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Research and Study Leave Overview

Academic staff at the lecturer level and above can apply for research and study 
leave (RSL). RSL must be applied for 8 – 12 months in advance. The minimum 
duration is 2 months (greater than 44 days) up to a max of 1 year. 

To be eligible, fixed term employees need to have two-years left before their fixed 
term end date after the RSL end date.

In terms of process, there should be a discussion between employee and 
Academic Head prior to initiating the RSL request.

Process overview for accessing RSL entitlements: 
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Employee Steps

Once you know your dates you can enter your research dates online via the 
request absence app in Hono. You will then receive notification to complete the 
online questionnaire and to attach any supporting documents. Please check the 
staff intranet page which explains what you need to do to prepare and submit for 
your research and study leave.

If you have any annual leave booked in advance of selected RSL dates this might 
prevent you from being able to submit your RSL. If you should receive a red error 
message, you will need to cancel your annual leave via manage absence app. 
Once cancelled you will be able to submit your RSL and  then resubmit your 
annual leave at a later date. 
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Go to your Request Absence app or 
type it in the search bar. Click it 
and you will be shown the calendar 
to enter your dates. Add your 
intended RSL dates and submit, 
questionnaire will follow.
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Tip: Red Error Message
If a red error message should appear check for: 1. you have met the 
RSL criteria 2. Check for any future dated approved leave requests as 
these can block the RSL request 3. Check if you have any position 
update changes. 



Check your balance. Note to set the 
as of date to match the start date 
etc. 
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Enter the dates via the date 
range. Ensure it’s at least 8 -12 
months in advance and the time 
requested is 44 days or more. 

If it is not more than 8-months in 
advance, you will need to speak 
with your academic head and 
apply offline.

You can also view your balance to 
check you have enough leave.

Click submit.
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Tip: Check Dates 

Note: Check that your dates meet minimum requirements for 
research and study leave.



After selecting Research and 
Study leave type, you will go 
to the next screen to check 
the dates are correct. 

Sometimes you may see an 
orange alert, which is usually 
to highlight that the time you 
have requested also covers 
public holidays weekends etc. 
You can continue. 

Check the total days 
requested and click Submit 
Request.

Go to Working Away and 
select the Research and 
Study leave.  
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You can upload documents 
here. If you upload 
documents here it will save 
in your documents tab 
under your profile. 

If you use this tab, you 
need to select Research and 
Study Leave category in the 
drop down options. 
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It is essential that you add the grant in aid amount as required below. As per 
guidelines, provide an indicative breakdown of costs, e.g. flights, 
accommodation, etc. As your application goes through the approval stages, 
this amount will be used in your final letter if successful. 

You will now receive a notification in My Tasks. You will have the employee 
questionnaire to go through, covering three sections. You can complete the 
sections relevant and attach additional documents at the bottom. The fields 
have unlimited word count.

If you want to part fill the application and return to it, you can select the save 
for later tab. This will allow you to revisit at any time in “my tasks”.
You can also increase the size of the application via the 2 arrow extenders 
shown below. 
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Following this you can upload 
any necessary documents to 
support your application such as 
teaching evaluations, RSL report 
etc. You will just need to add a 
comment to say what the 
document is.
 
Once all sections are completed 
you can submit the application 
by adding your name to the last 
box as way of digital signature. 

As you go through and complete 
each box, it has an unlimited 
word amount. You can copy and 
paste into each field if easier.

As you reach section three you 
need to select at least one or 
more of the boxes that apply..  
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Once completed, click Submit and you will receive a notification informing you 
it’s gone to the Academic Head to approve. 

All sections are mandatory. If you have missed a section and click and submit, 
you will receive a red error alert. This will tell you what you have missed. 

An example error message is shown below:
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You can check the progress of any applications for research and study leave, 
going into your employee profile, going into worker history under job and 
checking where and who the application is with. 

13

To further check the absence information, you can click on the 3 dots related 
actions which will further define the business process for you. 
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Once the RSL application is approved, 
employees can amend the dates 
within the approved period using the 
Manage Absence app.

If the application is still in progress, 
they can track its location via Worker 
History and contact the person it's 
currently with to send it back.

The approver has the option to select 
“Revise Dates,” which returns the 
application to the employee’s My Tasks 
to make edits.

