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PURDUE 
UNIVERSITY THINK – PAIR - SHARE 

If you could invest time in yourself for 
professional development, what would you 

do with it? 

What is your path for advancement? 

How will you become a fellow of your professional 
society? 
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UNIVERSITY 

PROFESSIONAL DEVELOPMENT LEAVES 

• The university invests in professional development leaves with the expectation that 
the leave will significantly enhance the faculty’s capacity to contribute to the 
University’s missions 

• Modes of professional development leaves: 
• Business Travel (concur, <22 days) 

• R/I/E Leaves 

• Sabbaticals 

• ROA Leaves 
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Please review the Country-Specific International Presence Triggers here: 
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RESEARCH/INSTRUCTION/ENGAGEMENT LEAVE 

• Purpose: A R/I/E leave is requested when an employee needs to further 

research, participate in instructional opportunities, or become involved in 

engagement activities… or for professional development opportunities 

unavailable at the University… for periods lasting >22 days. 

• Eligibility and Remuneration: All faculty. Leaves can be paid (sponsored or 

eligible University funds) or unpaid. 

• Application: Refer to R/I/E Leave Request Procedures 

• Obligation: Upon conclusion of the R/I/E leave 
1. Submit to their department head and dean a written report of the professional activities in which they engaged 
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PURDUE 
UNIVERSITY 

Research/Instructional/Engagement (R/1/E) Leave Request Procedures 

l. R/1/E leaves ,11re le,11ves of >22 consecutive working d;,ys, paid or unpaid, th,11t .ire for eng.1ging in 
research, instructiooill, or enga,gement ,11ctivitie~ 

2. Faculty member lnitiMes process (;It leut I semester prior 10 reques1ed leavt! date, whenever possible) 
bye 

a. Meeting with the department head to discuss the scope of the won:, funding M>Urce(s), and 
coverage of their c,11mpus duties. 

b. Preparing a writtrn applic.ition conllliniflg the following Sfitions, to~~ their departlTlfflt 
head, de,n, and p«IYOst to evaluate the merit of the pro~ work ilnd the benefit it will have 
for both lhe faculty member and Purdue Un~ity: 

I. Executive summary; Provide a brief nontechnk:al overview of goal of the leave, work to 
be accomplished, al'ld location where the wort wlll be conducted. 

II. Project description: Describe the purpose, approach, goals, slgnlflcan(e, and potential 
Impact of the pro~ work. If 1rant fund1nc is bein& used 10 support salary, travel, or 
other cosu, indicate how the leave furthers the aims of the 1rant(sj beln1 used. Identify 
what fonn the results will take and how they wiU be shared with others. letters of 
invitation, where appropriate, §houkl be provided. 

iii. Leave Justification: Describe how this project will contrfbl.Jte to your own scholarly 
professional development and how the leave will belW!fit Purdue University. 

Iv. Ptan for covering your cam~ dutin whfle on lnve: Describe what pl;tns you ilnd your 
department head have In plKe to cover your teKhinc/research/extension/service 
commitments while you are on leave. 

v. Plan for covering your sponsored projects: Identify how your sponsored projects will be 
managed while you are on leave including an oversight pl,n for each of your active 
projects and what, if any, changes in scope of the project(s) are antkipated. Consult 

with sponSOfed program services to ensure oveBight of spon~ projects follows the 
guidelines of the sponSOf durina the leave. In some ca~. an alternate Pl may need to 
be identified durin1 the leave period. 

vi. Curriculumvitae 
vii. For leaves of one year or lona;er, complete lhe template leave agreement leuer with 

your department head !see following page~ 
c. Readin&, a1reelna to, and submlttin& all requests and forms arlsln& from applicable Purdue 

policies,lncludina 
I. Conflicts of Commitment and Reporuble Outside Activities (111.8.1): 

www purdur edu/polir;1r,.;(rfhir;\/11,b1 html 
1. A reportable outside activity (ROA) Is ;1ny wori(, advice, or service for an entity 

01her than Purdue that may potentially result in a conflict of commitmem. 
2. A conflict of commitment iS a situition in which a ROA would likely interfere 

with the ab~ity of a fKulty member to fi.ilfi6 their commitment to Purdue, or if 
the responsibilities, financial interesl, or opportunity for personal benefit in 

connection with the ROA would likely Interfere with professional jOOgement in 
exercisina any university duty or responsibility. 

