GUIDELINES FOR THE SABBATICAL LEAVE APPLICATION

Since funds are limited, the sabbatical review process is competitive.  Sabbaticals are awarded to those who convince the committee that theirs is the best project and deserves college support.  Most of the ideas submitted to the Sabbatical Leave Committee are appropriate; however, successful applications are also carefully and completely compiled, and well documented.  Here are some suggestions to help you prepare your application.

First, the entire application must be submitted to the division chair or director by November 1; late applications will not be accepted for review.

Second, the professional resume, the first section of the application, must be complete.  Address all of the areas listed lettered a through f.  Do not omit any information under the assumption that committee members know all about you.  Assume they do not.

In responding to section three, "Purpose of Project," consider the following questions:

WHAT is the goal of the project?  The project must be a single, coherent project although it may contain multiple activities.  State how you will measure accomplishment of your goals.  Provide evidence and/or documentation to show how the project will help you as a faculty member and how it will help the college.

HOW do you plan to accomplish your goals?

WHEN do you plan to complete this project and what is your schedule or timeline for completion?  Establish that your goal can be accomplished in the time requested.

WHERE will you do the work and why did you choose that location?  Show the preparation made for coursework, access to libraries, meeting with experts, visits to sites.

WHO will you work with and why have you chosen him/her?  Submit evidence to show you have contacted the person/institution.

WHY this project?  Give both professional and personal reasons why this project is significant for you.

Although all of the above considerations may not apply to your project, at least think about them.  They may prompt you to add information that may not initially seem applicable or to think of your project in a new way.

