	[image: image1.emf]

	Human Resources

Sabbatical/Professional Development Leave Request


	

	The purpose of a Sabbatical Leave/Professional Development Leave is to enhance the faculty member’s professional competence. All such leaves shall not only be of value to the faculty member but also clearly benefit the College. Sabbatical Leaves/Professional Development Leaves may be granted for advanced study, writing or cognate pursuits.

Name:

     
     
     
Last

First

Middle

Full-Time Employment Date:

  /  /    
Department:

     
Date of Previous Sabbatical or Professional Leave:

  /  /    
Rank:

     
Date Leave is to Commence:

  /  /    
Semester:

     
Length of Requested Leave   FORMCHECKBOX 
 1 or  FORMCHECKBOX 
 2 Semesters

Faculty Members requesting a Sabbatical Leave/Professional Development Leave shall include the following information with their request: 

1. A statement of the purpose of the leave including the activities to be undertaken with timelines for completion in order to achieve the purpose. 

2. A method of evaluating the accomplishments. 

3. A statement of the value of the leave to the applicants. 

4. A statement of the value of the leave to the College. 

A faculty member granted a Sabbatical Leave/Professional Development Leave shall be responsible for accomplishment of the stated objectives of the leave. Thirty days upon expiration of the leave, the faculty member shall provide a written report to the Committee, along with such other documentation as the College-wide Committee may desire, so that the Committee may evaluate the success of the leave and provide a written report to the President. 

Requests for Sabbatical Leave/Professional Development Leave shall be filed with the Human Resources Department using the “Sabbatical Leave/Professional Development Leave Request Form.” All requests must be submitted by February 1st for the forthcoming academic year. All requests must be reviewed by the appropriate director or supervisor and the divisional dean prior to being forwarded to the College-wide Sabbatical Leave Committee.

Requester’s Signature:

Date:

I have reviewed the request for sabbatical leave and recommend that my comments and/or suggestions be forwarded to the Sabbatical Leave Committee for their consideration. 

Supervisor and/or Dean Comments: (if additional space is needed, feel free to attach comments to this memo)

     
Supervisor’s Signature:

Date:

Dean’s Signature:

Date:

MAHE Contract Language

5 Sabbatical Leave/Professional Development Leave (Full-Time Faculty Members) 

The purpose of a sabbatical leave/professional development leave is to enhance the bargaining unit member's professional competence. All such leaves shall not only be of value to the bargaining unit member but also clearly benefit the College. Sabbatical leaves/professional development leaves may be granted for advanced study, research, writing or cognate pursuits. Any faculty member on sabbatical leave/professional development leave is encouraged but shall not be required to attend any college functions during the duration of his/her sabbatical leave/professional development leave. Duration shall be defined as the first preparation day of the semester to the final official College grade due date. Exceptions may be made at the faculty member’s request. 

a. Requests for sabbatical leave/professional development leave shall be filed with the Human Resources Department using the "Sabbatical Leave/Professional Development Leave Request Form" by February 1 prior to the commencement of the leave in the following academic year. The department Chair or immediate supervisor and the Divisional Dean must review all requests prior to being forwarded by the Human Resources Department to the college-wide sabbatical/professional development leave committee. 

b. Each faculty member requesting a sabbatical/professional development leave shall include the following information with their request: 

1) A statement of the purpose of the leave including the activities to be undertaken with time lines for completion in order to achieve the purpose. 

2) A method of evaluating the accomplishments. 

3) A statement of the value of the leave to the applicant. 

4) A statement of the value of the leave to the College. 

c. All requests for sabbatical leave/professional development leave shall be reviewed by the college-wide sabbatical leave committee. The college-wide sabbatical leave committee shall include five (5) faculty members and two (2) administrators serving as regular committee members with two (2) alternates (one faculty member, one administrator) who will serve as active members when needed for a quorum. In the event a member of this committee requests a sabbatical leave/professional development leave, that person shall withdraw his/her membership from the committee prior to the submission of the request and for the duration of the leave, if approved.

d. The college-wide sabbatical leave committee shall review each sabbatical/professional development leave request. It may request additional or supplemental information from the applicant in order to evaluate the merit of the request. If the committee feels that a conference with an applicant would be helpful, it shall have the prerogative to schedule such an interview. The committee shall either recommend or not recommend each request to the President. If it chooses to recommend each request, it shall provide a written statement, signed by a majority of its members, certifying that the request satisfies all of the criteria provided in this section. If the committee rejects a request, reasons will be stated in writing and forwarded to the faculty member. 

