Sabbatical Leave – Clarification of Procedures

Excerpt from the Academic Conditions of Service before 31/7/06

Members of Academic Staff at this University in the grade of lecturer or above are entitled to apply for leave on full salary and with superannuation to engage in study or research on matters relevant to their duties.  Staff are recognised as having a claim to such leave for a period(s) corresponding to one semester in respect of each period of service of four years.  However, staff may make an application irrespective of length of service and for shorter or longer periods.  The Head of School will determine whether to grant leave, having regard to the research strategy of the school, the research record of the applicant, the work to be undertaken and the ability of the School to accommodate the absence of the member of staff.

The new Conditions of Service for Grades 6 to 10 do not currently mention any automatic entitlement to study leave, but there is no intention for the University policy to change.  

There are no automatically ‘earned’   periods of study leave.  It is hoped that those taking on significant academic management roles for the School will be awarded a sabbatical on demitting office but that will still be dependent upon a) a strong research case and b) the teaching and other requirements of the School at that time.

The process of consideration of cases starts in mid-October and it is expected that decisions will normally be made by the end of Semester 1.

1.
Applications for study leave must be made to the Head of Institute in writing, by 15 October in Semester 1 of the academic year preceding that in which the academic member of staff wishes to take study leave.  
2.
The written application should be on the form provided and include the following:
a)
A description of the proposed activity, with the precise dates of requested study leave.

b)
The probable output (in terms of publications, grant applications etc.)

c)  
An indication of how, and by whom, usual duties will be undertaken, in particular teaching, administration and postgraduate supervision.

3.
Provided that the Head of Institute is convinced of the research case, they will countersign the form and pass the application to the Manager of the Teaching Organisation by the end of October.  (The TOMan will at that point provide the Head of School’s PA with copies of the applications.)

4.
The Teaching Allocation (TA) process for the following academic year will happen during November and December and the applications for study leave will be taken into consideration during the TA process.
5.
After the first two TA meetings (usually therefore by the middle of December) the DoT will pass the applications to the Head of School, having countersigned those where the teaching has been covered and highlighted those where issues remain.

6.
The HoS, after consultation where necessary, will let the applicant know of the decision by the end of December.  

7.
A short (<3pp of A4) report on activities and outcomes should be sent to the Head of Institute within 3 months of return from study leave.  It is the responsibility of the HoRI to ensure that this is submitted and is passed promptly to the Head of School.
Other related points:
· Other sorts of leave – such as secondments, Fellowships or unpaid leave of absence – will not count in lieu of formal study leave.

· Academic staff are reminded that, outside of study leave and the special cases above, leave of any sort of more than 5 days is not normally granted within Semesters.
· Study leave is not intended to provide ‘recovery time’ or even ‘reflection time’; this is what vacations are for.  It will often be appropriate for a period of study leave to run on from a vacation.

· Study leave is not applicable to staff on research contracts or research fellowships.
· If study leave is not taken at the time requested,  staff can expect to be reallocated work and cannot expect that the study leave will automatically be deferred.

School of GeoSciences
APPLICATION FOR STUDY LEAVE
	1. Name



	2. Proposed dates of Study Leave



	3. Please describe the proposed activity (max 1,000 words)



	4. Please detail the expected output from the Study Leave (e.g. papers, books, conferences, grant applications). 



	5  Please indicate how, and by whom, usual duties could be undertaken.

(If appropriate, please also attach a letter detailing how postgraduate student supervision will be provided 
during the study leave period. The letter should be signed by the student(s) and the primary and second supervisors.)




Signatures:

	Applicant
	Date

	Head of Research Institute
	Date

	Director of the Teaching Organisation
	Date

	Head of School
	Date Approved


School of GeoSciences
REPORT ON STUDY LEAVE
“A short (<3pp of A4) report on activities and outcomes should be sent to the Head of Institute within 3 months of return from study leave.”  The HoRI will pass this to the Head of School.
Name:

Attach your Report to this Form

Signatures:

	Applicant
	Date

	Head of Research Institute
	Date

	Head of School
	Date


