The San Di ego
Conmunity Col |l ege District
3375 Canmino del Rio South, San Di ego CA 92108- 3883

SABBATI CAL LEAVE PROCEDURES

GENERAL PROVI SI ONS

AFT and the District agree to follow the procedures as established by the follow ng
article with regard to the selection and nonitoring of sabbatical |eaves. However
if any conflict arises between these procedures and the district AFT Agreenent, the
Agreenent shall take precedence.

PURPGCSE
Sabbatical |eaves are encouraged and may be granted to full-tinme tenured faculty
menbers for the purpose of carrying out an approved program which will benefit

students, instructors, and the District. Such |eaves are a nmeans of enhancing the
pr of essi onal devel opnment of faculty nmenmbers through a variety of activities and/or
experiences, which have significant relevance to the specific assignnent, and/or
to the retraining of the faculty nenber.

PROVI SI ONS FOR ELI G BI LI TY

Tenured faculty shall be eligible for a sabbatical |eave after six (6) consecutive
years of satisfactory service to the District (as determ ned by Article XV —

Eval uation). Faculty who have conpleted a sabbatical |eave are ineligible for a
sabbatical |eave until conpletion of each additional six (6) consecutive years of
satisfactory service. However, tinme spent on sabbatical |eave may not be incl uded
in any such six-year (6) period. (See Article 18.2.1)

NUVBER OF LEAVES

The m ni mum nunber of sabbatical |eaves will be equal to 3.5% of the tota
tenure/tenure track faculty. |If one or nore of the colleges does not have a
sufficient nunber of allocated sabbatical |eave applications, the District

Pr of essi onal Devel opment Council will reallocate unused sabbatical |eaves to
anot her college(s). Additional sabbatical |eaves nmay be approved at the

di scretion of the Council based upon the availability of additional resources.
Such additional |eaves would be subject to the application process as delineated
in Article 18.2.2.

TYPES OF LEAVES

Sabbatical | eaves may be taken for a variety of purposes. The followi ng are
exanpl es of types of |eaves, which may be considered, and are not in any order of
priority.

1. Academi ¢ Cour sewor k
Applicants for study | eaves are expected to carry a full program of academ c
work as determ ned by the institution where the programof study is to take
pl ace.

Prior to submitting the request for |eave, the faculty nenber should have
determ ned personal eligibility for adm ssion to the institution and
conpl eted as much preplanni ng as possi ble regarding the program
Ineligibility for admi ssion to the named institution will result in the
cancel l ati on of the sabbatical |eave.

The application should include the nane of the institution that will be
attended, the nunber of units that will be carried, courses that may be
taken, (including course nunber, title and description, if available at the
time of application), and the degree that will be received, if any. |If
speci fic courses are not known at the tinme of applying for sabbatical |eave,
a list of courses to be taken nust be sent to the college comrttee* prior
to enrollment. Applicants are expected to earn a passing grade. The
applicant is expected to earn credit for each course taken as part of the
approved | eave program




VI .

Ret r ai ni ng

Retraining is defined as the upgrading or the acquisition of know edge and
skills to assist the faculty nmenber to nove into a new area of instruction
or for the acquisition of new know edge and skills in order to bring the
particular instructional programup to date with current practices in

i ndustry or current know edge of the discipline.

Teachi ng, Learning, and Appropriate Instructional and Student Services.
Sorme exanples are as follows:

a. Devel op new or revise existing courses, prograns, certificates or
degr ees.

b. Devel op technol ogically mediated instruction for courses/prograns.

c. I nfuse gl obal concepts in courses/prograns.

d. Eval uate the effectiveness of teaching and |earning strategies,

i nstructional delivery systens and/or performance assessment
t echni ques.

e. Devel op and/or inplement student success initiatives.

f. Devel op programs that inprove student success and achi evenent of
| ear ni ng out comes.

