THE CHINESE UNIVERSITY OF HONG KONG

Application for Academic Leave

Notes to Applicants:


1. Academic leave may be granted to appointees of professoriate, research academic, instructional and research ranks to attend short-term academic activities.  This provision is however non-contractual. The approval authority may decide whether academic leave will be granted. Applicants and the endorsement/approval authorities should refer to the Policy on Academic Leave in submitting and approving this application available at the following website: https://www2.per.cuhk.edu.hk/en-gb/staff-area/benefits/leave
2. Applicants should complete Section I of this form and where applicable the Appendices.  There should be full disclosure of information on the proposed activities particularly those that attract support/pecuniary reward, involve IP/publication matters and/or take the form of an appointment at the host institution/organization.  Please fill in the category of activity according to the defined list below.  Applicants may refer to the Advisory Notes to Applicants of Academic Leave obtainable at the above-mentioned website for the detailed application procedure.

	Category
	Description

	A
	Serve as an external examiner/participate in an accreditation visit

	B
	Present keynote speech/invited lecture/live demo at conferences, symposia or similar academic meetings

	C
	Present paper/poster/performance and/or chair a session/panel at conferences, symposia, exhibitions or similar academic meetings

	D
	Attend a conference/seminar/symposium or similar academic meetings

	E
	Serve on academic board for award/scholarship/publication/conference organizing

	F
	Internationalization Faculty Mobility Schemes/other schemes offered by CUHK

	G
	Programme/visit offered by the host institution

	H
	Self-arranged programme/visit

	I
	Research visit/undertaking

	J
	Teaching undertaking in overseas universities, including those on the Chinese mainland (on a non-remunerative basis)

	K
	Teaching undertaking in Hong Kong (on a non-remunerative basis)

	L
	Professional training and development

	M
	Others (to be specified)


3. Endorsement, approval and record keeping

	Duration of academic leave 
	Endorsement
	Approval

	Not exceeding 10 working days per instance
	Supervisor as defined in CUPIS

	Exceeding 10 working days but not longer than 44 working days per instance 
	Supervisor as defined in CUPIS
	Faculty Dean / Supervising Officers

	Beyond 44 working days per instance 
	Faculty Board or Faculty Executive Committee 
	Provost


4. Applicants who will be on a continuous leave of absence with other type(s) of leave immediately preceding or following the proposed academic leave should bring such to the attention of the endorsement authority.

5. Applicants who will present papers at a conference may apply for conference grant in accordance with the relevant regulations available at the above-mentioned website.

6. Applicants should arrange the receipt of support/pecuniary reward (if any) attached to an academic activity from, and arrange any payments of expenses with, the external party direct.  The University will not accept such support/pecuniary reward.

7. If an applicant wishes to contribute the support/pecuniary reward (if any) in excess of the necessary and reasonable support/expenses to the University, the applicant should pass the contribution to the Bursary, supported by a copy of the approved academic leave application form.  The contribution will be credited to the applicant’s appointment funding source(s).
8. The personal data provided on this form will be used by the PO, the Office of Research & Knowledge Transfer Services (ORKTS), the Department/Unit concerned and other relevant offices for considering the application and for planning and analysis. The provision of personal data on this form is voluntary. However, if there is not sufficient information, the University will not be able to process the application. For enquiries, including data access and correction thereof, please contact: 


(PO) Leave: 3943 5501; Outside Practice (OP)/Remunerative Outside Academic Appointment (OAA): 3943 1045 (ORKTS) IP: 3943 8885; Publication matter: 3943 1997

THE CHINESE UNIVERSITY OF HONG KONG

Application Form for Academic Leave
Section I Application Details 
Applicant should file the completed application (together with the Appendices where applicable) with the Department.

	Name (Staff ID)/Post/Dept
	

	Tel./Email
	

	Proposed leave period(s) 

[Please state the whole period of absence and specify the type(s) of leave if there are other leave(s) to be taken immediately preceding or following the proposed academic leave]
	Type(s) of leave
From (dd/mm/yyyy)
To (dd/mm/yyyy)
No. of days



	Proposed academic activities
[Please write separately if space is not enough.]

	Please attach official invitation letter(s) and specify below the category of activity (cf. point 2 in “Notes to Applicants”), country of visit, host institution/organizer, title of speech/paper/programme, and relevant URL showing details of the activities (if any):
Please specify and elaborate on the expected beneficial outcome from the proposed activities to the Department/Faculty/University:



	Any support/remuneration from and/or appointment / affiliation at host institution?
	☐ No
☐ Yes (Please complete Appendix-1)


	Any request from the host institution for sharing of:
	(a) Intellectual property (IP): 
☐Yes
☐No 
(b) Publication credit: 
☐Yes   ☐No (i.e. CUHK is named as the sole                     
                                        affiliation of the applicant)

(If “Yes” to either or both of the above, please complete Appendix-2)


	Principal Investigator (PI) of ongoing grant(s) of Research Grants Council (RGC):
	I am a Principal Investigator (PI) of ongoing RGC grant(s): ☐Yes  ☐No

(If the answer is “Yes” and the leave period under application is for a continuous period of 1 month or longer, please copy this application to ORKTS for compliance check, record keeping and reporting to RGC as appropriate.)


