Research Faculty Leave of Absence Checklist		
For more detailed planning tips please visit our website:  [image: A qr code on a white background

AI-generated content may be incorrect.]
https://sites.bu.edu/researchfacultyloa/
Use or modify checklist to quickly develop your leave plan. 
Project Planning & Mentoring
· Think about the frequency and extent to which you will check in during leave
· Assess each team member’s experience
· Recruit proxies to help with project management & mentoring
· Develop individual mentoring plans
· Determine what aspects of your research will continue or be placed on hold during your absence
· Designate someone to handle emergencies
Research Compliance
· Ensure that members of your team can access relevant information on SciShield (chemical inventories, required trainings, waste management documents, etc.)
· Determine whether external agencies are required to be notified of your absence
· Assess status of team’s training, protocol renewal dates and next lab inspection
· Modify human subjects research plan /IRB protocol, if applicable
· Modify animal subjects research plan/IACUC protocol, if applicable
Grants & Finances
· Notify your department administrator so applicable payroll adjustments can be made (e.g. BU central funding source)
· NIH grants: delegate tasks in eRA commons, report due dates
· Discuss with program official as appropriate
· Develop financial management plan
Human Resources
· Determine if covered by BU or BUMG leave polices
· Read policies
· Identify HR contact and ask questions
· Apply for leave via Sedgwick
Plan for your return
· Decide whether your duties/schedule will need to be modified upon your return
· Identify resources that will help with your transition back to work
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