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1. Purposes of the Leave

Acceptable purposes for educational leave as expressed in the KFA Collective agreement (Article 14) are:

· Updating experience in business, industry, community service, etc.; 

· To further a faculty member's education; 

· Studying in-depth comparative systems and methods at different institutions; 

· Studies relevant to the Employer curriculum; 

· Research and/or publication of research (through electronic, print or media) relevant to the discipline, program or area of study; 

· Studying new technological developments related to the instructional or administrative role of the faculty member; and 

· Other activities calculated to be of mutual benefit to the University and the faculty member. 

2. Applying for Educational Leave

· The application is due on or before December 1 of the year preceding the fiscal year of the proposed leave.  Applications must include:

· Completed application form (available on HR website)
· Current CV

· Supporting letters (due by January 7 of the academic year of the proposed leave)

· A detailed plan of action with a time line is helpful

· Email the above documents to educational.leave@kwantlen.ca or if necessary forward copies via intercampus mail to: Ann McBurnie, Ed Leave Secretary, Operations Manager, Library, Surrey Campus.

· After a period of three years of full-time equivalent service a faculty member may receive four months’ leave. After six years of full-time equivalent service a faculty member may receive one year’s leave. Please refer to Article 14 of the Faculty Collective Agreement for more information regarding educational leave. Contact your Human Resources representative for information regarding your FTE. 
3. Letters of Comment
The Educational Leave Committee refers to your supporting letters, in addition to your application and other documents. A letter from your Dean/Administrator and at least two from colleagues in your discipline are required. These letters indicate the person has studied and discussed your proposal with you, and mention the value they see to the University and to you. The letters are commenting from the point of view of expertise in your discipline and knowledge of the needs of your department. Letters are due by January 7, and will not move to the next stage if not received.  Faculty is responsible for checking with the Educational Leave Office that all support letters have been received. It is helpful to plan with your Dean/Administrator an arrangement to cover your teaching load.

4. Evaluation of the Application
The Educational Leave Committee consists of one representative from each Professional Development Committee and the "administrator responsible”.  The Committee evaluates the application according to the following criteria:

1. Meets purposes as defined in the Collective Agreement 

2. Benefit to University community 

3. Benefit to faculty member 

4. Thoroughness of planning of proposed leave 

5. Preparation for activities during leave 

6. Specific results expected and how they will be used 

7. Plan for sharing your results with your discipline and the University.

5. Oral Presentation
An oral presentation is part of the evaluation. When the presentations are scheduled you will be informed of the date, time and location. The usual format is for the applicant to present a 10 - 15 minute summary of the activities and results expected from the leave. A question period of about 10 minutes allows for clarification and additional detail if needed. This is also a good opportunity to add any updates such as additional preparation, a change of emphasis or new information about benefits to the University and/or individual. The oral presentations will normally occur in January. 

6. Final Decision
The number of semesters available to be awarded is determined by the Finance Department according to the terms of the Collective Agreement. The Educational Leave Committee presents its recommendations to the University President. A copy of the report to the President is given to each applicant.

The President advises the applicants of her/his final decision by March 15.

7. Assistance is Available
If you would like to discuss your proposed leave, the Administrator of the Educational Leave Committee would be pleased to review the proposal and make suggestions.

To assist in completing your application and providing the committee with adequate information to assess your application, you should ensure you have answered the following questions:

1. Does the purpose of my leave fit at least one of the categories in the Collective Agreement? 
2. How will the result of my leave benefit the University? (Includes students, discipline, department, the University and University communities) 
3. How will the results of my leave benefit me? (i.e. How does completing this activity improve my ability to teach in my discipline, or to better accomplish things related to what I do?) 
4. Thoroughness of planning: What specific activities will I be doing while I am away from the University? (i.e. If I am studying comparative systems, which institutions would I visit? If studying new technological developments, where would I be doing my research? Who are the acknowledged experts in this area? If completing a degree, do I know what courses I need, costs involved, locations offering this degree?) 
5. Thoroughness of preparation: If I am completing a degree, have I applied to the institution? Have I been accepted? If I am updating in industry, do I have permission to work/study at the place chosen as most appropriate? If I am studying comparative methods, have I communicated with appropriate people at the other locations? Do I know sources of information and have contacts at these sources? Any contact names, letters of interest or approval, etc. help to indicate your level of preparation. 
6. What specific results do I expect from those activities? Answers from previous applicants include: "I will be able to use and demonstrate technology now in use in industry, which is related to my discipline." "I will be practicing the skills that I teach to my students, and the results will demonstrate these skills." "I will have completed my next degree, which gives me more credibility with my students." "The additional information learned would expand the area I can teach." "I will be able to fill a need in my discipline to teach "xyz"." "I will have published a paper on "xyz"." "I will have observed the activities at the location and collected artifacts, which will help me to explain those activities and include discussion of those activities in my classes." 
7. What is my plan for sharing what I have learned and achieved with the University and my colleagues? A report to the President, your Dean/Administrator and the administrator responsible (Cathy MacDonald, University Librarian- Administrator of Educational Leave) of the results of the Educational Leave is required. In addition, you may plan to update and modify curriculum, and plan workshops or sessions with your discipline to share the new ideas or skills you have gained. If appropriate, you may wish to present a workshop to colleagues in other areas, or write an article describing the results of your activities. In some cases you may wish to publish your results to make them more widely available.

8. Contact Numbers
· Ann McBurnie, Educational Leave Secretary: 604.599.3415 
· Cathy MacDonald, Educational Leave Administrator: 604.599.3400
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