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Masaryk University Directive No. 4/2017 

SABBATICAL LEAVE 

 
(applicable from 1 February 2019) 

 
In accordance with Act No. 111/1998 Coll., on Higher Education Institutions and on the  

Modification and Amendment of Other Acts (Higher Education Act), as subsequently 
amended (hereinafter referred to as the “Act”), I hereby issue this directive: 

 

Part One 

General Provisions 

 Section 1 

Subject 

This directive sets out the principles and rules governing the process of granting a 
sabbatical leave to employees of Masaryk University (hereinafter referred to as “MU”) 

and establishes the process of external experts staying in the Czech Republic within their 
sabbatical leave. 

 

Part Two 

Sabbatical Leave for MU Employees 

 Section 2 

Purpose of a Sabbatical Leave 

(1) Sabbatical leave for MU employees is applied pursuant to Section 76 of the Act and 
Article 39 (6) of the MU Statute. 

(2) A sabbatical leave is usually established as a creative leave of an employee of a 

university or of a research, commercial or industrial institution abroad. Depending 
on the character of employee activities and outcomes planned, it may also take 

place in the Czech Republic. 

(3) A sabbatical leave is usually used mainly for the purposes of 

a) starting an academic qualification procedure (e.g. to finish a habilitation thesis or 

to create conditions for the professor appointment procedure);  

b) achieving a significant scientific or pedagogic goal;  

c) a stay abroad where the employee gains experience and information crucial for 

their further professional development and work at MU. 

Section 3 

Requesting a Sabbatical Leave 

(1) Employees apply for a sabbatical leave by placing a request to their superior in the 
section of MU where the employee applying is stationed (their home unit). The 

application is submitted in writing (see template in Annex No. 1) to the relevant 

personnel office (unless the head of the home unit designates another responsible 
office) or electronically through the relevant application in Inet MU.  

(2) The employee should consult their intent to submit a request for a sabbatical leave 

with their superior (usually with the head of their unit) in advance, e.g. at the 
occasion of employee evaluation. 
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(3) It is necessary to submit the request 3 months prior to the start of the semester the 
employee is planning to spend at a sabbatical leave (the head of the MU unit may 

determine a longer period of notice with respect to schedule preparations, etc.). 

(4) The request for a sabbatical leave must include the following: 

a) information on the period of the planned sabbatical leave (from-to);  

b) information on the place of the applicant’s stay during the sabbatical leave and the 
institution where the applicant plans to spend their sabbatical leave;  

c) description of goals, plan of activities and outcomes of the sabbatical leave;  

d) description of significance of planned activities and sabbatical leave outcomes for 
the applicant and their MU unit; 

e) description of the applicant’s activities necessary to provide during their sabbatical 

leave and solution proposals; 

f) specification of related costs in case of a request for funding beyond the wages 

paid in accordance with Art. 5, par. 2; 

g) information confirming conditions set in Art. 4 have been met.  

(5) The request annexes include:  

a) the applicant’s CV;  

b) the unit head’s statement on the applicant’s request;  

c) invitation letter from the host institution (in justified cases, the unit head may 
decide not to require an invitation letter).  

(6) The MU unit head may require the applicant to require further materials at their 
discretion. 

(7) The head of the MU unit where the applicant is employed decides whether the 

sabbatical leave is granted, with respect to the request justification (especially to 
the planned goals and outcomes) and strategic needs of the relevant unit, or of MU, 

more specifically. The head shall also take into consideration whether no serious 

circumstances prevent the granting of the sabbatical leave that could impair the 
teaching process or the scientific-research activities of the given part of MU, 

including fulfilment of MU project obligations. The head of the MU unit issues their 
decision to grant the sabbatical leave (in writing, in accordance with the template in 

Annex No. 2, or electronically using the relevant Inet MU application) within 30 
calendar days from receiving the request. 

(8) The employee must inform heads of all MU units they have planned or negotiated a 
labour-law relationship immediately after the decision has been taken. 

