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UTK Faculty Development Leave (FDL) Process for Departments & Colleges 
https://provost.utk.edu/faculty-leave/ 

1 The faculty member should have an initial conversation with the department head 
(DH) about applying for FDL. 

2 

Once the DH has given the faculty member initial approval to apply for FDL, the 
case facilitator creates the case and forwards it to the faculty member. Note that 
all case review steps are “ad hoc” and each individual/committee will need to be 
added at each approval step by the facilitator before they forward the case to 
the faculty member (see here for instructions). 

3 The faculty member will attach the required documentation, complete the 
required forms and forward their case to the facilitator once they are finished. 

4 

The case facilitator will verify all information in the candidate packet is complete 
and fill-out the Faculty Information Form using data from IRIS. The case facilitator 
will then forward the case to the departmental/college review committee (based 
on dept/college process). 

5 
The review committee will evaluate FDL applications based on the criteria listed in 
the instructions. The committee chair will complete the recommendation form and 
forward the case to the DH. 

6 
The DH will review the candidate materials and the committee recommendation. 
They will then complete a recommendation form and forward the case to the 
college case facilitator. 

7 The college case facilitator will verify the candidate packet is complete and move 
the case forward to the dean. 

8 
The dean will review the case materials and recommendations of the review 
committee and DH. The dean will complete their recommendation form and 
forward the case to the VPFA office. 

9 
The VPFA will review the case materials and either approve, decline, or postpone 
the application and notify the faculty member. (Each college will be sent a single 
memo with the outcomes for their faculty applications.) 

10 

When the faculty member returns from FDL, Interfolio will send them an email 
prompting them to upload their FDL activities report. They will have thirty (30) 
days to submit the report and forward the case to the DH. Once the DH reviews 
the report, they will forward it to the dean, who in turn, will forward it to the 
VPFA. The DH and dean do not complete an approval form at this step, rather 
forwarding the case to the next step acts as approval. 

11 Once the VPFA has received and approved the report, they will close the FDL case. 

https://provost.utk.edu/faculty-leave/
https://provost.utk.edu/wp-content/uploads/sites/10/2022/09/Case-Facilitator-Instructions-CWD-9.6.22.pdf
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Faculty Development Workflow Quick Guide 

Pre-Approval 
Faculty 

Faculty should have initial 
conversation with DH about 

FDL process prior to the 
case being created. 

Case Creation 
Case Facilitator 

Case facilitator will create 
the case once the DH has 
given initial approval to 

apply. 

The case will then be 
forwarded to the faculty 

member by the case 
facilitator. 

Faculty 
Information 

Step 1 
Case 

Facilitator 

Step 2 
Dept Review 
Committee 

Step 3 
Department 

Head 

The faculty member 
attaches required 

documentation and 
completes required forms. 

The case facilitator will verify all 
information in the candidate packet 
is complete, as well as complete the 
Faculty Information Form using IRIS 

data. 

Review committee will 
review all FDL applications 
based on the criteria listed 

in the instructions. 

The DH will review the 
candidate materials and the 

committee 
recommendation. 

Once the faculty completes 
their section, the case is 

moved forward to the case 
facilitator. 

The case facilitator will then 
forward to the 

departmental/college review 
committee (based on 
dept/college process). 

The committee chair will rank 
the proposals and make a 

recommendation by 
completing the required form. 

They will then complete the 
recommendation form by 

adding their recommendation 
and justification. 

The case is then forwarded 
to the DH by the committee 

chair. 

The case will then be 
moved forward to the 
college case facilitator. 

Step 4 
Case 

Facilitator 

Step 5 
Dean 

The college case facilitator 
will review the case 

materials and move the 
case forward to the dean. 

The dean will review the 
case materials and 

recommendations of the 
review committee and DH. 

The dean will complete 
their recommendation 
form, including a brief 
justification statement. 

The case is then moved 
forward to the VPFA office 

by the dean. 

Step 6 
VPFA 

Post-FDL 
Faculty 
Report 

VPFA will review the case 
materials and 

recommendations made. 

Once the faculty member 
has returned from FDL, they 

have 30 days to submit a 
report via Interfolio. 

If approved, the facility member will 
be notified via Interfolio and a 

deadline set for their FDL report to 
be due. The case will be forwarded 

to the faculty member. 

The report will then be 
moved to the DH and dean 

for their review. 

If postponed or decline, the 
faculty member will receive a 

notice via Interfolio of the 
decision and the case will be 

closed. 

Closing the 
Case 
VPFA 

The receipt of the report 
will complete the FDL 

process and VPFA will close 
the case. 




