 SEQ CHAPTER \h \r 1Instructions for Submitting a Sabbatical Leave Request

1. 
An applicant for a sabbatical leave must initiate the request by completing the SABBATICAL LEAVE REQUEST FORM and attaching a detailed summary of the sabbatical project (see below) and a current


curriculum vitae. Applications must be submitted at least 6 months in advance of the proposed sabbatical


leave, and the faculty member must agree to comply with the university's sabbatical leave policy. The


Sabbatical Leave Form must include the specific dates for which the leave is requested, and the dates of the


request should agree with the type of appointment the faculty member holds. A faculty member on a 12-month


appointment may request any 6- or 12-month period. A faculty member on a 9.0, a 9.5, or a 10-month


appointment should use the following dates: 


9-mo. Faculty
9..5-mo. Faculty
10-mo. Faculty

Fall semester

8/23-1/07

8/17-1/07

8/17-1/15

Spring semester

1/8-5/22

1/8-5/31

1/15-6/15

Academic Year

8/23-5/22

8/17-5/31

8/17-6/15

2.
The Summary of the Project should describe: 

              %the specific project or work which is expected to be accomplished during the sabbatical 

              %the benefit from this project to the faculty member in the areas of research and/or instruction 

              %the benefit from this project to the University 

              %the location where the project is to be conducted and other relevant travel/study plans 

              %tangible products or results expected from sabbatical activities 

3. 
These materials should be submitted to the Department Chair who is responsible for verifying the eligibility of the applicant and completing the form. The Department Chair must attach a brief letter that explains why the faculty member merits a sabbatical and the expected benefits of the sabbatical to the faculty member and university. It is expected that the sabbatical will advance the career of a productive faculty member by


enhancing the faculty member's research and instructional activities. Sabbaticals must be more than automatic


awards for service. 


By the beginning of the sabbatical leave, the faculty member must have completed 12 semesters of full-time


(100%) service to UMCP since the previously granted sabbatical leave. Normally, semesters when the


applicant was on an approved Leave of Absence Without Pay (LWOP) or partial LWOP do NOT count toward


service toward a sabbatical.


In cases where the applicant holds a joint appointment, it will be the responsibility of the primary department


to obtain the signature of approval from the secondary unit.

4. 
The Department Chair will then submit the form with the faculty member's letter of  request and the Chair's letter of endorsement to the Dean for approval. 


The Dean must sign the form and forward it to the Associate Provost for Faculty Affairs, 1119 Main


Administration Building, for review and approval by the Provost.


After a decision is reached by the Provost, a letter will be sent to the applicant, with copies to the Chair, Dean,


and payroll and personnel officers. The original material will be kept in the Office of the Provost.

Comments and questions may be directed to Rhonda Malone.
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II-2.00(A) UMCP Policy on Sabbatical Leave for Faculty


APPROVED BY THE PRESIDENT 1 AUGUST 1991

                     The President shall grant sabbatical leaves to faculty members consistent with UMS Bylaws, Policies and Procedures of the Board of Regents II-2.00, and the following guidelines:

                        A.Eligibility Requirements

                             1.Full-Time Faculty
                                  a.Must be tenured at UMCP.

          b.Must have a minimum of six years full-time service at UMCP since any previously granted sabbatical leave, or at the time of an initial sabbatical leave.

                                  c.Leave of absence without pay shall not be counted as service to UMCP for purposes of




 sabbatical leave.

                                  d.Service at other UMS institutions may, at the sole discretion of the President, be considered




 toward eligibility for sabbatical leave in the same manner as service at UMCP.

                                  e.Unless specifically stated otherwise, a faculty member engaged in compensated activities on




 behalf of the University, outside the academic program or unit shall be permitted to treat the




 period of such service toward eligibility for sabbatical leave.

                             2.Part-Time Faculty
                                  a.Must be tenured at UMCP.

                                  b.Must have a minimum of six years of at least part time service at UMCP since any previously




 granted sabbatical leave, or at the time of an initial sabbatical leave.

                                  c.Leave of absence without pay shall not be counted as service to UMCP for purposes of




 sabbatical leave.

