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NMMU

Policy on Research Sabbatical (RS)

1. PREAMBLE
Vision 2020 aims to maximise the human capital potential and one of the strategic priorities of NMMU is to create and sustain an environment that encourages, supports and rewards inter alia a vibrant research culture. Linked to this is the strategic goal to create and support an environment that fosters research quality and productivity, as well as the reward of excellence in research that is embodied in the values of NMMU.
2. PURPOSE OF THIS POLICY
The main purpose of this policy is to create, aligned to the NMMU value of promoting excellence in our institutional policies, an enabling framework to approve, manage, administer and monitor Research Sabbaticals at NMMU. 
3. DEFINITIONS
‘Research Sabbatical’ is defined as absence from work and the release of a staff member from normal duties for a period of normally one or two semesters to engage in approved scholarly or creative activity. It provides an unique opportunity for self-development, to further enhance careers and to produce research which supports University research priorities and strategy, specifically to improve research outputs and the qualification profile of staff.
‘Research Leave’ refers to a short period during (maximum 30 days) which a staff member is allowed to utilize Research Sabbatical days to be released from normal duties to focus on research activities. 
‘Relevant Committee’ refers to the Faculty RTI Committee in the case of academic staff and the NMMU Research Committee in the case of professional support staff and academic staff members not linked to faculties.
4. ELIGIBILITY

4.1 Peromnes grades 1 – 4 and all permanent employees, academic and professional support, in Peromnes grades 5 – 9. 
4.2
Research Sabbatical is granted to an employee who complies with the requirements of this policy. 
4.3
The granting of Research Sabbatical is subject to the exigencies of the NMMU’s activities, the operational needs of the applicant’s faculty /department and  appropriate prior arrangements being made for the continuation of a staff members normal activities during his/her absence.
4.4
The staff member’s past academic performance and the results achieved, by way of research, will be taken into consideration.

5. EXCLUSIONS
5.1 Normal duties exclude supervision of Research Masters and Doctoral students unless otherwise determined by the Faculty (academic staff) or the NMMU Research Committee (professional support staff and academic staff not linked to a faculty). However, a staff member who has been granted Research Sabbatical is normally absent from the campus and not available for any duties of any sort, except as described above or when requested by the line manager to render a specific service. (Refer to the section “Termination, post-ponement or cancellation of Research Sabbatical”).
5.2   Involvement in short learning programmes and other secondary appointments within the institution during the Research Sabbatical period should be approved by the Dean in writing prior to the commencement of such activities.

5.3
The university expects employees to obtain the highest possible academic qualifications and therefore an applicant who is not in possession of a Masters degree will normally not be granted Research Sabbatical for any purpose but for pursuing formal study towards a Masters degree.
5.4
Where an applicant is not in possession of a Doctoral degree, an applicant may, depending on the discipline, be granted Research Sabbatical for a purpose other than formal study only on submission of an acceptable and substantiated application indicating why Doctoral studies should not be pursued. An applicant may not be granted more than one semester’s leave in terms of the exception to this rule. The exception does however not apply to a full professor without a Doctorate who will only qualify if engaged in Doctoral studies.
5.5
Research Sabbatical may not be used to take up full time employment elsewhere or to practice a full time profession. However, ad hoc honoraria, funding and scholarships from outside agencies associated with other visiting fellowships are allowed.
5.6 
Staff who have not yet met the conditions of their previous Research Sabbatical will normally not be granted Research Sabbatical.

5.7 
A staff member who has been on sabbatical of one year will normally not qualify for Research Sabbatical within the next three years.
5.8
A staff member shall not be granted Research Sabbatical for the period of 12 months preceding the date of retirement. However, in exceptional cases a deviation from this rule may be approved by the NMMU Research Committee on recommendation by the relevant Faculty RTI Committee (academic staff) or the NMMU Research Committee (professional support staff and academic staff not linked to a faculty). 
6. ACCRUAL
6.1
Research Sabbatical Leave accrues at 2.5 working days per month of service (30 days per year) and these days may be banked. This implies (refer to “Duration”) that a staff member qualifies for a six month sabbatical after three years of service and for a one year sabbatical after six years, subject to the conditions stipulated in this policy. 

6.2   Research Sabbatical Leave continues to accrue while a staff member is on RS or seconded to a state or state-supported authority.

