INFORMATIONAL SHEET FOR SABBATICAL LEAVE REQUESTS FOR FACULTY
(For secretaries responsible for processing these requests)
Sabbatical Leave Requests Due Date to Provost Office - October 14, 2011
All forms, including the Request for Sabbatical Leave, are available online at http://www.niu.edu/provost/resources/index.shtml#S
Submit to the Provost Office: One (1) original, not stapled, single sided (NO COPIES NEEDED); an electronic copy is also desired if possible
The University Council Personnel Committee (UCPC) must review all sabbatical requests – approved or unapproved; therefore, please send sets in ranked order. Each sabbatical application must have a vita attached. Please remind applicants applying for sabbaticals to fill out all sections of the sabbatical request, especially the synopsis paragraph (Item I). The Board of Trustees can call for a review of sabbatical requests at any time and Item I is what the Board wants to see. All sabbatical proposals must follow the required format as outlined in the instructions with the sabbatical application form (Items II-VII).
As a condition of receiving their sabbatical request, the NIU's Board of Trustees (BoT) has requested a report on the outcomes from sabbatical leaves granted to faculty and SPS. The Office of the Provost has developed this process to collect the information on outcomes from those who have taken sabbatical leaves. The information they provide will be used to compile a summary report that will be submitted to the BoT to demonstrate the value of sabbatical leaves and the need for continuing this benefit. Approximately 2 years after their leave they will receive an email with a spreadsheet which will ask them to share some definite outcomes from their leave. Provost asks for their cooperation in filling out this important outcome information as soon as they receive the summary report template.

A first sabbatical leave shall be granted only to a staff member who has completed five years of full-time service by the time the leave begins. To be eligible for a subsequent sabbatical leave, a staff member must have completed full time service for six years since the end of his or her most recent sabbatical leave (PLEASE CHECK THESE TIME REQUIREMENTS). The applicant MUST attach a copy of a sabbatical report for ONLY the most recent previous leave (not for all sabbaticals taken). Please note specific details in the instructions on the form.

The dean’s cover letter should list all sabbatical recommendations, in ranked order. NOTE: Where differences exist between the departmental and college rankings, the dean’s cover letter needs to include an explanation of any changes made by the college to departmental rankings. The cover letter, which is a requirement of the NIU Constitution & Bylaws, should be placed separately on top of each set. Please place underneath the dean’s cover letter, a copy of the chairs’ cover letters. All requests must go through the appropriate signature channels before being forwarded for review.

Denials of sabbaticals must be accompanied by a letter stating the reasons for denial and providing assurances that the faculty member has been advised of his/her right to appeal. The college should provide documentation that all appropriate appeal procedures or review procedures have been followed.
Completed applications must be submitted from the final approval office to Chris Peddle, Provost Office, Altgeld Hall 215. Electronic copies should be submitted either on a CD or via email to Chris at cpeddle@niu.edu. Please contact Chris if you have any questions regarding this information.
Sabbaticals\Forms\Info Sheet for Sabbaticals Faculty 2011
3-15-11
