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	SPECIAL STUDIES PROGRAM

GUIDELINES FOR PREPARATION OF SPECIAL STUDIES PROGRAM REPORT
	


PLEASE COMPLETE AND FORWARD TO:                              HUMAN RESOURCES BRANCH


                                                    DIVISION OF SERVICES AND RESOURCES

1. All members of staff who have been granted Special Studies are required to submit 2 copies of the Special Studies Report and summary, to Human Resources, through the Head of the School/Branch within one month of their return from Special Studies.  

Important:  As set out in paragraph 3.3 of the Policy, if the report is not received within one month, the delay involved will be debited against the staff member’s accumulation of recognized service for the calculation of leave days.

2. The Special Studies report, for consideration by the Faculty’s Special Studies Program Committee and the Deputy Vice-Chancellor, must be accompanied by a brief summary (approx 200 words) of the major aspects of the leave taken.  

The full report should be limited, as far as practicable, to two pages and should cover the points listed below where applicable.  The format of the report will be a matter for individual members of staff to determine. However, to facilitate consideration of the report, staff members are asked to use the attached form.

Should members of staff wish to draw attention to specific technical details (eg details of research undertaken, results of experimentation, the development of a new technique etc) it is suggested these items be included in a supplementary report, one copy of which should be forwarded to Human Resources, through the Head of the School/Branch.

3. Where applicable the special studies report should refer to the following:

3.1  Staff members are asked to list the principal activity of their study leave under one of the following headings:

(a)  Pursuit of Research

(b)  Improvement of Teaching

(c)  Professional Practice

(d)  General Scholarship

3.2  
Details of places, institutions visited.
3.3  Outline of work carried out on Special Studies, including work carried out during the Adelaide portion of the leave.
3.4  Implications of the Special Studies for the teaching and/or research work of the individual and the School, including any publications resulting from the research.

3.5  Any specific aspect of the leave program, itinerary, results etc that the member of staff wishes to bring to the attention of the Faculty Committee.

	SPECIAL STUDIES PROGRAM REPORT

	Name: 


School/Area: 


Faculty: 


Status: 

Period of Absence: 

Number of days outside Adelaide: 

Principal Activity: 





	authorisation (SIGNATURE REQUIRED)

	Please note:  Special Studies Program Reports must be signed by the Head of School before forwarding to Human Resources.

Head of School

Signature:
 Date:

Please retain a copy for your own records
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