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Recommended Action  
 
Senate is asked to approve the Sabbatical Leave Policy for Academic Staff. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Summary  
 
During the 2016/17 academic year AGC discussed proposed revisions to the Sabbatical 
Leave Policy. The changes were considered in the light of recommendations outlined in the 
Internal Audit Report on Sabbaticals and previous discussions at AGC in relation to the 
Policy and Monitoring Report.  

AGC further discussed the Policy at their November 2017 meeting and agreed to 
recommend the Policy to Senate for approval. 

The proposed Policy is now attached, with the original Policy included at Appendix A for 
reference. 

One action required.  
 

    
 

 
Publication: Open 
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Item 15 
Senate 13.12.17 

 
Sabbatical Leave Policy for Academic Staff 
 
Introduction 
This paper sets out the City’s Sabbatical Leave Policy for academic staff. Entitlement 
to apply for sabbatical leave is detailed in the terms and conditions of employment of 
academic staff. The purpose of sabbatical leave is to support City’s strategies for 
research and education in line with Schools’ Strategic Plans, enabling staff to have a 
dedicated period of time to undertake internationally-excellent and world leading 
research, learning enhancement or practice that will enable them to deliver the highest 
standards of educational experience. Sabbatical leave is a key component of academic 
life in a research-intensive and educationally-excellent institution and is a key strategic 
tool in advancing City’s Vision & Strategy, and in advancing individual academic 
careers. 
 
Definition 
Sabbatical leave is release from duties for a specified period of time to further research, 
scholarship, teaching and learning enhancement, or practice in order to achieve 
agreed specified objectives that are in support of City’s Strategy and the School 
strategic plans.  The only normal duties member of staff should be expected to do 
when on sabbatical leave are those directly related to the aims of their sabbatical.  Staff 
Members of Council, Senate and committees should be encouraged to attend 
meetings during periods of sabbatical leave where this does not conflict with the 
purpose of their sabbatical. Sabbatical is normally paid leave and is distinguished from 
blocks of time made available through the scheduling of teaching as this is a 
compression of duties not a release from duties. 
 
Other forms of leave of absence 
Other forms of leave of absence, which are also available to academic and other 
categories of staff are identified below. These are not addressed in this policy. 

• Study leave is release from duties to undertake a specified course of study. 
• Secondment is release from duties, either paid or unpaid, to undertake an 

activity elsewhere in City or at another organisation. 
• Unpaid leave is approved leave of absence without pay to undertake specific 

activities. 
• Buy-out is release from duties where the funding for that release has been 

identified from an alternative source e.g. research contracts. 
 
Scope of the policy 
This policy applies to sabbatical leave (not other forms of leave of absence).  
 
Eligibility 
Entitlement to sabbatical leave is not automatic but based on the merits of a proposal, 
its specified objectives and planned outputs in relation to City’s Strategy and School 
strategic plans.  The maximum period of sabbatical leave for which a member of 
academic staff may apply is specified in the terms and conditions of employment. 
  
The number of times a member of staff may undertake sabbatical leave is unlimited 
provided that the overall limits of entitlement specified in the terms and conditions of 
employment are not exceeded.  There is no age limit or constraint with regard to the 
timing in an individual’s career at which the leave is taken provided that the length of 
service requirement is met. In all cases applications for sabbatical leave are subject to 
approval by the relevant delegated authority. 
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School are responsible for ensuring that applications are encouraged from all members 
of academic staff in line with City’s Equality, Diversity and Inclusion Strategy  
 
Authorities and delegations 
Senate has authority to approve the overarching policy for sabbatical leave and to 
identify, as a part of this policy, appropriate delegations and core procedures. 
  
Senate delegates to Boards of Studies the authority to approve local level operating 
mechanisms in relation to the academic case for sabbatical leave and to set criteria 
appropriate to the Board of Studies area to supplement university-level criteria. 
  
