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1. [bookmark: _Toc204945376]Purpose

1.1 This policy outlines the University’s principles, criteria, and procedures underpinning research leave schemes. It is designed to support the development and delivery of high-quality research by staff, while ensuring fairness, transparency, and consistency across the University and all Schools. 

1.2 It reflects the University’s Research Cultures Strategy and commitment to Aberdeen 2040, recognising that excellent research depends on the right conditions, environment, and support for staff to thrive. The Research Leave scheme is key to this and plays a vital role in advancing the University’s research strategy and enhancing its global profile and reputation.

1.3 Research Leave provides dedicated time away from routine responsibilities, enabling staff to pursue creative, ambitious, and impactful research. Alongside original research, this may include activities such as knowledge exchange (for example, collaboration with business, policy makers, industry, and society), grant development, and initiatives that strengthen research cultures.

1.4 The University recognises that research leave contributes significantly to the professional and intellectual development of staff. It is also integral to the institution's reputation for world-leading research and wide-ranging impact, while advancing excellence and integrity in the research environment.  

1.5 This policy aims to support diverse practices and procedures in the administration of research leave schemes across the University, while providing shared standards of equity, inclusivity and transparency across schemes. It outlines key principles and considerations to establish strong foundations and good practice while mitigating risks within both local and University-wide research leave schemes. 

2. [bookmark: _Toc204940951][bookmark: _Toc204940987][bookmark: _Toc204944868][bookmark: _Toc204944981][bookmark: _Toc204945377][bookmark: _Toc204945378]Scope

2.1 This policy applies University-wide, including to all academic Schools.  It provides a core framework of guiding principles for the operation of research leave. While the policy establishes a consistent institutional standard, individual Schools have the flexibility to develop local procedures appropriate to their disciplinary needs.

2.2 Research leave may be used for (please note, this is not exhaustive):

· Collaborative work e.g., visiting other research centres
· Conducting pilot studies 
· Writing and publishing e.g., to complete research outputs for REF, journal articles or books.
· Developing strategic partnerships and networks.
· International visits e.g., to learn new approaches or consult with rare material.
· Conducting fieldwork e.g., to generate new data or scholarship.
· Enhancing research impact e.g,. through commercialisation or knowledge exchange activities with businesses, policymakers, interdisciplinary groups, and the broader society. 
· Developing research and innovation strategies e.g., to develop strategies to secure large-scale funding
· Interdisciplinary research initiatives e.g., to undertake research projects that combine expertise across diverse fields to address complex challenges.
· Research culture Initiatives e.g., enhancing processes (e.g., open research practices), developing opportunities for collaborative working, promoting the development and recognition of people involved in research, evaluation of progress in research culture.

2.3 To ensure consistency, the term "Research Leave" is encouraged to be used. Schools should publish accessible local guidance outlining their approach, referencing this institutional policy. School guidance should clearly define the processes, criteria underpinning decision-making, incorporate the key principles and considerations outlined in this policy and outline timelines for all stages of application, approval, and reporting (including clear links to application and reporting templates).

3. [bookmark: _Toc204945379]Key principles

3.1 Research leave is not an automatic entitlement; however, there is a clear expectation that it will be granted where eligibility criteria are met and institutional and School priorities as well as operational needs, allow. While subject to these considerations, research leave represents a valuable opportunity to support and advance academic research.

3.2 Research leave should align with the School and University’s strategic research goals, including the advancement of research and development of researchers.

3.3 Applications must be assessed on the merit of the proposal, its strategic alignment and potential for outputs and impacts while also giving due consideration to academic freedom. The Policy on Responsible Research Assessment sets out the principles of responsible research evaluation and should be read in advance of assessing applications.

3.4 Equality, diversity, and inclusion considerations will underpin all decisions.

4. [bookmark: _Toc204945380]Eligibility

4.1 All academic staff on research or teaching and research contracts (usually 0.2 FTE or above) will usually be eligible to apply for research leave. Schools may, at their discretion, extend eligibility to staff on Teaching and Scholarship contracts or those in research-enabling roles. 

4.2 A minimum period of service (usually four years) is required prior to application and to be determined at School level, taking into account workloads and feasibility.  A period of Research Leave or a similar period of other leave of absence does not count towards qualifying service for future Research Leave.

4.3 Applications are welcome from staff at all career stages, part-time and full-time, subject to meeting other eligibility criteria as defined within this policy and School guidance. 

