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Administrative Process for Sabbatical Leave Documentation
1. October 24 – December 20:  Applications for sabbatical leave for the following academic year are routed through the union-appropriate review process (as outlined in the Collective Bargaining Agreements; schedules can be found on the provost’s website).  

2. December 20: Units submit applications with dean/director recommendations to the Provost’s Office.  Units are encouraged to make copies of applications prior to submitting them to the Provost’s Office, so backup copies are readily available in the event an application is lost in transit, etc.  
3. January 18: the Chancellor announces sabbatical leave awards.  At this point in time, all applicants will receive a letter from the chancellor informing them as to the status of their application.  The units will receive copies of the letters and copies of the sabbatical applications with the provost’s signature.  The Provost’s Office will retain the original applications.  

4. Prior to departing for leave, all faculty who plan to use external funding during their sabbatical must complete and submit a Sabbatical Leave Funding Form.  This form will be mailed to all recipients with their award letters, and is also available on the provost’s website.  The units shall keep the original completed form and send a cc to the Provost’s Office.  
5. Faculty must complete a Sabbatical Leave Report within three (working) months upon returning from leave.  For those who took fall-semester only sabbaticals, reports are due to the Provost’s Office by the following December 1.  For those who took spring-semester only or year-long sabbaticals, reports are due to the Provost’s Office the following May 1.  Since sabbatical leave reports must be routed through the department chair and dean/director, etc, before submission to the Provost’s Office, faculty should submit them to the department chair in advance of the deadline.  Units are encouraged to make copies of reports prior to submitting them to the Provost’s Office.  
6. The provost will review the report, provide feedback at his/her discretion, and sign off on the report.  At this point, the provost’s office will return the signed report (accompanied by any feedback) to the faculty member, and the units will receive a cc.  This information should be retained in the faculty member’s academic file.  This concludes the sabbatical leave process.  
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