PROCESSING SUMMARY

“APPLICATION & CONTRACT FOR SABBATICAL LEAVE”


Faculty Member’s Responsibility:

· Complete an Application & Contract for Sabbatical Leave form.  (see “Helpful Hints for Completion”)

· Attach both a detailed “purpose of sabbatical leave” statement and a copy of current vita.

· Sign the form; note your rank/title and department/program.

· By unit deadline, submit application form with attachments to department office.

· REMINDER:  After a sabbatical leave, the recipient must submit a detailed Report of Sabbatical Activities to the department chair/program director for forwarding to the dean/vice provost; the dean/vice provost will forward it to the Provost's office.  The report is due no later than four (4) weeks after the beginning of the first term of recipient's return.

Department’s/Program’s Responsibility:

· Check the Application & Contract for Sabbatical Leave form for completeness and accuracy.

· Attach a memo from chair/director indicating how classes will be covered during faculty member’s leave, any justification/support required owing to exceptional cases—i.e., counting of mixed-term appointments, eligibility, etc.

· If approved, chair/director signs the application form.

· By dean’s/vice provost’s office deadline, submit application form with attachments to the dean’s/vice provost’s office.

Dean’s/Vice Provost’s Office Responsibility:

· Check the application and attachments for completeness and accuracy.  Complete any appropriate revisions.

· Verify applicant’s eligibility, service, and salary data; sign and complete the verification box.

· If approved, dean/vice provost signs the application form.

· By the Academic Affairs’ deadline (Third Monday in January), submit application form with attachments to the Academic Employment Manager in Human Resources (HR).

Human Resources Office & Provost’s Office Processing:

· Check the application for completeness and accuracy.  Make any appropriate notations.

· Review application forms and attachments for content.

· Obtain signatures from the Provost and the President.

· Mail notifications by early May.

Amendments or Revisions to Sabbatical Leave:

· Change in dates, purpose, or other conditions must be approved by all signatories of the original agreement.

· Changes may be made on a copy of approved agreement, and initialed by all signatories; or a substitute agreement marked “Revised” may be submitted for signatures. 

Cancellation of Sabbatical Leave:

· Cancellation of a sabbatical leave must be communicated via a signed memo. Route it to the department/program, dean/vice provost, Academic Affairs, President, and Human Resources.

· The memo needs to be initialed by all signatories of the original.

Housing:

· Those faculty members who wish to lease their houses while on sabbatical leave may provide information sheets to Human Resources, which maintains a folder of such opportunities.




Helpful Hints for Completion of Application: 

Oregon Administrative Rule on sabbatical leave is included on second page of the Application and Contract form.

Eligibility—Eligible faculty should be able to answer yes to the following.  Do you:

· Have a rank of senior instructor, assistant professor, 

associate professor, professor, research associate, or  

senior research associate?

· Have continuous appointment of .50 FTE or more without interruption by a sabbatical; appointment can be interrupted by authorized leaves of absence (not a sabbatical).  A one-year appointment at less than .50 FTE will count as a period of accumulated service for time requirement.  Authorized leave(s) will not prejudice eligibility for sabbatical.

· Have either:  (a) 18 quarters for 9-month faculty (excluding Summer session) or 72 months for 12-month faculty; or (b) accumulated the equivalent of 6.0 FTE years over indefinite period uninterrupted by sabbatical?

Purpose Statement—“Purpose of sabbatical leave” statements for the sabbatical may vary in content and format.  Faculty members are encouraged to clearly and briefly identify how the proposed work fits within the purposes of a sabbatical leave.  


The statement should include:  objectives for the proposed leave and expected significance; relation to longer-term goals of the applicant’s professional career; relation to the applicant’s research and/or teaching assignments; a general plan of how the leave time will be spent; a description of any formal or informal study, planned experiments to be undertaken, lectures to be given, teaching assignments contracted at other institutions, etc.; and a description of any grants applied for or received to support the leave.

Sabbatical Dates—


Fall term:
from   9/16, 20xx  to 12/15, 20xx


Winter term:
from 12/16, 20xx  to   3/15, 20xx


Spring term:
from   3/16, 20xx  to   6/15, 20xx


Academic year:
from   9/16, 20xx  to   6/15, 20xx


Fiscal year:
See second page of application form.

Salary Basis for Sabbatical Leave—complete the blank pertaining to the % of salary during the period of leave.


Academic year staff, use the following:



60% of salary = 3 terms leave requested



75% of salary = 2 terms leave requested



85% of salary = 1 term leave requested


Fiscal year staff, see second page of application form.

Salary Rate—complete with salary rate at full-time equivalency; indicate either 9-month or 12-month term of service.

Member of PSU Faculty—complete section with years of service and listing of academic ranks with full-time service; 

and/or attach an exhibit listing ranks with other than full-time service, showing computation of eligibility and salary.  


Example:  assistant professor, 1980-81 thru 1983-84; associate professor, 1984-85 thru 1998-99; professor 1999-2000 thru present.

Previous Sabbatical Leave(s)—complete section by noting no sabbatical taken or by listing previous sabbatical leave(s).  


Example:  9/16, 1997 thru 6/15, 1998.
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