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Preface

‘I have had many times to explain what a sabbatical is to friends and family who are not
familiar with the concept, and every time I have had to explain that I do not have "a year off
from work." Many people in other professions don't get the chance to do what we do, so
having a good short, direct answer that explains the sabbatical process and why we still get
these at universities helps a lot. It helps others understand a bit about what we do in terms of
intensive research and writing that might otherwise not be possible during the school year or
even a summer, and prevents a lot of headaches for yourself in answering the same question
over and over. It also helps keep you from being fooled into thinking you're on vacation for a
year.’ - first-time sabbaticant Dr. Jamey Essex (Associate Professor, Dept. of Political

Science)

The following guide has been designed to provide prospective sabbaticants with an outline of
issues and problems commonly encountered during sabbatical leaves. It has been developed
based on the experiences of a number of sabbaticants who returned with a sense of fulfillment and
a few who returned with a sense of frustration. For the most part, almost everyone encountered
some difficulty associated with moving to a new city, village, or country for a year. We have
attempted to cull out the most common problems and most practical recommendations for this
guide. If you are travelling to some remote island, we might not be of much help in terms of your
stay there, but we can provide some helpful information regarding your preparations for leaving.

We also wish to emphasize at the beginning of the guide that these are only suggestions and
recommendations. Although we have attempted to verify all of the information we have
included, there is always the possibility that some of our recommendations may need to be
revised. Please confer with a lawyer or accountant where applicable. Our information should be
helpful in preparing for such meetings.

The sections in this handbook have been numbered to facilitate the development of checklists.
We hope the information proves to be useful and adds in some way to the success of your
sabbatical year. We welcome your comments, feedback and suggestions for future revisions.



1. SABBATICAL ARTICLES IN THE COLLECTIVE AGREEMENT

Before beginning the procedures to obtain a sabbatical leave, it will be helpful if you become
familiar with the relevant articles of the Collective Agreement. In the current Agreement (July 1,
2011 to June 30, 2014), Article 17 (Sabbatical Leaves) and Article 23 (Study Leave) set forth the
options, procedures, criteria, deadlines, and other regulations pertaining to such leaves.

The current articles are reproduced in Appendix A, but you should refer to the appropriate articles
in any new Agreements that come into force after future negotiations.

Eliqgibility

Faculty members holding tenure or tenure-track appointments are entitled to apply for Sabbatical
Leaves. However, the sabbatical leave can only be taken after tenure is attained (see Article
17:04). Ancillary Academic Staff (AAS), Ancillary Academic Staff: Learning Specialists
(AAS:LS), Sessional Lecturers and Librarians are entitled to Study Leaves. In all cases, the

member must have been working at the University a minimum of 3 years before applying.
(Articles 23:03 & 23:12).

Application Process

A faculty member who is eligible for sabbatical leave shall make written application to the Dean
and Head by September 1 of the academic year preceding the year for which the leave is
requested. The Dean shall write a letter appraising the written plan and forward it to the
Sabbatical Review Committee, which is comprised of Deans, the University Librarian and the
Provost as Chair. Once the Sabbatical Review Committee has made its decision, the member is
notified by December 1 of the year preceding the sabbatical leave. If the Sabbatical Review
Committee has questions, it may summon the member to attend a meeting with 14 days written
notice. The member is entitled to take a Faculty Association rep to the meeting - please call the
WUFA office at (519) 253-3000 ext. 3366.

A Librarian member who is eligible for Study Leave must make written application to the
University Librarian or Law Librarian at least 90 days before the study leave is proposed to
begin. The University Librarian/Law Librarian must advise the member of their decision to
support the request at least 30 days prior to when the leave is to commence.

An AAS/AAS:LS member or Sessional Lecturer must make a written application for Study
Leave to the Dean or his/her delegate at least 180 days prior to when the study leave is to begin.
The Dean (or delegate) must inform the applicant of his/her decision to support the request at
least 90 days prior to when the study leave will commence.

Delay of Sabbatical

An applicant who is granted sabbatical but whose sabbatical leave is postponed for one

year by the University because the member’s leave would affect the quality and continuance of
the program(s) in which she/he is involved may elect either to have her/his salary allowance
increased by five percent (5%) of her/his Nominal Salary, or to have the year of postponement
used as entitlement towards her/his next sabbatical leave.

A member may decide to postpone an approved sabbatical for personal reasons, provided she/he
informs the Dean and the Head of such postponement at least one (1) week prior to the deadline
for assignment of teaching duties (March 15). The year of postponement will not count as a year
of service toward a future sabbatical leave.



In exceptional circumstances where something happens before the commencement of approved
sabbatical leave which is beyond the control of the sabbaticant (and which prevents the plan from
being achieved) a member may request to postpone her/his sabbatical leave for one (1) year.
Application for postponement shall be made in writing, detailing such circumstances to the Dean
and Head. Approval of a postponement by the Dean in consultation with the Head shall not be
withheld unreasonably. If the postponement of the sabbatical leave occurs after the deadline for
the assignment of teaching duties, the Dean in consultation with the Head shall assign an
appropriate workload, including course/section teaching assignments to the member. The year of
postponement will count as a year of service.

Sabbaticals and Other Leaves

In the event that a member makes application for and receives benefits under Article 18 (Political
Leave), Article 19 (Court Leave), Article 21 (Pregnancy/Parental/Adoption Leave), or Article 24
(Compassionate Leave) while on sabbatical, the member is entitled to interrupt the sabbatical
leave for a period of up to three months in accordance with the Leave provisions of the Article
under which the Leave is granted. Sabbatical leave shall then resume as though there had been no
interruption. In the case of Article 21, the choice of months to interrupt sabbatical leave shall be
at the option of the member and reasonable notice shall be given by the member in writing to the
Dean.

Sabbaticals and IlIness

If you should become so ill that your sabbatical will be undermined, you should contact your
Dean to have your sabbatical changed to sick leave (Article E) and preserve your sabbatical for a
later date.

Sabbaticals and Workload/Change of Working Conditions

A member on sabbatical leave is entitled to notice by registered mail of any pending decisions
affecting workload and/or working conditions and/or her/his status within the University. Such
notice shall be provided at least thirty (30) days prior to the date at which the decision is to be
finalized in order that the sabbaticant may participate in and/or vote, where applicable, on such
decisions. In the event that Canada Post is not in operation, notice of recall shall be by receipted
courier delivery. IMPORTANT: The onus is on each member to notify the University
regarding any change in address during the sabbatical leave. The onus is also on the member
to leave a forwarding address with WUFA if they wish to continue receiving communications and
information pertaining to voting for WUFA elections, WUFA annual general meetings, etc.
Please send an email with mailing address to wufa@uwindsor.ca

Sabbaticals and the Grievance Process

Where a grievance process is initiated by a member on sabbatical or about to go on sabbatical, all
stages of grievance procedures may be suspended at the request of the member until after
completion of the sabbatical term. Denial of Sabbatical Leave is subject to the grievance process.

Sabbaticals and Work Stoppage

If you should find yourself on sabbatical leave when a work stoppage or strike occurs, you are not
obliged to participate in strike action (picket duty). Your salary, pension and benefits remain
unchanged and you will not receive strike pay from the union. The university and the bargaining
unit look at sabbatical leave as a pre-planned commitment which is not interrupted by strike
action. Sabbatical members who continue their work during a strike or work stoppage are not
viewed as ‘crossing the picket line.” If your sabbatical research work requires access to certain
labs or offices at the University, call the Faculty Association office to get a pass to cross the
picket line in order to avoid any uncertainty.



4. OBTAINING A SABBATICAL PLACEMENT

One of the questions frequently posed by potential sabbaticants is how do we go about finding a
place to spend our sabbatical year. The answer, of course, depends to some extent on what you
intend to do and the kind of equipment you need. It has been our experience, however, that most
universities and research centers welcome visiting scholars if they are not being asked to provide
financial support. Office space, library privileges, and other benefits are often available. We
suggest that you call the department or research center you are interested in and obtain the
relevant information regarding the most appropriate person to write to from the director’s or
department head’s secretary. They are often quite helpful and can provide additional information
concerning titles, postal codes, etc. The follow-up letter should contain some reference to the
work that is currently being conducted at the department or research center to indicate your
awareness of their current interests. In this same context, it is probably advantageous to have a
fairly well formulated plan of work in mind when you send the initial letter. It avoids subsequent
hassles and possible disappointments when you are formally in place at the new setting. We
suggest that you ask for a title such as “Visiting Associate Professor”, “Visiting Professor”, or
“Visiting Scholar”, so that you can include the appointment in your Vitae. Most universities have
appropriate titles that enable you to take full advantage of their facilities and extracurricular
activities. It also helps in getting a parking permit.

