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Requesting Leave Of Absence
Absence– Business Process
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FAMLI, FML, Parental 
Leave, and Long-Term 

Disability 
(Administered by 

Sunlife)
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Notify Manager and HR 
Absence Partner of Leave 

Request

Employee

Outside of Workday

Direct Employee to Third-Party 
Vendor

HR Absence Partner, Manager

Outside of Workday

Contact Third-Party Vendor and 
Provide Application with 
Applicable Information

Employee

Outside of Workday

Third-Party Vendor Opens 
Claim

Third-Party Vendor

Third-Party System

Coordinates with third-party 
vendors for wage and eligibility 

information as needed

Division of HR

Third-Party System

Placeholder/ Pending Leave is 
Added while final Decision is 

Made

API Integration

Request Leave of Absence BP

Notify Manager/ Absence 
Partner

Workday

Notifications

Third-Party Vendor Makes 
Decision

Third-Party Vendor

Third-Party System

Placeholder Leave is Rescinded

API Integration

Request Leave of Absence BP

Employee Placed on 
Appropriate Leave Type

API Integration

Request Leave of Absence BP

Top Off Time Requests

Division of HR

Outside of Workday

Received Information About 
Denial

Division of HR

Third-Party System

Notify Manager / Absence 
Parter

Workday

Notifications

Notify Manager / Absence 
Parter of Denial

Division of HR

Outside of Workday

Intermittent Time Off Request

Employee, API Integration

Request Time Off BP

Request Leave of Absence
Applicable leave types and campus: FAMLI, FML, and Parental Leave at Fort Collins: Administered by Sunlife
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Notify Manager and HR 
Absence Partner of Leave 

Request

Employee

Outside of Workday

Direct Employee to Human 
Resources

HR Absence Partner, Manager

Outside of Workday

Contact Third-Party Vendor

Employee

Outside of Workday

Third-Party Vendor Opens 
Claim

Third-Party Vendor

Third-Party System

Receives Information from and 
Works with Third-Party Vendor

Division of HR

Third-Party System

Employee should be placed on 
Leave Without Pay until a 
decision on LTD is made

HR Absence Partner/ Manager

Request Leave of Absence BP

Third-Party Vendor Makes 
Decision

Third-Party Vendor

Third-Party System

Employee Placed on LTD Leave 
Type

Division of HR

Request Leave of Absence BP

Received Information About 
Denial

Division of HR

Third-Party System

Notify Manager / Absence 
Parter

Workday

Notifications

Notify Manager / Absence 
Parter of Denial

Division of HR

Outside of Workday

Request Leave of Absence
Applicable leave types and campus: Long Term Disability (LTD) at Fort Collins: Administered by Sunlife

*If denied, employee 
will remain on leave 
without pay, until next 
steps are determined 
in the dept.
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Request Return from 
Leave of Absence

(Administered by Sunlife)
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Employee Return  from 
Leave Requested

Division of HR

Request Return from Leave 
of Absence BP

Approval

Division of HR, HR Absence 
Partner

Request Return from Leave 
of Absence BP

Employee Returned from 
Leave

Workday

Automatic

Request Leave of Absence
Applicable leave types and campus: Long Term Disability (LTD) at Fort Collins: Administered by Sunlife



7COLORADO STATE UNIVERSITY SYSTEM

Short-Term Disability
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Notify Manager and HR 
Absence Partner of Leave 

Request

Employee

Outside of Workday

Direct Employee to Human 
Resources

HR Absence Partner, 
Manager

Outside of Workday

Submit Application and 
Medical Information to 

Human Resources

Employee

Outside of Workday

Receive Application and 
Medical Information from 

Employee

Division of HR

Outside of Workday

Employee Remains on SL/ AL 
until it’s exhausted

Division of HR

Request Leave of Absence BP

Division of Human Resources 
Makes Decision

Division of HR

Outside of Workday

Employee Placed on STD 
Leave Type

Division of HR

Request Leave of Absence BP

Received Information About 
Denial

Division of HR

Third-Party System

Notify Manager / Absence 
Partner

Workday

Notifications

Notify Manager / Absence 
Partner of Denial

Division of HR

Outside of Workday

Intermittent Time Off Request

Division of HR

Request Time Off BP

Request Leave of Absence
Applicable leave types and campus: Short Term Disability (STD) at Fort Collins
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Administrative Leave, Military 
Leave, and Sabbatical 
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Notify Manager and HR 
Absence Partner of Leave 

Request

Employee

Outside of Workday

Employee Placed on 
Appropriate Leave Type

Absence Partner

Request Leave of Absence 
BP

Notify Manager of Denial

Absence Partner

Outside of Workday

Request Leave of Absence
Applicable leave types and campus: Administrative Leave, Military Leave, and Sabbatical at Fort Collins
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