SABBATICAL LEAVE APPLICATION PROCESS

Sabbatical Leave applications are accepted each fall semester for the following academic year.

DUE DATE
PROCESS

Mid August/Early September
Sabbatical Committee meets to discuss process and make any changes to forms, guidelines, and timelines



September
Instructional Services obtains printout/labels from Human Resources for all eligible faculty and prepares and distributes memo by Chair regarding any workshops and application deadline

Memo or voice mail sent to all faculty re: application availability in Instructional Services and deadline to return to Instructional Services

Instructional Services duplicates forms/instructions, etc. and distributes as requested.



November 1
Completed applications due to Division Chairs or Directors.



November 13
Instructional Services collects completed applications and keeps in pending until deadline.



November 13-December 15
Committee members individually review applications in Instructional Services office.

By December 15, committee meets to decide on applications.

By December 15, committee submits written report to Superintendent/President.



December 21
Committee informs each applicant of its recommendations.



February 16
Board of Trustees acts on committee’s recommendations and informs applicants of its action.



After Sabbaticals are completed
Within 30 days after the start of the semester following the completion of the leave, committee prepares and sends memo requesting sabbatical leave report and reminding faculty of board presentation and faculty 

Presentation.

Instructional Services receives reports and compiles for submission to Superintendent/President.



