maximum # pages per document: 2,000 pages 

 

e. If you opt out from completing Appendix A-9, you will have the option to upload 
your CV.  

 

 

f. After completing all required fields, proceed to signing your Appendix A-10 (see 
below). 

 

  



g. Be sure to check your final summary before hitting “finish”. 

 
 

h. Click “Finish” to submit to the next approval queue. 

 
 

i. “Thank you” page is a confirmation of your submission. 

 
 

If you don’t see the “thank you” page, contact sabbatical@uml.edu. Thank you. 
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