A touch of reality was supplied by one of our colleagues who spent his sabbatical in Europe. He
pointed out that sabbaticants often do not get the attention that they thought they would receive.
Others have noted that they tend to forget about you after you get there. It certainly pays to keep
some options open to you so that your year is not dependent on a particular individual’s
accessibility. Our colleague also felt it was risky to expect to work closely with one individual at
one university unless you really know that person and he or she will also benefit greatly from
you. A program that has attracted a number of postdoctoral fellows may have several advantages
in this respect if you are willing to assume a similar role.

5. RESEARCH GRANTS

Applying for the University’s Sabbatical Research Grants Program

The following information is taken from the University’s Sabbatical Grants Program webpage:

A Full-time faculty member or professional librarian who wishes to perform research during a
calendar year while on sabbatical leave may be eligible for the Sabbatical Research Grants
Program. The program permits, under certain conditions, a researcher to receive a sabbatical
leave research grant through a mechanism which includes peer review. The purpose and objects
of the expenditures must be warranted in the context of the research outlined in the grant
proposal.

Eligibility Criteria
University of Windsor Criteria:

1. Approved sabbatical leave application.
2. Approved sabbatical leave research grant application (attached).
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Revenue Canada has attached the following conditions for eligibility for the Research Grants

Program:

1. The University will benefit from the research.

2. The activity is timely and appropriate for the field of interest of the researcher.

3. The amounts requested in the budget appear reasonable and justifiable.

4 The research must be specific in nature and involve a critical or scientific inquiry, having

for its aim the discovery of new facts and their correct interpretation or their practical
applications.

Interpretation Bulletin IT-75R2 is important for determining Revenue Canada’s position
regarding the treatment of these research grants. Paragraph 18 of Interpretation Bulletin IT-75R2
is as follows:

“For purposes of paragraph 56(1)(0) of the Income Tax Act), research must involve a critical or
scientific inquiry having for its aim the discovery of new facts and their correct interpretation or
their practical applications. It does not include research carried out for the sake of acquiring the
experience or skill of conducting research, as may be the case of research carried out by
undergraduate students. In order for a grant to be considered a research grant, the terms of the
grant must establish that the primary purpose of the grant is the carrying out of research.

The program therefore covers only research activities and is not intended to cover projects
directed at teaching or the development of teaching-related skills.

Application Process

A faculty member or professional librarian applying for a research grant must submit an
application, with the approval of the AAU Head and the Dean of the Faculty, to the Provost and
Vice-President, Academic. This application should describe the research project to be undertaken
including scope, objectives and research plans/methods, together with justification for related
expenses for which a grant is sought. The grant application will be subject to review by a
committee which will pay particular attention to the appropriateness of the expenses claimed
within the context of the research project. The forms to request part of your salary as a research
grant are found at the following website: http://www.uwindsor.ca/provost/spf/forms

Payment of Grants

Only one grant may be requested for each period specified. Approved grants will be paid with
the regular salary payments on the 15" and 30" of the month. In cases where the researcher is
leaving the campus for an extended period of time, the grant may be taken in one or two lump-
sum payments, rather than in semi-monthly installments. Sufficient funds must be paid by way of
salary to cover costs of fringe benefits associated with the University Benefit Programs.

The grant will be treated as T4A income for tax purposes and accordingly will not have income
tax deducted by the University. It is the responsibility of the grantee to report the T4A income
and to claim eligible research expenses as a deduction against the grant when the annual income
tax return is filed. Revenue Canada’s Interpretation Bulletin IT-75R2 provides some guidance
with respect to the types of research expenses that may be deducted against T4A grant income.
Copies of this Bulletin may be obtained from the Payroll Department.

(Editorial Note: There are both advantages and disadvantages to requesting a large grant (it is
paid in two installments, July 1 and Jan.1). You are liable for personal income tax on the grant
and it’s not withheld at the time of payment. Consequently, you might be liable for a large tax
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payment in the spring. If you don’t save reliably, it’s probably wise to be conservative in the
amount you request. There are numerous deductions allowable with such a grant, however, so it
is advisable to request at least some money as a research grant. If you leave the country, the
lump sum payment will also allow you some flexibility in converting to a foreign currency at an
optimal rate. With such a research grant it is incumbent on you to keep careful records and
receipts of expenses, since legitimate research expenses are tax exempt. If you're not in the habit
of keeping fairly good records of your personal living expenses, you'll lose money. Every
gasoline receipt, book receipt, etc., will be worth tax dollars to you. Recording expenses as they
occur will have substantial payoffs in the long run. Keep a small booklet with you to record
expenses, or set up a program in your computer and be diligent about recording your
expenditures daily. Make sure you keep your receipts in a safe place for easy retrieval at tax
time.)

Research Grants - Tax Information

Please note that, although the University approves a research grant, (1) the question of the
deductibility of expenses for income tax purposes must be in accordance with Revenue Canada
regulations and such deductions should be claimed when the researcher files his or her personal
income tax return and (2) any guestions with respect to the eligibility of expense deductions must
be resolved between a researcher and Revenue Canada.

The researcher is solely responsible for any additional income taxes which may become payable
as a result of the grant. Since it is the responsibility of the researcher to support claims for
deductions to Revenue Canada, researchers should keep detailed records of research
expenditures.

If you receive your grant in July, you can deduct research expenses (books, photocopying,
journals, postage equipment, etc.) for the entire year. The same applies to grants received in
January: the deductions are applicable for the entire calendar year. There are some restrictions
relating to the timing of expenditures, personal expenses, meals and business mileage claims.
More detailed tax information is contained in Revenue Canada Interpretation Bulletin IT-75R2.
Any questions about taxation regulation should be referred directly to Revenue Canada or an
external tax adviser.

Consultations with a tax accountant prior to beginning the sabbatical should be seriously
considered. Such prior consultation could help in planning sabbatical expenditures so that tax
exemptions are maximized. To wait to consult the tax accountant until tax time may be akin to
the proverbial late closing of the barn door and equally as costly. Some accountants are better
than others, so it probably pays to check with a few colleagues in terms of their experience with
taxes during the sabbatical.

The Canadian Association of University Teachers (CAUT) also publishes a helpful reference
booklet for academic staff called an ‘Income Tax Primer for Academic Staff.” The 10-page
booklet is found on the following web address:
http://www.caut.ca/uploads/Income_Tax_Primer.pdf

(Editorial Note: If sabbatical plans take you out of the country during tax time, you might want to
get your records prepared in advance for a tax consultant to do your tax computations. You
should make arrangements to have your income statements (T4 slips) sent to your tax
accountant.)



Research Grants, Travel Grants and Salary from Other Sources

A member may accept research grants, scholarships or travel funds from granting agencies. The
most important thing to keep in mind here is that almost all leave, study, research, or travel grants
require submission on or before January 15 of the year in which you intend to leave.
Consequently, you must apply before you have received confirmation that your sabbatical request
was accepted. Waiting until you are notified of the sabbatical will place you at an extreme
disadvantage.

With the prior written approval of the Dean (after consultation with the Head) a member may
accept a salaried position or be engaged in other outside activity for the purpose of increasing
her/his income provided such salaried position or other outside activity does not unduly interfere
with completion of the approved sabbatical plan.

4. FINANCIAL ISSUES

Sabbatical Pay

o Where an applicant has accumulated between three (3) years and five (5) years, a
sabbatical leave for six (6) months shall be at eighty percent (80%) of her/his Salary and
shall include one-half (¥2) of the annual vacation.

o Where an applicant has accumulated six (6) or more years either a sabbatical leave for six
(6) months shall be at Salary and shall include one-half (¥2) of the annual vacation; or a
sabbatical leave for twelve (12) months shall be at eighty percent (80%) of her/his Salary
and shall include the annual one (1) month vacation.