Date 


Signature of Applicant 







…/2
- 2 -
Notes to Endorsement Authority:
Apart from completing Section I above, an applicant should file Appendices 1 and/or 2 if the proposed activities attract support/pecuniary reward, involve IP/publication matters and/or take the form of an appointment at the host institution/organization.  Upon receipt of the said Appendices, the endorsement authority is advised to relay a copy of the completed Section I and the relevant Appendices to PO (in the case of Appendix 1) and ORKTS (in the case of Appendix 2) for clearance before considering the application. 
Section II: To be completed by the applicant’s supervisor as captured in CUPIS
	(Please check the box(es) as appropriate)

☐
The information/recommendations from PO & ORKTS if applicable (as set out in Appendices 1 and 2) have been considered.
☐
Accumulative academic leave taken by the applicant in the relevant academic year(s) (inclusive of this application) has not exceeded the limit prescribed in the relevant regulations or the departmental guidelines if any.  Proper arrangements have been made to cover the appointee’s teaching and other duties.
The academic leave as well as the pay and support (if any) under application are: 
☐ Approved (applicable if the academic leave under application does not exceed 10 working days)
☐ Endorsed for consideration by the 2nd tier approval authority (applicable if the academic leave under application exceeds 10 working days)

☐
Not Approved / Not Endorsed
Remarks, if any:

Date
_______________  Signature 

  Name in block  



Section III: To be completed by Faculty Dean or Supervising Officer (for academic leave exceeding 10 working days per instance)
	(Please check the box(es) as appropriate)
☐ The information/recommendations from PO & ORKTS if applicable (as set out in Appendices 1 and 2) have been considered.

☐
The academic leave applied will not interfere with the teaching commitments of the Department. 

Academic leave as well as the pay and support (if any) under application are:
☐ Approved (applicable if the academic leave under application does not exceed 44 working days)

☐ Endorsed (by Faculty Board or Faculty ExCo as appropriate) for consideration by the Provost via Personnel Office (applicable if the academic leave under application exceeds 44 working days)

☐
Not Approved

Remarks, if any:

Date
_______________  Signature 

  Name in block  



(August 2016)

Appendix-1 (Applicable if the proposed academic activity attracts support/pecuniary reward)
1. Please enclose official letter of invitation/supporting documents showing the terms and conditions of the visit. 
2. If there is more than one academic activity that may attract support/pecuniary reward, applicant should duplicate and complete this Appendix 1 for each activity.  

Part 1: Declaration and Undertaking (To be completed by the applicant)

	1.
Proposed academic activity:


Period: From (dd/mm/yyyy)              to (dd/mm/yyyy) 

2. Host institution: 

3.
Type of support/sponsorship (please read point 6 of “Notes to Applicants”): (Please check the box(es) as appropriate)

☐ Airfare    ☐ Accommodation    ☐ Subsistence allowance (please state the amount:            )


☐ Other forms of pay (in the name of honorarium, stipend or others), please state the amount:           


4.  Please state the activities (nature and time involvement) which attracts pay/honorarium: 


a. Nature of remunerative activities:


b. Time involvement: 

5. 
Self-assessment on the level of support/sponsorship stated in item 3 above:
   There is an “excess amount” after defraying the necessary travel, accommodation and reasonable staying support (Please check the box as appropriate):
☐ Yes, the excess amount is _______________ (Please complete items 6 & 7)   ☐ No (Please go to item 7)
6. 
Please state whether you intend to retain the excess amount as personal income: (Please check the box as appropriate)
☐
Yes.


☐
No, I wish to contribute the excess amount to the University account(s) which support my appointment. 

7.  The acceptance of support and/or remuneration from external parties should be reported to the University and approval will be made in accordance with the University regulations governing outside practice/remunerative academic appointment.  The applicant is required to complete the undertaking below: (Please check the boxes to acknowledge)
☐
I confirm that the details contained in this submission are correct and accurate to the best of my knowledge.  I undertake to supplement and report to the University any change to these details.
☐
I undertake that my engagement in the proposed activity/activities will not adversely affect my University duties or cause disruption to the operation of the Department/Unit. 
☐
I declare that my engagement in the proposed activity/activities will not give rise to conflict with the University’s interests. I undertake to conduct the activity in such a manner that avoids any potential conflict of interest, and I shall declare/respond appropriately when any potential conflict arises.
☐
I shall conduct undertake the proposed activity in my own capacity, and the University will be exempted from all liabilities arising from my non-University duties in connection therewith.
Date
______________    Signature of Applicant _________________     Name of Applicant _________________


Part 2: For completion by Personnel Office
	Observation and recommendation: 

Date  ________________    Signature of PO officer _________________      Name in block _________________


(August 2016)
Appendix-2 (Applicable if the proposed academic activity involves IP/publication matters)
Declaration (To be completed by the applicant)

	1.
This Appendix is filed in relation to the following period of academic leave applied:


From (dd/mm/yyyy) _______________________ to (dd/mm/yyyy) _________________________________

2.
Request from the host institution/organization for intellectual property sharing: 


Details ____________________________________________________________________

Reason/justification _________________________________________________________



(Please attach separate sheets or proposed agreement if applicable)

3.
Request from the host institution/organization for publication credit sharing: 


Details ____________________________________________________________________



(Please attach separate sheets or proposed agreement if applicable)

Date


Signature of Applicant 







Name of Applicant ______________________________________








For completion by ORKTS
	1.
Application endorsed/ not endorsed by ORKTS:

Arrangement/clearance has been/will be made with the Applicant in respect of the following: 

(Please check the box(es) as appropriate)

(a) Ownership of IP rights:
☐ Endorsed and confirmed that proper arrangements have been made.
☐ Not endorsed

        Date_____________  Signature of ORKTS officer_________________  Name in block _________________
(b) Institutional affiliation in publications:

☐ Endorsed and confirmed that proper arrangements have been made.
☐ Not endorsed

        Date_____________  Signature of ORKTS officer_________________  Name in block _________________
2.
Remarks, if any:




(August 2016)