3. tf you have an approved ROA associated with your leave, please attKh your 

R/I/E LEAVE REQUEST PROCEDURES 

The Written Application – Purpose, Location, Benefits to University 

• Executive summary 

• Project description 

• Leave justification 

• Coverage plan for sponsored projects and graduate students/other direct reports 

• Curriculum vitae 

• For leaves of one year or longer, complete the template leave agreement letter 

Additional Policy Considerations 
▪ Conflicts of Commitment and Reportable Outside Activities (III.B.1) 
▪ Individual Financial Conflicts of Interest (III.B.2) 
▪ Intellectual Property (I.A.1) 

R/I/E Leave is requested and approved 

within the SuccessFactors system 

10/29/2024 5www.purdue.edu/provost/faculty/documents/resource-rie-leave-request.pdf 

https://www.purdue.edu/policies/ethics/iiib1.html
https://www.purdue.edu/policies/ethics/iiib2.html
https://www.purdue.edu/policies/academic-research-affairs/ia1.html
www.purdue.edu/provost/faculty/documents/resource-rie-leave-request.pdf


  

        

        

     
            
                    

    
                     

    
           

   

      
            

                

Sabbatical Leaves (I.A.5) 

VOiume I Ac&demic and Research Affa11s 

Cheptei-AEdUC3tionendResearch 

Respor\$ible Eecuuve Presiden1 

Responsible Office, Offioe of the PfCYOSI and Executwe Vice Presidenl for Academic Afflll'S Ind DiYe,sny 

Oatelnued Allyl.2022 

011tet..~Revi,ed N/A 

TABLE OF CONTENTS 

StatcmcmetPoJlcY. 

Roton tor Thi• Polley 
lndb1du.al11ndEotldt1AffcS1£dbv .. Ibl1.£21.lu. ,_ 
BnR:2D.likililin 
~ (defined lenns 1,11 capit&lized th1~hou1 the document) 

BclattdDoeumtnt•~ 

Wrbtltt Addccu tee Jbl1 PoUcv 

-
SABBATICAL LEAVES (POLICY I.A.5) 

• Purpose: The University invests in sabbatical leaves with the expectation that the 

leave will significantly enhance the faculty’s capacity to contribute to the 
University’s missions. 

• Eligibility and Remuneration: Tenured members of the faculty. 
1. After a minimum of six semesters of service: one semester at half pay. 
2. After a minimum of 12 semesters of service: one semester at full pay or two semesters at half pay, with pay 

adjusted proportionately for intermediate periods. 
3. After a minimum of 18 semesters of service: one semester at full pay and one semester at half pay, with pay 

adjusted proportionately for intermediate periods. 
4. After a minimum of 24 semesters of service: two semesters at full pay 

• Application: Refer to Operating Procedures 

• Obligation: Upon conclusion of the sabbatical leave, 
1. Return to the University for at least one complete year of service, and 

2. Submit to their department head and dean a written report of the professional activities in which they engaged 
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PURDUE 
UNIVERSITY 

i;-=) PURDUE OfficeoftheProvost c!.....r-' UNIVERSITY 

HOME v VICE PROVOST AREAS v EVENTS NEWS 

FH'liiffi:l·IJ+iiHlfi Operating Procedures for Requesting Sabbatical 
F•cultyPolkle, Leave 
Cri1orla for Tonuro and Promotion for 

the Weat Lafayette Campu, 

F11culty 11nd St11ff H11ndbook 

Financlal Policies 

Now Degree Propowl, 11nd Online 

Education 

Operating Proccduru for Lecturer 

Appointment, 

Procedures for Appoin1tnen11 of 

Po,tdoctoral Rese,m::hcr. 

Procedures for Fulbright Award, 

Procedures for Re~rch Faculty 

Appointment, Review and Promotion 

These procedures support the policy on Sabbftical LCIYCI fl.AJ!) 111 Purdue West Lafa)'ffle. Refer 10 the policy IOI'" 

conu1ct information 11nd definitions. 

Effective date. Julyl,2022 

Submit the Request 

Faculty members must complete the following steps 11! lent one semester prior to the propo$CCI st11rl of the ~~ticol 

leave. If the faculty member has two concurrent appointments, they must request leave for both positions. 