Section 4 

Conditions for Granting a Sabbatical Leave 

(1) A sabbatical leave may be provided to an employee after seven years of 

employment at MU at the earliest, usually within the employment rate of 40 hours a 
week. When considering the request, the head takes into account individual 

circumstances (e.g. the employee returning from a maternity leave, etc.). 
Employment rates of the employee at various MU units may be summed for the 

purposes of the request for a sabbatical leave.  

(2) The employee can be granted a sabbatical leave ranging from six to twelve months 

once in seven years if there are no serious circumstances concerning fulfilment of 
MU teaching and research tasks. The seven-year period starts on the date the 

previous sabbatical leave started (in justified cases, the head of the relevant unit 
may decide to grant a sabbatical leave even in a shorter time period). 

(3) A sabbatical leave is usually granted as a whole. In rare cases justified mainly in 

terms of needs of the relevant MU unit, a sabbatical leave can be divided into two 

parts one of which lasts at least 3 months. A seven-year period for granting another 
sabbatical leave in such cases starts at the beginning of the first part of the 

sabbatical leave.  
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Section 5 

Employees’ Rights During the Sabbatical Leave 

(1) For labour-law purposes, the sabbatical period is interpreted as a full-scope work 

performance.  

(2) Employees who have been granted a sabbatical leave are eligible for wages during 
their leave in accordance with the relevant provisions of the Masaryk University 

Internal Wage Regulations.  

(3) Employees who have been granted a sabbatical leave to be spent abroad are eligible 

for financial support in an amount taking into account expected travel expenses that 
the employee would be remunerated for taking a business trip abroad for the days 

of the first journey out of the Czech Republic to their sabbatical host institution and 
for the journey back. Employees are not eligible for travel remuneration throughout 

their sabbatical leave. 

(4) Employees may also be granted further financial support for their sabbatical leave at 

the level of individual MU units, mainly if the sabbatical leave involves a stay 
abroad. However, employees are not eligible for this support by default; the 

decision to grant it is up to the head of the relevant MU unit.  

Section 6 

Employee’s Duties 

(1) The employee shall submit a final report on the results of their work during the 
sabbatical leave within 3 months after the sabbatical finishes.  

(2) The employee shall submit the final report with a statement of the head of their 
office to the head of the relevant MU unit. The head of the relevant MU unit shall 

decide whether the final report is to be submitted in writing (see template in Annex 
No. 3) via relevant personnel office (unless the head of the home unit designates 

another responsible office) or electronically through the relevant application in Inet 
MU. 

Section 7 

Records of Information on Employees’ Sabbatical Leave 

(1) The request for a sabbatical leave, related decision of the relevant management unit 

and the report on the sabbatical results are included in the employee’s personnel 
file. 

(2) Information on sabbatical leaves of MU employees are recorded (regardless of the 
approval method) using the relevant application in Inet MU and in the employee 

attendance records. The relevant personnel office is responsible for recording and 
checking information on sabbatical leave and related documents, unless the unit 

head designates another responsible office. 

 

Part Three 

Sabbaticals for external experts at MU 

Section 8 

General Procedure 

(1) Sabbatical leave of external experts at MU is conceived as a sabbatical at some of 
the MU units. If an external expert visits MU within their sabbatical leave to act as 

visiting professor, rules for visiting professors in the given MU unit apply. 

(2) Experts interested in spending their sabbatical leave at MU negotiate with the head 
of the specific MU unit where their visit is to take place. The responsible personnel 

office immediately informs the head of the unit in concern about the planned stay of 

the external expert (unless the unit head designates another responsible office). 

(3) Information on sabbatical leaves of external experts at MU are recorded by means 
of the relevant application in Inet MU. The relevant personnel office is responsible 
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for recording and checking information on sabbatical leave and related documents 
(unless the unit head designates another responsible office). 

Section 9 

Sabbatical Leave Agreement 

(1) A pre-requisite for a sabbatical leave at MU is an Agreement of a sabbatical at 

Masaryk University (hereinafter referred to as “Agreement”) with the visiting 
professor. The Agreement must include (see Annex No. 4): 

a) visiting person’s identification information;  

b) identification of the host MU unit;  

c) information on the nature of stay at MU – length and purpose of the stay, 

including a specification of the activity field and authorization of the visiting person 
at specific MU units.; 

d) statements confirming the visiting person has been acquainted with operational 

regulations, hazards, increased hazards at specific MU units, personal data 
protection, intellectual property protection, non-disclosure agreements, etc.  

e) name of the visiting person’s home institution. 

