SABBATICAL APPLICATION FORMAT

The sabbatical application should contain an Abstract with four topic heading (explained in Part 1) and a
Sabbatical Plan with seven topic heading (explained in Part 11) and a signed agreement by faculty member
(explained in Part 111).

Part I. Abstract: Sabbatical Abstracts are sent to Governing Board for approval of each leave.
Y ou must prepare an Abstract of your overal plan. It should be written with care and be
representative of your overal plan. The Abstract must be typed and may not exceed two
pages. Use the following list of topic headingsin preparation of your Abstract. Be clear and
concise in your statement; do not over-generalize or use vague statements.

A. Need for Sabbatical Growth

Wheat professiona growth will occur and what problem will your sabbatical address?
B. Sabbatical Activities

What do you plan to do and how do you plan to do it?
C. Anticipated Outcomes

How will this sabbatical benefit our students, our College, and the District?

D. M eans of M easur ement

What documentation will you provide to show that the sabbatical activities have been
successfully completed? Means of measurement must be stated explicitly.

Part I1. Sabbatical Plan: (Start new page and use these specific topic headings in your plan.) A
statement is required showing how leave will be utilized. For retraining or upgrading of
education preparation, give name of accredited college/university and schedule of classes you
plan to take with course titles and course descriptions.

A. Description of Overall Proposal
The description must define the project clearly. Explain what it is that you intend to
do. State how the project relates to your assignment. Indicate how the project
correlates with the objectives of District, the College, your division, and your
supervisor. Substantiate the need for a one-or two-semester leave.

B. Objectives

1 Number your objectives.
2. The objectives must be clearly written in such a manner that completion can
be documented.

3. The objectives of the District and of the College.



Part I11.
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Evidence of Completion

Thisis amost important section and should be carefully thought out. The sabbatical is
acontract. In this section you are indicating how you will provide documentation of
completion. If your sabbatical consists of taking certain courses at an accredited
college, then transcripts of grades are usualy sufficient. Documentation of creative
projects and/or travel may be more complete; however, the committee encourages
such proposals. If you agree to do something, be specific, avoid words such as
“some” or “many.”

Relationship to Current/Future Assignment and | mprovement of Student
Learning

Indicate how the project will improve service to the College and foster significant
professiona and persona growth. Describe how this project will improve student
learning. Specify the anticipation improvements to student learning. Document any
District, College, or academic discipline support for the project and its
implementation.

Calendar

1 The calendar should bein sufficient detail to justify the time requested. For
research, writing, travel, or combination, give a complete schedule of full-time
utilization of proposed project.

2. Any preplanning activities should be indicated, i.e., fulfillment of a course
you are taking now that would be a prerequisite to a sabbatical course,
admission approval, travel arrangements, and so forth.

3. Give details when each segment of the activities will take place.

Funding

If funding other than sabbatical rate salary is required, indicate source (grants or
District Office) and agreements you have made.

Need for Sabbatical

Explain why the activities of the sabbatical cannot be accomplished during your
regular assignment.

Signed Agreement by the Faculty Member that:

A.

Full compliance with the terms and conditions of the sabbatical is a necessary
Condition of future employment with the City Colleges of Chicago.

If he/she failsto return to service at the expiration of the sabbatical leave and serve at
least one academic year thereafter, he/she shall refund all sums of moneys paid to
him/her by the Board.



APPLICATION FOR SABBATICAL LEAVE

Date: NAME:
College: Teaching Field/s:
Address: City: State: Phone:
I would like to be considered for a paid sabbatical for: Fall
__ Spring___
Academic Year
I would like to apply for a sabbatical for: Research/Writing/Travel
Upgrading
Retraining

| understand that upon the expiration of the leave granted pursuant to the Board-Union Agreement, Article
IX.A.1l.e, and upon presentation and acceptance of evidence satisfactory to the Charcellor showing full
compliance with its terms and conditions, | shall be returned to the position | formerly held.

| also understand that while on an academic year sabbatical leave, | may not accept a position with any
employer greater than a 4 contact hour equivalent employment per semester by the Board, and that, if on a
semester sabbatical, | may not accept any employment. In the event that | fail to return to work after my
sabbatical for a period of at least one year, or otherwise violate the terms of my sabbatical leave, | agree to
repay any money paid to me by the Board during the term of my sabbatical.

Signature:

For Administrative Use Only: Years of Continuous Service: Previous Sabbatica:____
SSN - - Lane Step: Base Annua Sdlary:

Approved: Remarks:

Sabbatical Committee: Date:

College President: Date:

Vice Chancellor: Date:

Chancellor: Date:
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FINAL REPORT OF SABBATICAL LEAVE ACTIVITIES

NAME COLLEGE

PERIOD OF LEAVE -Fall -Spring -Academic Year

The final report of your sabbatical leave activities is due in the office of your college president two weeks prior to the
date you plan to be reinstated. Please remember that if you wish to teach summer school, the report must be submitted
before summer school begins or you will not be eligible to teach.

Format: The format for your sabbatical report should follow very carefully the format for the application.

General Statement: Restate the description of your overall proposal and explain, in general, what you accomplished
on your sabbatical. One or two paragraphs should provide this information.

Objectives: Each objective from your application should be itemized, and then clear information on how you
accomplished these objectives, both qualitatively and quantitatively, must be provided. Evidence of completion needs
to be presented, and you should indicate how these objectives relate to improving your future work at the City Colleges.

Relationship to Future Assignment and Improvement of Student Learning: In a conclusion or summary statement,
clearly indicate how the totality of the objectives, and the experience of the sabbatical will enhance your service to the

City Colleges either through expected future assignments or through the improvement of student learning. If you took

specific courses, indicate their relevance to the college and your teaching in the objective section and provide a general
review in this conclusion.

Length: The sabbatical report should reflect intensive work on your part and must provide sufficient detail. Therefore,
the report should be between five and ten pages in length (typed, double spaced, please). Be sure to keep a copy of the

report for your records.

Attach your final sabbatical report to this form.

Reporting: You may be asked to share what you have mastered during this semester with your colleagues at the City

Colleges.
I will report for duty on the first of -the Spring semester.
- the Summer semester.
-the Fall semester.
(Signed) Date:

Faculty Member

Send the signed copy to your recommendation to reinstate (or not reinstate) the faculty member to:
Associate Vice Chancellor Dr. Jose M. Aybar, Academic Affairs, District Office.

(Signed) Date:
President

Approved for Reinstatement: Date:
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