Schools have delegated responsibility for providing local guidance about sabbatical 
leave to academic staff. This guidance should be developed or revised in consultation 
with Research and Enterprise Committee and Education Committee. School guidance 
should pay particular attention to realising the University’s commitment to diversity. 
Schools should provide to Senate and the Research and Enterprise Committee a clear 
statement of their strategy in relation to sabbaticals including all local guidance as part 
of their annual report. 
 
Approval of resources to enable release from duties for sabbatical leave is delegated 
to the relevant Dean, advised by the School Executive Committee. In doing this, the 
Dean sets the resource limits for the overall operation of sabbatical leave in the school. 
  
Approval of the academic case for sabbatical leave is delegated from Senate to Boards 
of Studies for staff in their area.  This may in turn be delegated to a sub-group to enable 
detailed scrutiny of applications.  Where a sub-group considers applications, a report 
is made to the Board of Studies, the minutes of which detail those who have been 
granted sabbatical leave, the period of that leave and those applications that have 
been refused (with an explanation of the reason). 
 
 
Criteria and objectives  
Schools are expected to give due consideration to the needs of all staff in the 
application of the sabbatical process.  Schools are required to take a proactive 
approach to the management of sabbatical leave to ensure that staff are encouraged 
to apply and are able to benefit from sabbatical leave provision at appropriate times in 
their career.  This is subject to the identification of appropriate objectives for the period 
of leave and within any resource constraints, although efforts should be made as far 
as possible to overcome such constraints.  
 
The criteria for sabbatical leave are deliberately broad to enable its use for a range of 
activities.  Additional local criteria may be developed and agreed by the relevant 
delegated authority.  In all cases, an application for sabbatical leave must meet the 
following criteria: 
 

• Contain objectives that are in support of City and School strategic goals,  
• Present a plan for the proposed use of time and other resources, which 

identifies inputs to the sabbatical leave. 
• Identify the anticipated outcomes of the sabbatical leave; these need to be 

measurable and to relate to the objectives of the leave. 
• Support the professional development of the individual member of academic 

staff. 
 
The outcome of research is not always predictable, and the following up of 
unanticipated research avenues may constitute a successful use of sabbatical 
leave.  The timing of outputs also is variable and due regard should be given to the 
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appropriateness of time-frames proposed for outputs. It is recognised that inputs, even 
when used wisely, may not yield the expected outcomes.  This does not negate the 
usefulness of a period of sabbatical leave.  Where the criteria and outcomes of 
sabbatical leave are unlikely to be met there may be good reason for this.  In such 
cases, the member of staff is expected to alert the School to the change as soon as 
possible and, where possible, agree revised objectives/outputs of the sabbatical 
leave.  Alternatively, there may be cause for concern regarding the use of the 
sabbatical leave by the individual member of staff.  In such cases, the manager should 
raise the concern with the member of staff and appropriate action taken to address 
concerns. 
  
Procedures 
  
Design of procedures for approval of sabbatical leave is delegated to the relevant 
School (see above) and operates within the scope of the specified delegated 
authorities.  Locally designed procedures must not conflict with those specified by 
Senate and responsibility for assuring Senate is provided by the Research and 
Enterprise Committee (involving the Education Committee where appropriate).  
Senate’s specified procedures are: 
 

• All applications for sabbatical leave are submitted for consideration using the 
Sabbatical Leave Application (SLA) Form to enable a central record of 
applications 

• All applications for sabbatical leave include clear objectives and measurable 
outputs that are to be achieved through the sabbatical leave. 

• A record is kept by the Secretary to the Board of Studies of the number of 
applications for sabbatical leave which are not approved and the reasons for 
this. 

• The member of staff makes a report within three months of completion of the 
sabbatical leave, detailing the achievement of the specified objectives and 
outputs and other successful outputs of the leave. 

• The member of staff makes an additional report one year following the 
completion of the sabbatical leave, reflecting further on the achieved outputs of 
the leave. 

• Reports made within three months of completion are submitted on the 
Sabbatical Leave Completion (SLC) Report Form. 