First Time sabbaticants: when it is a member’s first sabbatical leave at any university or post-
secondary institution, and she/he is in the first ten (10) years of her/his academic career, a
sabbatical leave for twelve (12) months shall be at ninety percent (90%) of her/his Nominal
Salary and shall include the annual one (1) month vacation.

Personal Finances - Travelling Smart

In today’s world, most people have debit cards and credit cards that provide access to banking
facilities internationally. If you are travelling out of country for a period of time, you may want
to check with your bank for partner banking facilities in the country you plan to visit. You may
also want to advise your bank and call your credit card service providers in advance of your
trip to alert them that transactions will be occurring in another country so they don’t think your
card has been stolen. A wise suggestion is to put a dollar limit on each transaction in case your
debit or credit card is lost or stolen.

If you will be in a country that does not have reliable or accessible bank machines you may want
to purchase traveler's' cheques and US cash. In any case, purchase some local currency to get you
started when you arrive. Make sure your credit cards are up-to-date or, if they will expire while
you are away, arrange to have the new cards sent on to you. Make arrangements, such as
automatic deductions, for paying utility and other accounts.

Some countries have regulations regarding the amount of currency you can take into and out of
the country. Being aware of this in advance may save some headaches later. Visa, MasterCard or
American Express credit cards are probably the most recognized cards internationally and a
necessity for emergencies, regardless of where you travel. While on the subject of charge
accounts, we should add that paying off charge accounts is difficult if you have redirected surface
mail to an international address. You are wise to check your bank/outstanding credit card
statements by internet to ensure you pay off charge accounts in a timely manner. Otherwise, you
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will face interest payments if you wait for the bill to be mailed. It’s not uncommon to receive
the credit statement by mail long after the due date.

It is advisable to store stocks, bonds, certificates, and securities in a safety deposit box unless
you may be cashing them in during the year. If you might need them, take them with you and
obtain a second box in your new bank.

You should also make sure your will is up to date before leaving the country and that your
executor knows where to find the will and all pertinent information if something should happen
while you travel abroad.

Take five minutes before you leave and photocopy all your credit cards and identification
(front and back), your passport, travel visas, plane/transportation tickets or anything else that
might get stolen or lost during travel. Keep one photocopy with you and one with a trusted friend
in case you ever need to retrieve the information. It is also a good idea to know where the nearest
Canadian Consulate is when you travel in case you need protection during civil unrest, or if you
need replacement of personal identification that has been lost or stolen. Keep a list handy of
important contact numbers, like your health care group plan and ID number, the international
contact number for medical emergency coverage under the Green Shield Plan, the travel agent
that did any bookings for you, VISA/credit card offices, auto insurance, etc.

5. RENTING YOUR HOUSE OR SUBLEASING YOUR APARTMENT

Advertising

If you are going to rent your house, allow plenty of time for finding a tenant. Advertising on the
website for the Faculty Recruitment and Retention Office is probably the most hassle free, as
individuals interested in leasing for a year and then returning your property to you as it was are
most likely to seek you out through the rental listings on the local university website.
http://web4.uwindsor.ca/units/vpacademic/recruitment/housing/forms.nsf/Search?OpenForm

There are also websites you can access like Sabbaticalhomes.com and AcademicHomes.com that
provide choices around the world for potential sabbatical rental. Advertising locally in the
Windsor Star will generate a lot of calls from individuals intent on leasing the property for more
than a year. February or March is not too early to advertise if you’re leaving in July.

Leasing

Calling or visiting the Provincial Government Landlord Tenant Relations Office to obtain a copy
of the Residential Tenancies Act so that you fully understand your obligations and those of your
tenant. Remember that regardless of the length of your lease, it may be necessary to provide a
notice of termination date to your tenant some months in advance. Post-dated cheques deposited
to your bank are usually the most reliable trouble-free means of payment of rent.

You can include anything in a lease that’s agreeable between the two parties. One excellent
suggestion is to include a visitation clause whereby an ally of the lessor can make periodic visits
to check on the state of the property. This individual should meet the tenants before you leave
and it should be made clear that he/she is empowered to enforce the terms of the lease and act on
your behalf should major repairs be required (e.g., fridge, stove, furnace, or water heater
problems).
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Insurance

See your insurance agent several months before you plan on leaving. There is usually an
additional cost to insure your home as a rental property, and some insurance companies may
refuse to insure your household effects or your home. Try to find an insurance agent/broker that
will cover both the property and the contents. Don’t, however, count on the renter to obtain
insurance on the contents or to turn over insurance cheques they receive to cover damage, even if
they were issued to cover damage to your property. You are advised to have your coverage
specified in writing by your insurance company.

Property Protection

It is a good idea to take photographs of the rooms and the property just before you leave. It is
also a good idea to photograph or videotape the valuables that you will be transporting with you.
You are particularly vulnerable carrying your most valuable possessions on a long trip.
Photographs will expedite insurance claims if valuables are lost, stolen, or damaged. Leave a
copy of the photos with a relative or a friend.

Please keep in mind that when you rent your house or sublease your apartment, the new tenants
have the same rights you would expect if you were renting an apartment from a corporate
landlord. The fact that you will not be renewing the tenant’s lease and that you consider the
property your permanent residence is irrelevant as far as tenant rights are concerned.

Thus, any goods you leave behind are technically unavailable to you until the lease expires.
Furthermore, you are responsible for all maintenance and upkeep, including lawn mowing and
snow shovelling. We might add here that if you take pride in your lawn and those prize winning
roses by the fence, you’d be well advised to hire a professional lawn care person. Otherwise, you
will inevitably be disappointed upon your return.

Be careful about leaving tools, records, books, kitchen utensils and other small items in their
normal places. These items have a tendency to become mixed up with the tenant’s property over
the course of the lease period and may be moved with other items when the lease expires. It is
often difficult to remember who owns what after 12 months.

It is important to remember that you have little control over the presence of pets in your rented
home, although you can add a pet clause to your lease. It pays to ask about pets when
interviewing prospective tenants. One recommendation you might consider is to obtain at least a
verbal agreement from the tenants that if they have a pet, they will have the carpets cleaned
before they leave.

It is also a good idea to explicitly state what areas in your house or apartment can or cannot be
remodelled, painted, or changed in some way. You may return and find a room redecorated if
you don’t specifically prohibit it before you leave.

Utilities should be notified of a change of name when you call in a final reading prior to your
departure. Then, if your tenants do not pay these bills, the utility companies will have no claim
on your and will have to collect only from your tenants.

A final note - you are dependent on the good will of your tenants and are well advised to take a
positive but firm approach to all aspects of the lease agreement.

Tax Deductions on rental property - Revenue Canada’s Rental Income Tax Guide

Copies of the Rental Income Tax Guide are available online or from the local Revenue Canada
Office. The Guide is helpful in setting out eligible deductions from rental income. For example,
all repairs required to maintain the rental property (or prepare it for the renters) are deductible
from the gross rent. Insurance, property taxes, utilities, and interest on mortgage payments are
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also deductible from rental income. You may also depreciate your furniture (20% capital cost
allowance) if you rent it furnished. If you take a capital cost allowance on the furniture, it is
probably advisable to have an independent estimate of the value of the furniture completed before
you leave. Please note that if you take a capital cost allowance on the house itself, you are then
liable for taxes on any appreciation in the value of the property during that time. Specific
deductions should, of course, be confirmed with a reliable tax accountant.

While your house is rented, your income tax returns should contain a letter stating that you are
temporarily absent and that it remains your principal residence (quote sub-section 45(2) of the
Income Tax Act); this protects you from capital-gains tax on the increase in the value of the
house while it is rented.

Also see the CAUT Tax Guide found at http://www.caut.ca/uploads/Income_Tax_Primer.pdf

6. MOVING

If you visit the town or city prior to your sabbatical, pick up a local phone book at the phone
company. It will certainly facilitate making many arrangements before you leave.