4.4 Applications from probationary staff should be considered only in exceptional circumstances.

4.5 Applications are welcome from staff returning after an extended period of leave (e.g., parental leave or long-term sick leave) where research activity may have been impacted and other eligibility criteria are met, as defined within this policy and School guidance.

4.6 Usually, research leave will be granted for a period of one term. In exceptional circumstances, it may extend up to a maximum of one year. The duration of leave awarded will be subject to School discretion and operational feasibility. Applicants, particularly those requesting leave longer than one semester, are encouraged to discuss their proposed leave period with the School Director of Research before submitting an application.

4.7 The frequency of research leave will be determined at the School level and should reflect disciplinary norms and workloads. Usually staff will be eligible to apply for at least one semester of research leave out of every eight. Eligibility does not automatically entitle a researcher to leave.

4.8 All additional eligibility criteria must be set out clearly and transparently within the School’s research leave guidance.

5. [bookmark: _Toc204945381]Funding Considerations 

5.1 Applicants are encouraged to demonstrate efforts, and where applicable, successes, in securing external funding to support their research leave. While Schools may consider external funding when reviewing applications, it is not necessarily a prerequisite for approval.

6. [bookmark: _Toc204945382]Application Process 

6.1 Calls for applications will issued by each School, with clearly communicated deadlines. The frequency of research leave schemes will be determined by Schools. 

6.2 Schools will determine the deadline by which applications must be submitted prior to the proposed start date. A decision will usually be given within three months of the application deadline. 

6.3 Applications must include a research plan outlining clear objectives, expected benefits, and anticipated outputs. See Appendix A for a template application form for Schools to adapt. 

6.4 Applications should be submitted to the School Director of Research following discussions with the line manager.

7. [bookmark: _Toc204945383]Approval Criteria

7.1 Schools will determine success criteria, and should consider: 
· Quality, clarity, and feasibility of the research proposal
· The Responsible Research Assessment policy
· Alignment with School and University research priorities
· Potential for high-quality contribution to research (impact, outputs, culture)

The Policy on Responsible Research Assessment  should be taken into account whilst determining criteria for research outputs. Research outputs may include, but are not limited to: scholarly publications (such as empirical research papers, books, edited volumes, and review articles), toolkits and code, datasets and software, artistic works, exhibitions and installations, creative writing, policy contributions and societal impact, knowledge exchange and engagement activities, networks and collaborations, curated databases, and open-source software.

Operational feasibility will be considered when reviewing applications (e.g., ability to cover teaching responsibilities, availibility of resources).

8. [bookmark: _Toc204945384]Review and Approval Process

8.1 The review process will assess the merit of the proposal and the feasibility of covering teaching and other appropriate responsibilities during the leave period. 

8.2 Reviewers should follow principles of responsible research evaluation when assessing applications. The Policy on Responsible Research Assessment outlines these principles and should be read prior to undertaking any assessment.

8.3 The School will determine the roles involved in review and approval processes, taking into consideration the need for approval from the Director of Research and Head of School.

8.4 The school must conduct an Equality Impact Assessment  (EIA) of the review process to ensure fairness and eliminate bias. An EIA must be completed when a new process is developed or when any changes are made to an existing one. 

8.5 Staff who are appointed to more than one School must obtain approval from each Head of School if the proposed leave is likely to impact on the activities of both.  

9. [bookmark: _Toc204945385]Reporting 

9.1 Within one month of returning from research leave, staff must submit a completion report to the School Director of Research. Failure to submit a report will affect eligibility for future leave.

The report should include (please refer to Appendix B for report template):
· Summary of activities undertaken
· Outputs and achievements
· Progress against objectives
· Examples of collaborations or networks formed, if applicable

9.2 Schools must ensure reporting expectations are clear and provide a reporting template reflecting discipline norms.

9.3 Sections 2 and 3 from Appendix B reporting template, may be used to document the completed research leave scheme as a case study for sharing good practice. Consent from the researcher must be gained before the case study is created or shared. Consideration should be given to other platforms to share good practice arising from the research leave e.g. presentation at School seminars. 

10. [bookmark: _Toc204945386]Conditions of Leave

10.1 Staff on research leave remain employees of the University and must comply with all relevant policies.

10.2 Staff will continue to receive full salary whilst on research leave.

10.3 Staff on research leave will continue to have access to all University support and benefits, such as accrual of annual leave, access to wellbeing and staff networks, and HR support.  

