Sabbatical Leave Requests for AY 2012-2013
INSTRUCTIONS FOR PREPARING SABBATICAL LEAVE REQUESTS
DUE IN COLLEGE:   Friday, September 2, 2011
GENERAL INSTRUCTIONS
Please inform faculty members and supportive professional staff personnel early in the spring semester that applications must be prepared and ready to submit well before classes begin in August.

Sabbatical leave is a leave of absence with pay for research purposes.

A first sabbatical leave shall be granted only to a faculty member or supportive professional staff person who will have completed five years of full-time service at NIU by the time the leave begins.  
To be eligible for a subsequent sabbatical leave, a faculty/SPS member must have completed six years (i.e., 72 months) of full-time service at NIU since the end of his or her most recent sabbatical leave.  This means that a faculty/SPS member's last sabbatical leave would have had to have been taken during the academic year 2005/2006 or earlier to be eligible to apply for sabbatical leave in 2012-2013.

The University sabbatical leave policy may be found in Article 8 of the Bylaws of Northern Illinois University in the NIU Constitution and Bylaws.

Please caution faculty/SPS members that sabbatical request forms must be filled out completely.  Incomplete request forms will be returned.

FACULTY/SPS MEMBER'S RESPONSIBILITY
1.
Complete the information requested on the front of the Request for Leave of Ab​sence form.  (Note:  The “Employee I.D.” space refers to the faculty/SPS member’s NIU employee identification number – NOT his or her Social Security number.)
2.
Provide answers to Item I on the front of the form and to Items II through VII on the back of the form.  Answers are to be numbered.  If additional space is needed for Item I on the front of the form, it may be included with Items II through VII of the attachments.   Note:  All items must be answered, even if the answer is "N/A."
CHAIR'S/DIRECTOR’S RESPONSIBILITY
1.
Rank faculty and SPS sabbatical leave requests separately and in priority order.  Do not submit tied proposals.  The chair/director must provide a cover memo that briefly explains how rankings were developed and how criteria were applied.
2.
The chair/director must sign the original Request for Leave of Absence form and fill in the Priority Ranking for the total number of requests submitted, for example, "1 of 3."
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OFFICE MANAGER’S RESPONSIBILITY
1. The Request for Sabbatical Leave form is available on the Human Resource Services website at http://www.hr.niu.edu/resources/index.cfm.

2.
Submit to the Dean’s Office:

a. The original plus 1 copy consisting of these items in the following order:
1) Request for Sabbatical Leave form.

2) The faculty or SPS member’s answers to Items II through VII.
3) Report of previous (most recent) sabbatical leave, if applicable.
4) The faculty or SPS member’s curriculum vitae.
Please PAPER CLIP these items together (no staples).
b. The original plus 1 copy of the chair’s/director’s cover memo. (Do not attach the memo to the proposal.)
c. One PDF file of the scanned proposal with signatures and all supporting documents AND one PDF file of the scanned chair’s/director’s cover memo to dhughes@niu.edu.