When you move for a year, it’s certainly an advantage to move to a furnished apartment or house.
Remember, however, that you may still need necessities like a vacuum cleaner, waste basket,
ironing board, wall hangings, etc. Every item you leave at home that you use at least once a week
will cost you dollars that can’t be recouped when you return home. Any piece of furniture that
you need and don’t take will have to be purchased or rented. There are furniture rental shops in
many large cities, particularly those with large universities. Beware, however, that their
advertisements usually quote prices for their bottom-line furniture which is usually both
unattractive and uncomfortable. Good used furniture is usually expensive, is hard to find in a
university community in September, and is hard to sell in July. In addition, your moving
expenses are tax deductible. Travelling light is not always a good adage.

Take tools like a saw, hammer, wrench, etc. for building shelves, hanging pictures, and general
maintenance. It’s also handy to have a general repair book along for fixing bicycles, making
stereo hook-ups, or repairing your toaster. The point is to free you as much as possible from
dependence on strangers in a strange land and to reduce needless expenses.

Renting a trailer to haul your furniture is an economic way to approach a sabbatical, but there are
some hidden costs. It’s probably best to have a heavy-duty hitch permanently installed on your
car (it’s tax deductible). You should also add an additional cooling unit for the transmission if
you’re going any great distance. The trailer rental company can probably offer an opinion on the
suitability of your car for hauling a particular size trailer (check with the company). If you carry
a trailer on your vehicle over a long distance, it is a good idea to use a trailer with a wheel size
approximately equivalent to your vehicle wheels. Otherwise, you run the risk of burning out your
bearings on the too small trailer wheels if you don’t keep lubricating them.

If any of you have dealt with a moving company, you probably already know that estimated
charges and final charges seldom correspond. Seasonal surcharges, fuel surcharges, and taxes
make it a costly operation. Although most movers are reputable, the U.S. Interstate Commerce
Commission recommends that you insist on seeing the tare weight (preloaded weight) and that
you observe the final weighing after your goods are loaded. It is certainly a case of “buyers
beware,” In the Windsor area, there is a Ministry of Transportation truck weigh scale on
Highway 401 just east of Manning Road if you need the moving company to weigh your
belongings before unloading, and getting the truck weighed after delivery.
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Children and Schools

If you have school age children, it is advisable to obtain a signed record of their immunizations
from your physician before you leave - many school systems are adamant about having proof of
immunizations and may suspend your child from school until the records arrive. (Hint: It’s a
good idea to take a list of all your family medical records and prescriptions.)

The contact name(s) and numbers at your children’s home school(s) should be taken in case a
phone call is required to confirm any details. Along the same line, if your child needs special
classes, take an official document from your school system detailing his/her special needs.

Most school systems can provide you with a map indicating where each of their schools is
located. These maps are very useful for aiding in the selection of housing conveniently located
near schools. When out of the country, you may still be eligible to receive the Government of
Canada Child Credit for eligible children. Contact the Income Security Program and make
arrangements to have the cheques directly deposited to a bank account while you are away.

7. UNIVERSITY BUSINESS

‘I have had very limited time on campus during my sabbatical, and I didn't really
anticipate how little chance I would have to interact and discuss things with my
colleagues - both things going on around campus and things I'm doing in my
research and writing while on sabbatical. So sometimes I kind of feel like a medieval
monk, stuck away somewhere working in solitary confinement. So I kind of wish I
had set up more of an immediate network of colleagues, both from campus and from
other universities, before I started on the sabbatical, to have research-related
discussions and some people to bounce ideas off of more regularly. It's a bit more
difficult to get that going once the sabbatical starts and you get into the thick of
things.’ - first-time sabbaticant Dr. Jamey Essex (Associate Professor, Dept of
Political Science)

Mail

We recommend that you make arrangements with a reliable colleague to collect, sort, and forward
your relevant mail according to your instructions. You may find it to your advantage to instruct
your colleague to read certain categories of mail and take notes on matters needing your attention,
which can then be transmitted to you via email or regular prearranged telephone conversations.

In this way, you can keep abreast of matters of concern to you and act within a reasonable time
period to protect or promote your interests.

Office

You retain your office space during your sabbatical unless you make other arrangements. If you
are going to be away from the University during your sabbatical, you may find it advantageous to
make arrangements with a reliable graduate student or colleague which would allow them the use
of your office. In return, they might take care of your plants, forward mail sent during the year,
etc. Please note that sometimes your Department Head or Dean may ask if another person may
use your office during your sabbatical leave. There is no obligation under the Collective
Agreement to share your office space, so it will be your personal decision if you wish to
cooperate with this type of request.
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Travel Allowance

Even though you are on sabbatical, you are still eligible for the Professional Development and
Membership Dues Reimbursement spelled out under Article I of the Collective Agreement.
Requests for travel advances and travel plans must be made at least 15 days before the
commencement of travel. Since the Article | funds are available each academic year (July 1 -
June 30), you need to ensure you apply in advance for funding if you are going to be away on
sabbatical when the funding is needed. You cannot claim daily meal expenses, travel costs, etc.
from the University while on sabbatical, but if you are attending a conference while on sabbatical
you may claim those expenses if approved in advance through a request for funding under Article
I. Make sure you get the approval in writing from your Dean - verbal agreement does not have
any validity if the expenses are questioned after the fact.

8. AUTOMOBILE
Automobile Registration and Insurance

If you take your own vehicle into the USA or abroad you should check to see how long the
Ontario registration is legal in the state/country in which you will reside. You should also make
sure your auto insurance coverage is adequate for the state/country where you are driving the car.
Do this early because the insurance procedures may take some time to complete.

If you are staying for a length of time in a state where only one plate is required on your car, we
suggest you remove the front plate and store it until you return. The rationale comes from the
experience of one of the original authors who had his front plate stolen. Because only one plate is
required, the other be used on any car for nefarious purposes and most Canadians won’t report the
plate stolen until they return home. In Florida, many ‘snowbirds’(retirees who go south for the
winter) purchase temporary Florida license plates for their cars so they don’t ‘stand out’ as a
target for break-ins or theft. It is unknown if other U.S. states allow the purchase of temporary
license plates for a vehicle.

9. LEAVING THE COUNTRY (& COMING BACK HOME)

Passport

Make sure your passport, and the passports of anyone travelling with you, are up to date. Some
countries will not let you enter or will send you home if there are 6 months or less left on your
passport. Getting a passport replaced is relatively easy in Windsor because there is a passport
office located at 100 Ouellette Avenue and forms for passports can be obtained on the web at
www.pptc.gc.ca If you go in person (make SURE you have all the correct documentation and
photos!) you will get through the application process quickly and the turnaround time to receive
your new passport through the mail is usually very prompt. The best time to go to the passport
office is early in the morning to avoid line-ups.

Re-entry permit

If you are a landed Immigrant in Canada, you should obtain a re-entry permit from the
Immigration Office in Windsor. If you leave the country for an extended period of time, you can
jeopardize your Immigrant status. The re-entry permit certifies that your absence is a temporary
one. This may also be useful for tax purposes in terms of verifying the fact that your Windsor
residence continued to be your permanent residence during your absence. Getting the permit
requires a personal interview with all landed immigrants in your family leaving the country and
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you may have to wait two weeks or more for the appointment so don’t put it off until the last
minute. Also, once you arrive for your appointment be prepared to wait while other persons are
seen by the staff. It has been our experience that there is always a wait, so leave time in your
schedule and take along something to read. Make sure to bring along the letter from the Provost
or Dean confirming your sabbatical leave, your landed immigrant papers and two black and white
passport-type photographs of yourself and family members. We recommend that you request the
maximum time allowable (approximately 12 months) even though you might be returning a few
months earlier. It saves going to an immigration office to apply for an extension should you
require it.

Travel Visas

If you will be in countries other than those in which you are a citizen during your sabbatical, it
would probably be advisable to contact the consulates of the relevant countries to make sure there
are no problems and that you have all the necessary papers. Usually there are no problems
concerning sabbaticals in other countries as long as the sabbaticant will not be taking paid
employment while there. If paid employment is planned, a work visa must be obtained. In some
cases the immigration authorities may instruct you to register with the local police.

When entering Mexico you will need a visa which can be easily obtained at the border from
Mexican consul offices. When entering the U.S.A. from Mexico you may be subjected to close
scrutiny by U.S. customs officers.