6.3
In exceptional cases Research Sabbatical may be granted to staff members who have not accrued the required number of days. This will result in a debit in the leave category “research leave” up to a maximum of twenty days.
6.4
On termination of service, for any reason, research leave credits of an employee will be forfeited since it has no monetary value and will under no circumstances be disbursed.
6.5 
When a full-time temporary academic staff member is appointed to a permanent post, his /her continuous service at NMMU in a temporary capacity immediately prior to his/her appointment as a permanent staff member shall be included when calculating his/her entitlement to Research Sabbatical, up to a maximum of three years (refer to “Accruement” for number of days Research Sabbatical). The same principle applies to newly appointed permanent staff who were employed permanently by another university immediately before being appointed at NMMU and permanent staff members who leave the employ of the university and are within one year permanently re-employed.  This principle also applies to staff in grades 1 – 4 (fixed-term contract) who had accrued sabbatical leave days in their previous positions as permanent members of staff or on fixed-term contracts.
7. DURATION 
7.1
Research Sabbatical will normally be taken per semester calendar time-frame and not exceed a continuous period of more than two semesters.
7.2 The following number of working days must be accumulated to qualify for Research Sabbatical:
7.2.1 Forty-five (45) days for a term;

7.2.2 Ninety (90) days for a semester; and
7.2.3 One hundred and eighty (180) days for a year.
8. APPLICATION PROCESS (Refer to Annexure A for detailed procedure)
8.1 The applicant must submit the Research Sabbatical application form (Refer to Annexure B) at least six months prior to the proposed start of leave to the Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty.
8.2 Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff will take the following into consideration:

8.2.1 The key performance areas of the applicant;
8.2.2 The appropriateness of the detailed research plan;

8.2.3 The track record of the applicant (past Research Sabbatical and reports);
8.2.4
The research profile of the applicant;
8.2.5
The nature, quality, relevance, scope and the number of research outputs that will result from the research undertaken during Research Sabbatical and their alignment to the research plan and Excellence Development System (EDS) contract.
8.2.6
The period of the Research Sabbatical required to generate the proposed research outputs

8.2.7
The faculty/department’s operational requirements; and

8.2.8 
The financial implications for the faculty / department should the application be successful.

8.3 
After Research Sabbatical is approved, HR will prepare a contract, clearly specifying the expected outputs and the work-back period.  Research Sabbatical cannot commence before the contract is signed by all parties concerned. 

9. REPLACEMENT OF STAFF 
9.1 
This is left up to individual faculties and administrative departments to manage.     
10.  OUTPUTS

10.1 The work undertaken during the Research Sabbatical should form part of the staff member’s key performance areas and be linked to a detailed research plan providing information on time-frames, visits, co-workers, fieldwork, data analysis etc.
10.2
All persons accessing Research Sabbatical will enter into a contract with NMMU regarding expected delivery of outputs and it is the staff member’s responsibility to provide the Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty with evidence of having met the requirements of the sabbatical.
10.3
Outputs should fall under the broad categories of research, scholarship, creative outputs and innovation and technology transfer.
10.4
Outputs aligned to the activities as indicated in the sabbatical leave plan shall be proposed by the applicant after consultation with the line manager. Thereafter the proposed outputs will be considered for approval by the relevant Faculty RTI Committee for academic staff and the NMMU Research Committee for academic staff not linked to a faculty or professional support staff members.  The Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty will consider inter alia the sabbatical leave plan, the track record and research profile of the applicant, the period Research Sabbatical required to produce the proposed research output and the nature, quality, scope and relevance of outputs.
10.5
Faculty RTI Committees and the NMMU Research Committee should where possible adhere to the following general output guidelines:

10.5.1 Staff on Research Sabbatical with the aim of working on or completing an M or D qualification:
Output to be recommended by the supervisor / promoter. 

10.5.2 Staff engaged in academic research and scholarship:
Unless the Faculty directs otherwise, normally a minimum of two (2) DHET accredited journal articles per semester or equivalent (e.g. papers submitted to top international conferences, chapters in books) is required. For two (2) semesters normally four (4) such articles to be submitted.
10.5.3
Innovation and creative outputs
To be determined after due consideration of the activities to be performed during the Research Sabbatical.
10.6  Where reference is made to journal articles, it is incumbent upon staff members to inform the Faculty RTI Committee of the progress towards the eventual publication of the journal article(s).