Important: Employees can’t amend 
dates beyond the original period. If 
dates need to be extended, they’ll 
have to cancel and resubmit a new 
application

You will receive a final notification when the absence and application have been 
approved. You will find this in your notifications. 
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Before submitting your application, it’s a good idea to save a copy of your 
responses, either by copying and pasting the content or using a snipping tool. 
If you’ve drafted your answers elsewhere, make sure to save that version too. 
Once submitted, your application can be difficult to access unless it’s sent back 
for editing.

17
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Academic Head: 
Research and Study Leave 
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Research and Study Leave 

The Head of School receives notifications to review and approve employee’s 
requests for research and study leave. 
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Go to My Tasks to review the time off request dates and the RSL application. 
You will not be able to do this as a quick review, as you will need to add your 
comments to the questionnaire. 
You will be presented with a lot of information. To help view the information 
you can use the arrow extenders highlighted which will then take you to a full-
page view.
To view the time off request and application scroll down the page.
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To make the application easier to view:
Click the magnifying glass icon (visible after using the extender)
Once expanded, you’ll see a PDF icon, click it to download and print the 
application if needed
TIP: If you download the PDF, make sure to save a copy for yourself or the 
employee. It may be useful to refer to later.

2



Scroll down to the bottom of the 
page. 
All the questionnaire information is 
supplied. You will also be able to 
view the attached documents. And if 
needed you will also be able to 
attach any further documents too.

15
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You can attach documents if needed.
Be sure to:
Upload the file, add a brief description explaining what it is
Select “Research and Study Leave” as the category from the drop-down 
menu
The uploaded document will be visible to the next reviewer.

4



Before you submit your approval or denial you will need to copy and paste one 
or several of the options below ( which is found at the top of the application) 
You can then add comments with an unlimited word count in the box to support 
your reason. 
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Once you've reviewed the questionnaire and selected one or more of the 
options above, you can copy and paste your comments into the box provided.
Tip: the text box only shows one line at a time when typing directly, so you 
can copy and paste notes here if preferred.
You can then either:
Approve the RSL request, or
Send it back to the previous person (be sure to include a comment explaining 
why, if applicable)

6
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IMPORTANT: If the dates don’t meet requirements or if information is 
missing from the application, do not click “Deny” or “Cancel.”
Instead, use the “Send Back” button as outlined on the previous page.

Using “Deny” or “Cancel” will permanently delete the questionnaire data, and 
the employee will need to restart the entire process

7



Once approved, it is now sent 
through to the Faculty 
Staffing committee to review. 
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You can check the progress of any applications for research and study leave, 
going into the employee profile, going into worker history under job and checking 
where and who the application is with. 

9



Faculty Staffing Committee: 
Research and Study Leave
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Research and Study Leave 

The Faculty Staffing Committee (FSC) receives a notification of requested research 
study leave within the faculty they work in. If the approving academic head is a 
member of the committee, they will not receive a notification. Committee 
members will be able to access RSL report for Faculty staffing committee and 
decide which applications they are approving.
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Once a questionnaire has been submitted via the academic head, you will 
receive a notification on your homepage. You can go to your tasks and inbox.

1

Go to notifications and review the time off request. You will be able to see the 
history of the application from employee and academic head comments. To make 
it easier click on the extender arrows to give you a full-page view.

2



Scroll down to the bottom of the page. 
All the questionnaire information is supplied. You will also be able to view the 
attached documents and view any previous comments.
You can also upload any further documents here too. 

3
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To make viewing easier as scroll down and get to additional information you 
can expand the application by clicking on the magnifying glass. Once 
expanded you will also see the PDF symbol which will allow you to download 
the application and print if you need to. 

4



Before you submit your recommendations, you will need to copy and paste 
one or several of the options below ( which is found at the top of the 
application) You can then add comments with an unlimited word count in the 
box to support your reason. 

