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TO:

SVSU Faculty

FROM:
Dr. Donald J. Bachand, Chair



Professional Practices Committee

RE:

Sabbatical Leave Application

Attached are the guidelines for the preparation of proposals for sabbatical leave.  Applicants are encouraged to discuss proposals with their dean and department chairperson well in advance of submission to consider details and possible alternatives.

All sabbatical proposals are due in the Office of the Vice President for Academic Affairs by 4:30 p.m., September 10 yearly or next business day.  Sabbaticals requested will commence in the next academic year.  The applicant's P.P.C. files must be updated and in his/her academic dean's office by the same deadline.  It is the faculty applicant's responsibility to see that the signatures of their department chairperson and the dean are secured and also to see that the application is delivered by the deadline.  Any application NOT RECEIVED by this deadline will be rejected. Individual Evaluation Reports (IERs) are not required for sabbatical leave applications.

If you have any questions, please contact your academic dean or any member of the Professional Practices Committee.

DJB:mce
Attachments (3)


Cover


Abstract Form


Guidelines

ADVISORY NOTE:

It is encouraged that you submit your sabbatical proposal to your chairperson and dean with sufficient lead time for an appropriate review.  The scheduling of a sabbatical should be discussed with your departmental colleagues.  Forms also available online at:
   http://www.svsu.edu/sponsoredprograms/internal-grants.html   (scroll down to Sabbatical) 
PROFESSIONAL PRACTICES COMMITTEE

COVER PAGE FORM

SABBATICAL LEAVE                                                                                                                                                                                     
Name   (Last)
                    (First)
  (Middle)
    Rank and Department
        Phone Number

Brief Title of Project

Check Semester(s) Requested:
    Fall                 
   Winter                 
       Summers                            
Check One of the Following:

          
Leave for two (2) semesters at half normal salary.

          
Leave for one (1) semester at full normal salary.

          
Maintenance of a half regular teaching load (with scheduling priority to allow a one or two day per week schedule) for one academic year at regular salary.

          
Maintenance of regular full-time teaching load during the academic year with leave for three successive spring or summer terms with supplemental contracts issued at a pro rata basis (5/6 of full time) not to exceed the compensation rates established in options one and two above.  Election of this option by the faculty member constitutes a waiver of any right to a spring/ summer appointment (teaching, University funded research and/or administrative appointment) during the three year period of leave.

Previous SVSU Sabbaticals:    Year(s)                                             Purpose ________________________

Signature of Applicant:                                                                                      Date:                                     
===========================================================================

Recommendation by Department Chairperson (add remarks if desired): Date:                                     

            
Recommend
                Do Not Recommend

Signature                                                  
===========================================================================

Recommendation by Dean (add remarks if desired):


      Date:                                                                                        


            
Recommend
                Do Not Recommend

Signature                                                 
=========================================================================== 

Recommendation by Professional Practices Committee:    

      Date:                                    

            
Recommend
                 Do Not Recommend

Signature                                                 
===========================================================================

Recommendation by Vice President for Academic Affairs:

      Date:                                 

            
Recommend
                 Do Not Recommend

Signature                                                 
 SEQ CHAPTER \h \r 1                 
Sabbatical Leave

Saginaw Valley State University

Professional Practices Committee

Summary/Abstract Form

Name of Applicant



Rank and Department

Title of Project

Goal of Project

Summary/Abstract or Attached Narrative (limit to space provided):

 SEQ CHAPTER \h \r 1
SABBATICAL LEAVES

I.
The DEADLINE for receipt of proposals for SABBATICAL LEAVES is AS INDICATED IN THE COVER MEMO.  ALL PROPOSALS AND SUPPORTING DOCUMENTS MUST BE RECEIVED BY THE DEADLINE IN THE OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS.  All proposals and supporting documents received after this deadline will not be considered.  It is the faculty member’s responsibility to see that the complete proposal is received by the deadline.  PPC files must be updated and ready for committee review by the same deadline.  The PPC files must be located in the applicant’s Dean’s office.

II.
Proposals will be considered for leave for the next academic year.

III.
Faculty sabbatical leaves are limited to purposes that clearly promise reciprocal advantage to the faculty member and the University through enhancement of professional competence by engaging in study and research, writing, or cognitive pursuits.

IV.
All full-time faculty with a minimum of six years of continuous service are eligible to apply for sabbatical leave.

V. 
Please be certain that the proposal forms are completed in full and submitted on time using the attached REVISED forms.  Do not take anything for granted.  Assume your proposal will be evaluated by a committee of laymen who do not know much about you or your sabbatical leave plans, nor do they understand your discipline.  Clear, concise writing is essential for a successful proposal.  IT IS NOT ENOUGH TO WRITE SO THAT YOU CAN BE UNDERSTOOD.  YOU MUST ELIMINATE ANY POSSIBILITY OF MISUNDERSTANDING.  After you complete a draft, you might want to have it critiqued by a colleague outside your discipline before you complete it in final form.

