	EDUCATIONAL LEAVE CHECKLIST

	SECTION 1  to be completed by the faculty member

	Instructor Member Name:

	Faculty:
	Dept:

	Date of last Educational Leave:

	Request for:  
	Y
	N

	6 Months @ 100% Salary
	 
	 

	1 Year @ 85% Salary
	 
	 

	Received from Instructor Member:  

	Letter of application from Instructor member.
	 
	 

	Copy of the report from the previous educational leave.
	 
	 
	 

	Copy of instructor member’s CV 
	 
	 

	Plan of leave project and how it benefits the Member and the University; 
	 
	 

	Statement of any external salary or earnings from external agencies
	 
	 

	Instructor Member’s Signature:

	Section 2 to be completed by the Department Chair

	Attached recommendation from Department Chair to the Dean includes:                                                  

	An evaluation of how the leave plan benefits the Member and the University.
	 
	 

	Assessment of arrangements necessary to maintain the academic program of the Department during the leave and availability of courses to enable students to graduate.
	 
	 

	Chair’s Signature                                                                             Chair Recommendation
	 
	 

	SECTION 3  to be completed by the Dean

	 Recommendation from Dean to President:

	Confirms that the leave plan benefits the Member and the University.
	 
	 

	Confirms course availability to enable students to graduate.
	 
	 
	 

	Confirms arrangements are in place to maintain the academic program of the Department during the leave
	 
	 

	Dean's Signature                                                                        Dean's Recommendation
	 
	 

	FOR INFORMATION ON EDUCATIONAL LEAVE FOR INSTRUCTOR MEMBERS, PLEASE REFER TO CLAUSE 30.32 OF THE DFA/BOARD COLLECTIVE AGREEMENT.

	