5
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Once you have checked the questionnaire and you have selected one or more of 
the above options, you can copy and paste into the box below. You can add 
additional comments. You can either type directly into the box or you can copy 
and paste from a separate document. If you type directly, you will only be able 
to see one line of text at a time.
You then You can either approve the RSL request or send it back to previous 
person. If you choose to send back, you can add comments as to why. 
IMPORTANT: If the dates don’t meet requirements or if information is missing 
from the application, do not click “Deny” or “Cancel.”
Instead, use the “Send Back” button as outlined on the previous page.
Using “Deny” or “Cancel” will permanently delete the questionnaire data, and 
the employee will need to restart the entire process

6
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To check the progress of any 
applications for research and 
study leave, you can access the 
RSL report by typing in search 
bar RSL Report for Faculty 
Staffing Committee. 

Once approved, it will go to the 
Dean for final approval. 

7



Research and Study Leave 
(Dean)
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Research and Study Leave 

Once the FSC have reviewed the study leave, a notification will be sent to the 
Dean. The Dean has two steps to approve which will both appear in “my tasks”. 
Firstly, the Dean will complete a questionnaire as well as a review of the 
application and approval of the absence request. 
The Dean will be able to review all the prior history from the employee, Academic 
Head and FSC, via the Dean and Employees Questionnaire Responses report. 

If a Dean has delegations on RSL, the delegated person will be able to 
go through the same steps on behalf of the Dean. 

Dean Notifications
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Go to your notifications to review the application and time off request. You will 
be able to see the history of the application from employee and academic head 
comments. 

1
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You will see 2 tasks in your task inbox. The task “absence request” will allow you 
to review and see all the history, comments and documents from the previous 
approvers, along with the absence. The Dean Questionnaire task is the task you 
will need to action and approve after “ reviewing only the absence request” task. 

2

3 As you scroll down the absence request, you will see all of the application 
questions and attached documents. You will see the indicative costs under 
the grant in aid section, which you will need to know for when you complete 
the Dean Questionnaire step. See later steps.



In the absence request, you can 
scroll down to the bottom of the 
page. 

All the questionnaire information is 
supplied. You will also be able to 
view the attached documents and 
view any previous comments.

4
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To make viewing easier you can expand the application by clicking on the 
magnifying glass. Once expanded, you will also see the PDF symbol, which 
will allow you to download the application and print if you need to. 

5



Again, as you scroll down, you can 
see all the past comments and 
reasoning for and against the 
application. 
If you would like any further 
additional information, then you will 
need to select the send back button, 
which will allow you to select the 
reason and why, and to whom you 
need the information from. 

IMPORTANT: If the dates don’t 
meet requirements or if information 
is missing from the application, do 
not click “Deny” or “Cancel.”
Instead, use the “Send Back” 
button as outlined on the previous 
page.
Using “Deny” or “Cancel” will 
permanently delete the 
questionnaire data, and the 
employee will need to restart the 
entire process

6
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You can use the Send Back button 
to return the application to anyone 
who has been part of the approval 
process.
If you choose to send it back, you 
must include a comment 
explaining why.
NOTE: Sending it back restarts the 
approval process, and the 
application will go through all the 
same approval steps again.
All notes and comments will be 
visible to help others understand the 
reason for the return

7
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Dean Questionnaire Step:
Once you’ve reviewed the application, proceed to the task labeled “Dean 
Questionnaire.”

This is where you complete each of the required sections, including:
• Entering the Grant-in-Aid amount in the designated box
• Indicating whether you support the application or not
• Adding your comments to support your decision

Once submitted, the task will move to HR Advisory, who will then generate the 
letter of approval.

8
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Once approved, it will go to the HR 
advisory to generate the letter to 
send to the employee confirming 
the request.

9

Viewing the Full Application:
You can access the “RSL Questionnaire Response Report – Employee and Dean” 
to view all the application questions in one place.

To access the report:
Type “RSL Questionnaire” into the search bar
The report will appear — you can then expand it or download it as a PDF for 
easier revie

10



Research and Study Leave 
(Employee)
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Research and Study Leave 

Once all the steps and checks have been made, and your RSL request has been 
approved by the Academic Head, Faculty Staffing Committee and Dean, you  will 
receive a final notification in your task inbox.

The final notification and letter will be sent to you advising of RSL approval. This 
will be an offline process.

Hono | Employee Research and Study Leave

Once your request for Research and Study Leave has been approved, you will 
receive the following notification. HR advisory will send you a letter outlining all 
the information. This is an offline process.

1

Below is a sample notification of the absence request approval.



Thank you
Ngā mihi
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