If a faculty member’s request is by-passed by the College because it is determined that his/her absence cannot be accommodated by the department because of staffing needs, the sabbatical/professional development leave will be automatically granted in the next academic year. If a sabbatical/professional development leave is delayed due to staffing needs, the faculty member will be eligible for the next sabbatical/professional development leave as if the sabbatical/professional development leave had been taken in the year first requested. Revised 12/00 

e. Sabbatical leaves/professional development leaves shall be limited to purposes that clearly promise reciprocal advantage to the College and to the applicant. The decision of the committee shall be based on, but not limited to, the following criteria: 

1) The merit of the application. 

2) The extent to which the request states specific deadlines and educationally constructive objectives. 

3) The extent to which a leave could have positive impact on the quality of instruction or service at the College through the faculty member's increased competence and/or improved instructional techniques. 

4) Reasonable and equitable distribution of leaves across the College in accordance with the established quotas referenced in paragraph g, below. 

5) Contributions of the applicant to the College. 

6) Length of service of the applicant.

f. The college-wide sabbatical/professional development leave selection committee shall forward requests which they have endorsed to the President. Requests receiving the President's endorsement shall be forwarded to the Board of Trustees for action

g. The number of sabbatical/professional development leaves shall be a maximum of thirteen (13) per year. 

h. Faculty members shall be eligible for sabbatical/professional development leave after each six (6) years of continuous service at the College. 

i. The sabbatical/professional development leave shall be no longer than a period of two (2) consecutive semesters. 

j. The salary for the sabbatical leave/professional development leave will be: 

Full Pay – One semester – Fall or Spring 

½ Pay – Fall and Spring Semesters 

Upon return from such leave, a faculty member shall be placed at the same position on the salary schedule that he/she would have been placed had he/she taught at the College during such period. 

k. Sabbatical/professional development leaves may not be used to take employment elsewhere. This does not preclude the acceptance by a faculty member of a grant or fellowship during the sabbatical/professional development leave. 

l. A faculty member granted a sabbatical/professional development leave shall be responsible for accomplishing the stated objectives of the leave. Each faculty member approved for a sabbatical/professional development leave shall meet with a member of the sabbatical/professional development committee at least one month prior to the commencement of the leave and prepare a report signed by both the faculty member and the committee member restating the objectives of the leave and requirements and timelines for any required interim reports and the final report. Under most circumstances the final report shall be due within thirty (30) days of the end of the leave. 

If, during the term of the leave, circumstances beyond the control of the faculty member and the College cause the faculty member to be unable to accomplish the stated objectives of the leave, the faculty member shall meet with the sabbatical/professional development leave committee to agree upon alternate objectives. Upon expiration of the leave, the faculty member shall provide a written report to the committee, along with such other documentation as the committee may desire, so that the committee may evaluate the success of the leave and provide a written report to the President. Revised 12/00 

m. A faculty member who receives a sabbatical leave/ professional development leave shall return to the College for a period of one year or refund, on a prorated basis, the full salary and cost of employee benefits received during the leave period. 

n. As a condition of receiving the leave, the faculty member will execute a promissory note reflecting this refund obligation. If the faculty member fails to return to the college and fails to refund the salary and benefits, the Association and the College will meet with the faculty member to encourage voluntary compliance. If the faculty member still refuses to comply, the College may enforce the refund obligation through any lawful means. 

If the faculty member is laid off, or terminated other than for cause, prior to their being able to fulfill the one year return requirement, the promissory note will be void. 

o. The College will pay retirement credit for sabbatical/professional development leaves after the faculty member returns to work for one year following the leave. The faculty member must make application for credit and submit the billing received from the Michigan Public School Employees Retirement System (MPSERS). Full-time faculty members participating in a sabbatical/professional development leave will not be disadvantaged in the MPSERS plan as a result of such participation, subject to State law and regulations.

	Website Link:     http://www.lcc.edu/hr/employee_forms/                                                                                                    Revised:  8/14/09