Resear ch
Applicants for independent research | eaves are expected to acconplish an
anmount of work equal to a full-time study program

a. Applications for research | eaves should include a description of the
research project that will be undertaken, how the research will be
conducted and how the information will be used. The specific

itinerary, if any, schedule of activities and other pertinent
i nformati on should al so be incl uded.

b. A person wishing to follow a research program shoul d di scuss his/her
intentions with the college president and should clarify the follow ng
before submitting the request:

1) What research nay have al ready been conducted in this area?

2) What information may be available in the literature to support the need
for the proposed research project?

3) How wi Il the college/District and/or students benefit fromthe research
proj ect?

APPL| CATI ON TI METABLE

1

Application for a sabbatical |eave for a single senester (fall or spring) or a
full acadenic year shall be subnmitted in witing, upon the form prescribed and
provided by the District, and filed with the school dean or appropriate
manager no |l ater than February 15 of the academi c year preceding the year
during which the | eave is being requested. (See Article 18.2.2)

It is recoomended that the sabbatical |eave applicant consult with the
appropri ate departnent chair/supervisor, and/or school dean/nmanager prior to
February 15 to address any issues, provide additional information or
clarification regarding the proposed plan. The applicant may al so consult
with any nmenber of the college conmittee*.

The appropriate School Dean/ manager shall have ten working days to review the
Application for Sabbatical Leave, nmake a reconmendati on and submt the
application to the college conmttee*. |If any of the dates in the Application
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Tinmetabl e fall
next wor ki ng day.

formwi th a reconmendation to the College President by April

on a weekend or a District holiday,

the deadline will be the

forward the conmmttee’'s recommendation to the

review, sign, and forward the application

5.

4, The col |l ege conmittee* shall

Col | ege Vice President by March 25.
5. The Col | ege Vice President shall
6. The Col | ege President shall

notify applicants regarding the status of their

sabbatical |eave requests by April 20.
Application Tinetable Activity
August Fal | FLEX Workshop on Sabbatical Process
January Spring FLEX Workshop on Sabbatical Process

Prior to February 15

Application reviewed and recomendati ons
made by appropriate Departnent
Chai r/ Super vi sor

February 15

Submi ssi on Deadl i ne

Application due to School Dean/ Manager

February 25

Application Due to Col |l ege Conmittee*

March 15 Sel ection of Applicants by Coll ege
Committ ee*

March 20 Di strict Professional Devel opnent Council
nmeets to reallocate unused | eaves, if
avai l abl e.

March 25 Col | ege Committee sends reconmendations to

Col | ege Vice President.

March 25 — April 5

Col | ege Vice President reviews, signs and
sends to President with recommendati ons.

April 20

Applicants notified about sabbatical by the
Presi dent .

Reporting Tinetable

(Al dates are in the year immediately follow ng the sabbatical |eave)
Fi nal Leave Report for Fall Senester March 1

Fi nal Leave Report for one-year and Spring Cctober 1

Senest er

Pr of essi onal
Pr of essi onal
Pr of essi onal

*City Coll ege:
*Mesa Col | ege:
*M ramar Col | ege:

Growth Conmittee.
Growt h and Sabbati cal
Devel opment Commi ttee.

Leave Conmitt ee.
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VII. APPLI CATI ON PROCESS

1

Applications for sabbatical |leave will be reviewed only once a year
Applications should be reviewed by the appropriate departnment
chair/supervisor prior to submi ssion to the school dean/mnager on or before
February 15.

a. If a program credential/degree is to be undertaken, then a ful
description of the accredited progranf credential/degree shall be
i ncl uded.

b. If a research project is to be undertaken, then a prelimnary neeting

and approval of the College President is required. An outline of the
research project and a projected | og of hours to be spent on the
project are required. The benefits to the college, school, departnment,
students and to the faculty menber shall be described fully.

