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INSTRUCTIONS FOR SABBATICAL LEAVE AND PRE TENURE SABBATICAL LEAVE
FACULTY NAME: 










Department: 











College or School: 









Rank: 












SABBATICAL REQUEST YEAR: 









LENGTH OF SABBATICAL REQUEST: (double click on the box to mark)

 FORMCHECKBOX 
Academic Year

 FORMCHECKBOX 
Fall Semester

 FORMCHECKBOX 
Spring Semester
TITLE OF PROJECT: 











The purpose should be written in clear and precise English, easily understandable to a scholar in another discipline.

In order to have uniformity of presentation styles and to facilitate an effective evaluation, the proposal should address the six issues described on page 2 in order and should include the headings, verbatim.  The proposal text must be limited to no more than five (5) pages in length.  Thus, a completed application will consist of this cover page and no more than five (5) additional sheets of supportive material.  In addition, an updated résumé (CV) (limit to 6 pages) must be attached to the proposal.  Additional materials, e.g., reprints etc. will not be considered by the Sabbatical Review Committee.

Please keep track of the number of days you traveled for Sabbatical research.  You will be asked to report the number of days in your subsequent report.

SABBATICAL LEAVE FORMAT REQUEST

1.
SPECIFIC AIMS A concise and realistic statement should describe what the proposed research is intended to accomplish in terms of its potential contribution to the applicant's field of professional study.  (It is recognized that sabbatical work will contribute directly or indirectly to one's teaching; but benefits to teaching are not in and of themselves, justification for approval of a sabbatical project.)

2.
SIGNIFICANCE The background to the proposal and a critical evaluation of existing knowledge should be briefly sketched.  The importance of the proposed sabbatical research should be stated by relating its aims to the longer term objectives of the applicant's research interests.

3.
RELEVANT EXPERIENCE The applicant's research experience pertinent to the project should be described.  Any information that establishes the investigator's competence to pursue the proposed project will strengthen the proposal.

4.
RESEARCH PLAN AND METHODS   The project design procedures to be employed should be clearly articulated.  In your description, please explain why the project design and procedures are appropriate for your study.

5.
ASSURANCES OF SUPPORT If applicable, please indicate any assurances of support or cooperation (granted or pending) from individuals, institutions, or agencies needed for conducting the sabbatical work.

6.
DISSEMINATION OF RESULTS   Describe by what means the results of your study/creative work will be presented to professional peers outside the University.  In other words, what plans do you have for presentation or publication of your results for assessment by experts in your field of study?
ROUTING PROCEDURE:
· Sabbatical proposal must be typewritten and sent electronically.  
· Send your proposal and CV electronically via email to the Department Chair, the Dean, and the CAO.
· Email the CAO/Sr. Vice President for Academic Affairs to Shannon Pascual at spascual@lmu.edu.  
· The Chair and Dean will forward their independent evaluations to the CAO.  
· The Sabbatical Review Committee will review electronic copies of the sabbatical application from the Office of the CAO/Sr. Vice President for Academic Affairs.
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DEAN'S REFERENCE FORM
To be completed by Dean
The University Sabbatical Review Committee would appreciate having your evaluation in connection with the sabbatical proposal of:

FACULTY NAME: 











SABBATICAL REQUEST YEAR: 









LENGTH OF SABBATICAL REQUEST: (double click on the box to mark)

 FORMCHECKBOX 
Academic Year

 FORMCHECKBOX 
Fall Semester

 FORMCHECKBOX 
Spring Semester
Please discuss the proposal and qualifications of the applicant for the proposed sabbatical in the spaces provided below or you can attach a word file:

1.
Proposal (importance, feasibility, etc.):

2.
Applicant (qualifications, general record or promise):

Upon receiving this reference form and the Chair’s reference form, the Sabbatical Review Committee will begin its review of this applicant's proposal.

	___________________________
                 Date:                             


Dean   




SABBATICAL PROPOSAL ROUTING PROCEDURE:

· Sabbatical proposal must be typewritten.  

· Send your proposal and CV electronically via email to the Department Chair, the Dean, and the CAO.

· Email the CAO/Sr. Vice President for Academic Affairs to Shannon Pascual at spascual@lmu.edu.  

· The Chair and Dean forward their independent evaluations to the CAO.  

The Sabbatical Review Committee will review electronic copies of the sabbatical proposal from the Office of the CAO/Sr. Vice President for Academic Affairs.
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CHAIR'S REFERENCE FORM
To be completed by Department Chairperson
The University Sabbatical Review Committee would appreciate having your evaluation in connection with the sabbatical proposal of:

FACULTY NAME: 











SABBATICAL REQUEST YEAR: 









LENGTH OF SABBATICAL REQUEST: (double click on the box to mark)

 FORMCHECKBOX 
Academic Year

 FORMCHECKBOX 
Fall Semester

 FORMCHECKBOX 
Spring Semester
Please discuss the proposal and qualifications of the applicant for the proposed sabbatical in the spaces provided below or you can attach a word file:

1.
Proposal (importance, feasibility, etc.):

2.
Applicant (qualifications, general record or promise):

Upon receiving this reference form and the Dean’s reference form, the Sabbatical Review Committee will begin its review of this applicant's proposal.

	___________________________        
                 Date:                                      

Department Chair 




SABBATICAL PROPOSAL ROUTING PROCEDURE:

· Sabbatical proposal must be typewritten.  

· Send your proposal and CV electronically via email to the Department Chair, the Dean, and the CAO.

· Email the CAO/Sr. Vice President for Academic Affairs to Shannon Pascual at spascual@lmu.edu.  

· The Chair and Dean forward their independent evaluations to the CAO.  

· The Sabbatical Review Committee will review electronic copies of the sabbatical proposal from the Office of the CAO/Sr. Vice President for Academic Affairs.
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REPORT ON SABBATICAL LEAVE FORM
To be completed by Faculty after taking their sabbatical

The intention of this report is to provide you with the chance to reflect on the professional growth you experienced as a result of the sabbatical and to serve as a measure of accountability for the leave granted.

1.
FACULTY NAME: 











Department: 











College or School: 










Rank: 












SABBATICAL REQUEST YEAR: 










LENGTH OF SABBATICAL REQUEST: (double click on the box to mark)

 FORMCHECKBOX 
Academic Year

 FORMCHECKBOX 
Fall Semester

 FORMCHECKBOX 
Spring Semester

TITLE OF PROJECT: 










2.
Self-Assessment Report of Sabbatical Leave:


A.
Give a one paragraph summary of your approved sabbatical proposal. Report the number of days you traveled for Sabbatical research.

B.
In a narrative not to exceed 500 words assess whether your sabbatical research achieved the goal of the proposal approved by the Sabbatical Review Committee.


C.
Briefly describe in a paragraph new approaches or areas of research to which your sabbatical is directing you.

3.
Approval of Sabbatical Report:

	
___________________________                                      
                 Date:                                 


FACULTY

	

____________________                                           _______
                 Date:                              


DEPARTMENT CHAIR

	___________________________                                      
                 Date:                                 


DEAN



SABBATICAL PROPOSAL ROUTING PROCEDURE: Submit in triplicate an electronic copy of approved sabbatical proposal and report of sabbatical leave form on or before the sabbatical report due date to your Department Chair, your Dean, and the CAO (TO: Shannon Pascual, Faculty Affairs Associate at spascual@lmu.edu). The Sabbatical Committee will receive reports from the CAO/Sr. Vice President for Academic Affairs.
[Type text]

March 03, 2011

