Model Letter for Recommendation of Research/Study Leave Applications

(for all academic staff members except contingent and term GFT's)
(Date)

Dear

I am pleased to inform you that your application for Research/Study Leave has been approved for the period _______________ to ______________ during which time you will be paid ____% of your base salary.

Your application has been supported as justified academically on the basis of the information which you provided when you applied; please report to me any significant changes in your plans for the project to be undertaken while on leave.

Note that the Research/Study Leave is granted subject to the attached terms; if you anticipate or find that the circumstances of your leave will or do require permission or approval as specified in these terms, please bring these circumstances to my attention promptly.

Insofar as approval of this leave has financial implications which are being incorporated into next year's budget, your signature on the enclosed copy of this letter will be considered a binding commitment on your part to take this leave.  In exceptional circumstances, release from this commitment may be approved by the Vice-President (Academic) and Provost.

Please signify your acceptance of this leave according to the attached terms by signing and returning to me the enclosed copy of this letter.







Yours truly,







_________________________







Dean/Director

______________________________
_________________________

Staff Member's Signature


Date

Enclosure

Model Letter for Recommendation of Administrative Leave Applications

(for all academic staff members)
(Date)

Dear

I am pleased to inform you that your application for Administrative Leave has been approved for the period _______________ to ______________ during which time you will be paid ____% of your base salary.

Your application has been supported as justified academically on the basis of the information which you provided when you applied; please report to me any significant changes in your plans for the project to be undertaken while on leave.

Note that the Administrative Leave is granted subject to the attached terms; if you anticipate or find that the circumstances of your leave will or do require permission or approval as specified in these terms, please bring these circumstances to my attention promptly.

Insofar as approval of this leave has financial implications which are being incorporated into next year's budget, your signature on the enclosed copy of this letter will be considered a binding commitment on your part to take this leave.  In exceptional circumstances, release from this commitment may be approved by the Vice-President (Academic) and Provost.

Please signify your acceptance of this leave according to the attached terms by signing and returning to me the enclosed copy of this letter.







Yours truly,







_________________________







Dean/Director

______________________________
_________________________

Staff Member's Signature


Date

Enclosure

Model Letter for Recommendation of Research/Study Leave Applications
(for contingent and term GFT staff members)
(Date)

Dear

I am pleased to inform you that your application for Research/Study Leave has been approved for the period _______________ to ______________ during which time you will be paid ____% of your base salary.

Your application has been supported as justified academically on the basis of the information which you provided when you applied; please report to me any significant changes in your plans for the project to be undertaken while on leave.

Note that the granting of the Research/Study Leave is subject to the following conditions and the attached terms (as modified by these conditions):

1.
that you have been or will be granted appointment(s) which remain in effect during the proposed period of leave; and

2.
that your obligation to return to the University for a period of time equal to your leave be contingent upon your holding appointment(s) which remain in effect for the applicable period.

If you anticipate or find that the circumstances of your leave will or do require permission or approval as specified in the terms, please bring these circumstances to my attention promptly.

Insofar as approval of this leave has financial implications which are being incorporated into next year's budget, your signature on the enclosed copy of this letter will be considered a binding commitment on your part to take this leave.  In exceptional circumstances, release from this commitment in exceptional circumstances may be approved by the Vice-President (Academic) and Provost.

Please signify your acceptance of this leave according to the attached terms by signing and returning to me the enclosed copy of this letter.







Yours truly,







_________________________







Dean/Director

______________________________
_________________________

Staff Member's Signature           

Date

Enclosure

Model Letter of Denial of Research/Study Leave Applications


(for academic staff members covered by the UMFA Collective Agreement)
(Date)

Dear

I regret to inform you that your application for Research/Study Leave for the period __________ to ___________ has been denied.

The reason for not granting this leave is:  (check or use one)

_____
I am not recommending your leave proposal because your leave plans were not judged to be justified academically.  Please refer to Articles 21.1.1 and 21.4.4.1 of the UMFA Collective Agreement.

_____
The leave cannot be arranged within the priorities of the Department/Faculty/School/Library.  In aaccordance with section 21.4.5 of the Collective Agreement, your next application shall receive prior consideration and you will accrue credit pursuant to the denial of your application rather than pursuant to 21.3.1.  Accordingly, you are hereby granted ____ one half credit in the case of a denial of a half leave or ____ one credit in the case of a denial of a full leave. 

Your accumulated eligibility as of _______________ is ____ credits.








Yours truly,








___________________________








Dean/Director

Model Letter of Denial of Research/Study Leave Applications
(for staff members covered by the Policy on Research/Study Leaves)
(Date)

Dear

I regret to inform you that your application for Research/Study Leave for the period __________ to ___________ has been denied.

The reason for not granting this leave is:  (check or use one)

_____
Your leave plans were not judged to be justified academically.   Please refer to the Policy and Procedure Manual, Policy 704 D.3.

_____
The leave cannot be arranged within the priorities of the Department/Faculty/School/Library.  Your next application shall receive prior consideration.  In addition, you are hereby granted _____ one half credit in the case of a denial of a half leave or _____ one credit in the case of a denial of a full leave.  Please refer to the Policy and Procedure Manual, Policy 704 D.3 and D.4.

_____
Financial support is not available in the budget of the department/faculty/ school or, in the case of a contingent appointment, funds are not available from the external source which funds the appointment.

_____
Other good cause exists for refusing or delaying the research/study leave.

Your accumulated eligibility as of __________ is _______ credits.








Yours truly,








_____________________








Dean/Director