C. If the Departnent Chair/School Dean has questions about the
application, and it can be adjusted so that the questions are
addressed, then the Application for Sabbatical Leave should be
resubmtted to the Dean for recommendation and signature no later than
February 15. The School Dean has ten working days to review and nake a
recommendati on on the Application for Sabbatical Leave.

d. If the School Dean still does not recomrend approval of the
application, then the Application for Sabbatical Leave shall be sent on
to the college committee* with appropriate commrents by February 25.

e. It is reconmended that the applicant check to ensure that the Schoo
Dean has forwarded his/her Application for Sabbatical Leave to the
coll ege comrittee* by the established deadline.

The conpleted forms (with approvals and/or comments) will be subnitted to the
col l ege comrittee* by the School Dean no |ater than February 25.

a. The col |l ege conmittee* shall review all the applications and
reconmendati ons for acceptability.

b. If the college comrittee* feels that an application could becone
acceptable with sone additional information, the conmittee nmay request
such information fromthe originator. However, this shall not
constitute a major revision of the application

cC. All acceptable Applications for Sabbatical Leave shall be ranked, even
if the nunber exceeds the college allotnment.

The col |l ege conmittee* shall informthe District Professional Devel opnent
Council of the nunmber of acceptable Applications for Sabbatical Leave by
March 20. The District Professional Devel opnent Council shall: (See Article
18.1.1)

a. Conpare the nunber of acceptable Applications for Sabbatical Leave
requested by the college committees*.

b. Real | ocate the nunmber of unused | eaves to another college(s), as
appropriate.

c. Al l ocate additional sabbaticals based upon availability of additiona
resour ces.
d. Notify college committees* of any redistribution of unused | eaves or

additional allocation of |eaves.
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VII1. LEAVE

The col |l ege conmittee* shall forward the conmittee’s recommendati on signed by
the Chair to the College Vice President by March 25.

The Col | ege Vice President shall review, sign, and forward the application
formto the Coll ege President by April 5.

The Col | ege President shall notify applicants regarding the status of their
sabbatical |eave requests by April 20.

APPROVAL, W THDRAWALS, AND CHANGES

Shoul d the recipient of an approved sabbatical |eave decide not to exercise
the privilege as agreed, the | eave shall be offered to the next alternate on
the rank order list.

The alternate will have five (5) working days to accept the sabbatical |eave.
If not accepted, it will be offered to the next alternate.

A recipient may withdraw from an approved sabbatical |eave prior to beginning
that |leave. A second consecutive withdrawal will result in ineligibility to
apply for the subsequent acadenic year, except for accident or illness as
provided in Section 18.2.6. of the contract.

Shoul d the recipient of an approved sabbatical |eave nake changes in the
Application for Sabbatical Leave after it has been approved, the altered
application nmust be resubmitted in witing to the college comrttee*, which
will review and recommend action to the President.

The college conmittee* will send their reconmrendations to the College Vice
President by March 25. The Vice President will forward to the Coll ege
President with recomendati ons.

I X. SABBATI CAL LEAVE OPTI ONS
In accordance with the applicable provisions of the California Educati on Code and
the Policies and Procedures of the San Diego Community College District, a
sabbatical |eave can be requested for the followi ng periods (See Article 18.2.1.2):

10- Mont h Enpl oyees Per cent age of 10- 11/ 12 Month Enpl oyees Per cent age of
Mont h Base Sal ary 11/ 12 Month Base
Sal ary
Ful | academ c year 50% Ful | fiscal year 50%
First semester only 100% First six nmonths 100%
Second senester only 100% Second si x nont hs 100%
Two non-sequenti al 50% each senester Two non-sequential fiscal 100%
senesters within a on sabbati cal quarters within a 36-nonth
36-nont h peri od period not to exceed six
nont hs of leave within a
36- nont h peri od.
Two nmonths in sumrer for 100%
t hree consecutive sunmers

X. COVPENSATI ON AND BOND (See Article 18.2.5)

1

Conpensation for a faculty nmenber on sabbatical |eave shall be equivalent to
one-half of the faculty nenber’s annual base salary. The faculty nenber
shall receive the benefit of any service increnment and/or salary
reclassification entitlement as if the faculty nmenber had rermained in active
servi ce.
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Every faculty nmenber, as a condition to being granted a | eave, shall agree in
writing to render a period of service in the enploy of the District follow ng
hi s/her return fromthe | eave of absence, which is equal to twice the period
of the | eave.