• Schools (and professional services where appropriate) provide an annual 
report to the Research and Enterprise Committee and Senate as outlined 
above. 

 
Records 
Records of sabbatical leave are maintained at School level through the Board of 
Studies reserved minutes and by Human Resources on the member of staff’s 
personnel file.  City should keep a central record of all applications and sabbatical 
leave activity, and support the reporting of management information to the Research 
and Enterprise Committee and Senate. Relevant data in relation to equality and 
diversity will be recorded.  
 
Monitoring 
Monitoring of objectives of an individual member of staff’s sabbatical leave is delegated 
to, and undertaken by, the Head of Department or other individual nominated by the 
Dean of School.  
   
Monitoring of overall sabbatical leave activity is undertaken by the Board of Studies at 
School level and the Research and Enterprise Committee or Education and Student 
Committee and Senate at university level.  Monitoring takes account of the use of 
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School’s use of sabbaticals in relation to City’s and individual School’s strategies, the 
number and length of periods of sabbatical leave granted, broad objectives and 
achievement of agreed outputs, and the number of sabbatical applications refused and 
the reasons for this. 
 
Monitoring of the operation of sabbatical leave across the institution is undertaken by 
the Research and Enterprise Committee and / or the Education and Student 
Committee and Senate. School Boards of Studies should provide an annual report to 
the Research and Enterprise Committee and Education and Student Committee (if 
appropriate) and Senate of how sabbaticals have been used in support of School 
strategies each year. This should include a breakdown of sabbatical activity by 
Department, the proportion of staff undertaking sabbaticals, all sabbatical applications 
made in the School, the outcome of the applications and the reasons for that outcome. 
It should provide with each report a summary of its strategy towards sabbaticals and 
the rationale for the local criteria applied. It should also provide analysis in relation to 
the City’s Equality and Diversity strategy, including specific actions within the Athena 
Swan Action Plan. It should summarise any appeals raised in connection with the 
operation of this Policy. The report should also include a summary report of the outputs 
achieved by staff who have undertaken a sabbatical in that academic year, along with 
commentary on how those outputs meet the School’s Strategic Plan.  
 
Monitoring takes place on an annual basis. The Sabbatical Leave Policy should be 
reviewed every five years to ensure its continued currency and relevancy. 
 
  
Relationship to appraisal 
Appraisal is one process by which the benefit to an individual and City of a period of 
sabbatical leave may be identified.  The appraisal process for academic staff should 
include consideration of the possibility of a period of sabbatical leave and appropriate 
timing for this, taking account of length of service and any other factors relevant to the 
individual. 
  
The achievement of the objectives and outputs of an individual member of staff’s 
sabbatical leave should be reviewed as a part of the appraisal process.   
 
Financial gain 
Any financial gain or additional earnings arising from sabbatical leave is managed in 
accordance with the relevant financial policies and regulations, and the terms and 
conditions of employment. 
 
Appeal 
Staff wishing to raise concerns over the application of this policy are able to appeal to 
a sub-committee of the Research and Enterprise Committee or Education and Student 
Committee (whichever is appropriate). The sub-group will consider an appeal and, if 
necessary, make recommendations that the School reconsider the decision. In the 
event of the staff member remaining dissatisfied with the outcome, they should raise 
any further concerns through the Grievance Procedure.  
 
October 2017 
 



Annex A, Item 15
 Senate 13.12.17 

Sabbatical Leave Policy 

Introduction 
This paper sets out the University’s Sabbatical Leave Policy.  The policy has been 
updated and revised in the light of the University’s experience of operating sabbatical 
leave.  Entitlement to apply for sabbatical leave is detailed in the terms and conditions 
of employment of academic staff. 

Definition 
Sabbatical leave is release from duties for a specified period of time to further research, 
scholarship, teaching and learning enhancement, or practice in order to achieve 
agreed specified objectives that are in support of University and School strategic 
goals.  The only normal duties member of staff should be expected to do when on 
sabbatical leave are those directly related to the aims of their sabbatical.  Staff 
Members of Council, Senate and committees should be encouraged to attend meeting 
during periods of sabbatical leave where this does not conflict with the purpose of their 
sabbatical. Sabbatical is normally paid but may be unpaid.  Sabbatical leave is 
distinguished from blocks of time made available through the scheduling of teaching 
as this is a compression of duties not release from duties. 