11. DEVIATION FROM AGREED DURATION 
Research Sabbatical may be postponed or cancelled by the Faculty RTI Committee (academic staff) or NMMU Research Committee (professional support staff and academic staff not linked to a faculty) under the following conditions:

11.1 CANCELLATION (partially or in full)
11.1.1
Full or partial cancellation will be effected if the staff member, in the opinion of Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff, is not making the necessary progress e.g. interim reports are not satisfactory. The Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff may recommend to the NMMU RTI Committee that the number of days Research Sabbatical already taken be converted to ordinary leave on condition that the staff member be given the opportunity to make representations as to why this should not be done.
11.1.2 The staff member becomes ill and is granted sick leave (a medical certificate is required for every day of sick leave). The staff member will at the end of the period of Research Sabbatical be credited for those days that she/he was ill. Alternatively the entire remaining portion of a Research Sabbatical could be cancelled due to sick leave. 

11.1.3
Unforeseen operational requirements require the staff member to return to normal duties during the period of Research Sabbatical. The Faculty (academic staff) or Director (professional support staff and academic staff not linked to faculties) must keep a formal record of those days that the staff member was required to perform normal duties and may then allow the staff member to take the same number of days Research Sabbatical after said staff member commences his/her normal duties. This arrangement is limited to a maximum of 10 working days per semester and the days in question should be taken within two months after the end of the period of Research Sabbatical. If this is not possible, then the staff member will be credited with the relevant number of days. A staff member may not perform “normal duties” during a period of Research Sabbatical without the prior approval of the line manager.
11.1.4 Unforeseen circumstances necessitate the staff member or relevant committee (Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff or academic staff not linked to a faculty) to cancel the approved period of Research Sabbatical even before it commences.
11.2 POSTPONEMENT
11.2.1 The staff member may for personal or other reasons request for a postponement from the Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff or academic staff not linked to a faculty before the approved period of Research Sabbatical commences.
11.2.2 The approved period of Research Sabbatical may be postponed by Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty due to operational requirements.

11.2.3 The second term of a semester sabbatical can be postponed to a later date due to operational requirements. This also applies to a one year sabbatical where the second semester can be postponed.
11.2.4 In all instances confirmation will be obtained from HR before postponement will take effect.

12. APPEAL PROCESS
12.1
Should the outputs as proposed by the applicant not be approved by Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty, then the staff member concerned must be given an opportunity to seek advice and guidance in order to amend the proposal before a final decision is made on his/her application.
12.2
Academic staff members who are in disagreement with the decision of their Faculty RTI Committee may appeal to the NMMU Research Committee. Thereafter an appeal may be lodged at the office of the DVC: Research and Engagement.
12.3
Professional support staff and academic staff not linked to a faculty who are in disagreement with the decision of the NMMU Research Committee, may appeal to the DVC: Research and Engagement.
12.4
The DVC: Research and Engagement will make a decision based solely upon documents, including a written representation, provided by the appellant.
13. COMPLIANCE
13.1 Resumption of duties
13.1.1 Employees should after a period of Research Sabbatical continue working for an equivalent period at NMMU to enable them to transfer the knowledge and experience they have gained to colleagues and/or their students. In exceptional cases the relevant Faculty RTI Committee could recommend to the NMMU Research Committee a deviation (academic staff) or the NMMU Research Committee to the NMMU RTI Committee (professional support staff and academic staff not linked to faculties).
13.1.2 Early termination of service will result in debiting a pro-rata portion against accumulative leave or refunding on a pro-rata basis the cost of employment during the period of Research Sabbatical. The obligation to repay the University will not be enforced where the contract of employment is terminated due to death, medical boarding and retrenchment as a result of an operational requirement. 
13.2 Report
13.2.1 A written report focussing on the achievement of targets listed in the approved research plan must be submitted to the Faculty RTI Committee (academic staff) or to the Department of Research Management via the relevant Head of Department (professional support staff and academic staff not linked to a faculty) within six weeks after completion of Research Sabbatical.
13.2.2
 A Faculty or the NMMU Research Committee may require that short interim reports on progress be submitted during a period of Research Sabbatical should this be deemed necessary and this will form part of the conditions for the Research Sabbatical.
13.3
Assessment of Report

13.3.1 
The Faculty RTI Committee (academic staff) or NMMU Research Committee (professional support staff and academic staff not linked to a faculty) will consider the report and could:
13.3.1.1 Approve it

13.3.1.2  Approve it with conditions.
13.3.1.3
Recommend to the NMMU RTI Committee that the Research Sabbatical be converted in part or in full to ordinary leave after the staff member has been given the opportunity to submit reasons as to why such a recommendation should not be made. If in disagreement, the staff member may lodge an appeal to the DVC: Research and Engagement.
13.3.2

In the case of “approval with conditions”, meeting such conditions will be monitored by Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty.