Personal Property Tax

Some states in the U.S. have what is called a “personal property” tax. This delightful assessment
is a tax on all of the personal property (clothes, cameras, furniture, care, etc.) that you have with
you. You may avoid liability for the tax, however, if you earn no income in that state, are only
there temporarily, and maintain your Canadian auto registration.

List of Goods

If you leave the country, you’ll be required to provide Customs with an itemized list of goods you
are taking and plan to bring back. The forms are available at either the Ambassador Bridge or
Detroit Tunnel and should probably be filled out in advance to avoid delays when you move.
Make sure this is stamped at Customs to verify your date of departure. A confirmed record of
your length of absence may be valuable in the future.

More Helpful Hints

e The Canadian Association of University Teachers (CAUT) has several documents on its
website that may be helpful to sabbatical planning. The first is the ‘CAUT Guidebook
for Academic Staff Working Abroad’, which is directed more at those teaching instead of
researching, but still has some helpful hints. The second item of interest is the ‘Travel
Advisories’ which provide information on recent developments with Homeland Security
in the United States and their powers to detain visitors, check through computer files, etc.
These documents can be found on the CAUT website www.caut.ca

e The following items will be of great help if you’re out of the country: Windsor and
UWindsor telephone directories, a list of Windsor addresses and postal codes you
commonly use, a list of all your internet or personal passwords, computer/software
products, versions, access codes and service providers, and don’t forget those ink or laser
cartridges for your printer!

_16_


http://www.caut.ca/

10. PENSION WHILE ON SABBATICAL

Payments into the University Retirement Plan are calculated on the basis of the sabbaticant's
Nominal Salary or her/his sabbatical salary allowance at the option of the sabbaticant. It is
important to realize if you commence an 80% reduced sabbatical for a one-year period, and elect
to contribute only on your reduced salary, you will be credited with 80% of one year’s
pensionable earnings and service — or 80% earnings and 9.6 months for the year. Please note that
you cannot purchase the remaining 2.4 months of missing service at any point in the future. In
other words, you will need to wait an additional 2.4 months to retire in order to get full pension
beginning at age 65, or take a penalty for leaving before the eligibility date. The Faculty
Association strongly recommends ‘topping up’ pension plan contributions. This can be done by
monthly post-dated cheques to the University, or by having the university deduct the extra
amount from your bi-monthly paycheques.

11. HEALTH, DENTAL AND LIFE INSURANCE

Healthcare, Dental coverage and Life Insurance coverage is provided during a sabbatical leave.
Time spent on sabbatical leave is included and credited as periods of University service in all
matters including promotion, retirement and seniority.

Health & Dental Benefits While Out Of Country

Editorial Note: The following information is abridged from the Green Shield Healthcare Benefits booklet. For the full
text, see http://www.uwindsor.ca/faculty/recruitment/sites/uwindsor.ca.faculty.recruitment/files/U_W-
5232%20July%6202008%620.pdf

For Windsor faculty and librarian members, Green Shield’s out of country Travel Benefits are in
place for the first 180 days per trip, either out of province or out of country. Benefits start on the
date of departure. If you are hospitalized on the 180th day, benefits will be extended until the
date of discharge. Your maximum is $1,000,000 per calendar year for Emergency Services; and
$50,000 per calendar year for Referral Services. Hospital and medical services are eligible only if
your provincial government health plan provides payment toward the cost of the services
received.

Eligible travel benefits will be paid at 100% based on usual, reasonable and customary charges in
the area where they were received, less the amount payable by the Ontario health plan. All
maximums and limitations stated are in Canadian currency, reimbursement is in Canadian funds
or U.S. funds based on the country of the payee. For payments that require currency conversion,
the rate of exchange used will be the rate in effect on the date of service of the claim.

Reimbursement of eligible benefits for emergency services will be made only if the services were
required as a result of emergency illness or injuries which occurred while you were vacationing
or travelling for other than health reasons.

What the Green Shield Plan Does and Does Not Cover

There is a long list of items that the Green Shield travel plan does and does not cover, and you are
wise to review the booklet before venturing beyond Canadian borders. Here are some highlights
that WUFA thinks sabbaticants from Windsor ought to be aware of:
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o If planning to travel in areas of political or civil unrest, contact Green Shield Canada
for pre-travel advice as they may be unable to guarantee assistance services. Green Shield
Canada reserves the right, without notice, to suspend, curtail or limit its services and
eligible benefits in any area in the event of political or civil unrest, including rebellion,
riot, military uprising, labour disturbance or strike, act of God, or refusal of authorities in
a foreign country to permit Green Shield Canada to provide service.

o Ifillness or injury occurs, the patient must contact Green Shield Canada within 48
hours of commencement of treatment. Failure to notify Green Shield within 48 hours
or refusal to be repatriated to your province of residence for treatment may result in
benefits being limited to only those expenses incurred within the first 48 hours of any and
each treatment/incident or the plan maximum, whichever is the lesser of the two.
Coverage is provided only to Medical/surgical services rendered by a legally qualified
physician or surgeon to relieve the symptoms of, or to cure an unforeseen illness or
injury. Benefits will be eligible only if existing or pre-diagnosed conditions are
completely stable and you are fit to travel (in the opinion of Green Shield Canada and/or
our Assistance Medical Team) at the time of departure from your province of residence.
Green Shield reserves the right to review your medical information at the time of claim.
Eligible benefits will not be reimbursed for treatment or surgery which could reasonably
be delayed until you return to your province of residence.

e Treatment by a dentist will only be reimbursed when required due to a direct
accidental blow to the mouth up to a maximum of $2,000, treatments (prior to and after
return) must be provided within 90 days of the accident;

o Coverage does not extend to hospital and medical care for childbirth occurring within
8 weeks of the expected delivery date from the date of departure, or deliberate
termination of pregnancy, nor to treatment or service provided in a chronic care or
psychiatric hospital, chronic unit of a general hospital, Long Term Care (LTC) facility,
health spa, or nursing home, nor services received from a chiropractor, chiropodist,
podiatrist, or for osteopathic manipulation.

Green Shield Canada's Travel Assistance Service

For assistance dial 1.800.936.6226 within Canada and the United States or call collect
519.742.3556 when travelling outside Canada and the United States. These humbers appear on
your Green Shield Identification Card. Quote the Green Shield Canada travel assist group number
and your Green Shield Identification Number, found on your Green Shield Identification Card,
and explain your medical emergency. You must always be able to provide your Green Shield
Identification Number and your provincial government health plan number. When calling collect
while travelling outside Canada and the United States a Canada Direct Calling Code may be
required. In the event that a collect call is not possible, keep your receipts for phone calls made to
Green Shield Canada’s Travel Assistance Service and submit them for reimbursement upon your
return to Canada.

The following is a partial list of services available 24 hours per day, 7 days per week through
Green Shield Canada's international medical service organization:

e Access to Pre-trip Assistance (prior to departure): Canada Direct Calling Codes;
information about vaccinations; government issued travel advisories; and
VISA/document requirements for entry into country of destination.

e Assistance in locating the nearest, most appropriate medical care

e Assistance in establishing contact with family, personal physician and employer as
appropriate

e Translation services and referrals to local interpreters as necessary
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o Verification of insurance coverage facilitating entry and admissions into hospitals and
other medical care providers

Co-ordination of securing bail bonds and other legal instruments

Special assistance in replacing lost or stolen travel documents including passports
Courtesy assistance in securing incidental aid and other travel related services
Emergency and payment assistance for major health expenses, which would result in
payments in excess of $200.

For the complete list see the Green Shield Health Benefits Travel Benefits booklet.

Life Insurance

All Windsor faculty and librarians are covered by life insurance while on sabbatical, as well as
accidental death and dismemberment coverage. The insurance payment is 3X the member’s
normal salary to a maximum of $400,000.