Other forms of leave of absence 
Other forms of leave of absence, which are also available to academic and other 
categories of staff are identified below. These are not addressed in this policy. 

• Study leave is release from duties to undertake a specified course of study.
• Secondment is release from duties, either paid or unpaid, to undertake an

activity elsewhere in the University or at another organisation. 
• Unpaid leave is approved leave of absence without pay to undertake specific

activities. 
• Buy out is release from duties where the funding for that release has been

identified from an alternative source eg research contract. 

Scope of the policy 
This policy applies to sabbatical leave (not other forms of leave of absence). 

Eligibility 
Entitlement to sabbatical leave is not automatic but based on the merits of a proposal, 
its specified objectives and planned outputs in relation to the University and School 
criteria.  The maximum period of sabbatical leave for which a member of academic 
staff may apply is specified in the terms and conditions of employment. 

The number of times a member of staff may undertake sabbatical leave is unlimited 
provided that the overall limits of entitlement specified in the terms and conditions of 
employment are not exceeded.  There is no age limit or constraint with regard to the 
timing in an individual’s career at which the leave is taken provided that the length of 
service requirement is met. . 
In all cases applications for sabbatical leave are subject to approval by the relevant 
delegated authority. 

Schools are responsible for disseminating information about University and School 
policies for sabbatical leave to all members of academic staff.  Schools should ensure 
that their management of sabbatical leave results in equitable treatment for staff in 
accordance with locally agreed priorities.  Monitoring of sabbatical leave should include 
numbers turned down. 



 
 

 
Authorities and delegations 
Senate has authority to approve the overarching policy for sabbatical leave and to 
identify, as a part of this policy, appropriate delegations and core procedures. 
  
Senate delegates to Boards of Studies the authority to approve local level operating 
mechanisms for sabbatical leave and to set criteria appropriate to the Board of Studies 
area to supplement University-level criteria. 
  
Schools have delegated responsibility for disseminating policies about sabbatical 
leave to staff. 
 
Approval of resources to enable release from duties for sabbatical leave is delegated 
to the relevant Dean, advised by the School Executive Committee.  In doing this, the 
Dean, advised by the School Executive Committee, sets the resource limits for the 
overall operation of sabbatical leave in the school. 
  
Approval of the academic case for sabbatical leave is delegated from Senate to Boards 
of Studies for staff in their area.  This may in turn be delegated to a sub-group to enable 
detailed scrutiny of applications.  Where a sub-group considers applications, a report 
is made to the Board of Studies, the minutes of which detailing those who have been 
granted sabbatical leave and the period of that leave. 
  
Consideration of appeals against decisions concerning sabbatical leave is managed 
by the Dean or his/her delegated authority.  Where an appeal is unresolved the 
academic staff grievance procedure may be used.  The delegations specified in this 
procedure apply. 
Monitoring of objectives of an individual member of staff’s sabbatical leave is delegated 
to, and undertaken by, the relevant line manager or other individual nominated by the 
Dean of School.  
  
Monitoring of the operation of sabbatical leave across a Board of Studies area is 
delegated to the Board of Studies.  This includes monitoring the achievement of the 
broad objectives of sabbatical leave. 
  
Monitoring of the operation of sabbatical leave across the University is undertaken by 
Senate or another body, as delegated by Senate. 
 
Criteria and objectives  
Schools are expected to give due consideration to the needs of all academic staff in 
the application of the sabbatical process.  Schools are required to take a proactive 
approach to the management of sabbatical leave to ensure that staff are encouraged 
to apply and are able to benefit from sabbatical leave provision at appropriate times in 
their career.  This is subject to the identification of appropriate objectives for the period 
of leave and within any resource constraints, although efforts should be made as far 
as possible to overcome such constraints.  
  