VI.
GUIDELINES FOR DEVELOPING PROPOSALS


A.
EACH PROPOSAL MUST INCLUDE THE FOLLOWING:



Cover Page Form



Summary/Abstract Form



Narrative (starts with applicant’s page 3)



Significance Statement (part of narrative)



Current Curriculum Vitae

Previous Reports or Summaries on Sabbaticals (only for those who have taken previous sabbaticals while employed at SVSU)



(Appendices are Optional)


B.
PROPOSAL SEQUENCE

See the following explanation and forms.  The Cover Page Form should be page 1, the Summary/Abstract Form page 2, and the Narrative should begin on page 3.  The Significance Statement should be part of the narrative and be labeled.  The Curriculum Vitae should follow the narrative, Previous Reports or Summaries of Sabbatical Activities should follow the curriculum vitae, and Appendices should follow the previous reports or summaries of sabbatical activities.


C.
EXPLANATION OF PROPOSAL COMPONENTS

A quality proposal should include a plan detailing the intended activities, and an explanation of how these activities are beneficial to both the faculty member and the University.  The proposal must include the following items.  (NOTE:  WHEN AN ITEM IS NOT APPLICABLE IT SHOULD BE SO INDICATED IN THE PROPOSAL TO ENSURE THAT POINTS ARE NOT DEDUCTED FOR AN UNEXPLAINED LACK OF INFORMATION.)



1. 
COVER PAGE FORM

Each item on the cover page form should be filled out.  If a particular item is not applicable write N/A.  The information provided here will facilitate initial project categorization and demonstrate appropriate recommendations.

Be sure to obtain signatures from both the chairperson and the Dean before submitting the proposal.  The applicant’s signature verifies that all information presented in the proposal is accurate and correct.



2.
SUMMARY/ABSTRACT FORM

The summary/abstract form will be used by the committee to get a brief overview of the project before in depth examination of the project details is undertaken.  Additionally, if the project is funded, the summary/abstract will be used to communicate project information to various interested constituencies.

The information on the summary/abstract form should be completed after the narrative and budget are finished.  It should summarize all key points of the proposal.  Enough information should be provided to enable the summary/
abstract to stand by itself as a separate document.  However, the summary 
should not be encumbered with details in the narrative which are needed to provide project justification.  
THE SUMMARY/ABSTRACT IS TO BE DONE IN ADDITION TO THE NARRATIVE.  IT DOES NOT IN ITSELF CONSTITUTE A NARRATIVE FOR THE PROPOSAL.



3. 
NARRATIVE

The narrative must include a statement of project objectives, methodology and an evaluation plan. The evaluation plan must focus on objective criteria for determining successful completion of the project objectives.



4.
SIGNIFICANCE STATEMENT

The significance statement should provide a detailed description of the importance of the work and its impact upon:  (a) The person initiating the proposal; (b) Saginaw Valley State University; (c) the applicant’s discipline; and (d) society in general.  While it is recognized that not all of these will relate to every application, at least “a” and “b” must be addressed by all applicants.



5.
CURRENT CURRICULUM VITAE

Current curriculum vitae must include professional experience, research, publications, grants (external), activities, honors, awards, committees, etc.



6.
PREVIOUS SABBATICAL REPORTS OR SUMMARIES OF SABBATICAL ACTIVITIES

If previous sabbaticals have been taken at SVSU, then a summary of the sabbatical activities must be attached.



7.
ADDITIONAL MATERIAL

Any other material the applicant deems relevant should be placed in an appendix.



8.
FEASIBILITY STATEMENT/CONTINGENCY PLANS

An estimate of feasibility of the proposal should be included.  All contingency or alternate plans must be presented in the proposal.

VII.
PPC File

A. 
These files must be updated and ready for committee review by THE SUBMISSION DEADLINE LISTED IN THE COVER MEMO.  THE PPC FILES MUST BE LOCATED IN THE APPLICANT’S DEAN’S OFFICE.


B.
Evidence of a minimum of six years of continuous service should be in the PPC file.  If you have previously been awarded a sabbatical, only the pertinent information from then to now should be included.

VIII.
EVALUATION CRITERIA

The proposals for sabbatical leave will be evaluated using the criteria and guidelines in the faculty contract. (See M 9 - M 9.2 and M 9.3).

PLEASE NOTE:    Each person completing a sabbatical leave must submit a FINAL 

SABBATICAL REPORT to the Office of Sponsored Programs, 
detailing the progress made in meeting the proposal’s objectives 

and an evaluation of the project’s accomplishments (see 
Final Report Cover Sheet with complete instructions at http://www.svsu.edu/sponsoredprograms/internal-grants.html 
under Sabbatical).  
Attached to the report must be copies of any articles, manuscripts 
and/or publications prepared as part of the project.  The report 
will be due 90 days after completion of the sabbatical.

GUIDELINES FOR PREPARING PPC FILES:  Refer to the Faculty Contract - Article G.
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