(2) The agreement, including the necessary statements, must be signed by the day of 
the beginning of the visiting person’s stay at MU at the latest. On behalf of MU, the 

agreement is signed by the visiting-expert supervisor, i.e. the head of the MU 

department where the external expert is coming to work and the head of the MU 
unit concerned. 

(3) The agreement, including the necessary statements, must be signed in two copies 

one of which is for the visiting person and one for the relevant personnel office 
(unless the unit head designates another responsible office).  

Section 10 

Rights and Duties of Foreign Experts Coming to the Czech Republic 

(1) A person visiting from abroad is obligated to make sure they meet all formal 

requirements related to their stay in the Czech Republic (e.g. residence permit, 
etc.). If necessary, the visiting person may address the International Support Office 

which will help arranging the necessary formal requirements. 

(2) On the day of their sabbatical stay at MU, the visiting person is obligated to check in 

at the relevant personnel office (unless the unit head designates another 
responsible office) where they present themselves with their identification 

documents and their stay is to be recorded in the relevant application in Inet MU. 
The relevant personnel office (unless the unit head designates another responsible 

office) then provides the visiting person with access information to the university 

network and a temporary MU card authorizing the person to visit relevant university 
premises. 

(3) In the course of the sabbatical stay at MU, the visiting person is entitled to free use 

of services of university libraries, information systems, university electronic 
information resources and computer rooms. The visiting person may also use 

catering services, albeit without the claim to employee discount. The visiting person 

may further also use MU accommodation facilities and services of other 
accommodation providers with annually negotiated advantages for MU guests. 

Possible other services will be always dealt with individually based on an agreement 
with the host unit head. 

(4) If the visiting person gets financial remuneration for their work at MU or receives 

reimbursement of their expenses related to the stay, this must be arranged in a 

special agreement (for example, an innominate contract, contract on work, 
agreement to perform work). 

(5) Before the end of the stay, the visiting person is obliged to return all entrusted 

objects (PC, keys, etc.). The visiting person is obligated to return their temporary 
MU card at the relevant personnel office by the day their sabbatical stay at MU ends, 

at the latest.  
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Section 11 

Duties of the Host Unit Head 

(1) The host unit head is a supervisor to the external expert’s stay at MU and is 

responsible for signing the Agreement including necessary statements, and ensures 
the signed documents are immediately submitted to the relevant personnel office 

(unless the unit head designates another office to be responsible for recording these 
stays).  

(2) The host unit head shall also provide the visiting person with a training on legal and 
other regulation to ensure their work safety, and to adopt measures for handling 

extreme situations such as emergencies, fires, floods, other serious dangers, and 
employee evacuation, including instructions to stop working and leave the 

workplace immediately to seek safety in accordance with Section 102 (6) of Act No. 
262/2006 Coll., Labour Code, as amended. 

(3) The host unit head is responsible for loan agreements and for settlement of 
liabilities of the visiting person to MU on the day their stay at MU finishes. 

 

Part Four 

Concluding Provisions 

Section 12 

Concluding Provisions 

(1) This Directive repeals the MU Directive No. 4/2017 on Sabbatical leave, from 26 

May 2017 which entered into force on 29 May 2017. 

(2) I hereby appoint heads of the Academic Affairs Office at the MU Rector’s Office to 
interpret individual provisions of this Directive.  

(3) This Directive pertains to the field of methodological management “Personnel policy 
of Academic Employees”.  

(4) I hereby appoint the Head of the Academic Affairs Office at the MU Rector’s Office to 

control the compliance with this Directive. 

(5) This Directive enters into force on date of signature. 

(6) This Directive enters into force on 1 February 2019. 

 
 

Annexes: No. 1 - Request for a Sabbatical Leave 

No. 2 - Decision on Granting a Sabbatical Leave  

No. 3 - Final Report on the Sabbatical Leave 

No. 4 - Agreement of a Sabbatical at Masaryk University 

 

 

 

  signed electronically 
 

 
Mikuláš Bek 

Rector 
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