Other Travel Tips

e If you are travelling to Cuba be aware that you must provide a letter indicating you have
healthcare coverage abroad. Please see the University’s website for a copy of the letter.
http://www.uwindsor.ca/hr/system/files/Cuban%20Travel%20Requirements%20May%201,%202
010.pdf

12. POWER OF ATTORNEY

There may arise from time to time the necessity to be present in the City of Windsor for business
or personal matters of a legal nature while you are on sabbatical. Because of previous
commitments, travel arrangements, or the cost involved, you may prefer to have someone act on
your behalf. You can make prior arrangements for this by assigning someone “Power of
Attorney”. Because of the potential for abuse of such an arrangement, we consider it absolutely
essential that you consult with a lawyer before you do so. A sample “Power of Attorney” form is
presented in Appendix D. Your lawyer may also draw up a specific Power of Attorney form
assigning an individual limited powers such as might be required in overseeing a lease agreement.
In either case, however, the individual to whom you assign Power of Attorney must be both
responsible and trustworthy. The most obvious, albeit expensive, choice is your lawyer.

13. QUESTIONS AND ANSWERS ABOUT SABBATICAL LEAVE

Q: The last time | took a sabbatical leave was more than 6 years ago. In the interim, | held
a Dept. Head position and decided not to take a sabbatical during my term as Dept. Head as
I was dedicated to the term of my appointment. Am | entitled to additional top-up to my
salary when I take my next sabbatical leave?

A: There are two issues with this question: the issue of going past the 6 year qualifying period
for a 1-year sabbatical, and the issue of choosing to postpone a sabbatical versus being ASKED
by administration to postpone a sabbatical. Let’s deal with the issue of ‘going past the necessary
qualifying period’ first. The member was eligible after 6 years to take a 1-year sabbatical but
chose not to. Additional years have accumulated past the 6 years. There is no clause under the
Collective Agreement that allows a carry-over of those extra years towards the next sabbatical.
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The best case scenario is that the Dean will allow some of the time to be credited towards the next
sabbatical, but the Dean is under no obligation to uphold a request of this nature. The second
issue is the decision to postpone sabbatical as opposed to being asked to postpone a sabbatical. If
the member had been asked to postpone for 1 year, the salary of the member would have
increased from 80% to 85% during the 1-year sabbatical. As it stands, the member is not entitled
to any additional salary to reward the commitment to stay and work as a Dept. Head.

Q: lI'amin my final year as a tenure-track appointment and | am applying for tenure this
year. When am | eligible to apply for my first sabbatical, and when would | be eligible to
take my first sabbatical?

A: A tenure track/probationary member cannot apply for sabbatical leave until tenure is
achieved. If, for instance, a probationary employee is in her/his 5th year of service and applying
for tenure, she/he must wait until tenure is granted before applying for sabbatical leave.

If sabbatical leave is granted, the member can apply in their 6th year of service for their first
sabbatical leave in their 7th year of service. Once tenured, a member must work at least three
years after the sabbatical without a break in employment to apply for a six-month sabbatical, or
six years to apply for a one-year sabbatical. (In other words, the time spent on sabbatical does not
count towards the calculation of work time.) This applies equally to librarian members with
permanence.

Q: How long a sabbatical do | qualify for, and what will be my salary?

A: If amember has worked continually between 3 and five years, a sabbatical leave is for 6
months paid at 80% salary. The member receives 1/2 the vacation time allowance. If a member
has worked continually for six or more years they can apply for a sabbatical leave of six or twelve
months. (Note: in this case, six months is paid at 100% nominal salary and 2 weeks’ vacation IF
the previous 6 years have been sabbatical-free. If not, the 6-month sabbatical is at 80% nominal
salary. A twelve month sabbatical is paid at 80% nominal salary and includes 1 month vacation.)

Q: I heard there is a special salary rate for FIRST TIME SABBATICANTS.

A: If an applicant has accumulated 6 or more years of service and it is a member's first sabbatical
at any university or post-secondary institute, the sabbatical leave shall be for 12 months and paid
at 90% salary with the inclusion of the annual 1 month vacation.

Q: What is the deadline to apply for sabbatical?

A: Applications for sabbatical must be filed with the Dean and Dept. Head/Associate and
University Librarian on or before September 1 of the academic year preceding the year for which
the leave is requested. The application must include a detailed written plan of proposed
study/research or other planned activity to the Head or Dean by September 1 of the academic year
preceding the leave request. The CV which accompanies the application must be submitted in
electronic format. For assistance in completing the electronic CV form, contact Purita Bristow, IT
Services, (519) 253-3000 ext. 2738.
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APPENDIX A 2011-2014 Collective Agreement

ARTICLE 17 SABBATICAL LEAVES

17:01

17:02

17:03

17:04

A sabbatical leave is a period during which a faculty or librarian member with tenure or
permanence is relieved of normal teaching or librarianship and administrative duties in order to
pursue a program of independent study and research or creative activities. Sabbatical leave has
two (2) immediate purposes: to allow members to improve themselves academically or
professionally; and to allow members to engage in research, scholarship or creative activities. A
sabbatical leave serves the further objectives of improved teaching, excellence in research and
scholarly and artistic or creative publications or activities, and more useful University service.

The University shall continue its sabbatical leave policy to provide faculty members with an
opportunity for intellectual renewal, the maintenance and advancement of their academic and
professional competence, for the furtherance of their research and scholarly and artistic or
creative activities and as coincidental to the foregoing for the establishment and/or strengthening
of personal contacts with the world wide community of scholars.

A sabbatical leave shall be for a period of:

(@) six (6) months commencing either on the 1st day of July or the 1st day of January, or
(b) twelve (12) months commencing on the 1st day of July, or
(c) such other period as may be mutually agreed upon.

For a faculty member of an AAU that operates a cooperative education program involving
teaching in the summer semester, a sabbatical leave shall commence on the 1st day of January
or the 1st day of May, the 1st day of July or the 1st day of September.

In the two academic years in which a member takes six (6) month sabbaticals, the total number
of courses taught by the member in those two academic years shall not exceed the total number
of courses she/he would teach in a normal teaching year.

Eligibility for sabbatical leave is subject to the following conditions precedent:

(a) The applicant shall have accumulated during continuing appointment by the first day
she/he plans to take sabbatical leave for a sabbatical of six (6) or twelve (12) months,
a period of at least six (6) years of service.

(b) Tenured faculty members with at least three (3) years of continuous service may
apply for a sabbatical leave of six (6) months.

(c) This clause applies mutatis mutandis to librarian members with permanence.

(d) Service shall not include the period of leave under clauses 18:05(a) and 18:05(b) and
Article 20 of this Agreement, but may include the period of long term disability. Prior
service at this University or service at another University may be considered only if
recognition of such service is stated in the letter of appointment. A faculty member
who has had a sabbatical leave is eligible for further sabbatical leave(s) following
successive periods of service.

(e) The applicant shall have submitted with her/his application a detailed written
statement of her/his plan of proposed study, research or other planned activity
consistent with Article 17:01 during the period of the leave to the Dean and Head
which shall:

0] specify the plan to be followed which is clearly within the applicant's
demonstrated area of competence and which should have a clear focus and be
attainable within the sabbatical period;

(i) outline clearly and distinctly what the applicant intends to achieve during the
sabbatical period;
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17:05

()

(9)

(h)

(iii)
(iv)

V)

@)

(ii)

(iif)

(v)

(i)

provide a timetable;

state the potential for sabbatical work including benefits that may accrue and
anticipated significance;

provide or indicate by written documentation that a sincere attempt has been
made to obtain evidence that the applicant will be able to visit or work at any
institution outside the University where she/he proposes to visit or work.

The applicant shall demonstrate in accordance with the following criteria, which may
be combined in a manner consistent with other evaluations of career progress such
as promotion and tenure, and progress-through-the-ranks, a record of:

scholarship and research achievement appropriate to the academic discipline
within which she/he worked during the period of qualifying service;

appropriate professional contribution or administrative achievement within the
norms of that discipline during the period of qualifying service;

in appropriate cases, artistic production(s), exhibition(s) or performance(s) or
creative activity in a form that has/have been subject to critical review during the
period of qualifying service;

achievement(s) during and/or resulting from previous sabbatical leave(s) taken
by the applicant.

For the granting of sabbatical leave for the final year of a doctoral program the
applicant should submit a detailed written statement which should:

specify the stage to which the doctoral work has advanced, with confirmation
from the University where she/he is studying;

provide a timetable for completion of the doctoral work within the twelve (12)
month period with a notation by the chief advisor that the work can be completed
within that period.

