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LANCASTER UNIVERSITY
APPLICATION FOR SABBATICAL LEAVE


Further guidance can be found at: http://www.lancs.ac.uk/hr/total-reward/files/sabschem.html	

	Details of applicant

	Name:


	Department:


	Dates of Leave

	
From
	
To



	Purpose of leave
This section should include a statement of why the period of sabbatical leave is being requested and what the member of staff intends to do during this period.

	









































	Measurable objectives
This section should include a list of specific outcomes that are planned for the sabbatical leave period (i.e. papers, grants etc). These outcomes should be additional to normal activity and so a summary of what normal activity consists of should also be included.

	































	Proposed Financial Arrangements 
1 Salary to continue on full pay, or
2 Salary to continue on part pay, (see note 1 below) or
3	No pay leave (see notes 1 & 2 below)
a) departmental and employee both to pay own superannuation contributions, or
b) employee to pay both employer and employee superannuation contributions, or
c) department to pay both employer and employee superannuation contributions, or
4 superannuation contributions to be suspended
	
[bookmark: Check1]|_|
[bookmark: Check2]|_|
[bookmark: Check3]|_|
[bookmark: Check4]|_|

[bookmark: Check5]|_|

[bookmark: Check7]|_|
[bookmark: Check6]|_|


	Other arrangements (specify):
[bookmark: Text1]     

	Will you receive a salary or other payment during leave (other than your University salary?
	[bookmark: Check9]YES|_|
	[bookmark: Check8]NO|_|

	If yes and you are requesting full or part pay during leave, please include details of the financial arrangements in your statement of purpose of leave.



	Proposed arrangements for work in department

	1   To be carried out by other members

	|_|

	2   Request made for replacement

	|_|

	Any other remarks including, where leave is to be taken by a Head of Department, arrangements for a temporary Head of Department, detailing any graduate supervision, please attach with the “purpose of leave and measurable objectives” statement.




	Authorisation
Applicant signature:......................................................................Date:


	
Head of Department comments:











	
Head of Department signature:........................................................Date:


	
Dean signature:............................................................................Date:


	
Faculty Office use only
Outputs achieved:  Yes/No
Action taken:




NOTES
1. Staff purchasing AVC’s should seek advice on the effects of part or no pay leave.
2. During unpaid leave, USS suspends 2 benefits – Death in Service and ill-health pension enhancement.  These can be secured by a one-off payments.  Details from the Payroll & Pensions Manager.
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