Appendix No. 1 to HSE Directive No. 6.18.1-01/3105-04, dated May 31, 2013 
ApPROVED by 
Academic Council of National Research University Higher School of Economics Protocol No. 45 with changes approved as per Directive № 6.18.1-01/1706-07 dated June 17, 2016
REGULATIONS 
On the Procedure and Terms for the Provision of Extended/Sabbatical Leave for Academic Staff Members of National Research University Higher School of Economics and its Affiliated Regional Campuses
1. GENERAL PROVISIONS
1.1. These regulations on the procedure and terms for the provision of extended/sabbatical leave for academic staff members of National Research University Higher School of Economics and its affiliated regional campuses (hereinafter, the “Regulations”) have been approved in accordance with the legislation of the Russian Federation and the Charter of National Research University Higher School of Economics (hereinafter, “HSE”).
1.2. These Regulations establish the procedure and terms for providing extended/sabbatical leave for HSE’s academic staff (hereinafter, “faculty”, “faculty members”), for whom HSE (including its regional campuses) is their main place of work. 
1.3. Extended leave is a social benefit as per Article 335 of the Labour Code of the Russian Federation and shall be provided to a faculty member for a period of up to 1 (one) calendar year no less than every 10-year term of uninterrupted instructional work.
1.4. Sabbatical leave maybe be provided to an faculty member for the purposes of preparing academic/research publications (monographs, textbooks, learning guides and academic papers published in Russian and/or international peer-reviewed journals and other types of academic/scientific publications) and dissertations, as well as carrying out research with respect to the subjects of given academic publications for a period of 3, 4, 5 or 6 (three, four, five or six) calendar months. Furthermore, the purpose of sabbatical leave may be achieved as the result of instructional and/or research activities (internships) at other Russian and/or foreign research/educational institutions.
2. TERMS FOR THE PROVISION OF EXTENDED/ SABBATICAL LEAVE
2.1. Extended leave can be provided to faculty, who have worked uninterruptedly in an academic position for no less than 10 (ten) years at the time of their application.
2.2. Sabbatical leave may be provided 1 (one) time after each 5 (five) years of work at HSE to those faculty members engaged in research work and publishing related research results, and for whom total employment period at HSE on a full teaching wage comes to no less than 3 (three) years at the time of their application.
Sabbatical leave may be divided into 2 (two) parts. The second part of a sabbatical leave may be provided with a gap of no more than 1 (one) calendar year from the date of the end of the first part of the given sabbatical leave. At the same time, the total duration of sabbatical leave may not come to more than 3, 4, 5 and/or 6 (three, four, five or six) months, respectively.
The cut-off for the subsequent five-year period of work at HSE for the provision of each new sabbatical leave commences as of the day following the date of the completion of the second part of the leave. 
2.3. The order for providing extended and/or sabbatical leave (if several applications have been made by faculty members) shall be set according to quotas:

	HSE subdivision employing faculty members
	Person designated to establish the order for providing extended and/or sabbatical leave
	Quotas for provision of extended and/or sabbatical leaves

	2.3.1. Academic units at faculties:

	2.3.1. а. HSE
	Head of academic unit
	Up to 10 (ten) persons on staff - no more than 1 (one) faculty member;
Over 10 (ten) persons on staff - no more than 1 (one) faculty member per every 10 (ten) faculty members in the academic unit for whom HSE is their main place of work.

	2.3.1.b. HSE’s affiliated regional campuses
	
	

	2.3.1.c. MIEM HSE
	
	

	2.3.2.: Independent departments

	2.4.2.а. HSE
	Department head
	Up to 10 (ten) persons on staff - no more than 1 (one) faculty member;
Over 10 (ten) persons on staff - no more than 1 (one) faculty member per every 10 (ten) Instructors in the department for whom HSE is their main place of work.

	2.3.2.b. HSE’s affiliated regional campuses
	
	

	2.3.2.c. HSE MIEM
	
	

	2.3.3. Schools/Departments:

	2.3.3.а. with academic units under HSE faculties
	Head of academic unit
	Up to 10 (ten) persons on staff - no more than 1 (one)  Instructor;
Over 10 (ten) persons on staff - no more than 1 (one) faculty member per every 10 (ten) faculty members in the academic unit for whom HSE is their main place of work

	2.3.3.b. without academic units
	Department/School head
	Up to 10 (ten) persons on staff - no more than 1 (one) faculty member;
Over 10 (ten) persons on staff - no more than 1 (one)  faculty member per every 10 faculty members in the department/school for whom HSE is their main place of work.

	2.3.4. Faculties without departments

	2.3.4.а. HSE
	Faculty Dean
	Up to 10 (ten) persons on staff - no more than 1 (one) faculty member;
Over 10 (ten) persons on staff - no more than1 (one) faculty member per every 10 (ten) faculty members in the faculty for whom HSE is their main place of work.