Sabbaticals granted for courses of study leading to the development of new areas of
teaching should involve areas approved by the appropriate Senate committee as
worthy of development and would be subject to agreement by the Dean, after
consultation with the Head that there are potential openings for the teaching of such
courses.

Application for sabbatical leave shall be carried out as follows:

(@)

(b)

(©)

(d)

A faculty member who is eligible for sabbatical leave shall make written application
and provide a detailed written statement as required under clause 17:04 (e) to the
Dean and Head on or before the 1st day of September of the academic year
preceding the year for which the leave is requested.

The Dean and the Head (in the case of librarian members, the University Librarian or
Law Librarian as appropriate and the Associate Librarian) shall provide a letter(s) of
appraisal of the Plan required in clause 17:04 (e).

A member whose application for sabbatical leave has not been recommended for
approval by the Sabbatical Review Committee upon initial consideration shall be
given an opportunity to appear before said Committee in order to have her/his
application reviewed in accordance with the requirements of this Article 17. The
Faculty Association shall be provided with the names of all members who are given
an opportunity to appear before the said Committee. The Faculty Association shall
treat the list of names as confidential. The Sabbatical Review Committee shall be
comprised of the Deans, the University Librarian and the Provost who shall serve as
its Chair.

The Provost shall give at least fourteen (14) days written notice of the date and time
at which the Sabbatical Review Committee intends to review the application and shall
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17:06

17:07

17:08

refer to the specific clause and shall state in full the reason(s) for the necessity of said
review.

(e) The Faculty Association shall have the right to represent any member who opts to
appear before the Sabbatical Review Committee under clause 17:05 (c).

) In the case of those members who do not appear before the Sabbatical Review
Committee, the Provost shall inform said members of the decision on or before
December 1st of the academic year preceding the year for which the leave has been
requested; in the case of members who do appear before the Sabbatical Review
Committee, and whose application(s) for sabbatical leave is/are denied by the Board
of Governors, the Provost shall inform said members of the decision with reasons
therefor in accordance with the provisions of Article 27 no later than thirty (30)
calendar days after the herein above specified December 1st.

(9) If an application for sabbatical leave has been denied, it shall be the responsibility of
the applicant to renew the application.

The granting of sabbatical leave shall be at the discretion of the Board of Governors on the
recommendation of the President. Sabbatical leave may only be denied for failure to satisfy the
requirements of either clauses 17:04 or 17:05 (a) or both. In the event the University denies a
member's application for sabbatical leave, the University will inform the member and the
President of the Faculty Association in writing, within fifteen (15) working days of communicating
such denial to the member, of the requirement(s) of either clauses 17:04 or 17:05 (a) or both
which the member has failed to satisfy. In the event of denial of sabbatical leave the member
may have recourse to the grievance and arbitration procedures of this Agreement commencing
at Step Three. For the arbitration proceedings arising under this clause 17:06, the parties agree
to appoint, as sole arbitrator Morton Mitchnick, or in the event he is not available, Bill Kaplan.

A successful applicant for sabbatical leave shall undertake in writing to:
(a) carry out her/his approved sabbatical plan,

(b) submit a written application to and obtain written approval from the Dean, who shall
consult with the Head, for any substantial change(s) in the proposed activity set out in
the statement submitted in accordance with clause 17:04 (e),

(c) submit to the Provost, with copies to the Dean and Head, within ninety (90) days of
the expiry date of the faculty member's sabbatical leave a written report of her/his
study, research or other such activity carried out during the period of the leave.

(d) If after embarking on her/his proposed study, research or other planned activity the
completion of same is frustrated or non-feasible the faculty member shall submit a
written application to and obtain written approval from the Dean, who shall consult
with the Head for her/his alternate plan(s) for the remainder of her/his sabbatical
leave.

The sabbatical salary allowance, fringe benefits, pension contributions, research grants and
other forms of remuneration during a sabbatical leave shall be as follows:

€) Where an applicant has accumulated between three (3) years and five (5) years, a
sabbatical leave for six (6) months shall be at eighty percent (80%) of her/his Nominal
Salary and shall include one-half (¥2) of the annual vacation.

(b) Where an applicant has accumulated six (6) or more years either

0] a sabbatical leave for six (6) months shall be at full Nominal Salary and shall
include one-half (%) of the annual vacation; or

(i) a sabbatical leave for twelve (12) months shall be at eighty percent (80%) of her/his
Nominal Salary and shall include the annual one (1) month vacation, or

(iif) a sabbatical leave for twelve (12) months shall be at ninety percent (90%) of her/his
Nominal Salary when it is a member’s first sabbatical leave at any university or post-
secondary institution, and provided she/he is in the first ten (10) years of her/his
academic career, and shall include the annual one (1) month vacation.

_23_



17:09

17:10

17:11

17:12

(©)
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Where a faculty member has held as of June 30, 1978 nine (9) years of qualifying
service she/he shall be entitled at her/his first sabbatical following June 30, 1978 to
one hundred percent (100%) respectively of her/his Nominal Salary and shall include
the annual one (1) month vacation.

During her/his sabbatical leave, a sabbaticant shall be deemed to continue to be in
the employ of the University and shall continue to be entitled to all benefits provided
to other members during her/his absence. Time spent on sabbatical leave shall be
included and credited as periods of University service in all matters including
guestions pertaining to promotion, retirement and seniority. Premiums for all benefits,
as provided by this Collective Agreement and all other fringe benefits plans shall
continue during sabbatical leave(s) without interruption and on the same basis as
during normal employment. Payments into the University Retirement Plan shall be
calculated on the basis of the sabbaticant's Nominal Salary or her/his sabbatical
salary allowance at the option of the sabbaticant. It is clearly understood that any
rights to levels of participation or participation in the Plans outlined in this Article are
conditional upon the Plans so permitting.

A part of the sabbatical salary allowance of a member may be recognized by the
University as a research grant upon the request of the member who shall submit to
the Dean and Head a detailed written statement of her/his request for such
recognition; the portion of the sabbatical salary allowance to be paid as a research
grant shall be determined by the member, and the terms and conditions of payment of
any such grant shall be determined by the University in consultation with the member,
but the said terms and conditions shall not be inconsistent with the provisions of

clause 17:08 (d).

A member may accept scholarships or travel funds from granting agencies, and may
with the prior written approval of the Dean, after consultation with the Head accept a
salaried position or be engaged in other outside activity for the purpose of increasing
her/his income provided such salaried position or other outside activity does not
unduly interfere with completion of the approved sabbatical plan.

A faculty member should return to service with the University for a period equivalent to the
member's sabbatical (unless causes beyond her/his control prevent this), except if the University
waives such obligation.

A librarian member shall be entitled to apply for sabbatical leave in accordance with the
provisions of this Article 17 which shall apply mutatis mutandis except that,

(@)

(b)

in determining total years of service for the purpose of qualifying for sabbatical leave,
total years of service shall be reduced by one (1) year for each eight (8) weeks of
study leave previously granted to the applicant since her/his last sabbatical leave, and

payment of sabbatical salary allowance under clauses 17:08 (a) and (b) shall be
based on the determination of total service for qualification for sabbatical leave as
provided in clause 17:10 (a) of this Agreement.

A successful applicant, who qualifies under clause 17:08(b) (ii) whose sabbatical leave is
postponed for one (1) year by the University where it is impracticable to ensure the quality and
continuance of the program(s) in which she/he is involved may elect either to have her/his salary
allowance increased by five percent (5%) of her/his Nominal Salary, or to have the year of
postponement used as entitlement towards her/his next sabbatical leave.

@)

(b)

A member may elect to postpone an approved sabbatical provided she/he informs the
Dean and the Head of such postponement at least one (1) week prior to the deadline

for assignment of teaching duties. The year of postponement will not count as a year
of service toward a future sabbatical leave.