                                  d.Part-time service at other UMS institutions may, at the sole discretion of the President, be




 considered toward eligibility for sabbatical leave in the same manner as service at UMCP.

                                  e.Unless otherwise stated, a faculty member engaged in compensated activities on behalf of




 UMCP, outside the academic program shall be permitted to treat such service toward eligibility




 for sabbatical leave.

                        B.Duration of Sabbatical Leave

                             1.Full- and part-time faculty members may be granted sabbatical leave for either:



          a.one-half the faculty member's annual contract period at full compensation; or 

                                  b.the full annual contract period at one half normal compensation.  (example-twelve month




 contract - twelve month sabbatical at one half compensation, or six month sabbatical at full

                                    compensation.)

                             2.The President may award sabbatical leave of greater than twelve months duration to a



         faculty member of long standing with distinguished and meritorious service to UMCP. In no



         case should sabbatical leave exceed twenty four months at one half compensation.

                        C.Considerations for Awarding Sabbatical Leave
                             1.Opportunity to conduct scholarly work and to increase the faculty member's value to UMCP in



        carrying out its mission.

                             2.Opportunity to conduct important research and increase the faculty member's standing in the



         professional community.

                             3.Disruption to the academic program or unit is minimized.

                        D.Additional Compensation and Benefits
                             1.A faculty member will normally be permitted to accept only such grants, contacts, awards,



        fellowships, and other compensation as are given to support the approved sabbatical project. The



        approval of the President must be obtained prior to accepting any compensation beyond that



        provided by UMCP.

                             2.A faculty member will normally be permitted to accept compensation for consulting services



        consistent with UMCP policies on outside consulting. The prior approval of the President must be



        obtained.

                             3.A faculty member who receives compensation without the approval of the President, as required



        by this policy, will be required to return all compensation received from UMCP for the support of



        the sabbatical project.

                             4.All benefits available to the faculty member under normal service shall be available during

       

        sabbatical leave unless otherwise specified.

                        E.Application for Sabbatical Leave

                             1.Application must be made at least six months prior to the commencement of the proposed



        sabbatical leave.

                             2.Applications should be addressed to the faculty member's Department Chairperson or equivalent



        academic administrator.

                             3.Applications must contain:

                                  a.a detailed description of the project; 

                                  b.the expected results of the project; 

                                  c.a statement concerning the value of the project to the mission of UMCP, and to the faculty




 member's professional development; and 

                                  d.the date the faculty member became tenured at UMCP, and a description of responsibilities and




 accomplishments; 

                                  e.the faculty member's assessment of the effect on the academic program, and a plan to minimize




 the disruption.

                        F.Approval Procedure
                             1.The Department Chairperson shall review each application for sabbatical leave and make a 



        recommendation to approve, postpone or reject the application. The recommendation should



        clearly state:

                                  a.the reasons for the decision including an appraisal of the project; 

                                  b.why the decision is consistent with this policy; 

                                  c.an assessment of the effect of the faculty member's absence on the academic program.

                             2.The application and review are to be forwarded to the Dean for recommendation and comment.

        The Dean shall determine whether any further recommendations are appropriate prior to          forwarding the application to the Vice President For Academic Affairs.

                             3.Applications are routed through the Vice President for Academic Affairs to the President. The



        President, or a designee, may approve, postpone, or reject the application for sabbatical leave. The



        faculty member shall be notified of the decision by the Office of the Vice President for Academic



       Affairs, with copies of the decision to the Dean and the Department Chairperson. The faculty



       member shall receive a copy of any recommendations.

                             4.The notice of approval of sabbatical leave must contain:

                                  a.The beginning and ending dates of the sabbatical leave. 

                                  b.The amount of compensation. 

                                  c.An agreement by the faculty member to return promptly to UMCP at the termination of the




 sabbatical, and to continue service at UMCP for a minimum of one year. 

                                  d.The specific project for which the sabbatical is granted.

                        G.Report Requirement
                        Within three months of returning from sabbatical leave, a faculty member must file a report



containing the results of the project, and a detailed accounting of the activities undertaken during the



leave. The report is to be addressed to the Department Chairperson, with a copy to the Vice President



for Academic Affairs.
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