SHIPPENSBURG UNIVERSITY

Shippensburg, Pennsylvania

GUIDELINES FOR GRANTING SABBATICAL LEAVE
Passed by Faculty – April 2009
The basic procedure for granting sabbatical leave is provided to the Sabbatical Leave Committee (SLC) in the Collective Bargaining Agreement between APSCUF and the Commonwealth of Pennsylvania, July 1, 2007 to June 30, 2011 (Pending ratification by both parties) – Article 18, Section A: Sabbatical Leaves.

1. The Request for Sabbatical Leave form will be available to all faculty members after July 1.  Copies of the form may be obtained upon request of interested faculty members from the chairperson of the SLC.  The candidate must submit two hard copies of the complete sabbatical package (applications and any supporting materials) to the Sabbatical Leave Committee Chair by the second Friday in Semester I.  No late materials will be considered. 
After receipt, the SLC shall forward a list of requests for sabbatical leave from each department to the Department Professional Affairs Committee (DPAC) and the department chairperson of each department.

2.
Requests for sabbatical leave must be accompanied by a statement from the faculty member, in writing, agreeing to return to his/her employment with the University for a period of not less than one (1) year immediately following the expiration of such leave.  A statement to this effect is contained on the application form, and all interested faculty members are urged to complete that section.

3.  Requests for sabbatical leave are not carried over to succeeding years.  All faculty members who wish to renew their request for a sabbatical leave must submit a new request form.  In all instances, such requests shall be considered without prejudice.

4.  All requests for sabbatical leave for reasons of restoration of health, study, travel or other appropriate purposes will be considered on the basis of academic and professional merit.

5.  Beyond the basis of academic and professional merit.  Requests will be reviewed according to the following priorities:

a.  To a faculty member stating an intent to retire who has not had a sabbatical leave or academic leave with pay in the past seven (7) years.  (Because of the legal requirement to teach for one year after a sabbatical leave, faculty members approaching retirement have no flexibility in the timing of a sabbatical leave.)

b.  To the faculty member who has had the greatest number of years of service in the Pennsylvania State College and University System without any previous sabbatical or academic leave with pay.

c.  To the faculty member who has had the greatest number of years of service in the Pennsylvania State College and University System.

6.  The SLC reserves the right to secure from an individual DPAC a priority listing of the members 
of its department who are planning a sabbatical leave.
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7.  A vote to accept the final rankings will be held by the SLC.  A two-thirds majority will be required to approve the rankings.  No absentee ballots may be cast.

8.  Any faculty member requesting a sabbatical leave will have the opportunity to appear before the SLC in order to support his/her request for sabbatical leave.
9.  The SLC will recommend to the President of the University, from those requesting sabbatical leave, five percent (5%) of the bargaining unit.  Alternative recipients equal to two and one-half percent (2-1/2%) of the bargaining unit, from those requesting sabbatical leave, will be recommended by the SLC to the President of the University in a priority listing should the need for replacement(s) arise.
10.  The SLC shall notify each applicant of its recommendation.  If, within ten (10) working days after such notification, a faculty member wishes to appeal the SLC’s decision relative to his/her sabbatical leave, it must be done so in writing to the chairperson of the SLC.  The SLC shall then meet to hear the appeal.

11.  The recommendations from the SLC will be submitted to the President of the University by November 1.
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Instructions for Requesting a Sabbatical

A.  General Instructions

1.  Two copies of your sabbatical proposal should be submitted to the chair/ co-chairs of the Sabbatical Leave Committee by 4:00 p.m., Friday, September 5, 2014. (See Guidelines for Granting Sabbatical Leave, No. 1.)

2.  It is imperative that all information on the attached form be completed.  Failure to do so may lead to the disqualification of the application.  


3.
Only complete applications will be considered.  A complete application includes a completed 

application form and a written proposal with supporting documentation.

B.  Merit or Health Sabbatical

1.  The Sabbatical Leave Committee does not feel competent to rule on health issues.  Further, they recognize that much of this information may be confidential.  The committee will therefore forward all sabbatical requests for health reasons to the President or his/her designee without ranking.  The committee, however, reserves the right to forward to the President comments as to how the granting of this sabbatical might affect the students, the department, and the University.

2.  Each faculty member requesting a health sabbatical should so indicate on the covering form.  In the justification, the faculty member should provide the general information, which is relevant.  The following statement should be signed and dated.  “Upon request I will provide the supporting confidential evidence from my doctor to the President or his/her designee to support my need for a health sabbatical.”

3.  Unless a faculty member requests a health sabbatical, the recommendations will be based on merit.

C.  Merit Sabbaticals

1.  The University Guidelines for the Granting of Sabbatical indicate that sabbaticals are to be granted based on academic and professional merit.  (See Guidelines, 4.)

2.  The guidelines also indicate that all other things being equal, other priorities such as approaching retirement, number of years of service, and length of time since last sabbatical will be considered.  (See Guidelines, 5.)

D.  Specific Instructions for the Obtaining of Merit Sabbaticals

1. In no more than three pages a faculty member should specifically and clearly define the proposal.  Keep in mind that most members of the committee are not experts in your area and the proposal should remain jargon free.  The significance of your proposal should be clearly explained.  The time frame should be defined.  Any problems which might arise in carrying out the proposal should be forthrightly indicated.  In effect your proposal should be well thought through, carefully organized, well documented and doable in your discipline.
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2.  There is no limit on the number of pages of supporting evidence which may be included, but it should be appropriate for the topic.  It is assumed that proposals will involve teaching or research or a combination thereof.

a.  For example, evidence for improved teaching might include the following documentation:

(1)  a letter from the department chair indicating your qualifications and that your retraining in this area is needed.

(2)  letters from the universities indicating that you can attend their program or what you want to do is possible.

(3)  a bibliography of books and articles you plan to read.

(4)  any documentation which will show the amount of work you have already done in the field, i.e., conferences attended, books read, etc.

(5)  a vita which will indicate how this sabbatical would fit into your general career interest(s) and professional development.

b.  Evidence for research might include the following documentation:

(1)  letters attesting to your expertise and ability to do the project.

(2)  letters indicating that you have permission to utilize a specific research center, library, or laboratory.

(3)  evidence that the institution or library has the resources you need.

(4)  a vita indicating your track record.  (Do not send articles published but indicate on your vita relevant publications.)

(5)  a research proposal.

(6)  evidence of progress in current research.

(7)  itinerary.  Be as specific as possible.

(8)  fellowship application.

3.  Although all faculty members requesting a sabbatical leave will have the opportunity to appear before the Sabbatical Leave Committee, your written application should be strong enough that it will stand on its own merit.  (See Guidelines, 8.)
