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SSP Frequently Asked Questions
1. How do I apply for the Special Studies Program?
· Obtain accrued SSP leave through SSO
· Links to the application online form PageUp can be found at the Universities Human Resources webpage at https://www.adelaide.edu.au/hr/handbook/workforce/ssp/
· University guidelines can be found at https://www.adelaide.edu.au/hr/handbook/workforce/ssp/
2. How do I know if my SSP application has been successful?
Once you have completed your online application via PageUp: 
· Applications are forwarded to the Faculty SSP Committee;
· The SSP Committee assesses each application and provides recommendations to be forwarded to the Executive Dean for approval ;approval;
· Applications not progressing for approval will cease at this stage and the applicant notified.  Applicants can then seek feedback from the Chair of the SSP Committee once the round has been finalised
· Applications that are recommended by the SSP Committee for approval are forwarded to the Executive Dean for consideration and approval (subject to ED review);
· All applicants will be advised of their outcome via email before 31st August.  Approval may depend on final checks of eligibility (any outstanding reports from previous SSP taken, workload impact on other staff members; alignment with the Faculty’s strategic priorities correct number of days requested and/or annual leave requests).
3. My application for SSP was successful, what do I need to do now?
Once your application has been approved:
· The SSP Coordinator forwards the following forms to successful recipients for completion: 
· Approval letter advising of outcome and award details (no action required)
· SSP Commencement form (to be completed 6 weeks prior to starting leave) 
· If required: SSP Application Amendment form (only to be completed if amendment is required eg. date, times or destination changes) 
· On return to normal work duties: A written report is to be completed within one month of returning to normal work duties and forwarded to the Human Resources Operations Team at hroperations@adelaide.edu.au
· the report template can be located at http://www.adelaide.edu.au/hr/handbook/workforce/ssp/ 
4. Am I entitled to receive a Living Away From Home Allowance (LAFHA)?
The University no longer offers LAFHA, staff are encouraged to claim the work related portion of their travel expenses through their personal taxation claim with receipts as proof of expenditure. If a reimbursement from a consulting fund is required this estimate should be stated on the travel requisition and approved by the HoS prior to travelling. Only the employee’s portion of the work related expenses will be reimbursed from consulting funds. Information on work related expenses that can be claimed from consulting accounts can be found at http://www.adelaide.edu.au/policies/2723/
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5. When will I receive my funding and how?
If successful in receiving the awarded travel funding, the SSP Coordinator will provide the project code to be used when booking airfares through the University travel management company. If other expenses are to be paid for (if awarded more than flight expenses), receipts are to be provided as evidence on return from leave. The University travel procedures can be viewed at https://www.adelaide.edu.au/finance/procurement/travel/
6. Is there anything else I should be aware of before I leave on SSP?
· All forms (commencement and if applicable, amendment form) must be completed and forwarded to hroperations@adelaide.edu.au before leave takes place;
· An estimated travel costing is to be submitted with application if funding is required.
· Ensure compliance with the University’s travel policy regarding vaccinations
7. What do I need to do when I return from SSP?
A written report of outcome is to be completed within one month of return; guidelines and report form can be found at http://www.adelaide.edu.au/hr/handbook/workforce/ssp/ 

Further enquiries
HR Service Centre
[bookmark: _GoBack]Ph: (08) 8313 1111 
Email: hrservicecentre@adelaide.edu.au 
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