The faculty nenber may el ect to receive conpensati on under either of the
foll owi ng options:

a. Option 1 - If the leave is for a period of one year, the faculty nenber
may receive conpensation in two equal installments at the end of the
first and second year of service rendered in the District follow ng
return fromleave; if the leave is for a period | ess than one year, the
faculty nenber may receive the total conpensation at the end of the
first year of service rendered in the District following return from
| eave.

b. Option 2 — Regardless of the length of |eave, the faculty nmenber may
recei ve conpensation in the same manner as if he/she had remained in
active service

The faculty nenber who el ects Option 2 nust post a bond in an amount equal to
the faculty nenber’s contract salary while on sabbatical |eave i ndemi fying
the District against loss in the event the faculty menber fails to render the
agreed-upon period of service in the enploy of the District upon return of
the faculty nenber fromthe | eave of absence, or if he/she fails to neet the
provisions of Section XI. (See Article 18.2.7)

A faculty menber who has conpleted a sabbatical |eave and who either |eaves
the District before fulfilling the services obligation or fails to neet the
provi sions of Section Xl below shall reinburse the District in the amunt due
for the portion of the unfulfilled obligation no |ater than the | ast day of
enpl oyment with the District.

In order to ensure receipt of nmonthly warrants, Human Resources must be
notified in witing by the faculty nmenber of the current mailing address to
which the warrants are to be forwarded.

Time on sabbatical |eave shall be counted as regular service for purposes of
sal ary advancenent, pronotion, or reclassification, while for retirenent
purposes it shall be counted as half tinme if a full year sabbatical |eave, or
full-time if a half-year leave. (A faculty menmber on a full-year sabbatica

| eave may elect to pay the difference between half-year and full-year status
for retirenment purposes, in which case the leave will count as full time for
retirement purposes.)
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During the termof the sabbatical |eave, the successful applicant will be
expected to devote full-tine to the | eave activity and will not be eligible
for overload assignments, chair duties, release tinme duties, Acadenic Senate
of fice, or other campus/district responsibilities. Qutside enploynent during
the period of the sabbatical |eave nust be approved by the Chancell or
Substitute assignnents with duration of one week or |ess may be approved on
an emergency basis by the coll ege president.

Funds for additional sabbatical |eaves may be approved by the Board for
al l ocation by the Counci l

Through the sabbatical |eave process, faculty nmenbers may al so apply for
tuition reimbursenment for college-level coursework conpleted at an accredited
institution. Subject to available funding, a maxi rum of $2,000 nmay be

rei mbursed in any acadeni c year

If specific courses are known at the tine of application, an Application for
Sabbatical Leave Tuition Rei nbursenment should be submitted through the
sabbatical |eave process along with the Application for Sabbatical Leave. |If
courses are not known at the time of applying for sabbatical |eave, the I|ist
of course(s) should be subnmitted to the college cormittee* prior to
enrol I ment along with a copy of the approved Application for Sabbatica

Leave.

An Application for Sabbatical Leave Tuition Rei mbursenent nust be submitted
to, and approved by the college comrittee* prior to enrollnment. Tuition

rei mbursenent shall be processed upon subm ssion of evidence of successfu
conpl etion of courses taken. Oficial transcripts of credit and origina
recei pts nust be sent to the District Staff Devel opnent O fice, Room 385,
upon conpl etion of coursework.

Xl Return to Service Agreenent (See Article 18.2.7)

1

At the expiration of the sabbatical |eave, and in the absence of other nutua
agreenent between the faculty nenber and the District, the faculty nenber
shall be reinstated in a position equivalent in duties and salary to that
hel d by himher at the time of the granting of the | eave of absence.

