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Introduction 
Research and Scholarship Leaves (RSL) are available to academic staff holding full-time or part-time 
Continuing, Contingent Term, or Limited Term appointments. The primary objective of an RSL is to 
support the academic staff member’s development as a scholar and teacher, thereby contributing to the 
University’s mission of advancing learning and fostering excellence in teaching.  

Research and Scholarship Leaves are governed by the provisions set out in Article 16 of the Collective 
Agreement. 

To apply for RSL, academic staff members must first submit their Intent to Apply via the webform 
available on the RSL website. Following this, People and Culture will verify eligibility and initiate a case in 
Academic Portfolio. The staff member will receive an email notification once the case has been created. 

This guide outlines step-by-step instructions for reviewing the RSL application package in Academic 
Portfolio and submitting a recommendation on behalf of the Faculty RSL Committee. 

 

  

https://www.ucalgary.ca/hr/work-compensation/collective-agreements-and-handbooks/tucfa-collective-agreement
https://www.ucalgary.ca/hr/work-compensation/labour-relations/academic-labour-relations/rsl
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How to Login to Academic Portfolio 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Alternatively, click on 
the link in the 
Interfolio email 
notification and sign-in 
through the Interfolio 
website using your 
UCalgary email and 
password. 

Login to Academic Portfolio using the 
My UCalgary Portal. 

My UCalgary > All About Me > My Job 
> Academic Portfolio 

https://account.ca1.interfolio.com/login
https://account.ca1.interfolio.com/login
https://my.ucalgary.ca/
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Reviewing the Application Package 
Reviewing the Case 

Click on the case submitted by the applicant you wish to review. On the landing page, click on the Case 
Details tab or View under Internal Sections to review the requirements.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To view the applicant’s application package, return to the Case Materials tab and review the documents 
listed under both Application – Required Documents and Application – Conditional Documents. 
Alternatively, click on Read Case. 
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Review the Leave Details form submitted by People and Culture, which reflects the information 
provided in the original Intent to Apply. All workflow approvals will be based on the details in this form. 
If any updates or changes are needed, contact hracadem@ucalgary.ca for assistance.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: To view the leave information, scroll to page 2 of the Leave Details form. 
  

mailto:hracadem@ucalgary.ca
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Submitting Recommendation for RSL (Committee Chair Only) 

Return to the Case Details tab.  

Review the Instructions and, when ready, click Fill Out Form to provide the Committee’s 
recommendation for the application.  
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Once the form is completed, click Submit Form. 
 

As indicated in the form, if any changes to the leave details are being requested, 
please contact hracadem@ucalgary.ca before submitting the form. 

Recommendations for leave must be based on the Leave Details form provided in the 
application package.  

Comments entered in the form are visible only to subsequent reviewers in the workflow. They will not 
be visible to the applicant. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

mailto:hracadem@ucalgary.ca
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The completed form will appear under the Committee Documents section of the case.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Forward Case to Committee 

Once the recommendation has been submitted, at the top of the case, click Send Case > Forward to 
Dean or Equivalent’s Approval or Denial for RSL*. 

 

 

 

 

You can uncheck the box to Send a message to the reviewers gaining access—they will still receive a 
standard email notifying them that the case has progressed to their review step. Alternatively, you may 
enter a custom message to send a personalized email to the nominee. 

Click Continue to forward the case. The review process is now complete for this application. 

 

 

 

 

 



 
USER GUIDE: ACADEMIC PORTFOLIO FOR RSL AND ADMINISTRATIVE LEAVES | UNIVERSITY OF CALGARY 11 

Resources 
Research and Scholarship Leave website – provides instructional guides, FAQs, timeline and resources 
to support the RSL application process. 

Collective Agreement – Articles 16 and 17 detail eligibility and important process information. 

 

For support with the application process, contact hracadem@ucalgary.ca. 

For technical support with Academic Portfolio, contact Interfolio-support@elsevier.com.   

https://www.ucalgary.ca/hr/work-compensation/labour-relations/academic-labour-relations/rsl
https://www.ucalgary.ca/hr/work-compensation/collective-agreements-and-handbooks/tucfa-collective-agreement
mailto:hracadem@ucalgary.ca
mailto:Interfolio-support@elsevier.com
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