1. Review the policy on Sabbatical LtaYCl {LA._5) and verify 1h11 they meet the minimum term of service requirement. 

If granted !he leave, the faculty membef agrees to a minimum of one complete yea1 of service following their retum, 

perthepolicy 

2. Mee I wi1h their Depo11menl/School Head to discuss 1he scope of 1he work and coveraoe of campus duties. Nole 

thal 11 is the Depa11ment/School Head's responsibility 10 arrange departmental schedules to permil eligible faculty 
to lake sabba1ical le.!lve while minimizing (1) disruplion to the academic progr.!lm .!Ind (2) the cost of substitute 

instruction. 
3. Prepare a written application for evalu.!llion by !heir Oeportmenl/School Head, Dean, .!Ind Pfovosl (01 designee). The 

.!lpplic.!ltion will be evalu.!lted on the mer ii of the proposed work and !he benefit it will have for both the faculty 

membef and 1he University. Include the following in 1he application 

OPERATING PROCEDURES FOR REQUESTING SABBATICAL LEAVE 

The Written Application – Purpose, Location, Benefits to University 

• Executive summary 

• Project description 

• Sabbatical justification 

• Coverage plan for sponsored projects and graduate students/other direct 
reports 

• Curriculum vitae 

• Report on activities and accomplishments from prior sabbatical 

Additional Policy Considerations 

▪ Conflicts of Commitment and Reportable Outside Activities (III.B.1) 
▪ Individual Financial Conflicts of Interest (III.B.2) 
▪ Intellectual Property (I.A.1) 

Sabbatical Leave is requested and approved 

within the SuccessFactors system 
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PURDUE 
UNIVERSITY 

Conflicts of Commitment and Reportable Outside Activities 
(III.B.1) 

• A Reportable Outside Activity (ROA) is any work, advice, or 
service for an entity other than Purdue University that may 
potentially result in a Conflict of Commitment. In accordance with 
Purdue University’s policy on Conflicts of Commitment and 
Reportable Outside Activities, no employee may engage in an ROA 
until: 

1) The employee has submitted the ROA on a Reportable 
Outside Activity Form, and 

2) The Unit Head or Outside Activities (OA) Officer has given 
written approval for the employee’s participation in the ROA 
described in the form. 

• In determining whether an ROA constitutes a Conflict of 
Commitment, the University will consider the nature of the 
requested work or appointment, overall time commitment, and 
whether the activity is to take place during the normal weekday 
business and/or instructional hours of the University or when an 
employee is in paid or unpaid leave status. Regardless of whether 
the ROA takes place during normal weekday business and/or 
instructional hours or will take place during an approved leave, all 
proposed outside activities must be disclosed. No employee may 
engage in an ROA that gives rise to a Conflict of Commitment. 

ROA LEAVES 

• When an approved ROA requires a leave from the 
University, such as for Consulting that exceeds a 
maximum of one business day per week for tenured 
or tenure-track faculty or taking a leave to work full-
or part-time in industry, at a start-up company, or at 
another organization, the policy on Leaves of 
Absence allows the faculty member to use either 
paid vacation leave (fiscal-year appointments only) 
or unpaid leave. Regardless of which type of leave 
the faculty member uses, if the activity is reportable, 
it must be approved prior to requesting leave. 
Additional approvals are needed for unpaid leaves. 
The following procedures combine the steps for 
requesting approval for an ROA and the steps for 
requesting unpaid leave. 

https://www.purdue.edu/policies/ethics/iiib1.html
https://www.purdue.edu/policies/ethics/iiib1.html
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PROFESSIONAL ENGAGEMENT AND LEADERSHIP 

• Value of administrative service; 

• Value of interdisciplinary and collaborative work; 

• Value of being a mentor, as well as a mentee; 

• How are professional services outside of campus viewed (journal 
editor, chair of a national conference, board member, president or 
vice president of a professional association, etc); 

• How do we prioritize service requests? 



 

PURDUE 
UNIVERSITY 

IMPORTANT RESOURCES 

• Eligibility for Sabbaticals 

• University Procedures for Sabbatical Requests 

• University Procedures for RIE Leave Requests 

https://www.purdue.edu/policies/academic-research-affairs/ia5.html
https://www.purdue.edu/policies/academic-research-affairs/ia5.html
https://www.purdue.edu/treasurer/finance/managerial-accounting-services/global-support/research-instructional-engagement-leave/
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