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Members of staff are required to provide a report on their Study Leave programme within two months of their return.  The Head of School/Chairperson or equivalent and Dean will take particular notice of this report and the objectives achieved in the light of the application for study leave that was approved.  Consideration will be given to these achievements, including those listed in the leave proposal and those not foreseen at the time of application, when assessing any future application for study leave.

Not all staff members will have undertaken all the activities described below, but please include all of the following headings in your report.

A.
Chronology

Briefly list the following:

•
where based

•
any travel

•
titles of major projects undertaken

B.
Projects Worked On

Provide a narrative of 4-5 pages maximum including:

•
summary of leave proposal

•
projects carried out

C.
Books, Papers, Monographs, etc Produced

D.
Seminars and Conference Papers Presented, Conferences Attended

E.
Centres and Institutions Worked at and/or Visited
•
general impressions of teaching and research in centres visited

F.
Contributions of Leave to Teaching and Research at the University of Waikato

•
new papers/lines of research inspired by the leave
•
benefits to teaching accrued while on leave (e.g. new information, techniques, teaching materials)

•
if your leave was for the purpose of working on or completing a doctorate, include a report from your doctoral supervisor. The report should outline the progress made on the doctorate as a result of the leave period. 

•
contribution to the University’s Vision of excellence, distinctiveness and international connectedness in teaching 
and research.
G.
Fulfilment of ANY Commitments to the University of Waikato
•
supervision of postgraduate students

•
research contracts

H.
Financial or Other Assistance Received from Outside the University

I.
Acknowledgements
Note:
Once approved, study leave reports are treated as open information and may be used by Departments/Schools/Faculties and the University to disseminate information for general academic purposes.
PLEASE FORWARD TO YOUR HEAD OF SCHOOL/CHAIRPERSON OR EQUIVALENT
	HEAD OF SCHOOL’S/Chairperson’s comments and recommendation


	From:


	Department/School:



	Re study leave report from:



	Comment on the outcomes achieved and the overall value of the leave to this staff member and to the Department




	Signed:  
	Date:  



 (Head of School/Chairperson/Equivalent)

PLEASE FORWARD TO THE DEAN
DEAN’S decision
	I have discussed the study leave report with the Head of School/Chairperson (or equivalent) and:


 EQ \x(    ) 
I approve the study leave report.

 EQ \x(    ) 
I approve the study leave report subject to the following conditions:

 EQ \x(    ) 
I decline the study leave report for the reasons below:


​​​​​​​​​​​​​​​​_________________________________________________________________________________



_________________________________________________________________________________



_________________________________________________________________________________



_________________________________________________________________________________



_________________________________________________________________________________

Signed:                                                                                                                Date:                         



 (Dean)

PLEASE SEND copies to the staff member, head of school/ chairperson, senior deputy vice-chancellor and director hrm.
senior DEputy vice-chancellor’s decision
	(Applies only in cases where a study leave report has been declined, or approved subject to conditions, by the relevant Dean).
I have considered the study leave report and:


 EQ \x(    ) 
I approve the study leave report.


 EQ \x(    ) 
I approve the study leave report subject to the following conditions:

 EQ \x(    ) 
I decline the study leave report for the reasons below:


​​​​​​​​​​​​​​​​_________________________________________________________________________________



_________________________________________________________________________________



_________________________________________________________________________________



_________________________________________________________________________________

Signed:                                                                                                                Date:                         



 (Senior Deputy Vice-Chancellor)
Please send copies to the staff member, the relevant Dean and the Director HRM..
(The Director HRM will record and file the study leave report and make any necessary adjustments to the staff member’s study leave credit balance).
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