13.3.3
All cases of staff who fail to meet the sabbatical leave requirements should be referred to the NMMU RTI Committee for further action.

13.4 
Author affiliation 

Even if all contractual and other obligations in terms of this Policy have been met, all publications resulting from research being conducted during a Research Sabbatical, should indicate the affiliation as the author as ‘NMMU’.
14.  RESEARCH LEAVE (RL)
14.1 The rationale for Research Leave is to provide an avenue for academic and professional support staff to convert Research Sabbatical Leave days to focus, for a period shorter than a research sabbatical, on research activities. Research Leave therefore, is meant to provide a complimentary opportunity and should not detract from the intention of a Sabbatical as a unique opportunity for self-development, pursuing post-doctoral research, and strengthening scholarship.  

14.2 Research Leave will be made available from the same pool of 30 days per year that is allocated for Research Sabbatical. 

14.3 Research Leave shall not exceed 30 days in a calendar year or a maximum of 60 days in a cycle of 5 years in order to conserve the integrity of the role of a focussed Sabbatical in academic development.

14.4 The following sections in the policy as it relates to Research Sabbatical, will also apply to Research Leave: Preamble, purpose, definitions, eligibility, exclusions, application process, replacement of staff, outputs, deviation from agreed duration, appeal process and compliance.

14.5 Applicants must submit the Research Leave application form (Refer to Annexure D) at least two months prior to the proposed start of leave to the Faculty RTI Committee for academic staff and NMMU Research Committee for professional support staff and academic staff not linked to a faculty. 

14.6 A written report (Refer to Annexure E) must be submitted to the Faculty RTI Committee (academic staff, or to the Department of Research Management, via the relevant Head of Department (professional support staff and academic staff not linked to a faculty) within six weeks after completion of Research Leave.
ANNEXURE A

APPLICATION PROCEDURE
1. The applicant completes the relevant application form available from Department of Research Management and HR Websites (Annexure B) at least six months prior to the proposed start of the leave with due consideration of time-frames and closing dates of agendas of Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staffs. No retrospective applications will be considered.
It is important that involvement in private work should be disclosed and also whether the private work will continue during the period of research leave.

It is also important that the applicant obtains on the application form a signature from HR indicating the number of Research Sabbatical days available.

2. An academic staff applicant submits the application form to the line-manager who places it with a recommendation on the agenda of the next Faculty RTI (FRTI) Committee for approval. In the case of professional support staff and academic staff not linked to a faculty, the form is submitted via the line-manager to the relevant Director who forwards it to Research Management for consideration at the next NMMU Research Committee. The FRTI Committee or NMMU Research Committee will take the following into consideration:
· The key performance areas of the applicant;
· The appropriateness of the detailed research plan;
· The track record of the applicant (past Research Sabbatical and reports);

· The research profile of the applicant;
· The nature, quality, relevance, scope and the number of research outputs that will result from the research undertaken during Research Sabbatical;

· The period of the Research Sabbatical required to generate the proposed research outputs

· The faculty/department’s operational requirements; and

· The financial implications for the faculty / department should the application be successful.

An application for Research Sabbatical for formal study must be accompanied by proof of registration for the degree or qualification and proof that the promoter or supervisor has approved the research proposal (where applicable).

3. The applicant is informed by the secretariat of Faculty RTI Committee for academic staff or NMMU Research Committee for professional support staff and academic staff not linked to a faculty of the outcome of his/her application and is also informed, if applicable, of feedback required by the Committee.
4. Research Management should be informed by the Faculty / NMMU Research Committee of all applications that were successful as well as those that were not successful and specifically the period(s) approved and expected outcomes. Research Management will capture this information on a database and submit annually a report to the NMMU RTI Committee.
If the consequence of approving Research Sabbatical is that the applicant will go into a debit, then the DVC: Research and Engagement needs to also approve the application. 

5. HR will prepare the necessary contract clearly specifying the expected outputs and the work-back period, for the applicant to sign and arranges for the signing of said contract. The Research Sabbatical cannot commence before the contract is signed.
6. The applicant should within six weeks after completion of Research Sabbatical submit the prescribed Report (Annexure C) to the FRTI Committee / NMMU Research Committee.
7. The FRTI Committee / NMMU RC will consider the report (refer to section “Compliance”).

8. The FRTI Committee (academic staff) or Research Management (professional support staff and academic staff not linked to a faculty) will inform HR on the status of the Report. This information will be captured by Research Management on a database.
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