In nost instances, it will be possible to determine in advance that the best
interests of the District will be served by placing the sabbatical |eave
recipient in the sane assignnent held prior to the granting of the I eave.
Human Resources shall notify the faculty nenber replacing the faculty nenber
on sabbatical leave, in witing, that the assignnment shall be only for the
duration of the sabbatical |eave.

Not later than six (6) weeks after return to duty, each faculty nmenber
returning from sabbatical |eave shall file with the president, for review by
the coll ege conmittee*, evidence that the specific objectives stated in the
application have been conpleted and the deliverabl es/ products have been
subm tted.

The faculty nenber shall not be considered as having conpl eted the

requi renents of the sabbatical |eave until this evidence has been verified by
the coll ege conmittee* as having net the objectives of the |eave and al

del i ver abl es/ products have been submtted.
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X,

a. Evi dence of fulfillnment of a retraining | eave shall neet the criteria
outlined in the original application for the |eave.

b. Evi dence of fulfillment of a formal study leave is an officia
transcri pt showing all courses conpleted and degrees granted,
addi tional credentials obtained should be registered; and plans for the
application of learning in ways beneficial to the college and students.

c. Evi dence of fulfillnment of an independent research |eave is an origina
typewritten report in thesis formand the plans for application of
research findings in ways beneficial to the college/center and
students.

APPLI CATI ON FORMS

An Application for Sabbatical Leave shall be submitted within the established
timelines on the approved forns available fromthe Coll ege's Acadenic Senate
O fice, individual school deans/appropriate managers, or online. These forms
i ncl ude the foll ow ng:

1. Cover Sheet
2. Pl an
a. A detail ed course of action containing the followi ng itens:
b. Need for the Sabbatica
c. Description of the Overall Plan
d. Obj ectives
e. Evi dence of Conpletion
f. Rel ati onship to Current Assignnent and |nprovement of Student Learning
g. Tentative Schedul e
h. Fundi ng
Abst r act

Recommendati ons and Si gnat ures
Application for Sabbatical Leave Tuition Reinmbursenent (if appropriate)

o s w
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The San Diego
Community College District
3375 Camino del Rio South, San Diego CA 92108-3883

Application Form for Sabbatical Leave

Cover Sheet:

Date Name S.S. # College/Center Assignment
Please answer the following questions:

1. Have you ever taken a sabbatical leave? = Yes = No  If so, when?
2. Have you ever taken any other kind of long-term leave? = Yes = No If so, when?
3. Have you been employed in this district for six (6) consecutive years? = Yes = No

THE DUE DATE FOR ALL SABBATICAL LEAVES IS FEBRUARY 15 (See Part V of Leave Procedures)

Sabbatical Leave Options and Amount of Compensation Requested
In accordance with the applicable provisions of the California Education Code and the Policies and Procedures of the San Diego
Community College District, a sabbatical leave is requested for the following period of the 20 -20 _ school year;

10-Month Employees 11/12-Month Employees
= Full academic year (50%) = Full fiscal year (50%)
= Fall semester only (100%) = First six months of the Fiscal Year (100%)
= Spring semester only (100%) = Second six months of the Fiscal Year (100%)
= Two non-sequential semesters = Quarter (indicate 1st, 2nd, 3rd, or 4th)
within a 36-month period (50%) Two nonconsecutive quarters (100%)
( semester, 20__-20___ = Two months in summer for three
( semester, 20__-20_ ) consecutive summers (100%)
and semester, 20__-20_ )

Purpose of Leave

= Academic Coursework
= Retraining
= Research

= Teaching, Learning and Appropriate Instructional and Student Services Activity

Method of Compensation
The employee requests that sabbatical leave compensation be paid under the plan checked below:

= A. Option 1. If the leave is for a period of one year, the faculty member may receive compensation in two equal
installments at the end of the first and second year of service rendered in the District following return from leave. If
the leave is for a period less than one year, the faculty member may receive the total compensation at the end of the
first year of service rendered in the District following return from leave.

= B. Option 2. Regardless of the length of leave, the faculty member may receive compensation in the same manner as if
he/she had remained in active service.