10.4 Annual leave is expected to be taken as normal during research leave.  

10.5 Where operationally feasible, consideration will be given to the deferral of research leave or to reapplication in future research leave schemes when the initiation or completion of research leave is affected by other types of leave — for example, maternity leave or extended periods of sick leave.

10.6 Research leave may be revoked or deferred under exceptional operational circumstances.

10.7 Where research leave may include working overseas staff should refer to the University’s Global Mobility policy (available in Policy Zone) and liaise with the relevant Head of School and HR Partner as necessary. 


11. [bookmark: _Toc204940956][bookmark: _Toc204940992][bookmark: _Toc204944877][bookmark: _Toc204944990][bookmark: _Toc204945387][bookmark: _Toc204940957][bookmark: _Toc204940993][bookmark: _Toc204944878][bookmark: _Toc204944991][bookmark: _Toc204945388][bookmark: _Toc204945398][bookmark: _Toc204945399]Responsibilities

11.1 Staff Responsibilities 
11.1.1 It is essential that PGR supervision is continued during research leave. A supervision plan must be in place to continue providing high quality supervision. This should include regular online meetings, regular communications and timely feedback if appropriate. Where a supervisor is unable to maintain regular (usually monthly as a minimum) contact with their student(s), for example, if a supervisor is away for an extended period in a location where internet access is problematic, it may be deemed to be in the best interest of the PGR student to delegate responsibilities to a co-supervisor. This should be done following discussion with the PGR student and School PGR Director.  

11.1.2 Arrangements for teaching cover should be determined at School level and will usually be managed by programme coordinators in collaboration with discipline leads and any other relevant roles or teams e.g. academic line managers.

11.1.3 Release from other responsibilities is not usually expected and is at the discretion of the School. This should be clearly outlined within the School’s statement on research leave (Section 11.2). 

11.2 School Responsibilities
11.2.1 All Schools must publish a statement on research leave, including the process, eligibility, expectations, and reporting template, which is readily available to their staff for example on a Teams page, SharePoint site or website. 

11.2.2 When producing local guidance and determining processes, Schools should ensure:
· The principles of this policy are incorporated (Section 3)
· Guidelines are accessible and easy to locate e.g. webpage, SharePoint, staff Teams page.
· Clear eligibility criteria and minimum service requirements (section 3). 
· Clear expectations around release from other responsibilities. 
· Transparent and formal application and approval processes, with clear timelines.
· Defined reporting expectations and reporting templates (Appendix B).
· Clear signposting to the types of support available during the application process and how to access them. 
· That staff wellbeing is supported during periods of leave (e.g., by ensuring awareness of continued access to University staff wellbeing initiatives).
· Procedures for maintaining PGR supervision and teaching responsibilities are clear.
· That where applicable, guidance on external funding expectations is clear (section 5).
· Ensure that criteria, approval or application processes do not disadvantage any staff groups (see section 13).

12. [bookmark: _Toc204945400]Monitoring of the research leave scheme

12.1 Schools must keep records of all applications and outcomes, including reasons for decisions, and reporting in line with School EDI practices.

12.2 The University will periodically review this policy to ensure it remains fit for purpose and aligned with strategic objectives.

13. [bookmark: _Toc204945401]Equality and Diversity

13.1 Schools must deliver Research Leave schemes in line with the University’s commitment to Equity, Diversity, and Inclusion. Each School must:
· Conduct an Equality Impact Assessment on its research leave procedures
· Monitor the equality profile of applicants and recipients of research leave and report in line with School EDI practices.
· Seek guidance from the School’s Equality and Diversity Lead as required

14. [bookmark: _Toc204945402] Implementation and review 

14.1 This Policy seeks to ensure that all Schools operate a transparent research leave scheme with effect from August 2026 onwards. 

14.2 This Policy will be reviewed by the Research Policy Committee two years from the date of implementation. 
	· Revision History: Version 
	· Date 
	· Reason for release/Status 

	· 1.0 
	· October 2009 
	· Published copy 

	· 2.0 
	· November 2019 
	· Full revision to previous policy 

	· 3.0.
	· 2025
	· Full revision to previous policy


	· 4.0
	· 2026
	· Full revision to previous policy



APPENDIX A
UNIVERSITY OF ABERDEEN
RESEARCH LEAVE APPLICATION FORM TEMPLATE
(to be adapted as necessary by Schools)

Applicants are advised to read the Research Leave Policy and School research Leave statement for full details on eligibility, application and review process, approval criteria, conditions of leave and reporting, before completing this application. 
Operational feasibility will be considered when reviewing application (e.g., ability to cover teaching responsibilities, availability of resources).
Incomplete applications may not be considered. 