	2.3.4.b. HSE’s affiliated regional campuses
	
	

	2.3.5. ICEF HSE
	Director of ICEF HSE 
	No more than 1 (one) faculty member per every 10 (ten) faculty members employed at ICEF for whom HSE is their main place of work

	2.3.6. Continuing professional education subdivisions
	Directors of continuing professional education subdivisions 
	No more than 1 (one) faculty member per every 10 (ten) faculty members employed by the subdivision for whom HSE is their main place of work


2.4. Extended and/or sabbatical leave may be granted to a faculty member at any time during the academic year as long as the HSE subdivision in which the faculty member works ensures the completion of his/her approved academic assignments with their suitable delegation among the subdivision’s academic staff. 
2.5. Extended and/or sabbatical leave for the head of a subdivision must be approved by HSE’s Rector.
2.5. Extended and/or sabbatical leave, as per the wishes of a faculty member, may be tied to his/her annual base paid leave.
3. PROCEDURE FOR REVIEWING APPLICATIONS FOR EXTENDED AND/OR SABBATICAL LEAVE
3.1. Extended and/or sabbatical leave shall be granted to a faculty member based on his/her personal request addressed to the HSE Rector. Requests for extended and/or sabbatical leave shall be drawn up in accordance with Appendix 2 to these Regulations. Furthermore, requests for the provision of extended and/or sabbatical leave shall be forwarded to the following designated persons: 
	Subdivisions employing faculty members
	Person designated to receive requests for the provision of extended and/or sabbatical leave

	3.1.1. Academic units under faculties

	3.1.1. а. HSE
	Head of academic unit

	3.1.1.b. HSE’s affiliated regional campuses
	Directors of HSE’s affiliated regional campuses with the official stamp of Department heads and Faculty deans

	3.1.1.c. MIEM HSE
	Director of MIEM HSE

	3.1.2. Independent departments:

	3.1.2.а. HSE
	Department head

	3.1.2.b. HSE’s affiliated regional campuses
	Directors of HSE’s affiliated regional campuses with the official stamp of Department heads

	3.1.2.c. MIEM HSE
	Department head

	3.1.3. Departments/Schools:

	3.1.3.а. with academic units under HSE faculties

	Head of academic unit

	3.1.3.b. without academic units
	Department head

	3.1.4. Faculties without departments/academic units

	3.1.4.а. HSE
	Faculty Dean

	3.1.4.b. HSE’s affiliated regional campuses
	Directors of HSE’s affiliated regional campuses

	3.1.5. ICEF HSE
	Director of ICEF HSE 

	3.1.6. Continuing professional educational subdivisions
	Director of continuing professional education programmes with the official stamp of subdivisions’ heads


3.2. Faculty’s requests are to be reviewed by the person designated to receive such requests, no later than 1 (one) month from the time of its submission.
3.3. Decisions on whether to grant extended and/or sabbatical leave, its timeframe and the terms of provision shall be accepted by the following University bodies:
	Subdivisions employing faculty members
	Person/administrative body designated to make decisions with respect to the provision of extended leave
	Person/administrative body designated to make decisions with respect to the provision of sabbatical leave

	3.3.1. Academic units under faculties:

	3.3.1. а. HSE
	Academic councils of HSE faculties
	HSE Academic Council

	3.3.1.b. HSE’s affiliated regional campuses
	Academic councils of HSE’s affiliated regional campuses
	Academic councils of HSE’s affiliated regional campuses

	3.3.1.c. MIEM HSE
	Academic council of MIEM HSE faculty
	HSE Academic Council

	3.3.2. Independent departments:

	3.3.2.а. HSE
	Vice Rector responsible for coordinating the activities of HSE’s independent departments
	HSE Academic Council

	3.3.2.b. HSE’s affiliated regional campuses
	Directors of HSE’s affiliated regional campuses
	Academic councils of HSE’s regional campuses

	3.3.2.c. MIEM HSE
	Director of MIEM HSE
	HSE Academic Council

	3.3.3. Departments/Schools:

	3.3.3.а. with academic units under HSE faculties
	Academic councils of HSE faculties
	HSE Academic Council

	3.3.3.b. without academic units under HSE faculties
	Academic councils of HSE faculties
	HSE Academic Council

	3.3.4. Faculties without departments/academic units

	3.3.4.а. HSE
	Academic councils of HSE faculties
	HSE Academic Council


	3.3.4.b. HSE’s affiliated regional campuses
	Academic councils of HSE’s affiliated regional campuses
	Academic councils of HSE’s affiliated regional campuses