In exceptional circumstances arising before the commencement of sabbatical leave,
which directly affect the fulfillment of the approved sabbatical Plan and which are
beyond her/his control, provided that the sabbatical leave has not commenced a
member may request to postpone her/his sabbatical leave for one (1) year.
Application for postponement shall be made in writing, detailing such circumstances
to the Dean and Head. Approval of a postponement by the Dean in consultation with

_24_



17:13

17:14

17:15

the Head shall not be withheld unreasonably. If the postponement of the sabbatical
leave occurs after the deadline for the assignment of teaching duties, the Dean in
consultation with the Head shall assign an appropriate workload, including
course/section teaching assignments to the member. The year of postponement will
count as a year of service.

In the event that a member makes application for and receives benefits under Article 18 (Political
Leave), Article 19 (Court Leave), Article 21 (Pregnancy/Parental/Adoption Leave),or Article 24
(Compassionate Leave) while on sabbatical, the member is entitled to interrupt the sabbatical
leave for a period of up to three months in accordance with the Leave provisions of the Article
under which the Leave is granted. Sabbatical leave shall then resume as though there had been
no interruption. In the case of Article 21, the choice of months to interrupt sabbatical leave shall
be at the option of the member and reasonable notice shall be given by the member in writing to
the Dean.

A member on sabbatical leave is entitled to notice by registered mail of any pending decisions
affecting workload and/or working conditions and/or her/his status within the University. Such
notice shall be provided at least thirty (30) days prior to the date at which the decision is to be
finalized in order that the sabbaticant may participate in and/or vote, where applicable, on such
decisions. In the event that Canada Post is not in operation, notice of recall shall be by receipted
courier delivery. The onus is on each member to notify the University regarding any change in
address.

Where a grievance process is initiated by a member on sabbatical or about to go on sabbatical,
all stages of grievance procedures may be suspended at the request of the member until after
completion of the sabbatical term.

ARTICLE 23 STUDY LEAVE

23:01

23:02

23:03

23:04

Study Leave for Librarian Members

Study leave for librarian members is intended by the parties to provide an opportunity for library-
related course work, study or research. Clauses 23:01-23:09 outline the procedure to be
followed when applying for librarians' study leave. Normally the study leave is to be carried out
over a period of up to sixteen weeks. The leave period shall normally be taken in a single block
of time, or by mutual agreement between the member and the University Librarian. The
administration encourages the pursuit of graduate degrees, for example, but not limited to a
masters, second masters or Ph.D. degree. However, the Administration shall not restrict study
leaves to this purpose alone.

The maximum period of study leave(s) granted to a librarian member shall not exceed sixteen
(16) weeks.

An application for study leave is subject to the following conditions precedent:
(&)  The applicant shall have been a full-time Librarian at the University for a period of three
(3) years of service. Service shall not include the period of leave under clause 18:05 (a)

or (b) or the period of leave under Article 20 of this Agreement.

(b)  The applicant shall have submitted with her/his application a detailed written statement of
her/his proposed library-related course work, study or research during the period of leave.

(c) The University shall not be required to hire a replacement for the librarian member during
her/his leave.

A successful applicant for study leave shall undertake in writing to:

(@) carry out her/his proposed library-related course work, study or research;

(b)  obtain approval in writing from the University Librarian or the Law Librarian, as the case
may be, to any substantial change(s) in her/his proposed library-related course work,
study or research during the period of such leave;

(c) inform forthwith the University Librarian or the Law Librarian, as the case may be, if, after

embarking on her/his proposed library-related course work, study or research, the
completion of same is frustrated or non-feasible and after consultation with the University
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Librarian or the Law Librarian, as the case may be, return to the University for assignment
if she/he is so required;

(d)  submit to the University Librarian or the Law Librarian, as the case may be, within sixty
(60) days after her/his expected return to the University, a written report of her/his library-
related course work, study or research during such leave.

A librarian member who has had study leave is eligible for further study leave(s) following
successive period(s) of qualifying service.

A librarian member on study leave shall be entitled to eighty percent (80%) of Nominal Salary. All
other rights, privileges and benefits for the member on study leave shall be as for a member on
Sabbatical leave (clause 17:08 (d)). In addition, a librarian member may apply for assistance
towards the cost of a study leave for expenses such as fees, books, travel, etc. to a maximum of
ten percent (10%) of Normal Salary.

A librarian member who is eligible for study leave shall make written application to the University
Librarian or the Law Librarian, as the case may be, at least ninety (90) days prior to the date on
which the study leave is to commence, and the University Librarian or the Law Librarian, as the
case may be, shall inform the applicant of the decision at least thirty (30) days prior to the date
on which the study leave is to commence.

The granting of study leave shall be at the discretion of the Board of Governors on the
recommendation of the President who shall consult a Librarian Study Leave Committee
composed of the Provost, as Chairperson, the University Librarian and the Law Librarian.

If an application has been denied or deferred, it shall be the responsibility of the applicant to
renew the application.

Study leave for Ancillary Academic Staff and Sessional Lecturers

Study leave for Ancillary Academic Staff and Sessional Lecturers is intended by the parties to
provide an opportunity for work-related course work or study. However, the University shall not
restrict study leaves to this purpose alone. Clauses 23:11 - 23:18 outline the procedure to be
followed when applying for such study leave. Normally the study leave is to be carried out over a
period of up to sixteen (16) weeks. The leave period shall normally be taken in a single block of
time, or by mutual agreement between the member and the Dean, or her/his delegate/designate.

The maximum period of a study leave(s) granted to an ancillary academic staff or sessional
lecturer member shall not exceed sixteen (16) weeks.

An application for study leave is subject to the following conditions precedent:

(&  The applicant shall have been a full-time ancillary academic staff or sessional lecturer
member at the University for a period of three (3) years which shall not include the period
of leave under Article 20 of this Agreement;

(b)  The applicant shall have submitted with her/his application a detailed written statement of
her/his proposed work-related course work or study during the period of leave.

A successful applicant for study leave shall undertake in writing to:
(a) carry out her/his proposed work-related course work or study;

(b) obtain approval in writing from her/his Dean, or her/his delegate/designate, to any
substantial change(s) in her/his proposed work-related course work or study during the
period of such leave;

(c) inform forthwith her/his Dean, or her/his delegate/designate, if, after embarking on her/his
proposed work-related course work or study, the completion of same is frustrated or non-
feasible and after consultation with her/his Dean, or her/his delegate/designate, return to
the University for assignment if she/he is so required;

(d)  submit to her/his Dean, or her/his delegate/designate, within sixty (60) days after her/his

expected return to the University, a written report of her/his work-related course work or
study during such leave.
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An ancillary academic staff or sessional lecturer member who has had study leave is eligible for
further study leave(s) following successive period(s) of qualifying service.

An ancillary academic staff or sessional lecturer member on study leave shall be entitled to
eighty percent (80%) of Nominal Salary. All other rights, privileges and benefits for the member
on study leave shall be as for a member on Sabbatical leave, (clause 17:08 (d)). In addition an
ancillary academic staff or sessional lecturer member may apply for assistance towards the cost
of a study leave for expenses such as fees, books, travel, etc. to a maximum of ten percent
(10%) of Normal Salary.

An ancillary academic staff or sessional lecturer member who is eligible for study leave shall
make written application to her/his Dean, or her/his delegate/designate, at least one hundred and
eighty (180) days prior to the date on which the study leave is to commence, and the Dean, or
her/his delegate/designate, shall inform the applicant of the decision at least ninety (90) days
prior to the date on which the study leave is to commence.

The granting of study leave shall be at the discretion of the Board of Governors on the
recommendation of the President, who shall consult an Ancillary Academic Staff, Sessional
Lecturer Study Leave Committee composed of the Provost, as Chairperson, the appropriate
Dean and the Executive Director of Human Resources, or in the case of a sessional lecturer, the
Dean.

An application for study leave may be denied on the recommendation of the Ancillary Academic
Staff, Sessional Lecturer Study Leave Committee or the Dean only where the proposed work-
related course work or study does not pertain to the member's job-related duties and
responsibilities under the job description in such manner as the Committee or the Dean shall
determine to be of benefit to the service/program.

Where the Ancillary Academic Staff, Sessional Lecturer Study Leave Committee or the Dean
determines that the uninterrupted continuation and quality of service with which the Ancillary
Academic Staff member or sessional lecturer is involved cannot be ensured, the study leave may
be deferred for up to a period of one (1) year.
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