Section 1: Applicant Details
Name: 
School/Department: 
Job Title: 

Section 2: Leave Request
Proposed Research Leave Period: From _____ to ______ 
Duration of Leave: 
Has research leave been taken previously? 
If so, was a final report submitted after returning from research leave?

Section 3: Research Proposal (word limit xxx)
Please provide a research proposal including:
· Objectives: Clear aims of the proposed research project.
· Rationale and Significance: Importance of the project, including alignment with discipline, School, University research priorities, and Aberdeen 2040.
· Methodology/Approach: Planned methods and research strategy.
Planned Contributions to research: Expected outputs, achievements, and benefits, such as impact, research culture, scholarly publications, creative works, datasets, software, exhibitions, policy influence, process development, open research, collaborations, and knowledge exchange.
· Plan of Dissemination of achievements: Describe how you plan to share any outcomes, insights and good practice from your research leave scheme experience (e.g., publication as a case study).
· Key Milestones and Timeline: Major activities and anticipated schedule for completion.

Section 4: Personal and professional development
Research Leave provides protected time away from routine duties not only to deliver high-quality research, but also to invest in your own development as a researcher and leader. Applicants are encouraged to reflect on, and outline, how this period of leave will be used to develop new skills, strengthen or establish collaborations and gain fresh perspectives that will have lasting benefits beyond the leave itself.

Section 5: Teaching, Supervision, and other Responsibilities 
Please outline how your teaching, and any other relevant responsibilities (please refer to School Research Leave statement for guidance on which responsibilities may be covered) will be covered during the proposed leave. Please also explain how you will ensure that your PGR supervision duties are fulfilled during the proposed period of leave. 

Section 6: Resources Requested
These may include teaching or other backfill and other allowable expenses.  

Section 7: External Funding 
Applicants are encouraged to demonstrate efforts, and where applicable, successes, in securing external funding to support their research leave. While Schools may consider external funding when reviewing applications, it is not necessarily a prerequisite for approval.

Section 8: Supporting Information
Any additional information relevant to this application (e.g., collaborations, special circumstances):

Section 9: Declaration and Submission

Applicant
I confirm that the information provided in this application is accurate 
Signature: ____________________________ Date: ___/___/___

Line Manager 
As Academic Line Manager/Line Manager please confirm that the plan for coverage of activities 7 above has been discussed and agreed and include a statement of support:

Comments: __________________________________________________________
Signature: ____________________________ Date: ___/___/___

Director of Research
Comments: __________________________________________________________
Approved ☐ Not Approved ☐
Signature: ____________________________ Date: ___/___/___

Head of School 
Comments: __________________________________________________________
Approved ☐ Not Approved ☐
Signature: ____________________________ Date: ___/___/___



APPENDIX B
UNIVERSITY OF ABERDEEN
RESEARCH LEAVE REPORT TEMPLATE
(to be adapted as necessary by Schools)
1. Staff and Leave Details
Name: 
School/Department: 
Job Title: 
Period of Research Leave: From __________ To __________

2. Summary of Research Activities
Please provide a summary of the activities undertaken during your period of research leave, outlining: progress against objectives, any deviations from the original plan (and reasons for these), key activities and areas of focus, and how the work aligns with School/ University research priority areas.

3. Outputs and achievement
Summarise your contributions to research during your period of research leave, including any outputs, achievements and benefits such as impact, research culture, scholarly outputs and publications, creative works, datasets, software, exhibitions, policy impact, process development, open research, collaborations, knowledge exchange.

4. Dissemination of achievements, future plans and impact
Describe how you plan to share any outcomes, insights and good practice from your research leave scheme experience (e.g., publication as a case study), any planned follow-up activities, grant applications, or longer-term research impacts.

5. Reflections and Feedback
Please reflect on the benefits and challenges of your research leave and provide any feedback on the process.

6. Declaration and Submission

I confirm that the information provided in this report is accurate and complete.
Signature: _______________________    Date: ________________
Please submit this completed report to your School Director of Research within one month of completing your research leave.
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