	3.3.5. ICEF HSE
	International Academic Committee (hereinafter, “IAC”) of ICEF HSE
	IAC of ICEF HSE

	3.3.6. Continuing professional education subdivisions
	Director of continuing professional education programmes
	HSE Academic Council


3.4. The provision of extended and/or sabbatical leave shall be conferred through a directive on behalf of HSE.
3.5. The persons specified in points 3.1.1. – 3.1.6. of these Regulations shall monitor the timely execution of the second part of a given sabbatical leave.
4. PROCEDURE FOR FINANCING EXTENDED LEAVES
4.1. Faculty who are granted extended leave at their base wage should draw up a request for the leave (excluding all remaining paid positions held at HSE).
4.2. Expenditures related to the hiring of replacement personnel during a faculty member’s extended leave, are funded by the subdivision employing the latter. Upon request of the head of a given subdivision, expenditures on extended leave may be partially or fully financed by funds from the revenues generated by HSE’s activities (or that of an affiliated regional campus) following a resolution of the HSE Academic Council (or the academic council of an HSE affiliated regional campus). Expenditures related to the hiring of replacement personnel during the extended leave of a faculty member employed by the International College of Economics and Finance (ICEF) shall be financed by ICEF’s own funds. 
Expenditures related to the hiring of replacement personnel during the extended leave of a faculty member employed at a continuing professional education subdivision shall be financed by its own funds. 
5. DETAILS ON THE PROVISION OF SABBATICAL LEAVE
5.1. Requests for the provision of sabbatical leave should have attached plans prepared by faculty members (see Appendix 1 of these Regulations) which shall include the following:
· purpose of sabbatical leave;
· current work in progress;
· leave’s duration;
· form for presenting overall results upon the completion of the second part of the leave;
· schedule for work completion.
If sabbatical leave is granted in 2 (two) parts, the relevant request must indicate the start and end dates of both of these parts.
The total duration of sabbatical leave is determined based on the total obligations undertaken by the faculty member in order to achieve the leave’s final objectives.
The suitability of the proposed term of sabbatical leave with respect to its objectives is approved by the parties designated in points 3.1.1. – 3.1.6. of these Regulations. The recommended assessment criteria spelt out in Appendix 3 of these Regulations may be used by said persons when deciding on the duration of a given sabbatical leave.
5.2. Sabbatical leave plans shall be discussed and approved as follows:
	Subdivision employing faculty members 
	Sabbatical leave plan is discussed
	Sabbatical leave plan is approved

	5.2.1. Academic units under faculties

	5.2.1. а. HSE
	At meetings of respective academic units
	Academic councils of HSE faculties

	5.2.1.b. HSE’s affiliated regional campuses
	At meetings of respective academic units at HSE’s affiliated regional campuses
	Academic councils of HSE affiliated regional campuses

	5.2.1.c. MIEM HSE
	At meetings of respective academic units under MIEM HSE faculty
	Academic Council of MIEM HSE

	5.2.2. Independent departments:

	5.2.2.а. HSE
	At meetings of HSE’s independent departments
	Vice Rector responsible for overseeing the activities of HSE’s independent departments

	5.2.2.b. HSE’s affiliated regional campuses
	At meetings of HSE’s independent departments
	Directors of HSE’s affiliated regional campuses

	5.2.2.c. MIEM HSE
	At meetings of HSE’s independent departments
	Director of MIEM HSE

	5.2.3. Departments/Schools:

	5.2.3.а. with academic units under HSE faculties 
	At meetings of departments/schools under HSE faculties
	Academic councils of HSE faculties

	5.2.3.b. without academic units under HSE faculties 
	At meetings of departments/schools under HSE faculties
	Academic councils of HSE faculties

	5.2.4. Faculties without departments/academic units

	5.2.4.а. HSE
	At meetings of HSE faculties’ academic councils
	Academic councils of HSE faculties

	5.2.4.b. HSE’s affiliated regional campuses
	At meetings of HSE affiliated regional campuses’ academic councils of respective faculties
	Academic councils of HSE faculties

	5.2.5. ICEF HSE
	Director of ICEF HSE
	IAC of ICEF HSE

	5.2.6. Continuing professional education subdivisions
	Heads of continuing professional education subdivisions
	Directors of continuing professional education programmes