Signature of Applicant
My Sabbatical Abstract and Plan are attached.

Signature of Applicant Date

See reverse side for plan and abstract format. Refer to SDCCD Sabbatical Leave Procedure for specific
information. This document is available online. A sample is included.
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Plan:

Provide a full description of the proposed sabbatical leave including the following
information in your sabbatical plan. Asyou prepare this plan, it is strongly recommended that
you consult with the department chair/supervisor and /or school dean/manager prior to February
15 to address any issues or to provide additional information or clarification regarding the
proposed plan. Y ou may also consult with any member of your college' s professiona
growth/development committee.

1

Abstract:

Need for Sabbatical — how does your plan meet the need for professional growth and
development as well as benefits to the students, colleagues and college?

Description of Overall Plan— adetailed course of action that is consistent with the
statement of purpose and nature of the leave.

Objectives— What do you plan to accomplish and how will you measure it?
Evidence of Completion— reports, video, transcripts.
Relevancy to Current/New Assignment and I mprovement of Student Learning

Timeine — What is the timeline for accomplishing your objectives?

Provide an abstract summarizing the description of your proposed leave plan in a paragraph of about
100 words. This part of your application will become part of the Board Docket. Please include the
following information as part of the abstract:

1

2.

Need for the Professional Growth— describe the purpose of the leave.
Sabbatical Activities— describe what you plan to do.

Anticipated Outcomes — describe the primary outcome; instructor and classroom teaching
outcomes;, professional/ faculty relationship outcome; student outcomes.

M eans of M easurement — describe what evidence you will submit to demonstrate
achievement of your outcomes.

Benefit to District

10 9/28/01




The San Diego
Community College District
3375 Camino del Rio South, San Diego CA 92108-3883

(Application for Sabbatical Leave)

Recommendations and Signatures:

Name of Applicant SS# Campus Site

Department Chair Recommendation: Signature

Recommend Conditional Recommendation®

Phone

Date

Not Recommended*

Dean/Manager Recommendation: Signature

Recommend Conditional Recommendation®

Date

Not Recommended*

College Professional Development Committee Chair

Signature

Vice President Recommendation: Signature

Recommend Conditional Recommendation®

Date Ranking
Date

Not Recommended*

President Recommendation: Signature

Recommend Conditional Recommendation®

Date

Not Recommended*

*Must include written statement to specify/document conditions or reasons.

Approved by Board of Trustees on

Date

Sabbatical Leave Recorded by Human Resources

Date
11
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The San Diego Community College District
3375 Camino Del Rio South
San Diego, CA 92108-3883

Application Form for Sabbatical Leave
Tuition Reimbursement Approval Form

SUBMIT PRIOR TO/OR WITH APPROVED SABBATICAL APPLICATION FORM
If not submitted with sabbatical leave application, please attach an approved copy of your sabbatical
proposal.

Name of Applicant SSN # Date

College/Area of Assignment Office/Work Location Rm# Ext.

Home Address
Number City Zip

I request approval for reimbursement of tuition, which will be paid for, upon my successful completion of the
following course(s) at:

Name of Accredited Institution Location of Campus Where Classes Meet
Subject No. Title Units Start Date End Date Amount of Tuition
Total

Total Reimbursement

This is to certify that | have not or will not receive funds from the SDCCD in excess of 10026 of the
cost of this activity.

Applicant’s Signature Date
Committee Chair Signature Date
[ [
Approved Disapproved Reason
Dean/Vice President Signature Date
Approved Disapproved Reason
FOR OFFICE USE ONLY
FISCAL YEAR ENCUMBRANCE
Date LOC. ACTIVITY.
Action FUND/PROG AMOUNT_$
Disapproved OBJECT. DATE
Approved INITIAL

Upon completion of coursework, return this signed form with transcripts of credit and original receipts to: District Staff
Development, Room 385 District Offices, Phone 619-388-6591.

District Staff Development Office will submit a voucher to District Accounts Payable to mail check to applicant.
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