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FACULTY of ARTS and SCIENCES

Instructions for requesting institutional release time for research, creative work, and innovative projects in education
First semester, academic year 2015-2016

Description and requirements
1. This request procedure for institutional release time applies to faculty members with tenure or tenure-track contracts who do not currently have release time from externally funded projects or whose funded project will end before or during next semester.
2. This institutional release time may be granted for the duration of second semester only. Professors with release time granted by the Dean for the full academic year (provided a satisfactory progress report is submitted by the end of the first semester) do not need to apply for the second semester.
3. Any institutional release time constitutes a significant cost for the university. Hence it should be fully justified and its products externally disseminated.
4. Independently of the merits of the proposal, assignment of release time must necessarily take into consideration existing release time commitments in each department as well the department's capability to cover course demand. The endorsement of the proposal by the Department Director will indicate the intention to comply with the release time request, if approved. 
5. Faculty members will not be allowed to carry academic loads of more than 12 credit-hours during each semester in which they receive release time through these means.
  
Evaluation criteria
Proposals will be evaluated by a committee named by the Faculty's Associate Dean for Research.  Each project must be related to the professor's duties at UPRM and be in accordance with the institution's and the proponent's academic department mission. Among the criteria used for evaluation of the proposals will be the merit of the projects as well as the career stage and record of research or creative work of the proponents, and their recent productivity. The guidelines for evaluation by the reviewers are attached to these instructions.    
   
Deadlines
1. The deadline for requesting release time is Friday, March 20. 
2. The deadline for submitting release time reports is the last day for turning in class grades of the semester. 

Instructions for the proposal
Prepare a proposal describing your project according to the following directions. Use letter-size (8½" x 11") paper and a clearly readable letter font and size (e.g.:  "Times New Roman" size 12). Without counting the Transmittal Form nor the curriculum vitae, the total number of single-spaced pages should not be more than five (5). 

1. Transmittal Form: (one page) In the provided Hoja de Trámite fill in the required information. An abstract summarizing the proposal in 200 words or less must be included. Avoid the use of technical jargon in the abstract, which must be comprehensible to readers who are not experts in the subject matter. The abstract will be released to the academic community if the release time request is approved.  

2. Justification: Explain the rationale for performing the work proposed. Comment on examples of similar previous work, if available, and state why the proposed work would be valuable or innovative. Place the work to be performed in the context of your previous professional activity and future plans. If the proposal is for continuing previous work explain the connection and why it should be continued.

3. Objectives: State the specific objectives you will pursue during the period of the requested release time.

4. Methodology: Describe the methods you will use and explain why they are adequate to achieve the objectives. Briefly explain how your professional preparation and experience qualify you to complete the project successfully. If you will need special equipment, materials or other resources state whether you have them available or how you will access or obtain them.   

5. Work and dissemination plan:  Include a work plan with a realistic timetable for the period. The timetable must justify the requested academic release time. Explain which products you expect to realize and how you will disseminate your results. Comment on whether the work proposed could serve as the basis for a future proposal to external agencies or entities and in this case mention to which ones, and to which specific programs, you plan to apply. If your work could eventually result in a book and you already have an expression of interest from an editorial provide a copy of relevant communications in an annex to the proposal.

6. Relation to institutional objectives: Explain how the work proposed will contribute to advance the objectives and goals of the Campus and of your Department.

7. References: Include only references cited in the proposal, if any. Include full titles of any article cited. 

8. Curriculum vitae: (two page maximum) Include a copy of your curriculum vitae emphasizing your professional contributions during the last five years and those which are more relevant to the work proposed.

Previous reports for release time ("Informes de Logros"): If the proponent had academic release time or was on a sabbatical leave during recent years the corresponding reports will be also considered. These reports should not be turned in with the proposal. Instead, the filed copies of the reports will be used.  

Proposals which do not include the required information will be returned without evaluation.

The titles of the approved proposals will be announced to the campus community and the abstracts will be posted in the Faculty's internet page.
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EVALUATION
Requests for institutional release time for research, creative work, and innovative projects in education


The following guiding questions, as applicable to the proposal's discipline, will be used to evaluate the submitted proposals. 

What is the intellectual merit of the proposal? How relevant is the proposed problem in the context of the discipline or the needs of the country or the University itself? Does the proposal approach the problem in an innovative way? Is the proposed methodology creative? Can it be expected that the results will have an impact in terms of advancing knowledge or developing practical applications? Can it be expected that the project will have cultural, social or educational impact? 

Are specific objectives clearly stated? Is the work plan presented clearly and is it realistic? Is the proposed methodology appropriate to the objectives and work plan? Will the proponent have access to the resources needed to carry out the proposed work plan? Does the proponent plan to involve graduate or undergraduate students in the work proposed? Are the expected final products clearly stated?

Is the proponent professionally capable of undertaking the work proposed? Does he or she possess the training and experience required to successfully conclude the project? Will completion of the project advance the proponent's professional career?

Has the proponent timely submitted any required reports for previously granted academic release time? Were the proposed results or products obtained? Did the proponent disseminate the results of the project(s)?    

Evaluators will classify the proposals as Excellent, Very Good, Good, Adequate or Deficient based on the above mentioned criteria. They will also write short summaries justifying their decisions. 
   
The Associate Dean for Research will receive the input from the evaluators and will make recommendations to the Dean of Arts and Sciences to approve or decline each release time request. The proponents and their Department Directors will be notified of the Dean's decisions as soon as possible so that release time granted can be taken into consideration when programming teaching loads for the following semester.
 

HOJA DE TRÁMITE PARA PROPUESTA
SOLICITUD DE DESCARGA POR INVESTIGACIÓN, TRABAJO CREATIVO Y
PROYECTOS INNOVADORES EN EDUCACIÓN
AÑO ACADÉMICO 2015-2016
Solicitud para el primer semestre

Nombre del Profesor: _______________________________        Departamento: ___________________

Firma: __________________________________________	Fecha:    ____________________

Rango: ___________________________			Años de servicio en la UPR:   _______

Título del Proyecto:_______________________________________________________________________

____________________________________________________________________________________

Horas-crédito de descarga solicitadas para el proyecto:  ______     
	
Nombre del Director(a) de Departamento: _______________________________________

Vo. Bo.:  Firma del Director(a): _______________________________________	Fecha: ____________


	Resumen de la propuesta (en 200 palabras o menos):
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