5.3. When presenting his/her sabbatical leave plan, a faculty member must also provide information on their presumed sources of earnings and type of employment at or outside of HSE during the period/periods of the leave. Any additionally paid work that is not directly related to the implementation of the sabbatical plan may be taken into consideration when deciding on the provision of sabbatical leave. 
6. FINANCING SABBATICAL LEAVE
6.1. Sabbatical leave entails the continuation of the faculty member’s average wage for their main place of work. While a staff member is on sabbatical leave, other faculty may cover his/her duties.
Vacation pay for staff members on sabbatical leave shall be calculated every month based on their average monthly wage as of the time they went on leave and shall be paid during standard wage payment period.
6.2. Expenditures on the provision of sabbatical leave, as well as costs for finding a replacement of a given faculty member currently on leave, with the exception of continuing professional education subdivisions, shall be financed with revenue from HSE’s activities, or funds from the budgets of the University’s regional affiliated campuses.
Expenditures on the provision of sabbatical leave, as well as costs for hiring a replacement of a faculty member currently on leave within continuing professional education subdivisions shall be financed by the subdivisions with their own funds. 
7. PROCEDURE FOR SUBMITTING REPORTS ON THE COMPLETION OF SABBATICAL LEAVE PLANS
7.1. Within 1 (one) month following the completion of sabbatical leave, faculty members must file a report on the fulfilment of the leave’s objectives:
	Subdivisions employing faculty members
	Report on completion of sabbatical leave plan is discussed
	Report on completion of sabbatical leave plan is approved

	7.1.1. Academic units under faculties:

	7.1.1. а. HSE
	At meetings of academic units under HSE faculties
	Academic councils of HSE faculties

	7.1.1.b. HSE’s affiliated regional campuses
	At meetings of academic units under faculties at HSE’s affiliated regional campuses
	Academic councils of HSE’s affiliated regional campuses 

	7.1.1.в. MIEM HSE
	At meetings of MIEM HSE’s academic units
	Academic councils of MIEM HSE faculties 


	7.1.2. Independent departments:

	7.1.2.а. HSE
	At meetings of the HSE’s independent departments
	Vice Rector coordinating the activities of HSE’s independent departments

	7.1.2.b. HSE’s affiliated regional campuses
	At meeting of independent departments of HSE’s affiliated regional campuses
	Directors of HSE’s affiliated regional campuses

	7.1.2.c. MIEM HSE
	At meetings of independent departments of MIEM HSE
	Director of MIEM HSE 

	7.1.3. Departments/Schools:

	7.1.3.а. with academic units under HSE faculties 
	At meetings of departments/schools under HSE faculties
	Academic councils of HSE faculties

	7.1.3.b. without academic units under HSE faculties 
	At meetings of departments/schools under HSE faculties
	Academic councils of HSE faculties

	7.1.4. Faculties without departments/academic units

	7.1.4.а. HSE
	At meetings of academic councils of HSE faculties
	Academic councils of HSE faculties

	7.1.4.b. HSE’s affiliated regional campuses
	At meetings of academic councils at HSE’s affiliated regional campuses
	Academic councils of HSE faculties

	7.1.5. ICEF HSE
	Director of ICEF HSE
	ICA of ICEF HSE 

	7.1.6. Continuing professional education subdivisions
	Heads of continuing professional education subdivisions
	Directors of continuing professional education programmes


7.2. Reports on sabbatical leave shall be accompanied by texts of works corresponding to the approved objectives of the leave. Furthermore, publications should indicate the faculty member’s affiliation with HSE.
7.3. Discussions and reviews of reports should be done within 1 (one) month after their presentation.
7.4. While assessing the results of a given sabbatical leave, it is possible to carry out outside expert reviews of the faculty member’s work completed while on leave. 
7.5. If a faculty member fails to present a report on their work results from sabbatical leave on time, if his/her report is not approved, HSE retains the right to turn down his/her further request for subsequent sabbatical leave. 
8. CONCLUDING PROVISIONS
8.1. These Regulations and changes therein are approved by the HSE Academic Council.
Appendix to Regulations on the Procedure and Terms for Provision of Extended and Sabbatical Leave to Academic Staff of National Research University Higher School of Economics and its Affiliated Regional Campuses

Sabbatical Leave Plan (template)
Approved (I hereby approve)

 ____________________
“……” __________20….
1. Last name/first name/middle name (patronymic)
2. Subdivision
3. Duration of leave/part of leave: from dd/mm/yy until dd/mm/yy; from dd/mm/yy until dd/mm/yy
4. If the sabbatical leave is for an internship within an academic and/or scientific organization, please indicate what kind 
5. Work currently in progress
6. Format for presenting results
	7. Plan for preparing research and educational materials, indicating the timeframe and volume of completed work necessary for achieving the leave’s objectives.
№
	Type of material (textbook, study guides, dissertations, monographs, articles, etc.)
	Name
	Timeframe for preparation
	Total (printed pages)

	1
	
	
	
	

	2
	
	
	
	


9. Consultants (full name, organization)
10. Types and sources of funding for professional activities conducted during the sabbatical leave.
___________________

Faculty member’s signature
___________________

Date
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