The criteria for sabbatical leave are deliberately broad to enable its use for a range of 
activities.  Additional local criteria may be developed and agreed by the relevant 
delegated authority.  In all cases, an application for sabbatical leave must meet the 
following criteria: 

• Contain objectives that are in support of University and School strategic goals. 
• Present a plan for the proposed use of time and other resources, which 

identifies inputs to the sabbatical leave. 
• Identify the anticipated outcomes of the sabbatical leave; these need to be 

measurable and to relate to the objectives of the leave. 



 
 

• Support the professional development of the individual member of academic 
staff. 

  
The outcome of research is not always predictable, and the following up of unexpected 
research avenues may constitute a successful use of sabbatical leave.  It is recognised 
that inputs, even when used wisely, may not yield the expected outcomes.  This does 
not negate the usefulness of a period of sabbatical leave.  Where the criteria and 
outcomes of sabbatical leave are unlikely to be met there may be good reason for 
this.  In such cases, the member of staff is expected to alert the School to the change 
as soon as possible and, where possible, renegotiate the objectives/outputs of the 
sabbatical leave.  Alternatively, there may be cause for concern regarding the use of 
the sabbatical leave by the individual member of staff.  In such cases, the manager 
should raise the concern with the member of staff and appropriate action taken initiated 
to address concerns. 
  
Procedures 
  
Design of procedures for approval of sabbatical leave is delegated to the relevant local 
authority (see above) and operates within the scope of the specified delegated 
authorities.  Locally designed procedures must not conflict with those specified by 
Senate which are: 

• All applications for sabbatical leave are submitted for consideration using the 
Sabbatical Leave Application (SLA) Form. 

• All applications for sabbatical leave include clear objectives and measurable 
outputs that are to be achieved through the sabbatical leave. 

• A record is kept of the number of applications for sabbatical leave which are 
not approved and the reasons for this. 

• The member of staff makes a report within three months of completion of the 
sabbatical leave, detailing the achievement of the specified objectives and 
outputs and other successful outputs of the leave. 

• The member of staff makes an additional report one year following the 
completion of the sabbatical leave, reflecting further on the achieved outputs of 
the leave. 

• Reports on completion are submitted on the Sabbatical Leave Completion 
(SLC) Report Form. 

 
Monitoring 
Monitoring of sabbatical leave is undertaken by the Board of Studies at School level 
and Senate at University level.  Monitoring takes account of the number and length of 
periods of sabbatical leave granted, broad objectives and achievement of agreed 
outputs, and the number of sabbatical applications refused and the reason for this. 
  
Monitoring takes place on an annual basis. The Sabbatical Leave Policy should be 
reviewed in approximately five years’ time to ensure its continued currency and 
relevancy. 
 
Records 
Records of sabbatical leave are maintained at School level through the Board of 
Studies reserved minutes and by HR on the member of staff’s personnel file.  Records 
in HR should be retained in such a way as to facilitate the production of University-
wide management information. 
  
Relationship to appraisal 
Appraisal is one form of process at which the benefit to an individual and the University 
of a period of sabbatical leave may be identified.  The appraisal process for academic 
staff should include consideration of the possibility of a period of sabbatical leave and 



 
 

appropriate timing for this, taking account of length of service and any other factors 
relevant to the individual. 
  
The achievement of the objectives and outputs of an individual member of staff’s 
sabbatical leave are reviewed as a part of the appraisal process.  The process may 
identify cause for concern where objectives have not been met and/or outputs not 
achieved. 
 
Financial gain 
Any financial gain or additional earnings arising from sabbatical leave is managed in 
accordance with the relevant University financial policies and regulations, and the 
terms and conditions of employment. 
 
Appeal 
Staff wishing to appeal a decision connected with their application for sabbatical leave, 
or express concern about lack of access to sabbatical leave opportunities, should do 
so in accordance with standard processes available to staff for raising matters of 
concern and grievance.  
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