University of Kansas Medical Center
Sabbatical Leave Application Process

1. Faculty member reviews the Sabbatical Leave policy as outlined in the Handbook for Faculty & Other Unclassified Staff (see Section V, A).  The complete handbook is available on-line at http://www2.kumc.edu/aa/fa.

2.
Faculty member prepares a statement of purpose for the proposed sabbatical leave.  This statement includes the value of the sabbatical proposal to the applicant’s professional needs and goals; value and likely benefits to the department/University of the sabbatical proposal; benefits likely to result in terms of enhanced teaching/professional service and enrichment of interdisciplinary programs.  The proposed beginning and ending date for the sabbatical is included in this statement of purpose.


Note: For 12 month sabbaticals, 11 months are at ½ salary and one month is vacation leave at full salary.  For 6 month sabbaticals, 5 months are at full salary and one month is vacation leave at full salary.  Vacation leave is either taken the first month of the sabbatical or the last month.  The faculty member completes appropriate forms requesting vacation leave for either the first or last month of the sabbatical prior to taking sabbatical leave.

3.
Faculty member submits completed statement of purpose and requests a letter of support for the sabbatical leave from his/her department chair.

4.
Department chair forwards sabbatical leave application packets (indicating rank order if more than one application) to the School’s Dean and requests a letter of support from the Dean for each application.

5.
Dean reviews applications, prepares letters of support and forwards by December 1st all information in the application packets (indicating Dean’s rank order if more than one application) to the Vice Chancellor for Academic Affairs.  

6.
Faculty Affairs verifies that each applicant meets criteria for sabbatical leave and then prepares a list of applicants for transmittal from the Vice Chancellor for Academic Affairs to the Chancellor.  If  the number of sabbatical leave applications exceeds the allotment granted for the fiscal year mandated by the Kansas Board of Regents, the Vice Chancellor rank orders the applications in consultation with the Deans, using the rankings submitted by the Deans. (in January)  Evaluations shall be kept confidential, but the applicant shall be given an opportunity to respond to a summary of negative comments made at any level in the evaluation.

7.
Chancellor makes a preliminary approval decision on the proposed sabbatical leaves and that decision is transmitted by the Executive Vice Chancellor in writing to the faculty member, chair, and dean. (in March)

8. Faculty Affairs prepares a Calculation for Sabbatical Leave Salary and Repayment Amount for each approved applicant when the new fiscal year salary figures become available in June.  Administrative caps are generally not paid during a sabbatical leave.  Exceptions to this must be approved by the respective Dean.  This form is sent to the appropriate school’s Fiscal Administrator for review and approval. (in June)

9. Faculty Affairs prepares and sends two (2) original Kansas Board of Regents Sabbatical Leave Agreement forms and sends to faculty member with a copy of the approved Sabbatical Leave Salary Calculation.  Faculty Affairs also prepares the Calculation for Sabbatical Leave Salary Amount on HRIS Form.  These forms are posted on the Faculty Affairs website at http://www2.kumc.edu/aa/fa.  Faculty member signs the two original agreement forms and returns to Faculty Affairs. (in June/July)  
10.  Chancellor receives the Sabbatical Leave Agreements with the attached Calculation for Sabbatical Leave Salary and Repayment Amount for final approval.  Approved Sabbatical Agreements are returned to Faculty Affairs and then copies distributed to the faculty member, chair and appropriate dean. (in July)
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